Getting Started with eMaint X3

Getting Started with eMaint X3

This free guide will help you get started with using eMaint X3. It provides information on only the most basic features
of eMaint X3. Other training materials and resources designed to help you become proficient in all areas of the
system are available through the eMaint University link on your eMaint X3 account. eMaint University is our e-
learning portal, and is regularly updated with new content. For more information, please contact us at 856-810-2700

or info@emaint.com.
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Getting Started with eMaint X3

Important Information about eMaint X3

eMaint X3 is as easy as you want it to be, yet as complex as you need it to be. It is both an easy work order
management tool as well as a full-featured enterprise asset and inventory management tool. With eMaint X3, you
have the ability to:

e Manage work orders and work order requests

e Manage equipment

¢ Manage and track inventory

e Schedule preventive maintenance (PMs) on your equipment

e Automatically generate PM Work Orders and manage PM groups

e Charge parts and labor against work orders

e Access complete equipment and parts histories

e Track maintenance contacts

e Create a full range of reports

¢ Email PM- and non-PM work orders to the personnel who will perform the work
e Register multiple users to one account

e Determine access and security rights for each user

e Export your data

e Configure screens, fields, lists, reports, etc. to meet your business needs

If you already have existing data in electronic format, we can import it for you into your eMaint account. Contact us to
learn more about our data conversion services.

When you first establish your eMaint X3 account, it is automatically configured with a ‘basic’ or ‘generic’ setup, and
this guide is geared to the ‘basic setup’. However, you are not limited to this ‘basic setup’.

Virtually everything can be configured in eMaint to fit your needs. With eMaint X3, you can:

e Modify screen layouts for work orders, work requests, assets, parts, and contacts

e Add or remove fields from your list views and detail views

¢ Change field names, field font sizes, field colors, and background colors

¢ Modify field definitions (i.e. add field lookups, make fields mandatory, apply default settings to fields, have
fields auto-populate from lookups, apply security to fields, increase field lengths, add help text to fields, etc.).

e  Modify reports

e Apply filters and sorts to your lists....and more.

This ‘Getting Started’ guide is designed for the novice CMMS user, and will aid you in setting up your eMaint X3
account with basic information.

If you are a more advanced CMMS user, or want an in-depth understanding of eMaint and all of its features (including
how to configure eMaint X3 to your needs), you may want to consider registering for one of our Web-based training
courses. We also actively work with customers to ensure that their eMaint account is configured to align with their
business processes.

To register for a course, or to learn more about the customizable features in eMaint X3, contact us at 856-810-2700
or info@emaint.com. You can get more information about our web-based training courses and other training tools by
visiting eMaint University, accessible through the link in your eMaint X3 account.
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Basic eMaint Terminoloqy

While everything in eMaint X3 is configurable to use YOUR terminology, it is important to understand the basic
eMaint terminology and how information is labeled in the system.

Basic terms are listed below, followed by short descriptions of each.

Work Order

Definition - The document which records work that is performed as part of your maintenance cycle. In addition to a
piece of data that eMaint stores, a work order is also the physical piece of paper that is produced (assuming you are
still producing paper work orders).

AKA: Job Order, Service Request, Work Request, Job Ticket, Open PMs, etc.

Asset

Definition — Generally, any piece of equipment that you will track in the system and on which maintenance and
repairs are performed, or for which work orders will be assigned and tracked. An asset can be a machine, but it can
also be a room, such as for facility maintenance.

AKA: Equipment, Machine, Component, System, Sub-System, Facility, etc.

Contact

Definition - In eMaint X3, we divide contacts into various categories, including Employee, Supplier, Tenant,
Contractor, and Customer. These categories are used to group contacts for three basic purposes:
General Contacts (like your Rolodex):

All Categories
Assign To's — People/Organizations we will assign work to:

Employee

Contractor

Supplier
Perform For's — People/Organizations we will perform work for:

Tenant

Customer (internal or external)

Parts

Definition - Any spare part or inventory item that will be used to repair an asset, or that will need to be replaced on an
asset.
AKA: Spare part, inventory, maintenance parts

PM Task

Definition - A preventive maintenance task is a defined set of instructions (such as a manufacturer’'s recommended
maintenance description) that explains, in as much detail as you need, the work, or task, that needs to be performed
on an asset.

AKA: Task, Recommended maintenance task

PM Schedule

Definition - A PM Schedule is associated with an asset, and indicates the frequency that a PM task is due to be
performed on the asset. The frequency can be a calendar basis (weekly, monthly, etc.) or meter basis (every 100
hours, for example). An asset can have numerous PM Schedules, each with a corresponding task. Once a PM
schedule is set up for an asset, it will generate (that is, it will become an ‘Open PM’ or an open work order with ‘PM’
listed as the work order type) on the date and frequency that you indicate.
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Work Order Management in eMaint X3

The heart of eMaint X3 is work order management. Work orders are the vehicles for recording the activities you
perform, the physical documents you provide the people performing the work, and the tracking device for all related
activities. By issuing work orders and tracking all related activities, eMaint will give you the following information:

e All work performed for an asset/building/department/line/customer etc.
e  All outstanding work

e The cost for performing the work

e The work assignments for your employees/contractors etc.

eMaint X3 is designed to handle all of the various types of work orders — from facility requests to equipment related
work orders. In their most basic form, work orders are divided into two categories — Scheduled and Unscheduled.

Scheduled work orders, also known as Preventive Maintenance Work Orders (sometimes referred to simply as PMs),
are those work orders that are scheduled, either by calendar or meter (like hours for example) and will occur on some
regular basis (weekly, daily, annually, 3000 hours, etc.). By nature, scheduled work orders are for preventive
maintenance tasks that are designed to ‘prevent’ failures in the future through their performance.

Unscheduled work orders are the opposite — these are the requests for work that come up day in and day out which
are to perform maintenance tasks that require attention due to a breakdown, specific need, customer request, etc.

This guide will help you through both work order paths.

Scheduled Work Orders Unscheduled Work Orders
i.e. Preventive Maintenance, Planned Maintenance i.e. Unplanned, Corrective, Emergency, Routine, etc.
Step Section Step Section
Create Asset Record 2a Create a Work Order la
Create PM Tasks for Asset 2b Tracking work for assets/equipment
Create PM Schedule for Asset 2c Create Asset Record 2a
Create Contact Record 2d Work Order Entry 1b
Generate Work Orders 2e Tracking work to be ‘Performed For’
Inventory Setup 3 or ‘Assigned To’ an individual/org.
Work Order Management Create Contact Record 2d
Updating Work Orders 4 Work Order Entry 1c
Closing Work Orders 4 Creating a Work Request 1d
Tracking Charges on Work 5 Inventory Setup 3
Orders Work Order Management
Updating Work Orders 4
Closing Work Orders 4
Tracking Charges on Work =
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1. Unscheduled Work Orders

la. Creating or Adding a Work Order — Basic Version:

At the simplest level, you can begin using eMaint X3 immediately to manage your work orders, without having to
populate the system with data beforehand.

Follow Steps 1-4 that are outlined in the graphics below.

1. Click the Work Orders tab on the
top menu bar on your eMaint
account. This opens the Work Order

File Listina.

