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business information or other pecuniary 1oss) arising out of the use or inability to use this CyberMetrics product, even if CyberMetrics
has been advised of the possibility of such damages. Because some states do not allow the exclusion or limitation of liability for
consequential or incidental damages, the above limitation may not apply to you.
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Chapter One: Introduction and

Implementation Planning

Welcome to FaciliWorks

Welcome to FaciliWorks 8i, a Web-based computerized maintenance management software (CMMS) program that gives you an easy-to-
use, flexible system for scheduling, managing and tracking your maintenance tasks.

This Administrator portion of this guide is intended to be used by supervisors and network administrators who will be responsible for
leading the implementation of FaciliWorks. This guide includes instructions for setting up users, security and user-defined program
settings and performing advanced system maintenance features. For more information about entering records into FaciliWorks, please
consult the FaciliWorks 8i User Guide.

Each FaciliWorks user should have a thorough understanding of the particular functions that he or she will use. It's not necessary for
a user to learn FaciliWorks’ tools and utilities if that user isn't going to have administrator rights. For this reason, instructions for these

tools and utilities are included only in this guide. Keep in mind that some users may need training on basic computer and Windows
functions.

CyberMetrics offers convenient and effective training options to fit your needs. Our talented instructors will guide you through the
planning, preparation, setup and successful operation of FaciliWorks Enterprise Asset Management Software. You'll learn how to save
time, avoid common mistakes and get the most out of your software. For more information about FaciliWorks training classes, please
call CyberMetrics toll-free at 1-800-776-3090.

FaciliWorks Lol o0 Plan

As with any new record control system, be it computerized or manual, it is worthwhile to take the time to plan the implementation.
Major steps to consider are:

1. Define your needs for the system.
2. Define when you want to start using FaciliWorks; set both long-term and short-term goals.

3. Choose system administrator(s).

9 Chapter One: Introduction and Implementation Planning FaciliWorks 8i Administrator Guide



Define Your Needs

The first step is to define what your needs are for your maintenance system and then determine how FaciliWorks can help you meet
those needs. For example, you may need the system to:

* Maintain an inventory of all assets, tools and parts.

¢ Remind you when PM tasks are due.

¢ Maintain a complete history of all asset records, repair records and tool usage.

¢ Maintain a database of your maintenance procedures, asset suppliers and service providers.

Define a Time Line

Take the needs that you defined in step one and divide them into short-term and long-term needs (goals). Next, decide on a time frame
for your short-term goals and begin working toward them. This will help you make FaciliWorks useful in the shortest possible time.

Short-term Needs

Short-term needs might include:

e Entering records for only active assets (items that are used currently or may be used in the near future).
e Entering only the most recent history of maintenance records.
e Setting up an internal asset identification numbering scheme (if you don't currently use one).

Long-term Needs
Long-term needs might include:

¢ Entering your compete inventory of assets (active, inactive and perhaps employee-owned items).
¢ Entering the complete history of maintenance records (perhaps going as far back as five years).
e Setting up maintenance procedures for on-line reference and control.

¢ Reviewing maintenance history and optimizing frequencies or scheduling methods (i.e., calendar-based versus meter-based
schedules).

e Entering information about your asset and service suppliers.

To choose system administrator(s) (the person or group of people responsible for the system), answer these questions:
e Who will be responsible for the system?
¢ Who will install the program?
¢ Who will enter the records?
e Who will maintain and back up the data files?
e Who will take the inventory?

Once you answer these questions, you can decide who should lead your FaciliWorks implementation.

FaciliWorks 8i Administrator Guide Chapter One: Introduction and Implementation Planning 1 O



Data-building Strategy

Before you begin entering data into FaciliWorks, you should organize your data and formulate a plan for consistent data entry. You
may want to categorize assets by type so that you can later quickly generate reports by type. You can also generate reports by asset
description, so you may want to enter some common information for each kind of asset.

Instead, you may find it useful to devise an asset identification scheme that includes the type of asset. For example, an Asset ID that
begins with a V indicates that the asset is a vehicle, T indicates a truck, HVAC indicates a facility or P1 indicates Plant 1.

Your Asset ID might also include the area where the asset is used, the cost center to which it belongs, the department responsible for it
or any other useful information that would help you instantly identify it.

Asset Records

FaciliWorks allows an asset record to represent any item of value to your business, such as a vehicle, facility, building, pump or piece of
equipment.

A pump and all its components could be included in a single asset record or the pump itself, motor, starter, etc. could each have its
own asset record.

To determine which approach is best for your company, consider the following:

¢ Does each component need a separate history?
¢ Does each component need a separate part list?

¢ Are the components critical or expensive?

If s0, you'll want to enter the pump and its components as separate asset records.

If you're going to manually enter your asset records, you should examine the order in which you process them. By using FaciliWorks'
Clone function, you can save considerable time and avoid mistakes.

In a typical manufacturing environment, though many assets are used, there may only be a few different types of assets. The only
differences between similar assets will be each one’s ID number, serial number and location. They might also share the same
maintenance tasks and procedures. If this is the case for your company, you can set up a boilerplate record of each asset type and
then clone the boilerplate record when adding a new asset of the same type.

If you are responsible for centrally managing the records of several facilities (which may amount to thousands of asset records), then
you might want to use multiple databases (to avoid waiting too long for records to process and for reports to generate).

Maintenance Tasks
Your data-building strategy should also include how you are going to handle maintenance tasks.

Should you create stand-alone or cumulative tasks for multiple frequencies, such as semiannual and annual tasks?

Does the annual task include the maintenance procedures of the semiannual or should you create both orders when they coincide
once a year?

1 1 Chapter One: Introduction and Implementation Planning FaciliWorks 8i Administrator Guide



Data Collection

To begin entering your asset inventory into FaciliWorks, you'll need to either collect your existing records (such as paper files, cards and
printouts) or create new records from scratch. If you're switching from another computer-based maintenance system, you may be able
to import your records to FaciliWorks. FaciliWorks can import records from the application’s standard excel-based templates.

If your records are in a system that uses a proprietary file format, you may still be able to import your records by “printing” a report to

a file or writing a software program to extract the records. CyberMetrics can be contracted to assist you with the import and record

CONVErsion Process.

If you are unable to import records from another computer system and must manually enter your records from hard copy records, you
can take this opportunity to carefully review your records for completeness and correctness. Questions that you need to answer include:

¢ Where is the existing information?
e How accurate is the data?
*  Are walk-downs necessary to collect asset information?

¢ Should walk-downs cover all assets or only assets that lack complete, accurate information?

¢ |sthe asset still located where it was when the original records were created?

e Instruct the data collection person or team on exactly what data to collect and enter. This eliminates the need to look at a
record more than once.

FaciliWorks includes printable data collection worksheets that will allow you to compile organized, complete records to enter into

FaciliWorks. Navigate to Reports -> Standard Reports -> Program Reports and select a Blank Form worksheet.

Standard Reports

Report Queue

Asset Reports

Asset Cost Reports

Task Reports

Work Order Reports

Historical Work Order Reports

Semnice Request Reports

Caontract Reports

Part Reports

Procedure Reports

Staff Reports

Supplier Reports

Tool Reports

Variable Reports

Program Reports

Audit Cards

Audit Trail Report

Blank Form - Aszet Entry

Blank Form - Contract Entry

FaciliWorks 8i Administrator Guide
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From this window, the worksheet can be printed or exported as a file.

Select Viewer Type: [ulINGE] Print I Close I

1012312014 Asset Entry Worksheet Reviewed Entered
AssetlD Warranty Term
Status Effective Date
Importance Warranty Cost

Asset 5N

Model No Purchase Date
Supplier Code Original Cost
Manufacturer Cost Center
Description Life (mos)
Type Cost
Storage Location PO No.

Current Location

Manual Location Custom Fields

Notes Supplier User 1

User2

Asset Task List

Task ID Task Description Task ID Task Description

1 3 Chapter One: Introduction and Implementation Planning FaciliWorks 8i Administrator Guide



1. Open a Web browser.
2. Enter the URL in the address field and press Enter.
3. The FaciliWorks Log In screen will appear.

Your Company Name, Division Name Q FaciliWorks: 8i

Mobile | Login | Help | About

User ID | |

Password | |

[ change Password

4. Enter your User ID and Password and click the OK button.

5. If a Trigger Code was not supplied prior to the first launch of FaciliWorks, you will receive a message about program
expiration. If you have purchased the software and have a Trigger Code, navigate to Utilities -> Modify License, enter the code

and click Save.

You will need to obtain a trigger code to extend the evaluation period.

Contact Technical Support to extend the evaluation period.

License Code |1 2345-A4TCH-SZEAG-TCELA-L3ZBC |

Control Code |4711u49200 |

Trigger C.l:u:le| |

FaciliWorks 8i Administrator Guide Chapter Two: Launching FaciliWorks 1 4



6. Upon successful login, FaciliWorks opens to the Dashboard:

‘our Company Name, Division Name £ FaciliWorks:8i

Create Service Requests View Service Requests Work Order Manager Purchase Orders Calendar

Mobile | Logout | Help | About

Dashboard

Service Requests Work Orders T £¥ | Preventative Maintenance T

Dashboard ® There are 0 SRs for approval ® There are § open WOs ® There are 1 PMs to be created
® There are 0 SRs that Require Editing ®There are 1 emergency WOs ® There are 13 Open Phis
Data Administration ® There are 0 WOs Open 7 Days or More ® There are 12 Overdue PMs
® There are 0 WOs Open 14 Days or More ® There are 0 PMs that are Within 3 days of their Due Date
6‘ Calibrations
Spare Parts £ Human Resources £
@ Preventative Maintenance ® There are 0 parts for purchase order ® There are 0 Assets due for calibration today ® There are 13 total staff
A ® There are 0 parts that have reached critical limit ® There are 1 Assets overdue for calibration ® There are 12 active staff
3 ® There are 0 new purchase orders ® There are 2 Assets with calibration schedule
@ Senice Requests @ There are 1 Calibrations Due Locking out 30 Days from Today

Work Orders Tools Summary L+

® There are 9 total toois
¢ Inventory ® There are 3 tools that are over due

® There are & tools currently issued

] Personnel

-
x Tools | Report Favorites

Edit  Report Filter Name Description Report Name Select
Reports 1

Graphs

d Configuration

1 5 Chapter Two: Launching FaciliWorks FaciliWorks 8i Administrator Guide



Chapter Three: Data Entry

To quickly get started with FaciliWorks and to efficiently use its major functions, it is important to populate the database so that
information is available from the many drop-down or pop-up lists as you create PMs and Work Orders. We recommend that you first set

up automatic numbering schemes for assets, parts and staff members if appropriate. Next, enter Procedures, Suppliers, Contractors,

Inventory, Staff, Variables and Checklists. Doing so will make it easier to create Tasks which in turn will make it easy to add Assets. From
there, you can begin to create PMs, Work Orders and Service Requests. Please see the User Guide for detailed data entry instruction.

Procedures

Suppliers

Assets, Parts, Tools Services

Contractors |

Variable Measurements

FaciliWorks 8i Administrator Guide

IESTS

Create your
tasks and
attach the

appropriate

components.

Assets

Attach the
tasks to your
assets and
set the

PM schedule.

Preventative
Maintenance

Work Orders

Service

Requests
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To set your program preferences and enter user information, select Configuration from the Main Menu.

Personal Settings. Report Control
Admin Seftings Aszset Grouping Entry
Global Settings Cost Center Entry
Import/Export Reports. Work Order Cause Entry
Service Request Letter Combo Box Entry
Maintenance Job / Service Request Progress Workflow Step Setup
Aszet Status Workflow Trigger Setup

(Global Setfings and Personal Settings
By default, all preferences set in Global Settings override any choices made in Personal Settings. To allow personal settings to be used,
go to the bottom of the Global Settings form and check the Allow User Personal Settings checkbox.

User Personal Settings

[V} Allow User Perzonal Settings

Click the Save button at the bottom of the Global Settings form to save any changes. Re-login is required for changes to take effect:

This action reguires re-login.

Click OK to be directed to the Log In form. Log into FaciliWorks to see the results of your changes.
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Following are all of the options in Global Settings, most of which are also available in Personal Settings.

Calendar Refresh Interval

Enter an interval of time, in minutes, for the automatic refresh of the Maintenance Johs Calendar. When you view the calendar, the
program will automatically update the data according to this interval.

Service Request, Scheduling Calendar refresh interval

Minutes

To view the calendar, click the calendar icon in the header bar on the Dashboard. The number of minutes remaining until the next
refresh will be displayed toward the top of the calendar. To refresh the calendar manually, click the Refresh button.

Scheduler

Calendar

Day

Week Refresh December 2014 Today December v 2014 » < >

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

First Day of the Week

Use the Select Start of Week drop-down list to select the day of the week on which your work week begins. This day will be the first
column in your Maintenance Jobs Calendar and all calendar pop-ups.

First Day of Week

Select Start of Week E Sunday i'l

Monday
Y Tuesday
Wednesday
Thursday
Friday

Saturday

__Calendar Range

In the Calendar Range section, define the range of time available for viewing in the FaciliWorks’ calendar. The two fields in this section
are Number of Months to Look Ahead and Number of Months to Look Before. To make only the current month available for viewing, enter O
in both of these fields. These fields default to 6 and O, respectively.

Calendar Range

Number Of Months To Look Ahead I:I
MNumber Of Months To Look Before D

FaciliWorks 8i Administrator Guide Chapter Four: Program Configuration 1 8



Date Format an rren mbol

Select a date format and currency symbol from the respective drop-down list and pop-up list.

Date Format

mmiddiyryyy -1

Currency Symbol

: 5

Reports

Use the Select Viewer Type drop-down list to select your preference for viewing reports on-screen.

Reports

Select Viewer Type: [ gL (Plain} |Z|

Enable Aute Work Order Due Report

Number of Days To Look Ahead
Amount of Meter-Time Left

Auto Work Order Due Report

The Auto Work Order Due report is a detailed list of all work orders currently due. Check the Enable Auto Work Order Due Report checkbox;
the Number of Days to Look Ahead and Amount of Meter-Time Left fields are automatically populated with 25 and 20, respectively. If you
change these values, be sure to click the Save button at the bottom of the form to save your changes.