University | Support | Logout | Akout
| ¥ Requests || “& Assets | Tl Parte | 44 Contacte | ) Reporte | [E Calendar |
%3 Cluick Bar *
ElMy Shorteuts

Parts Explarer

Jrszet Explarer Add Newr Record Refresh Learn More

Digital Dashboard o —
reate Purchase Order WO Mo, & WO Date Asset 1D Asset Description WO Type Priority  Status  Sched. | Ne  Work Order Status

Parts Re-Order List | | ‘

PO Receipts

lipdite Pending POs 137 10/8/2007 1005 Truck CORRECTIVE 3 o

Furchaze Order Center A36 10052007 1019 Compressor - Air P ¢]

[Fimple Wark Order 135 10/08/2007 1040 HVAC P o

iork Order Print Manager
134 10/03/2007 1003 Compressar, Sir P
SRegentinilisued 133 10/082007 1010 PL-2 Cut Off Saw 2. Click Add New Record at
= Alia 132 104002007 1040 HvAC .

7 Reguest Numb... 00032 : top right corner of Work
Lid 27L154PC2 131 1000652007 1019 Compressar - Ajr . L.
. R T ey Order File Listing screen.
0 Cuid _27LO0GHKGS 129 091472007 1002 Ol Furnace
8 Clid 23ETCRISH 128 D9M40007 1040 HvAC CORRECTIVE H 0OA 7007 Active
% Pmid _23F1CNISAE ; - : R i : =il
' Asset D 1003 127 094052007 1004 Generator, Standby CORRECTIWE 3 (0] 091712007  Active
& Asset D 1013 126 09M0/2007 1040 Hvac PM 2 o 0972002007 Active
& Asszet D 1025 125 09/09/2007 1001 Hot Water Tank CORRECTIWE 2 o] Active

124 09/0772007 2002 Powver Transformer CORRECTIVE H 0907 2007

123 09/06/2007 1005 Truck CORRECTIVE 2 (o] 091 7/2007  Active
122 09/04/2007 BOX_01 Box Lifter CORRECTIVE H 09/035,2007

121 D8026:2007 1003 Compressar, Air P o Active
120 0§£23/2007 1002 Ol Furnace CORRECTWE 1 H 0572572007 Active
118 08£2272007 RW_19 Rurvay 19 CORRECTIVE H

118 082172007 1028 Shredder CORRECTIVE H

117 0822172007 1018 Dryer CORRECTIVE H 0872352007

116 08M6:2007 1029 American Baler CORRECTIVE H 08r20/2007

115 08M6:2007 1031 Core Machine CORRECTIVE H 031 7r2007

114 07A9:2007 1040 HWAC Pl H

113 07A82007 1019 COmpressar - Air Corrective 2 (o)

112 07A1/2007 1015 Dryer Corrective 1 H

111 07062007 1019 Compressar - Air Phd H

110 062202007 1040 HYAC CORRECTIVE H 06252007

108 0672172007 1001 Hat Water Tank CORRECTIVE H
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. .{:‘.Hukssets Il :ﬁ-Pans I 4{. Cont

Wy Accoun

X3 Quick Bar *
=l Recently Viewed

| WO No. 133
| WO No. 158

Save Mew Record Cancel Changes
WO o

/ 4. Click Save New

Record after filling out Est. Hours: o
the pertinent fields on =
the screen. Aszset Descriptiun.]
. Building:
Note: A.Work ordgr number is oor[
automatically assigned to your
. . Ri 3 R
work order after clicking Save. e
Requested By:|
Azzign To Type: [dtﬁsr Tr:. Perfort
Assign Tu:] @ Pel
Brief Descriptiun.|
Work De=cription:
[HTML Editor}

Fill in the appropriate fields on the work order you are creating as
determined by the procedures you have established.

Click ‘Save New Record’ at the top of the screen to save the work order.
Upon saving, the system assigns a number to the work order. In this
example, it is. WO No. 101 (below).

You are now seeing the work order that you just saved on view in the
screen.

3. Fillin the appropriate
fields on the work order
screen. This can be as
simple as adding a work
description.

A work order can be for a piece of
equipment, for a tenant or a
customer, or simply for a task to be
performed in the facility.

Helpful Hints:

The following fields are
automatically populated by the
system: WO No., WO Date, Status.

The yellow file folder icons to the
right of fields are Lookups that you
can click to help you populate the
fields.

You can easily track the Work
Order Type, Problem Type, and
Department fields on work orders.
Each of these fields have editable
lookup you can manage by going to
the Navigation tab and clicking on
their appropriate link in the Data
Center section.

If the work order is for an Asset or
piece of equipment, see Section 1b
for picking an asset for a work order.

If the work order is being
Performed For a customer or
tenant, see Section 1c for more
details on identifying who the work
is being performed for.

You can also assign work orders by
filling in the Assign To field. The
lookup for this field is tied to the
Contacts list. See Section 1c for
more details on assigning a work
order to the person who will perform
the work.
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My Account | Theme | eMaint University | Support | Logout | About

_0' Home ”_!' MNavigation i| 41 Dashboard | B Work Orders | 74 Requests || B Assets i| Tl Parts |r5ﬁ Contacts || 2l Reports i| (& Ccalendar i

X3 Quick Bar X
=l Recently Viewed
£ WO No. 133

! | Save Mew Record Cancel Changes
WO No.: Okey field Status:
WO Date: m Completed Date:
WO Type: @ @ Downtime: ’_1‘
Sched. Date:| Nov [»[5 | »[z007 Problem Typs: [ 1UECHANICAL ¥ | =
Bsthoursi[ 15 Work Order Status: Active v
Azzet fD'I—‘ ﬁ Project #'i— ﬁ
Asset Description: ]
Building: ]— Priority: | 3 |w
Floor: r—
Request # Req. Telephone: i—‘
Requested By:] Req. E—mail:i
Aszsign To Type: @l Perform For Type: @‘
Azzign TDZ] = Perform FDr:i =
Brief Description: 101’@”1&”
Work Description: 2 = A = = —
[HTUL Eaier DI;- ;cll-‘n:ir;rznzﬂourl |IzS I;:;,_I,T,-geg_" and the pressure isn’t as strong as it used to

On this example, the information was typed into the fields for WO Type, Downtime, Schedule Date, Problem Type,

Estimated Hours, Priority, Brief Description and Work Description.
There is no Asset associated with this work order.

What if you want to associate an asset to awork order?

To create a work order for a piece of equipment, follow the example outlined in section 1b below.