With this report enabled, each time you log in to FaciliWorks, you will receive the following prompt:

The Aute Work Order Due Listing Report is enabled. Do you want to view the report?
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Click No to close the message and return to the program or click Yes to view the report:

' — ™
@ Auto Due Listing - Mazilla Firefox [E=REER
(il

@ demo.faciliworks.net/helpdev/ReportViewer/WebViewer.aspx?pop=18&Action=QUICKPREVIEW& ReportMame=AutoCalDueBlsPopup=1&IsPopt

Select Viewer Type: [GUINGELS v v. I

Your Company Name
Division Name

Auto Due Listing

1W23Z014 Page

Due Date AssetlD Description Asset S/IN Current Location Date-based Sched
Time Left Tazk 1D Taszk Type Priority Work Order No. Date Maint UOM

09/08/2013 Saw Ginning Machine SGM for removing cotton ASHN-1122-001 Building 1 3
fiber from seed.
0 Sewing Machine Maintenance High PM-0000000012 KMonths
Maintenance

0TMzzMz Knife Roller Ginning Classified as ASN-1122-002 Building 1 3
WMachine oscillatory/rotary knife.

0 Sewing Machine Maintenance High PM-0000000013 Months
Maintenance

01/03/2014 Knife Roller Ginning Clazsified as ASN-1122-002 Building 1 o
WMachine oscillatory/rotary knife.
0 Repair Repair High Wo-0000000008

01/02/2014 Cotton Cleaner Cotton Cleaner ASN-1122-008 Building 2
o Repair Repair High Wo-0000000007

4 I 3

This report is a detailed list of all calibrations currently due. Check the Enable Auto Calibration Due Report checkbox. In the Start

Frequency and End Frequency fields, enter a numeric value in the left-hand fields and select a unit of time from the drop-down lists in
the right-hand fields. If you would like past due calibration orders to be included in the report, check the Include Past Due checkbox.

After making any changes, be sure to click the Save button at the bottom of the form.

Enable aute calibration due report

Start Freguency |U | Days

[=]
[=]

End Frequency |30 | Days

[ Include past due

With this report enabled, each time you log into FaciliWorks, you will receive the following prompt:

The Auto Calibration Due Listing Report is enabled. Do you want to view the report?

Click No to close the message and return to the program or click Yes to view the report.
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Field Overwrite Warnin

Check the Field Overwrite Enable Warning checkbox to receive a warning message when you attempt to overwrite any identification or
key field contents.

Field Overwrite
Enable Warning

With this warning enabled, you will receive the following message when you attempt to save such changes:

“ou are about to overwrite information in an existing record. Do you wish to continue? If you wish
to create a new record, select NO button and click New button.

To overwrite the data, click Yes; otherwise, click No.

Datasheet Settings

Type a numeric value in the Number of Records on Datasheet field; the default quantity is 20. This record quantity refers to the number of
rows shown at a time when in Datasheet View. A larger number will take longer to load with fewer pages to view.

Datasheet Record

Number of Records On Datasheet

Asset ID Asset Description Status Approved By Approved Dat
:I |Saw Ginning Machine ||SGM for removing cotton fiber frumseed||Ac1ive |l|| ||
:I |Knife Roller Ginning Machine ||Classiﬂed as oscillatory/rotary knife. ||Ac’tive |j| ||
j [mecnarthy Ginning Machine | |pouble acting Macarthy Gin ||Active |;|| |
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Color Theme

Use the Color Theme drop-down list to select your color theme preference.

Color Theme

Default White

Form Options

Several forms within FaciliWorks have configurable filter and view options.

Form Options

Do not use Pre-Filter ﬂ Approve Service Requests | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Asset Grouping Entry | Form View |Z| | Show All |
Do not use Pre-Filter Aszset Status | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Assets | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Auto Generate Purchase Orders | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Batch Complete PM | Form View | | Show All |
Do not uzse Pre-Fitter ﬂ Budget Entry | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Budget Entry with Components | Form View |Z| | Show All |
Do not use Pre-Fiter |+ | Checklists [Formview  [+] [ show an |
Do not use Pre-Filter ﬂ Combo Box Entry | Form View | | Show All |
Do not use Pre-Filter ﬂ Contractors | Form View |Z| | Show All |
Do not use Pre-Filter ﬂ Cost Center Entry | Form View |Z| | Show All |
Do not use Pre-Filter Create Service Reguests | Form View | | Show All |
Do not use Pre-Fiter [+ | Edit Plils [Formview  [+] [ show Al [=]
Do not use Pre-Fitter ﬂ Edit Service Reguests | Form View |Z| | Show Open |Z|
Do not use Pre-Filter ﬂ Edit Tool Issue and Return | Form View |Z| | Show All |

Form Autofilter Options

The second column in the screen above lists form names. In the field to the left of the form name (the first column), select whether or
not to open the form with a pre-filter. The default is to not use a pre-filter which means that the form will open and immediately show

the data records. If a form is set to use a pre-filter, upon entering that data entry point, you will be prompted to filter the records.
In the third column, select the view option to open the form; either form view (default) or datasheet view.

In the fourth column, for forms such as Edit PMs, select to Show All, Show Open or Show Closed/Completed orders. It is recommended
that Open is selected for Edit PMs and Work Order Manager; when you navigate to these areas, only the incomplete PMs and WOs are
initially visible, making it easier to locate orders that must be completed. If filters are enabled here, the filters can be removed when
viewing the individual forms by clicking the form’s Show All Records icon located on the filter icon bar at the top left of the window.

Service Request
|:| Show Pop-Up message when new Service Reguests are created.

I:I Do not open Pop-Up message until at least this many new Service Requests are created (Enter 1 to open Pop-Up message for any new Service Requests
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Check the checkbox shown above to receive a pop-up alert when service requests are created. Type a numeric value in the next field

to represent the number of service requests that must be created before you receive the alert.

Main Menu Options

Check the checkbox to make the Main Menu item visible; uncheck the checkbox to hide it. The Configuration checkbox cannot be

unchecked:; this prevents the user from being locked out of the software.

Main Menu Option

Dashboard

Data Administration

Preventative Maintenance

Service Reguests

Work Orders

Inventory

Personnel

Tools

Reports

PDA,

Graphs
Configuration

Data Tools

Utilties

System Info

Change Main Menu Order

The items in the Main Menu are sorted as follows by default (Calibrations is only present in FaciliWorks 8i Calibration):

Change Main Menu Order

Dashboard -
Data Administration F
Preventative Maintenance
Service Regquests

Work Orders.

Inwentory

Personnel

Tools

Reports

PDA

Graphs

Configuration -

m

Move Up

Change the order of these items by clicking an item to highlight it and then clicking the Move Up or Move Down buttons to move the item

up or down in the list.
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Form Shor nd Br rum

Form Shortcuts and Breadcrumbs

Show Breadcrumbs in Header

Form Shortcut 01 | Create Service Requests

Form Shortcut 02 | View Service Requests

Form Shortcut 03 | Work Order Manager

Form Shortcut 04 | Purchase Orders

[ [ [5] [5] [ ]

Form Shortcut 05 | Maintenance Jobs Calendar

Check the Show Breadcrumbs in Header checkbox to view your current location within the software in the header of the FaciliWorks
window (the bottom row of text in the image below). The example below shows that from the Main Menu, the Configuration module was
selected and then you navigated to Global Settings.

Your Company Name, Division Name

Create Service Requests View Service Requests Work Order Manager Purchase Orders Maintenance Jobs Calendar

Main Menu > Configuration > Global Settings

To create shortcut links to the areas of the software you use most often, use the drop-down lists in the Form Shortcut fields (01-05). The
text versions of these shortcuts appear in the header of the FaciliWorks window above the breadcrumbs (pictured above).