1b. Creating a Work Order for an Asset:

Click ‘Add New Record’ from your Work Order list so that the new record screen shows. To associate an Asset with a
work order, click the file folder to the right of the Asset ID field to access your list of assets.

woDate [nov w[2 wzoor [
WO TYpE:| CORRECTIVE | &
Sched. Date:[Nov v |5 w[zo07 [

E=t. Hours: 15

Aszst D

Aszzet Description: ]

Building:
Floor:

Cnmpbe‘tadnate:l_ vl— VlZUUT F_DI

anntime:a 1
Problem TYpe: | MECHANICAL v ‘ﬁ

Work Order Status:l Active w |

Prnject#:; @
Priorily:| 3 %
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'@ # List View
% Asset File Listing

Filter

S=t | Clear

Select 1000

Submerzible
Pump

Monarch
Industries

WS Series

Utility

1001

Hot VWater Tank

A0 Smith

Idaster-Fit

Utility

Utility

0il Furnace

Lennox

CBZGM

Utiliby

Utility

Dryer

Ultra Air

UAs 125 AC

Utility

Compress
or

Compressor - Air Gardner Denver

BESGB-Z817HPM

Compress
or

Bridgeport Miling Bridgeport Utiliby Maintenan
Machine L

Lathe South Bend Utility ‘Maintenan
=

Band Saw Rockwel Utily Maintenan
€

\\H'H'EHEF Lincoln Uitility Maintenan
-

om Utility laintenan

C

Once your Asset List is displayed, click Select to the left of the asset you are picking for the Work
Order.

Tip: You can filter the list to display a subset of the whole list and easily find the asset you want. In this
example, a filter has been applied to the list. In the Location column, the word “Utlilty” was entered to
list the assets that are in the Utility room.

How do | filter a list? To filter a list, type a filter into each column or field that you want to apply. You
can have single or multiple filters. After typing your filter(s) below the columns that you want to filter,
click the red Apply filter button to the left of the filter row.

What if you don’t have any Assets in your Asset File Listing?

It is easy to add your Assets into eMaint. While your work order screen is open, you can go to the main
menu, click Asset File Listing under the Lists menu to display the Asset List, and then click ‘Add New
Record’ at the top right corner of the screen. (Just like you did for adding a new work order.)

Note: Step-by-step instructions for adding Assets are outlined in section 2a of this guide.
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My Account | Theme | eMaint University | Support | Logout | About

@Hon1e | P Navigatiﬁn I ‘17Daahhnardri B Work Orders [ @”Requesta @ Assets || 'ﬁrF'arta ﬁ(ﬁomacts ! Reports I “'3__ Calendar

X3 Quick Bar x
[l Recently Viewed
= | WO No. 133
] WO No. 158 Options Learn More
Save Mew Record Cancel Changes
WO No.: Okey field Status:
wo Date:l MNov |M| 2 viz_gm ,_“1[ Completed Date: | — vii — e Eﬁ-u_? E_‘;
Wa Type:i CORRECTIVE Ev |ﬁ Dr.lwntimB:] 1
— -
Sched. Date:| Nov (»|| 5 |w IZEUF I Froblem TYPE:| MECHANICAL v | ]
Est Hours: 15 Work Order Status'lA - |
Assetbifioe & Pruject#:l'—‘ﬁ
Azset Description: iCnmp R A
Buwlding:{unm. Priority: |T:i
Floor: i-
Request #: Reg Telephune.]
Requested By:] Req. E—mall:1
Azsign To Type: iaﬁsr v-i Perform For Type: !_(j;er »
L & L =
Assign To:| & Perform For ]
Brief Description: igvsrhﬁm
oty DHesclripEi‘?;; he compressor is leaking air and the pressure isn't as strong as it used to
~lbe. An overhaul iz required

In the example above, Asset ID 1019 was selected from the list. Notice, upon selecting an asset from the list, the
other fields on the work order that pertain to the asset —Description, Building, Floor — are populated as well.

What if you want to associate a customer or tenant to a work order?

If you are a property or facility manager, or provide services to customers, you probably want to add work orders that
are associated with your contacts. To indicate that a work order is for a customer or tenant, follow the example
outlined in section 1c below.

What if you want to assign awork order to an Employee or Contractor?
The procedure for assigning a work order is similar to the procedure for indicating a work order will be performed for a

customer or tenant. See example in section 1c below.

1c. The ‘Perform For’ and ‘Assign To’ functions of Work Orders

The steps for creating a work order that will be performed for a tenant/customer and for assigning a work order to an
employee/contractor that will perform the work are virtually identical. For “Performing” work, as in work being
performed for a contact (such as a customer or tenant), you want to focus on the fields Perform For Type and
Perform For. For “Assigning” work, as in assigning a work order to a contact (such as an employee or contractor),
you want to focus on the fields Assign To Type and Assign To.
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W0 No: Okey fie Status:
W0 Date:| rlo.vg 2 , : Completed Dﬂte:f = v, = vszcc; H
WO Type: :_.:QRRE CTh Downtime: 1
Sched. Date: ;_Hc-.- VE _Em__'v__::zcc? H Problem Type: | yECHANICAL V.ﬁ
Est. Hours: 15 Work Order Status:? Active -vj
Azzet ID: |1 019 ﬁ Project # ﬁ

Azzet Description: JCcmpreascr i

Building: | tifity Priority: " V.
Floor: 1—

Regquest # Reg. Telephone: l—
Reguested By | Reqd. E—mail:|
Perform For Type: E_O-t'hler v I
Perform For: | @

Birief Dc—scrip\V\{c-,-Erhaul (\

1 e = = : :
Work !J'Jrfr_“c_:ng £ compressor iz leaking air and the pressure ign't ng as it used to
An overhaul is required.

Employee List

Contact ID 4 Company Last Mame

Select 1001 Acme Company Crawchuck, Bob
Select 1005 Acme Company Higgins, Ben
Select 1004 Acme Company Motella, Rich
(Select 1003 Acme Company Reeder, William
\;@ 1002 Acme Company Rossman, Glenn

\u:t 1006 Acme Company Werth, Jeff

Indicating an ‘Assign To’ on the Work Order

Pick the type of Contact from the drop-down on the Assign To Type field. Next, click the file folder
icon on the Assign To field to display the list of Maintenance Contacts for the type indicated.
Generally, you would select either Employee or Contractor for the Assign To Type. In this example, the
list of Contractor contacts is displayed because ‘Contractor’ was the type indicated.

Indicating an ‘Perform For’ on the Work Order

Populate the fields Perform For Type and Perform For in the same way. Select the type of Contact
from the drop-down on the Perform For Type. Next, click the file folder icon on the Perform For field
to display the list of Maintenance Contacts for the type indicated. Click ‘Select’ to the left of the contact
you want to fill in for the Perform For field and the field will populate.

What if you don’t have any Contacts in your Maintenance Contacts Listing?

It is easy to establish a list of contacts in eMaint. While your work order screen is open, you can go to
the main menu, click Maintenance Contacts under the Lists menu to display the Contact File Listing,
and then click ‘Add New Record’ at the top left corner of the screen. (Just like you did for adding a
new work order.)

Note: Step-by-step instructions for adding Contacts are outlined in section 2d of this guide.
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2. Scheduled Work Orders

< < [ S MFR’s Recommended
Maintenance Schedule

Maintenance to perform on a
specific schedule

- dothis

- dothat

- etc.
The diagram above illustrates scheduled maintenance.

We have your machine # 10001 (Asset) which, according to the manufacturer (or your experience, etc.), should have
a certain procedure (PM TASK) performed on a monthly basis (PM Schedule) in order to ensure proper running of the
equipment.

You probably have several pieces of equipment identical to #10001 which will require the same PM Task to be
performed. eMaint X3 reduces the amount of data entry required by a CMMS by only requiring you to enter these
procedures once. So let's doit...

We will first review setting up your assets, then setting up the PM Tasks and finally setting the PM Schedule on the
Asset.

2a. Setting up Assets in eMaint X3

Asset File Listing.

X33 =~

< Home # Mavigation 1 Dashboard 1 Wark Orders 59 Requests Tl Parts &5 Contacts 21 Reports || [E Calendar

‘ 1. Click Asset tab to display your J

¥3 Quick Bar x
=My Shorteuts

Farts Explarer
le.sset Explarer
Digital Dashboard
reate Purchase Order asset 10 Asset Description T Manufacturer

Add Mew Record Refresh Learn More

Model Mo,
Parts Re-Order List Dl
PO Receipts

Lipdate Pending POs e 1029 Bialer American TR-24K
Furchase Order Center ey 1038 Blaler (Scrap Trimmers)
[Simple Work Order e 1026 Band Saw .
ork Oreler Print Manager e — 2. Click Add New Record
) 2010 Battery Bank

ElRecently Viewed S

at the top of Asset File
Listing screen.

01 Eiatt, ™

The Asset File Listing is the starting point for accessing your assets, or your

As you add new equipment records to your account, you will see the records listed on this screen. When you first
establish your eMaint X3 account, there is one record in the list, labeled as “Unassigned”.
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Click “Add New Record” in the upper left portion of the screen to add a new equipment record. Your new record
screen will open, allowing you to create a new asset record.
The screen will look something like this:

? 4}\ Home

# Mavigation

.1. Dashboard .

;ﬁ'ﬁ Pars 4{. Contacts

My Account | Theme | eMaint University | Support | Logout | About

E:J Repotts (% Calendar |

->{3 Gluick Bar
My Shorteuts

Farts Explorer

|&==et Explorer

Digital Dashboard

reate Purchase Order
Fartz Re-Order List

FO Receipts

pdate Pending POs
Furchaze Order Center
[Eimple Work Order

iork Order Print Manager

Options Learn Maore

Save Mewe Record  Cancel Changes

sssetii [ keyfield

Azzet Description: |

Sub Asset of | v-l

Lease or Own: |

ElRecently Viewed Customer: | Install Date: | --- [ swlooor [

I tem Mo 2009 il ;’—'

ﬁj&gm L The Asset ID and the Asset \

QETZE e e Description are the minimum fields

Ofite R 15 . .

© w0 Mo 134 e that should be filled in for an asset

o Azset D 1003 Weblink; H

e Commemﬂ | record. See explanation below.

& Pmid _25HORPBS2 [HThL Editor]

& Pmid _253F1Crh23B oy e

WO No. 133 You can fill in as many or as few of
the other fields on the asset record

as vou wish.

|Save Mewe Record Cancel Changes

The Asset ID and the Description are the minimum fields that should be filled in for an asset record. You can fill in as
many or as few of the other fields on the asset record as you wish.

Asset ID

The ID number on the asset is known as a Key Field. In eMaint X3, the ID number that identifies any record is known
as a key field and its importance is significant. Once you establish an ID number on a record and save the record, the
ID cannot be edited. Therefore, give careful consideration to the ID you establish for a record. The ID can be a
combination of letters and/or numbers, without spaces.

This field is 21 characters in length. The length of a key field cannot be modified.

Examples of good ID numbers:
0000001

AIRCOMP1

22-076-336-001-01

Examples of bad ID numbers:

00001 01 (space between characters is not allowed)

09-#03-001 (cannot use any symbol characters, such as # or $ or *)
6”"motorl (cannot use quote marks, such as “ or’, to denote inches or feet)

Description
The description field can be a combination of letters, numbers, symbols and spaces, as you desire.

After you populate the appropriate fields for this asset record, click the ‘Save New Record’ button at the top left
corner of the screen. This saves the record and displays it on screen. From here, you can add another new record by
clicking the ‘Add’ button at the top of the screen.
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Eli]

You can also edit the current record being viewed by clicking ‘Edit.” After making changes to the record, click the
‘Save Changes’ or ‘Cancel Changes’ button at the top of the edit screen to return to the display view of the record.

Remember: There are other fields that can be exposed on this screen if there is more information that you want to
track about your equipment. Contact us at info@emaint.com or 856-810-2700.
2b. Setting up PM Tasks

With eMaint X3, you first define the PM task(s) that will be performed on the equipment, and then you schedule or
assign the tasks to the asset with which they are associated.

= = My Accourt | Theme | eMaint University | Support | Logout | About
Click PM Tasks from the PM Center
:m . . section of the Navigation tab to
@ Hame 1 Dashboard | “ Wiork Orders ” 8 Requests . -
: | s LB assts | | gisplay your PM Tasks Listing.

#3 Quick Bar X

=l My Shortcuts

paliis Eglsiic MAIN Request Center Purchasing Center

556t Explarer e e Witk Ortler Cerfer R o |
Digital Dashibosrd | Log! L equest Manager f iork Crler Center T reste Purchase Order Fl
ICreste Purchasze Order ehaint.com Home Page a hly Requests & ‘Wiork Croler Print Manager Al Partz Re-Crder List o
Farts Re-Orer List Group Close Out P POReceipts a
Elf:u)dl:;?g;\ng oS Mairtenance Calendar A Update Pending POs A
Furchase Order Center Sitmiple Work Orcer #  Purchase Order Certer a
[Eimple Work Order Time Card Kl

jark Order Print Manager Planner »

El Recently Viewed

iﬁ“em Mo 2009 PM Center Data Center Data Explorer Report Center

o WO Mo 136 | = " - " " n
- | Generate PM o) drders | Asszet File Information Azzet Explorer Guery Builder |
|, Contact ID 00012 | % L L4 e L] L £d
%Cnrﬁad 1D MEW | PM Tazks /7 A Project Master File K Partz Explorer L Digital Dashboard a
Ei WO Mo, 134 | PM Manager A Patts File Information £ Cortact Explorer A Inventory Yalustion Report A
'_9 Azzet D 1003 | hieter Export & PM Task Liorary 2 Percentage Complete Ed
s set D029 Maintenance Contacts L

2 Enid. HORDE:

Click Add New Record to add
a new PM Task to the list.

‘I List

P TASKS File Listing

Add New Recard Refresh Learn More.
Task No Erief Task Desc.

L ]

Air Compressor 90 Day Service
HWAC System Check
15,000 Mile Service

HYAC-01

TRUCK-15

Options Learm Mare.

Save New Record  Cancel Changes

TaskMo:[  keyfield

Brief Task Desc.: ;

Dretailed Description:
HThL Editor]

PM Group: i
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There are 3 main fields to populate:

1) The ID number, which is a key field,
2) The Brief Description, and
3) The Detailed Text, an unlimited text field.

There is also a PM Group field, which allows you to define group types for PMs here at the task level or at the
schedule level, and then manage the groups through the PM Manager menu option. The PM Group process is
discussed in greater detail in eMaint’s training course materials.

Fill in the ID number, the brief description, and the detailed description (you can copy and paste from another
document, as well as from the PM Task Library that is available from your main menu).

After you populate the appropriate fields, click ‘Save New Record’ at the top left section of the screen. This saves the
record and displays it on screen. From here, you can add another new record by clicking the ‘Add’ button at the top
of the screen.