Breadcrumbs and shortcuts can be deactivated by un-checking the Show Breadcrumbs in Header checkbox and leaving the five Form
Shortcut fields blank.
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Admin Settings
User Information Tab

In the Admin Settings -> User Information tab, enter your company information in the appropriate fields and upload your logo. The
address entered here will appear as the ship-to address on all purchase orders created within FaciliWorks, along with the Taxpayer ID
Number and Purchase Order Statement. The two fields for company name (Name and Division Name) and the optional logo will appear
at the top of all of your reports. The Maintenance Certificate Statement includes Certificates of Maintenance which might be required to
satisfy asset warranties. This statement is printed on all completed work order reports.

Calendar Interface Advanced

General Security Email Options Automatic Numbering

User Information Options

Customize Form

Company Information

Name |Yuur Company Name LOgD

Address [1234 Industrial Rd

Division Name |Di‘-’15iﬂl1 Name |

|Maintenan ce Department

Contact |J|Jhn Smith

S [ |~ et CDmpa nyLogO
|

Phone [555-555-1212 || Browse..

|
|

Fax |555—555—1213 | | Upload Company Logo | | Dizable Logo |
|

Taxpayer ID Number |

Purchase Order Statement |Your Purchase Order Statement -

Maintenance Certificate Statement It Is Hereby Certified That The Above Described Equipment Was -
Maintained In Accordance With The Manufacturer's Published
Specifications.

| Save | | Cancel |

In the Logo pane, click the Browse button to locate and select your digital company logo. Ideally, the logo graphic you insert or paste
should be no larger than the space provided (about 2" x 1.25") at up to 300 dpi. Larger graphics may use system resources
unnecessarily; this may slow down report printing or prevent your logo from being printed at all. If your logo is visible on this form after
uploading, but does not appear on your reports, it requires too much memory and should be replaced with a smaller graphic using
fewer colors. Your logo will be displayed on screen and you will receive the following message; click OK to close the message.

Logo successfully changed.

To disable your logo, click the Disable Loge button. Click Save after any changes.
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General Tab

User Information General Options Security Email Options Automatic Numbering Calendar Interface Advanced

Change Database

Current Server | SERVERNAME\SERVER 2008 |

Current Database [DATABASENAME_COMPANY |

Select Database

|:| IManually enter databaze server name/IP address
Server Database

| [=]| [=]

Compact

|:| Enable checking of database log file size

Maximum database log file size MB (1000 = 1 GB}
Shrink Database

Bar Code

[ code 38 [+] Barcode

Task Shadowing

Shadow Early Days

Inventory Costing Method
@ Weighted Average
) FIFO
) LFO

Tax Rate

Tax Rate Value Tax Rate Name Delete

Il Add

| Save | | Delete |

Enable Asset Groupings
| Enable Asset Groupings

Asset Approval

"] Enable Approval of Assets

Mobile

[&#] Turn On Mobile Site

Translation Engine
(@) FaciliWorks

() Google Translate

Save Cancel
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Change Database
Current Server: The name of the database server FaciliWorks is currently using.

Current Datahase: The name of the database FaciliWorks is currently accessing.

Select Database

Server: If you need to change to a different database server, select the name of the server from the drop-down list. Once a server is
selected, a dialog box will appear requiring a user ID and password to access the database server.

Datahase: Once the server has been selected, choose a database from the drop-down list. The list will consist of databases that are
available on the selected server. The default listing of database names consist with a prefix of “PM.”

If you do not find the name of the database you are looking for, (i.e., default name was changed), then check the Manually enter
database server name/IP address checkbox to enter these values manually.

Bar Code

Use the Bar Code drop-down list to select the type of barcode format you want to use. You can select Code 39 (contains capital letters
and numbers) or Code 128 (contains letters, numbers, control characters and some symbols).

Task Shadowing

Shadow Early Days: Indicate the maximum number of days between the completion of a shadowing task and the completion of a
shadowed task.

When using the task shadowing feature, a shadowed task PM will not be created if the shadowed task and the shadowing task are

due within the specified number of days identified here. For instance, entering 7 will mean that if the dates for the shadowing task and
shadowed task fall within 7 days of each other, the shadowing task PM is the only PM that will be scheduled. When the shadowing task
is completed, the shadowed task is also closed so that the next due date remains on schedule.

Inventory Costing Method

In this pane, indicate the Inventory Costing Method used by your accounting department: Weighted Average, LIFO or FIFO by clicking the
appropriate radio button.

Tax Rate

Enter the tax percentages in the Tax Rate Value fields and types (such as State, County or City) in the Tax Rate Name fields. When you
create purchase orders, you can select the tax rate from this list.

Delete Checkbox and Delete Button: After entering values into the first row of fields, click Add; this will present an additional row of fields
for another entry. At this point, there will now be a Delete checkbox to the right of the row. To delete a row from the Tax Rate pane,
check the Delete checkbox associated with that row and then click the Delete button.

Enable Asset Groupings

Check this checkbox to enable Asset Grouping. Asset Grouping must be set up prior to checking this checkbox. For more information,
see Asset Grouping Entry.
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Asset Approval

When the Enable Approval of Assets checkbox is checked, every time an asset record is created, it will have a default Status of For
Approval. A manager/administrator can then periodically filter assets by Status, go through all of the newly created assets, edit the
records as necessary and then change the Status to Active.

Mobile

The Mobile version of FaciliWorks is enabled by default. Uncheck the Turn On Mohile Site checkbox to disable it. When this checkbox is
checked, the FaciliWorks window will include a link to the mobile site in the upper right corner:

25 FaciliWorks: 8i

Mobile | Logout | Help | About

For instructions on how to use FaciliWorks 8i Mobile, please see the FaciliWorks 8i Mobile User Guide.

Translation Engine

Google Translate is enabled by default for any instance not utilizing a language pack and includes a disclaimer link on all modules,
including the Calendar and KPI. When enabled, the Language setting in Global Settings and Personal Settings will be hidden. If you have
a language pack installed, then select the FaciliWerks radio button. Selecting the FaciliWorks radio button in this area will disable the
Google Translate bar.

Options Tab

_System Request Pane (Service Request Module Only)

If you have the optional Service Request Module installed, select from the following options:

General Options

System Request (Service Request Module only)
|:| Allow reguester name other than User

|:| Require Asset ID for Service Reguest

|:| Use two-step Service Reguests

[ require Email Address

|:| Type Reguester Onhy

|:| Reguire Reguest Priority

|:| Automatically Create Work Order From Service Request
Default Task for Automatic Work Order

| [~
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Allow requester name other than User allows users to select service requester names other than their own from the pop-up menu.

Require Asset ID for Service Request allows you to select whether you require requesters to reference an Asset ID with every service
request.

Use Two-Step Service Requests requires approval of service requests before they become work orders.

Require Email Address requires that the requester supply his/her email address with each service request. This field auto-fills from the
email field on the requester’s staff record if the requester has a staff record in the database.

Type Requester Only requires the user to manually type a name in the Requested By field; the pop-up list is not active.
Require Request Priority requires that service requesters fill in the Priority field on every service request.

Automatically Create Work Order from Service Request will create a work order from each service request that is submitted. This action
will bypass both the approval and edit procedures. You must select a default task before enabling this feature.

Default Task for Automatic Work Order: Before enabling the automatic creation of a service request feature, this field must contain your
selection from the pop-up list for the single default task that to be used on all automatically created work orders.

alibration Service F for 81 Calibrat :

Use the drop-down boxes in the Change Gage Status When Gage Is Sent and Change Gage Status When Gage Is Returned to select
whether you want a gage’s status to change automatically, if you want FaciliWorks to ask you each time or if you do not want the status
of gages to change at all.

Calibration Service Request

Change Gage Status when Gage is sent

|ﬁ~5ktn Change |Z|

Change Gage Status when Gage is returned

|Mktn Change |Z|

This is a gage Status pop-up list found on gage records within the Assets -> Information tab:

Description | Status ID

Active

Inactive

QOut For Repair

1
2

3
Back-up/spare |4
Lost 5
6

7

8

9

Scrapped

Destroyed

In Calibration

For Approval
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Maintenance Jobs
Check the boxes to specify the required identification fields on PMs and WOs.

Maintenance Jobs
Reguire Aszset II for Preventive Maintenance
Require Task ID for Preventive Maintenance
[ Require Asset ID for Work Order
|:| Require Task ID for Work Order

|:| Show Agreement Notification

m m Asszet is Within Agreement

Aszzet Agreement has Expired

|:| Allow Closing Out of Preventative Maintenance Jobs

|:| Enatle Date Critical Diate Critical Percentage l:l
|:| Enable Meter Critical WMeter Critical Percentage I:l

|:| Show duplicate PMANVD Meszage

Require Asset ID for Preventative Maintenance, Require Task ID for Preventative Maintenance, Require Asset ID for Work Order and
Require Task ID for Work Order: Check the checkboxes for the conditions that need to be met regarding the asset and task ID fields for
preventative maintenance jobs and work orders. It is recommended that all boxes be checked for better tracking.

Show Agreement Notification: Checking this checkbox will result in a red or green tag next to the Asset ID field (in Asset Filter and
WO and PM events), indicating whether the asset is within (green) or out of (red) its warranty/asset agreement. The warranty/asset
agreement period is defined within the Assets -> Financial tab.

Allow Closing out of Preventative Maintenance Johs permits you to close a PM without actually completing it. This will force FaciliWorks to
generate the next scheduled PM. All closed, incomplete PMs will be listed at the bottom of the Manual Create PMs form.

Enable Date Critical: Enables the software to display scheduled jobs in Manual Create PMs based on the critical % of the date-based
schedule, overriding the lead time specified in Auto/Manual Create PMs.

Date Critical Percentage: The scheduled date-based job will display when it reaches this %.

Enable Meter Critical: Enables the software to display scheduled jobs in Manual Create PMs based on the critical % of the meter-based
schedule, overriding the lead time specified in Auto/Manual Create PMs.

Meter Critical Percentage: The scheduled meter-based job will display when it reaches this %.

Check the Show Duplicate PM/W0 Message checkbox to receive an alert when a duplicate PM or WO has been created. This
alert will ask if you want to delete the duplicate(s). Click Yes to delete or click No to manually review/edit the duplicate(s).
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Automatically Cr Preventative Maintenan

The options in this section give you control over whether or not preventative maintenance records are created automatically and if so,
how frequently.

Automatically Create Preventative Maintenance

[C]Enable

Automatically Create Preventative Maintenance's every1 Days

Create Preventative Maintenance for Shadowed Task

Put Shadowed Task in Multitask PM

Allow duplicate Preventative Maintenance’s

Preventative Maintenance Lead Time Days

Checking the Enable checkbox allows PMs to be created automatically. Enabling this function requires that you enter a frequency (in
days) in the Automatically Create Preventative Maintenances Every ____ Days field.

Enable

Automatically Create Preventative Maintenance’s every1'.r Days

When this function is enabled, as in the image above, every seven days, upon logging in to FaciliWorks, the following message opens:

The Application will run the Aute Create Preventative

Maintenance.

Click OK. A list of any PMs that could not be automatically created will appear in a separate window:

Asset ID Task ID Next Date Due Reason for not creating PM SelectFix
Last Maintenance Date discrepancy.
Machine Press 2 |[clearing operation |[p2r0812014 | ]
1
| Select All | | UnSelect All | | Fix All Selected | | Close | |:| Fiter correctable records onfy

An asset that already has an open PM or work order will appear in this list only if the Allow Duplicate Preventative Maintenances
checkbox is unchecked. If that checkbox is checked, these PMs would have been automatically created because duplicates are
allowed.
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If an asset’s schedule contains a date discrepancy, this can be corrected. Click the Fix button beside the individual records or check
multiple checkboxes associated with the assets and click the Fix All Selected button at the bottom of the form. When the record has
been fixed, you can either navigate to Manual Create PMs and manually create the adjusted PM or you can log into FaciliWorks again
and rerun Auto Create Preventative Maintenance.

Create Preventative Maintenance for Shadowed Task will create a PM for any shadowed task when the parent (or shadowing) task is due.
Checking this checkbox activates the Put Shadowed Task in Multitask PM checkbox; checking this checkbox instructs FaciliWorks to
create a multitask PM with the shadowed/shadowing tasks.

Enter a numeric value in the Preventative Maintenance Lead Time ____ Days field. This field specifies the number of days into the future
that scheduled jobs will be displayed on the Manual Create PMs form. For example, show jobs scheduled for the next 7 days.

Manual C p ve Mai

In this section, set the conditions for the manual creation of PMs.

Manual Create Preventative Maintenance
[ create PM for Shadowed Task
Put Shadowed Task in Multtask PM

|:| Allow duplicate Preventative Maintenance Jobs

Preventative Maintenance Lead Time |355 Days

Create PM for Shadowed Task: When this box is checked, all shadowed tasks will be created as PMs.

Put Shadowed Task in Multitask PM: Instructs FaciliWorks to create a multitask PM with the shadowed/shadowing tasks. This option is
activated only after checking the Create PM for Shadowed Task checkbox which will create a PM for any shadowed task when the parent
(or shadowing) task is due.

Allow Duplicate Preventative Maintenance Jobs: Checking this box will allow a PM to be created for a task even if there is currently an
open PM order for the same task.

Enter a numeric value in the Preventative Maintenance Lead Time ____ Days field. This field specifies the number of days into the future
that the jobs will be displayed on the Manual Create PMs form. The default is set to show jobs scheduled for the next 7 days.

Calibrations

Calibration Lead Time ____ Days field (8i Calibration only): Enter a numeric value to specify the number of days into the future that
scheduled calibrations will be displayed on the Calibrate Gages Due form.

Task Priority (8i Calibration Only): From the drop-down list, select Calibration Tasks, Maintenance Tasks or No Priority Tasks when both
maintenance and calibration is due on the same asset at the same time.

Calibrations
Calibration Lead Time |1 days
Task Priority
Calibration Tasks |Z| These tasks wil be prioritized and reguire completion before other tasks

can be performed on an asset.
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Automatically Create Purchase Orders

Any spare parts that have fallen below their predefined reorder points appear in Inventory -> Create Purchase Orders (formerly Inventory
-> Auto Generate Purchase Orders). If you enable Automatically Create Purchase Order here within the Configuration -> Admin Settings ->
Options tab and set an interval in days, FaciliWorks will automatically create those purchase order(s) at that interval, grouping them by
supplier, when possible.

Automatically Create Purchase Order

Enable

Automatically Create Purchase Orders every [ days

FaciliWorks can also automatically dispatch emails when POs are created; see the Admin Settings -> Email Options tab for details.

Create Meter-Based Schedule

You can create a meter-based schedule here based on either the estimated due date or the actual meter remaining.