You can also edit the current record being viewed by clicking the ‘Edit.” After making changes to the record, click the
‘Save Changes’ or ‘Cancel Changes’ button at the top of the edit screen to return to the display view of the record.
Add as many PM Tasks to your eMaint account as you wish. You can enter them all at once or build the list as you
go.

2c. Scheduling PMs to your Assets

Now that you have defined your PM Tasks, you can set up the PM schedules for your assets. From the Asset File
Listing, select the asset for which you want to schedule a PM Task.

X33

@ Homea # Mavigation ¢! Dashboard 7 wWork Orders | 8 Requests

My Accourt | Theme | eMaint University | Support | Logout | About

Tl Parts | & Contacts | | Reports | [E Calendar

%3 Quick Bar S
EIMy Shorteuts

Farts Explarer
|a=zet Explorer
Ligital Dashboard

Options Learn More

reate Purchase Order Add ol Copy/idd Edit Delste List Previous Mext GoTo Charges History Key Change Parts Charge Labor Charge
Parts Re-Order List Asset ID: 1003
PO Receipts Azzet Description: Compressor, Air
Update Pending POs
Furchase Order Center Sub Azset of: Lesse or O
[imple Work Order Customer: Install Date;

iork Croer Print Manager Building: Main Manufacturer: Ingersal Rand
ElRecently Viewed Floor: Ground Model Mo ©950

Room i Space: L4 Serial Mo 950-AE-552

71 ttern Mo 2009
WO Mo, 136 Wiehlink: hittp:ifair irco comASimodelComp aspitemmi] 3002

- Comments:
&, Contact ID 00012
g, Cortact ID MEW
C WO Mo 1 34 Meter Readings Ao | Options | Learn More(-]
¥ Asset ID 1003 Tran. D, Meter Type Date Taken Taken By Meter Reading
o Records Found.
% Asset ID 1023 S Tees T
f Emg -ig;'fs:?:; PM Schedule Add | Options | Copy PM Schedule | Learn Mare[-]
£ Prmicl _
B w0 No. 133 Produce Calendar Calendar  MextPM  Last PMiWork Wmfg‘f;ﬁ“‘: Mete Produce PM Last Meter Last Meter Est.
Every? Based Freg.  Freg Type Drate Oriler Date Desc. Every Reading Entry Reading Date Hours
GoTo 90.00 Days Static 01/01/2003 | 10603/2007 134 Mis, i 0 2.00
Sub
Total
o~ #dd | Options | Learn Marel-]
To add a PM schedule to this aty UM
03, 2RSJEM 1.00

asset, click on the Add link in
the PM Schedule section. J
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Click the ‘Add’ link to add the type of PM that you want. Calendar and Meter based PM’s are setup using the

same form.

My Accourt | Theme | eMaint Universit

Enter the number frequency in the
Produce Every? field then select Days,
Weeks or Months in the Calendar Based

Static is the default PM
type. The other option is

Freq. drop-down box to determine the
schedule’s frequency.

Shadowed.

Farts Explarer

|a=zet Explorer

Digital Dashboard

reate Purchase Order
Farts Re-Order List

PO Receipts

lpdate Pending POs
Furchase Order Center
[Eimple Wirk Order

iork Order Print Manager

ElRecently Viewed

1 Prmid 1003
4% Prmid _23F1CN2SB
W Asset ID 1003
[Tavsk o, HY AC-01
[Task Mo, MEW
¥ Cuid 1003
¥ Cuid _27LO0XSGD
uid _1BGOTCOAY
T tem Mo 2009

WO No. 138

ﬂick the folder icon next to

the Task No. field to
display the list of PM tasks
that you have entered into
your account. Select the
appropriate PM task from
the list and the information
from the PM task will
populate in the Brief
Description, Detailed
Text, and PM Group fields

Q\ this PM schedule.

Save Mew Record

[Calendar Based

Select True in the
On Calendar field to
view this PM on the

Calendar tab.

= Learn More

Produce Every?:

Calendar Based Freg. | I;IIA

Calendar Freq Type: | Static hd

Mext PM Date: |- % | - ]

v |2007

Last PM\Work Order Date:
Lazt Ph \Work Order bo. i}

On Calendat? :.True R

Route:

Route Sequence: |

Meter . .
If you'll be using automatic

PM generation, enter the
date of first generation in
the Next PM Date field.

Suppress PM (Calendat) F‘aiée ~

Nesting Group:
Mesting Level i}

Suppress Ph F‘aiée ~

Suppress Reason:

Azzign To Type: :.O'ther

Azsign Too

Perform For Type: | Cther

Perform Far:

Task Mo

Briet Description: |

After that day, the system
will automatically update
this field.

Meter Fred. Type: ;.:S‘iat-ic o |

Click the drop-down on the Assign To
Type field to select the Category of the
Maintenance Contact list you want to
display. After selecting the type of contact,
click the folder icon to the right of the
Assign To field to display all Employees
listed in the Maintenance Contacts. This
ensures that each time this PM is
generated, the PM Work Order will
automatically be assigned to the
appropriate person. See Section 2d on

Dretailed Description: |
[Tl Cdiees)

\_ adding contact records.

_

Fill in the appropriate fields on the PM schedule form, and click ‘Save Changes’ in the upper left corner of the screen.
Upon clicking save, you are returned to the detail screen of the asset. To assign another PM schedule to this asset,
click the ‘Add’ link in the PM section and proceed as before. To assign PM schedules to another asset, locate the
asset on the Asset File Listing, select the asset and proceed with same steps as outline above.
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2d. Maintenance Contacts — Establishing vour List of Employees and other Contacts

There are several categories or types of Maintenance Contacts that are tracked in eMaint X3. The Categories include
Employee, Contractor, Supplier, Location, Customer, and Tenant. It is important to establish your list of contacts in
order to assign employees or contractors to PM schedules or work orders or to associate suppliers to parts.

& ;3) My Account | Theme | eMaint University | Suppert | Logout | About
& tome | a1 Click Contacts Tab to dlsplam Bl Reporis | Condition Manitaring |
- your Maintenance Contacts = =
X3 Quick Bar .
My Shortcuts LISt'
[Parts Explorer P
[hs=et Explorer Add Hew Record Refresh Learn More
Digital Dashboard "
Create Purchase Order = . iR - - Work Phone # .
barts Re-Order List oolyz | || | |
PO Receipts 7
udat: ""nding i i 3001 Supplier £30-823-0300
Purchase Order Center 4\32 2002 Click Add New Record at tOp of Supplier 218-824-4274
Eimple Work Order ) 1001 . Empl 208-734-1522
Work Order Print Manager C:; e the IISt to add anew record to — - -
J 1002 i R Employee 2067341522
sty lsewo D7 1002 your maintenance contacts list. SR 2087341522
=1 Request Numb... 00014 s 1004 Rich Motela ACme Company Employee 206-734-1522
[P Request Numb... NEW ) 1008 Ben Higgins Acme Company Employee 2057381522

X33

i 0‘ Harme |

@ MNavigation

My Accourt | Theme | eMairt University | Support | Logout | About

¢! Dashboard

=My Shorteuts

Parts Explaret

| s=et Explorer

Licital Dashboard

reste Purchase Order
Farts Re-Order List

PO Receipts

Hpdste Pending POs
Furchase Orcer Center
imple Work Crder

iark Order Print Manager

ElRecently Viewed

WD Mo 134

0 Asset ID 1003

¥ Azzet D 1029

‘% Pmid _23HORPBS2
% Prnicd _23F 1 CH2SE
TWO Mo, 133
W0 oL 131

~ W0 Na. 132

%3 Prmict 1021

W Aszet D 1021

->{3 Quick Bar X

B Work Orders || # Reqmemember the

f j.‘] Reports I8 Calendar |

ContactID is a Key

For an employee
Field. ploy

record, fill in First
Name, Last Name and

Save Mew Record

Contact I0: | key field

Full Name at a

Request Motification Group?: | False :_:

minimum.
Full Name: |
First Mame: Last Mame:
Campany: | /
Emait —_— Fill'in a valid email address if you want
Tile: |

this employee to receive notices, via
email, of PM- and non-PM work orders
to which he/she has been assigned.

Be sure to select the appropriate
Category type for this contact
from the drop-down list.

N

ill in the Hourly Rate field here if
you want the field to auto-

Category: , &Her . -
Haurly Fate: ]70
‘Work Phone #: ]7
Fax # ’7
Makile #: |7
Primary &ddress:
HTML Editor]
City: |
TipPostal Code: |7
Comments:
HTML Editor]

populate when adding a charge to
the work order for the employee’s

time.

N

©2007 eMaint Enterprises LLC



2

Getting Started with eMaint X3

There are many fields that
you can populate on this
new record page. Record
as much or as little detail
as you wish, noting the
primary fields identified in
the example above.

After you populate the
desired fields for this
record, click the ‘Save
New Record’ button at the
top left corner of the
screen. This saves the
record and displays it on
screen.

From here, you can add

Optidns: More

Add Copy/Add Edt Delete List Previous MNext GoTo
Contact ID: 1008
Full Name: Jeff Werth
First Name: Jeft

Company: &cme Company
Email. jeff. werth@emaint.com
Title:
Request Notification Group?: False
Category: Employes
Hourly Rate: 24

Work Phone #: 205-734-1522
Fax#:2056-734-1555
Mobile #:
Primary Address: 100 Main Strest
City: vashingten
Zip/Postal Code: 12345
Secondary Address:
City:
Zip/Postal Code:
Alternate Email (1):
Business Website:

Comments:

History

Last Name: yerth

Ext:
Home Phone #:
Other Phone #;

State/Province: DC
Country: US4

StatefProvince:
Country:

Alternate Email (2):
Personal Website:

another new record by clicking the ‘Add’ button at the top of the screen.

You can also edit the current record being viewed by clicking ‘Edit.” After making changes to the record, click the
‘Save Changes’ or ‘Cancel Changes’ button at the top of the edit screen to return to the display view of the record.

2e. Generating Preventive Maintenance Work Orders

There are two methods available for generating PM Work Orders: manual or automatic.

Manually Generating PMs

M’I ‘i Dashboard i; ___ Wark Orders ” é‘ Requests |

My Accourt | Theme | ebairt University | Support | Logout | About

o Assets | Tl Parts | 4 Contacts ||

Calendar |

#3 Cluick Bar X

My Shorteuts

Fa”S Explarer MAIN " Request Center W i enter

[o.=zset Explorer | Cooon = = St = =

o - Log | erjuest Marao : H |
Diilal Dasr s T £ S Click Generate PM Work Orders located in Ed
ICreate Purchase Order EMBINT.COM NOMmEe Fane A ¥ RECqUESTS . . . Ll
barts Re-Order List the PM Center section of the Navigation tab to [
po Receints display the PM Generation screen. 2
Ipciate Pending POs I
Furchaze Order Center / &
[simple Work Orcer /ga( E

fork Order Print Manager
Flanner al

=l Recently Viewed

r[lfl_fﬂem Mo 2009 PM Center /eeﬁ Data Explorer Report Center
%:':V?_dN; :DSEDDQ Generate PM Wiork Orders ﬂsse{ File Informsation Azset Explorer a Guery Builder Fal

. Corta i

@Comac‘t 1D MEW PM Tazks E . Project Master File Patts Explorer A Digital Dashboard A

_ | WD Mo, 134 PM Manager 7 Patts File Information Cortact Explorer A Irventory Walustion Report &
0 Aszet ID 1003 hieter Expart A PM Task Library Percertage Complete A

o Asset ID 1029

% Pmid _23HORPBS2
“ Pmicd _23F1CN25B
WO Mo, 133

hairtenance Contacts

Patts by Supplier

Mame Plate Lists

Problem Type Management

Department Management

Wtk Type Management

[ Tl Ile e e e e e e oY e

ehfairt X3 Maokile
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Reset Form | Learn More | Return to Main Menu

PM Generation

PM Group Filter Route Filter Sub Asset of Filter Assignment Filter

| Select All vf Select Al ~| | Select All v | | Select All |
Generate Through Option Action

| Oct [ '_5 N ;200? 2] [] Generate Future P'=? | Preview PM's V_‘ [ Proceed

© 2002 - eMaint E
Al Rights R

Indicate the date through which the PMs should be generated. It is optional to indicate the PM Group, Route, Site and
Assignment filters. To “Preview” the PMs that are due to be generated through the date indicated, click ‘Proceed’ (If
you plan to generate PMs that are due to come out at a future date, be sure to check Generate Future PMs.) The list
of PMs to be generated will appear on screen.

X3

PM Group Filter

Route Filter Sub Asset of Filter

| select A1l V| | Selact All ¥ | | se v | | Selact All
Generate Through Option Action
| Oct (w9 (w2007 all [ enerate Future Pi's? ; Preview PM's

WO No. W0 Date Routs Mo. Routs Seq.  Asset!D | Asset Description Task Desc. 5 |Order Date Last PM Work Order No. Last WO Status
Generats?  Ste PM Group s T [Preview PMParts Requirement |

PREVIEW C  10/03/2007 1003 Compres=or, Air Aijr Comprez=or 90 Day Service S0 Hix S Open

Acme Company (Jeff Werth} OVERDUE
PREVIEW C 100082007 1040 HWAC HWAC System Check 1 Months 132 Open

Acme Company (Jeff Werth}

PREVIEW C  10/05/2007 1019 Compressor - Air Ajr Comprezsor 90 Day Service 3 Montha | 10/09) 131 Open

Acme Company (Jeff Werth} OVERDUE

Reset Form | Learn Mere | Return to WMain Menu

Assignment Filter

X33
d PM Generation

PM Group Filter

Print and Email Options

Route Filter Sub Asset of Filter

“nia* *nia* *nig*

Generate Through Option Action

10/8:2007 Generate Futurs PM's? Generate

WO No. WO Date Route No. Route Seq.  AssetlD  Asset Description Taszk Desc. PM Every |Last PM Work Order Date Last PM Work Qrder No Last WO Status
Site P Group Assign To

[ PRINT these PM Work Orders

EMAIL these PM Work Orders

|

12z 10/03/2007 1003 Compressor, Air Air Compreszor 90 Day Service 500 1040372007 124 Open
Acme Company (Jeff Werth OVERDUE

135 10/08:2007 1040 HVAC HWVAC Syatem Check M 10/08/2007 135 Open
Acme Company (Jeff Werth) OVERDUE

1368 10/05/2007 1018 Compressor - &ir ir Compressor 30 Day Service 3M 10/05/2007 136 Open
Acme Company (Jeff Werth) OVERDUE

( To generate the PMs, select ‘Generate’

from the drop-down box and click ‘Proceed’.
The resulting PMs will be listed with the
Work Order numbers assigned.