Create Meter Based Schedule Based On

(@ Estimated Due Date

(0 Actual Meter Remaining

Meter Left Unit Delete
| | |

If Actual Meter Remaining is selected, then below it, the Meter Left and Unit fields will become editable, allowing you to enter values to
determine the remaining amount that will trigger the creation of a PM order. Enter a numeric value in the Meter Left field and use the
drop-down list in the Unit field to select a unit of measure. Then, click the Save button below the Meter Left field to save the data. A
new, blank record will appear, allowing you to enter another meter amount and unit of measure.

Meter Left Unit Delete
| 5| | Cycles |Z| 0
| | | [=]

To delete a meter value, click the associated Delete checkbox (which is to the right of the row when the row contains data) and then
click the Delete button. When the confirmation window appears, click OK to delete the record(s).
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KPls

There are four KPI graphs: Mean Time between Failures, Assets with Highest Downtime for WOs, Top 10 Assets with Most Work Orders
and Percent PMs Completed On Time vs. Completed Late.

KPI functionality is enabled by default and can be disabled by navigating to the Configuration -> Admin Settings ->Options tab and
unchecking the Turn on KPI checkbox. To access the KPI graphs, click the KPI icon (next to the Calendar icon) on the header bar of the

Dashboard:

The graphs will open in a separate browser window.

Each KPI graph provides the user with access to a filter, which will allow you to filter by date range, Asset Type, Priority and specific
asset ID(s), depending on the graph. If asset grouping is enabled, a user will only have access (here in KPIs) to the asset groups to
which the user is assigned. The Administrator must be a member of all asset groups to have all assets and filtering available here.

You can expand the view of a KPI, print the KPI, export the raw data that was used to calculate the KPI and rearrange the display of the
four KPIs. All of these functions are accessible via the set of icons in the upper right portion of each graph.

Use Auto-arrange, Reset, Minimize All and Cascade to alter the arrangement of the graphs.

Auto-arrange Reset Minimize All Cascade

= Mean Time Between Failures YORB+Ge e
Date Range: 11/29/2014 to 12/29/2014

MTEF (days)

MAH_408MT #360 MAH_HSM400U #120 MAH_XSM400U #49 MAH_408MT #292 MAH_XSM400U LP #20 MAH_XSM400U LP #18
MAH_XSM400U #55 MAH_408MT #231 MAH_XSM400U #44 MAH_XSM400ULP #25 Facilities/Non-Production MAH_XSM400U #47
AssetIDs

Exporting of Reports
These settings determine how FaciliWorks export reports.

Exporting of Reports

@ Local

() Remotely via Web Service

|:| Use Credentials when Ancnymous Access is Dizabled

User ID | |

Password | |

Retype | |

Test Web Service
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e Local: Select this option to use default export report function in the reports module.

* Remotely via Web Service: Select this option to use a deployed web service in a remote web server. The text box next to this
option is used for entering the path of the remote web service, for example: http://www.faciliworks.net/F SWSINET20/Re-
portsWebService.asmx. If the remote web service is not configured as Anonymous Access (or Anonymous Authentication),
then a windows user ID and password should be supplied to gain access to the web service.

e UserID is the windows account
e Password is the password of the windows account
e Retype is the confirmation of the windows account password

If the remote web service is configured as Anonymous Access, then leave the User ID and Password fields blank.

Click the Test Weh Service button to ensure settings are correctly configured.

Options Cal Options

Maintain Calibration Procedure History

It iz hereby certified that the above described instrument
conforms to the original manufacturer's specifications
and has been calibrated using standards whose
Certificate of Calibration Statement |a@ccuracies are traceable to the National Institute of
Standards and Technology within the limitations of the
Institute Calibration Services or have been derived from
accepted values of natural physical constants or have 57

lea | »

It is hereby stated that the above described instrument -
does not conform to the original manufacturer's F
specifications and haz been failed bazed on accuracies
Failure Notice Statement [that are traceable to the National Institute of Standards
and Technology, and are within the limitations of the T
Institute Calibration Services, or have been derived from
accepted values of natural physical constants or have 52

| Save | | Cancel |

If Maintain Calibration Procedure History is set to true (checked), then the text of a specific procedure can be edited until it is used in a
calibration record. Once it is added to a calibration record, the procedure is locked down so no changes can be made to it. If Maintain
Calibration Procedure History is set to false (unchecked), then edits can be made any time even if the procedure is used in a calibration.

Certificate of Calibration Statement: The text entered here appears on certificates of calibration when gages pass calibration.

Failure Notice Statement: The text entered here appears on failure notice statements when gages fail calibration.
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Security Tab

In this window, you can enable and set options for FaciliWorks’ security and audit trail features.

User Information General Options Security Email Options Automatic Numbering Calendar Interface Advanced

Security

|:| Enable Security Messages

|Applicatiun Logon |ZI Logon Methed

|:| Hide Change Password checkbox in login form

|:| Reguire Password Changes

l:l Number of Days Before Password Change
Minimum password length

|:| Reguire Mixed Case (upper and lower)
|:| Reguire Alpha and Numeric

|:| Require Symbols

User Login Timeout Period Minutes

Login Failure Email List (email addresses separated by semicolons)

-~

after l:l unsuccessful login attempts

|:| Restrict Issue to Authorized Users

[ Hide Buttons With No Rights

Audit Trail
[ Advanced Audit Log [] Enable Audit Trail

Remowve Audit Trail records after this many days. (Leave blank to not remove records. )

Electronic Signature

Electronic Signature Login

| Save | | Cancel |

Enable Security Messages

If you check this checkbox, FaciliWorks will display warning messages if users try to perform actions (such as deleting records) for
which they don't have permission. If you leave this box unchecked, users will still be unable to complete any action for which they don't
have permission, but no warning messages will be displayed.
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Logon Method

Use this drop-down list to select the method by which users will log in to FaciliWorks.

e Windows Logon uses security from your Windows operating system. When users access FaciliWorks 8i, they will be prompted
with the standard Windows Login dialog. Thus, management of users and password is done through the server’s local Users
and Groups security object. This is disabled under 21 CFR Part 11 implementation of the system.

e Application Logon (default setting) uses security specific to the FaciliWorks program; you must set up user IDs and pass-
words in Security. When you launch FaciliWorks, you will be directed to a Log In screen. For the 21 CFR 11 compliant ver-
sion of FaciliWorks, this field is locked to Application Logon.

o ADS Logon: FaciliWorks 8i can integrate with Active Directory Distributed Systems for the authentication method. Currently,
this function works with ADAM (Active Directory Application Mode). Contact CyberMetrics for updated news for compatibility
with Windows Active Directory. This is disabled under 21 CFR Part 11 implementation of the system.

Method Requires Authentication | Requires Form Entry

Application Logon Yes Yes

Windows Logon Yes Yes

ADS Logon Yes No (Seamless)
Passwords

Hide Change Password checkbox in login form: Checking this checkbox will keep users from changing their passwords. When this
checkbox is hidden, the Log In form will appear as follows:

User ID| |

Password | |

Default Log In form:

User ID| |

Password | |

|:| Change Password

Require Password Changes: For security reasons, you may want users to periodically change their passwords. Check this checkbox and
enter a password change frequency in the Number of Days before Password Change field. When this period of time passes, the Log In
window will display “Password has expired. Please change your password.”
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To change your password, check the Change Password checkbox. FaciliWorks will prompt you to enter your old password and then
enter and confirm your new password.