Above the list of generated work orders contain links to either 'Click to print' or 'Click to email' the work orders.
Select the output that you desire by clicking either link. These open PM work orders that appear on the list are now

available in the Work Order Center. To see the detail of one of the work orders on the list, click on the individual work
order number and it will display in a new screen.
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Automatically Generating PMs

In addition to generating PMs manually, there is an option to set the account to automatically generate PM Work
Orders and email a HTML or PDF attachment of the generated work orders to the system administrator, along with
copies of the work orders emailed to the appropriate Assign To contacts associated with the PMs and the System
Administrator (provided a valid email address is contained in the contact record).

Click ‘My Account’ from the top of the page access the option.

X33

Change PM Settings

[¥]Send P Summary and work orders to Administrator
[“1Send PM work orders to the Perform For
[“1Send PM Work orders to the Assign to

[JSend PN Summary and work orders to Other Address
[JSend PM Summary and work orders to PM Field

[Jautomatically generate PM on exceeded meter reading

[ Save Settings H Cancel

You can automatically generate and email your P.M. work orders on a daily basis. PM work orders will be sorted by the "Assign To' person and emailed directly to that
person. A copy of all PM work orders will be sent to the account administrator with a breakdown of how many work orders were sent to the individual ‘Assign To' people. You
can also suppress the receipt of emails on days when you have no PM's generated. Select the time of day and time zone for when your PM's will be generated

[1Disable Daily PM Generation & Email File Type:
[1Send email when no PM's are generated HTML |
Configure

Learn More | Return to Main Menu

Produce PI's automatically every day at:
1 >|AM >

|Eastem Standard Time (North America) v

Other Email Address

P Field Name

Make sure the Disable PM emails is not checked, indicate the type of attachment you wish to send with the email,
and the time of day you want the PM work orders generated. Click ‘Save PM Email Settings’ to save the settings.
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3. Parts File Information - Setting up Inventory in eMaint X3

':" 3 My Account | Theme | eMaint University | Support | Logout | About
@ Home | # Mavigation | 47 Dashboard | ) Work Orders | 3 Requests | “&i Assets | & Contacts | [5) Repots | [E Calendar |
%3 Quick Bar *
EIMy Shorteuts
Fart= Explorer
Jrszet Explarer Add New Record Refresh Learn More
Digital Dashibosrd > :
reste Purchase Order tem No Description Unit Cost $ On Hand Stock tem
: ; r
Parts Re-Crder List Apply= [ | [ ] [ [
FO Receipts T
s
|pdiate Pending Pos Py WISt MISC, PARTS 0.00000 000 False
Purchase Order Certer Py g 212 Control, Ignition Module - 129 1485000 20.000 True
[Eimple Work Crder R - .
i ‘& B : :
orkiOrer iRt Mangoe L an Click Parts File Information from the Eadl o
ElRecently Vi 1 =y 4 2001 . 100 64000 3000 True
ssxly;iasted - Data Center Menu to display your Parts
|6, contact ID 00012 P 2002 1689000 5000 True
& File Listing
&6 Contact ID NEW 2 2003 . 3347000 2000 True
WO No. 134
"8 Asset ID 1003 Py 2004 Sprocket, S0BTL2S, 2012 2047000 5000 True
0 4526t D109 puyg 2005 Bearing, 6204-2RSJEM £.39000 13000 True
%3 Pmid _23HORPBES2 e s :
= ) 2006 Beating, 5203, 2RS.JEM 513000 12000 T
%3 Prmid _23F1 CN2SE 4 7 B D ik
) W0 o, 133 2F 2007 Bearing, 6206, 2RSJEM 15.21000 10000 True
D Na. 131 7 2008 Sprocket, S0BS28, 1-1/2" Bore 2635000 5000 True
1 WO Ne. 132 Fars 2008 Chain, Roller, 40" 286000 27000 True
P 2010 Bet, V', B-46 535000 33000 True
S 2011 O-Ring 3.30000 38000 True
= 2012 Mator, Biaidor, M3611T 18684000 1000 True
P 2013 Recepticle, Duplex, Whits, 20 268000 25000 True
amp
o 2014 Switch, Toggle, Single Pole 3.56000 33.000  True

eMaint X3 provides complete tools for managing and tracking your inventory, including reordering and receiving
parts. With eMaint X3, you can associate multiple suppliers with your parts, generate a parts re-order list for your
stock items, track the complete history on your parts, print quotations and internal requisition forms, and more.

This guide only covers the basics of adding items to your inventory and charging those items against work orders. For
detailed training on using eMaint to manage and track your inventory, consider registering for our Inventory Control
training course.

Your eMaint X3 account comes pre-populated with one item in the Parts File. It is a miscellaneous parts record. From
the Parts File Listing, you can add a new part.

My Account | Theme | eMaint University | Support | Logout | About

- — Click Add New Record to add a p— :
& Home & Mavigation ¢! Dashba . . I Parts 45 Contacts | Reports _:5, Calendar
new item to your Inventory file.

#3 Quick Bar * =
=My Shorteuts II
Fart= Explorer

lt.zzet Explorer e~ Add New Record Refresh Learn More
Licital Dashboard

reate Purchase Order tem Mo Description Location Unit Cost $ On Hand Stock tem
T 1 r
Parts Re-Order List Applys | | | |
PO Receipts e
-6

Ipdate Pending POs P @ MISC. PARTS a DDDD.D 0.0o0 Fa.lse
Furchase Order Certer F 221 Contral, lgnition Module - 1283 1483000 20,000 True
[Eimpale wiark Order - Honeywel

iork Orcler Print Manager ,Df 2122 T & P Relief Walve 1284 23.24000 17.000 True
ElRecently Viewed 2 2001 Bet, Gates, Powergrip 100.64000 3000 True
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My Sccourt | Theme | ebairt University | Support | Logout | Akout

W & Contacts | Tl Reponts | (& Calendar |

. 0\ Home !‘ Mavigation I ;'i Dashboard : :_: Work Orders I ﬁ-‘ Requests -@ Assets |
#3 Cluick Bar x -
=My Shorteuts II ¥
Parts Explorer . Remember, the Item No.
u=zet Explorer H H Prtions Learn Mare
igital Dashboard is a Key Field
teate Purchase Order Save New Record  Cancel Changes
Farts ReTOrder List ftem Mo 1 Reyifield
FC Receipts
Hpdste Pending POs Description: |
Furchase Order Center
[Eimple Work Order ] . k
iark Order Print Manager SICEKHE | Folce B Unit Cost §: 0
ElRecently Viewed Re-Order Point. On Hand: i}
ﬁ"ﬁ ttem Mo 2009 Re-Order Gy 1 o Lin:
WO Mo 136
[ Contact ID 00012 Location: coourt # [
[ Contact ID MEW
WO oL 134 Class:
W Aseet ID 1003
% Asset ID 1029 ekl /
. Pmid  23A0RPRS2 et The default setting for the Stock Item field
5 Pmid _23F1CN2SB [HTHL Editor] H H
= o o133 is False. For any stock items that you are
entering, be sure to change this field to
True.