User ID |A-d min

New Password |“"

|
Password |"" |
|
|

Confirm Password |----

Change Password

Enter those values and click OK. You will receive the following message:

FaciliWorks 8i

Password changed successfully.

Minimum Password Length: Enter the minimum number of digits required for passwords.

Require Mixed Case, Require Alpha and Numeric and Require Symbols: Check these checkboxes to require these characteristics in all
passwords. These requirements make passwords difficult to guess, which increases security.

User Login Timeout Period Minutes

The numeric value in this field represents the number of minutes of inactivity allowed before FaciliWorks will automatically log out a
user. There is a similar setting within the System Info -> Usage screen which overrides the setting here in the Security tab. Please see
System Info for more details.

Unsuccessful Login Attempts

FaciliWorks can be configured to dispatch a notification email after a specified number of unsuccessful login attempts are made (use
of incorrect User IDs and/or Passwords). The default is three attempts, but this number can be modified. See the Email Options tab to
define email settings.

Login Failure Email List: Enter the email address of each person to be notified of the unsuccessful login attempts and separate multiple
email addresses with semicolons.

After ____ Unsuccessful Login Attempts: Enter the number of attempts allowed prior to an alert being sent to the recipient list.
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When this number of attempts has been made, the user will receive the following message:

The number of login attempts has been exceeded! The application

will terminate

The email alert will be sent. The user can then click the OK button and immediately try again.

Restrict Issue to Authorized Users

Checking the Restrict Issue to Authorized Users checkbox will mean that assets can only be issued to users who are specifically
authorized to handle them. FaciliWorks requires you to re-login for the changes to take effect. To select the authorized user(s) for each
asset, navigate to the Data Administration -> Assets menu.

Within an asset record, click the Auth Persons tab. Click the Staff ID pop-up menu to select the authorized users. Navigate to the
Information tab. Click the Usage button at the bottom of the form. Click the Issued / Used By EmpTo drop-down; only those authorized to
use the asset are in the list.

Within a gage record (in 8i Calibration only), click the Issuances tab. Click the Staff ID pop-up menu to select the authorized users.
Navigate to the Information tab. Click the Issue/Return button at the bottom of the form. Click the Issued / Used By EmpTo drop-down;
only those authorized to use the gage are in the list.

Users with Limited Rights

If the Enable Security Messages checkbox is checked, FaciliWorks will display warning messages if users try to perform actions (such
as deleting records) for which they don't have permission. If the box is unchecked, users will still be unable to complete any action for
which they don't have permission, but no warning messages will be displayed.

By default, when a user’s rights are limited, the user will receive the following message when attempting to enter a restricted area:

Page cannot be displayed
This is not an error, either you have no access or the form does not exist. Please contact your administrator for assistance.

If the Hide Buttons with No Rights checkbox is checked, the navigation buttons for the areas that are restricted will be hidden from the
user. For example, a user with limited rights would not see buttons such as Personnel or Gonfiguration in the Main Menu.
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Audit Trail

The Audit Trail records the actions performed within the program, such as record modifications and deletions, the date and time of each
action and the name of the user who performed each action. The preferences for this feature are set here in the Security tab, but the

Audit Log is accessed from the Utilities menu.

In the Enable Audit Trail drop-down list, choose from the following options:

e No Audit Log
¢ Basic Audit Log
e Advanced Audit Log

Choose No Audit Log if you prefer not to keep track of record modifications, etc.

Choose Basic Audit Log to keep track of date and time, user name, record accessed, action performed and data key:

Audit Log
Audit 1D Date / Time User Name Object Action Data Key
4080] (1012412014 12:20:58 |[Bintones |[s¥sTEM_USER_session_nFo |[petzte |[10:2a2014 12:12:38
4073 (1012412014 12:18:18 | |etaut user |[s¥sTEM_usER_session_nFo |[peete |[10:2a2014 12217242
| |eraut user |[sEcurmy_user ||upgate i

4077 [10:2412014 12:19:07

| |Defau|t User

|[sEcuRmY_arouP_user

| |Insert

|[763

|
|
[ 4073 1012412014 12:18:15
|
|

4076 [10:2412014 12:18:33

| |Defau|t User

|[5vSTEM_MANMENU_SORT

| |Insert

|[224

Choose Advanced Audit Log to be able to view all of the above details plus have the option to click Details (to the right of each record) to

view data values before and after each modification:

Audit Log
Audit 1D Date / Time User Name Object Action Data Key Details
[ 4080 [10:2412014 12:20:58 |[BittJones |[5STEM_USER_SESSION_INFO |[petete |[10r24/2014 12:19:38 | Details
[ 4079 (1012412014 12:18:18 | [petaut user |[sv=TEM_usEr_session_nFo |[petete |[10:2a2014 12:17.42 | Details
[ 4073] (1012412014 12:18:15 | [petaut user |[sEcurmy_user |[update i | Details
[ 4077] (1012412014 12:18:07 | [petaut user |[sEcurTY_croUR_USER |[msert |[7e3 | Details
[ | |eraut user |[s¥sTEM_MAmMENU_SORT | msert |[22¢ | Details

4078] (1012412014 12:18:33

Audit Log Details

Field Name Old Value

Memo Value

Customize Form

|UserID | |

| [145129188124183108173115186138185] |

[Fumname i

Remove Audit Trail Records after this many days: Enter the number of days of Audit Trail data to store. FaciliWorks will automatically purge
data older than this value. For example, enter 7 to keep the last week’s Audit Trail data. Enter O to keep a comprehensive audit trail

record.

NOTE: If you have installed the 21 CFR 11 compliant version of FaciliWorks, the Advanced Audit Log is permanently enabled.
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Electronic Signature Login

Check the Electronic Signature Login checkbox to require a user to enter his User ID and Password in order to sign a record. When a
PM or work order is completed and the record is saved, FaciliWorks will prompt you to go to the Signature tab to sign off on the order.

NOTE: If you have installed the 21 CFR 11 compliant version of FaciliWorks, Electronic Signature Login is permanently enabled.

For instance, in a PM record, on the Signature tab, a user clicks the Sign button (in the Done By pane) to signify that he has completed
the work on that PM. If Electronic Signature Login is disabled and a user clicks the Sign button, the signature record is automatically
populated with the user's name from the initial login screen and the current date and time. When Electronic Signature Login is enabled,
the following window will appear requiring that the user sign in with his User ID and Password in order to sign the record:

@ Log In - Mozilla Firefox

Lo g In

User ID|

Passwurdl

The record is then populated with the signature information.

Information Schedule Labor Contracts Parts Tools Variables Procedures Checklist Signature Workflow

HOT O\ o

Record:[ 1 | « i ]| » | of26
PI1 No. [PM-0000000001 | PM Description | |
As38tD [saw Ginning Machine | Asset Description [SGM for removing cottan fiber from seed|
TaskD |Sewmg Machine ‘ Task Description ‘Changmg of Rubber and Oil Refreshing |
Signature
Customize This Form
Done By Signature Name Date Time Mode Comments
Unsigned for labor cost
[Ace Louis S0l (122712013 [[11:25:33 |[unsignea |
[ace Louis Sl 12272013 [[11:18:38 |[signed |
Approved By Signature Name Date Time Mode Comments
unsigned for labor cost
[ace Louis Sl (122712013 [[11:25.04 [[unsignea |
[ace Louis Sl 1272013 [[11:18:50 |[signed |

The same steps are taken to sign an approval of a record. Once the approval is signed, the Done By pane cannot be unsigned unless
the approval is unsigned first. A record can only be unsigned by the original signer.
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Email Options Tab

Email Configuration

Under Email Settings, click Email Configuration; the configuration options appear on the right-hand side of the window. Enter the
appropriate information including the option to enable an encrypted connection. The Send Email checkbox must be checked in order for
any email features to function. Test the settings and be sure to click Save when finished.