[ 5ave ew Recara. cancel changes |

The key field for Inventory Parts is Item No. The Item No. and the Description are the minimum fields that should be
filled in for a part record. You can fill in as many or as few of the other fields on the part record as you wish.

After you populate the appropriate fields for this record, click the ‘Save New Record’ button at the top left corner of
the screen. This saves the record and displays it on screen. From here, you can add another new record by clicking
the ‘Add’ button at the top of the screen.

You can also edit the current record being viewed by clicking ‘Edit.” After making changes to the record, click the
‘Save Changes’ or ‘Cancel Changes’ button at the top of the edit screen to return to the display view of the record.
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4. Updating, Closing, and Printing Work Orders

To edit or update a work order with new information, you can go to edit mode directly from the work order in your
Work Order File Listing, or you can click ‘Edit’ at the top of the detail view of the work order.

X33

& Home # MNavigation Il

My Accourt | Theme | eMairt University | Support | Logout | About

Click the pencil icon to left of wcﬁ_
order on list. This takes you B.Calenday

directly to edit mode on the work
order record.

cld New Record Refresh Learn More
< Aszet 1D Asset Dascription Wi Type Priority  Status  Sched. Oste  Work Order Ststus

¢! Dashboard B Work Orders  [lES) Requests

h C-JuickVBar *
[ElMy Shorteuts

Parts Explorer

|&==et Explorer

Picital Dashboatd
reste Purchaze Order

Parts Re-Order List ADDls [ [ [ [ I L
bo Receipts J—"—‘LI L T I I | | 1l | il I
Lpdiste Pending POS =y 137 10£18/2007 1005 Truck CORRECTIVE 3 o Active
Furchase Order Certer Py 136 10/05/2007 1019 Compressor - Air PM s}
[Simple Wiork Order g 135 10/08/2007 1040 HWAC Phd 2]
iy =
Click Add t Py 134 100032007 1003 Compressor, &ir Ph o Active
Ic 0 e 133 100820071010 PL-2 Cut Off Saw CORRECTIVE 3 o] Active
add another

work order.

Options Learn More

Add b Copyitdd Edit Delete List Previous Mext GoTo Close Out Print Purchase

WO Mo 113 Status: O
v Date: 071807 Completed Dete:
Type: Corrective Diovvritime: 4

edl. Date:
~Hours: 0

Problem Type: Electrical

Click Print at top of \
record to display the
Print Options screen.

Asset D 1019
=cription: Compressor - Air

Click Close Out to close the work

Click Edit to edit the work order. This order. This will take you to the .

. . There are 2 print
puts you in ‘edit’ mode on the screen. Closeout screen where you have 1 options: PDF format or
When in edit mode, there is option at the option to add additional HTML format. Select
top of screen to Save Changes or information about the close of the one of the options or
Cancel Changes. Click ‘Save WO. Upon close, the status will click Return to work
Changes’ to save your edits and change from O (open) to H order.

return to this detail view. /Qistorical). /
WO No. 113 Print Options

PDFE Format Work Order™
HTRAL Format Work Crder
Feturn to Mork Order

e

F. Y Get Acrobat’
idobe Reader
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5. Tracking Charges on Work Orders

In the lower right corner of the work order detail screen is an Add Charges button with a drop down list next to it of the
types of charges that may be entered. Select the type of charge from the drop down (Parts, Labor, Misc., or Quick
Parts) and then click the Add Charges button.

In this example, a Parts charge is selected to add.

WWork Order Charges Parts L Options | [
Tranid Category Wo Contactid Trandate Qb Unitcost Comment Codel Acct no
M Records Found.

(
To add charges to a work order,
select the Charge Type from the
drop-down list, then click the Add
Charges button to the right.

Enter the quantity of this
part in the Qty field.

Charge Parts W0 #113
Asset ID #: 1019

Next, click the file folder

icon next to the Item No
: field to display your
W w200
Transaction Date Oct [¥)| 24 (w2 Parts list. Select the
[ ' desired item from the
Qt}f' Parts list.
Location Al
- Upon selecting the item
[tern Mo '&'l\" from the list, the
Description, Location,
Diescription On Hand, Unit Cost
L . and Extended Cost will
ocation auto-populate from the

Acct. Mo, Part record you
selected.
On Hand
After the information fills in for the Item selecm

you must click Validate Entries to validate the
selection. Note: You must have an on-hand
quantity that is equal to or greater than the
quantity selected in order to validate.

ltern Cost

Extended Cost

Aszset Part List [“] Update Asset v
“alidate Entries ]

Save Entries

r——

After validating, click Save Entries.

Feset Form ) ) )
I Finally, click Return to Work Order in the upper

right portion of this screen to return to the work
order. The charges that are entered are now

@ayed at the bottom of the work order. /
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Here is an example of the entry screen that would appear if Labor had been selected as the Charges type.

m Select the Category of Labor

@__ charge you wish to add (Contractor,
Customer, Employee, Location,
Personal, Supplier, Tennant, or
Other) from the drop down.

WO MNo.113
FProcedure Charged nfa
Categary Contractar B Select the contact from thfa pull
i T down. All contacts matching the
b .
cis s '? eriliG 'S.t .E ow i8S category above in your
Trandate Oct [ [24 w2007 | Maintenance Contacts file will be
Starttime = displaved.

Asset ID # : 1019
\
Stap time | Enter the number of hours worked
Qty Iin vyith the Start Time and Stop Time
fields or the Qty field.
Hourly Rate {F) Linitcost ] —_

Sub-Category [ Enter the Hourly Rate for this
contact if you are tracking the dollar
value of the charges.
S
After filling in the screen with the \
appropriate information, click Save and

Return (to work order) or Save and
Continue (to add additional charges).

2 The charges that were recorded will
Save and Return ] ’ Sawe and continue -
now be displayed at the bottom of the
@k order. /f

Work Order Charges Partz w Options| [
Oty

H

i

Acchno |

Comment

Category Wo Contactid Trandate Unitcost Extcost Comment Code1l Acct no

081072007 | 1.00
1.00

2875 Found frayed wire. Replace and alze replaced O-Ring
28.75

3. 05/10/2007 | 1.00 3
Sub 1.00 3.30
Total 2.00 32.058

Once your charges are recorded on the work order, they are displayed in the bottom portion of the work order screen.
The charges may be edited by clicking the pencil icon to the left of the line item.

Note: All work order history and charges history that is associated with an asset can be displayed on the Asset
Record.

This guide is meant to cover only the very basic features of eMaint X3. Other training materials and resources
designed to help you become fully proficient in all areas of the system are available through the eMaint University
link on your eMaint X3 account. For more information, please contact us at 856-810-2700 or info@emaint.com.
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