User Information General Options Cal Options Security Email Options Automatic Numbering

EMAIL SETTINGS " | EMAIL CONFIGURATION
Email Configuration
Email Tags Send Email
SMTP Server |5mt|:|.cum|:|any.cnm |
EMAIL EVENTS AND RULES oe
From Email |email@cumpany.cum |
As Found Condition Out Add
Remote Port |53? |
© Calibration Advanced Notification Audd
Resend Failed Email Frequency | |
Calibration Event Created Add
Use Authentication
Calibration Event Electronic Approved Add
By Signed UserName |UserName |
© Calibration Event Electronic Done Add (= Passwiord [ewsessesvsns |
By Signed
Enable Encrypted Connection (SSLTLS)
Calibration Event Failed Add ]
Send to Staff with no Asset Groups
© Calibration Event Passed Add
© Calibration Overdue Listing Add Save Test Email Cancel
Email Tags

Under Email Settings, click Email Tags. Email tags insert specific information into your emails regarding the event. To use email tags, add
<JTagName> in the Subject Line or Email Text fields, for example, “Service Request <RegNo> has been created.”

EMAIL TAGS
Tag Name Tag Value Delete
[pay | [ Date only =] B
|T|me | | Time Only E| [l
[wone | [ worpn Numper =] B
|Rec|ND | | Service Request No E| [l
|assetn |[Asseto =] @
|usern |[userp =] O
[Prane | [ worpn Numper =] O
|GageID | | Asset D E| [l
[Pone | [Po Humber =] O
| | | Date and Time: E| Add

| Save | | Delete |
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Email Events and Rules

Under Email Events and Rules are multiple events that trigger rules to run. To add a rule, click the Add button next to an event; a field
appears beneath it, allowing you to enter a name for the rule. Enter an appropriate name:

1
=
=

Senice Request Created

Automated Email Rule Name WSR Created

Save Cancel

Click Save; FaciliWorks automatically checks the checkbox next to the new rule, meaning that the rule is active. If you want to deactivate
a rule, uncheck this checkbox. The three icons to the right of the new rule name allow you to clone, edit and delete the rule.

© Service Request Created Add
v WSR Created [ I

The right side of the window will display the configuration options for this email rule.

In the Filter by Asset Group pane, select an asset group (available in FaciliWorks 8i Enterprise only) for an event that pertains to an asset
that belongs to that asset group.

Check the Send List checkbox to utilize staff email addresses and then check the checkboxes next to each staff member who should
receive the email.

Check the Send Requester checkbox if you would like the email to also be sent to the person who initiated the request (for Web Service
Request events only).

If you would like the email to be sent to email addresses other than those of staff members within the system, check the Send Email List
checkbox and then enter the email addresses in the box below, separated only by a semicolon.

Enter appropriate text in the Subject Line and Email Text fields and then click Save.
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Security Email Options Automatic Numb

-~

i i Add
=t 2% SERVICE REQUEST CREATED (WSR CREATED)
Gage Added to Service Request Add
Fiter By Asset Group
Gage Issued Out add Facilties (Facilties User) R
Gage Limited Add Quality ()
Gage Returned Add
Gage Status Closed Add -
Send List
Late Motice Add 91 5end Lis
032414-TECHA (Tech 4 Sample) () =
PM Advanced Notification Add 032414-TECHE (Tech B Sample) () |ﬂ
PM Assigned/Edited Labor Add 09070 (James Smith} ()
11228 (Jeff Haymes) ()
PM Assigned/Edited Technician Add Anthony Wimore (Anthony Wilmere) ()
PM Completed Add [ aprecia tech (aprecia tech) ()
april (april} ()
PM Created Add bicle (Gienndnn Gicl i
V| Send R 1
PM Electronic Approved By Signed Add Fna Requester
|:| Send Email List (separated by semicolon)
PM Electronic Done By Signed Add
PM Owerdue Listing Add
Purchase Order Created Add —
Senice Request Acknowledge Add Subject Line
Service Reguest <RegMo= has been created. -
Senice Request Approved Add
Senice Request Cancelled Add
@ Service Request Created Add |=| E_mai Text
+ WSR Created B R A service reguest has been created with the information above. .
Senice Request Escalated Add
Semice Request Resolved Add -
WO Assigned/Edited Labor add | | | save | | Reset | | cancel |

You can add as many rules as you like for any event; just click the Add button again and repeat the steps.

Email Reports

Within this tab, you can configure FaciliWorks to email certain reports on a recurring basis: PM Overdue Listing, Calibration Overdue
Listing, PM Advanced Notification and Calibration Advanced Notification.

Click the Add button next to the event, name and save the event and then specify the other email options in the right-hand side of the
window, as instructed for other email events.

Now, configure the email’s schedule. The specific interval configuration depends on which radio button is selected on the left, i.e.,
Daily, Weekly, Monthly or Yearly.

Recurrence Schedule

) Daity @ Day of every month(z)
o Weskly () The| first :” Monday |Z| nfevery|1 3 | month(s)

@ Monthhy
) Yearly | Test | | Reset Last Run Date |
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Click the Test button and FaciliWorks will display information regarding the email event's last run date and next run date. To reset the
last run date, click the corresponding button.

Be sure to click the Save button at the bottom of the form when finished.

Automatic Numbering Tab

Use this form to create the automatic numbering formats for your work orders, PMs, service requests, requisitions, purchase orders,
assets and gages. (Gage ID numbering is only available with 8i Calibration.) For your convenience, basic instructions and codes are
listed on the right side of this screen, including notes about date formats.

User Information General Options Security Email Options Automatic Numbering Calendar Interface Advanced

Enter the format to use for Automatic Numbering into Format. Use *? for letters that
wiill be incremented and ¥ for digits that will be incremented. For letters or
numbers that will not be incremented, enter the text as you want it to appear in the
|womww | Format Test number (letters must be all caps). If you want to include date information in the
Automatic Number, enter the date codes from the table below in the Format. Leave
the Format field blank to use standard incremental numbering.

Work Order Numbering

|wo-oo00000013 | Last Number lssued
Date Information
"dd” = numeric day of the month (01 to 31)
Preventative Maintenance Numbering "ddd’ = text day of the week (Sun to Sat)
|PM-mmﬁﬁm | Format Test ‘mm’ = numeric month (01 to 12)
"mmm’ = text month (Jan to Dec)
[Pr-0000000032 | Last Number lssued

vy = two-digit year (99)
"yyyy' = four-digit year (19599}

Service Request Numbering

e | Format Test

[oooocooooe | Last Number lssued

Requisition Numbering

|ﬁﬂﬁﬁm | Format Test

[ooooooo0s | Last Number Issued

Purchase Order Numbering

e | Format Test

| | Last Number lssued

Asset ID Numbering

|ﬁﬂﬂﬁﬁm‘i | Format Test

| | Last Number lssued
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To enable this function, scroll to the bottom of this form and check the Enable Automatic Numbering for Asset ID and Numbering Schemes
checkbox.

Enable Automatic Numbering for Asset ID and Numbering Schemes

Save Cancel

Your number formats can include numbers, letters, day of the week, dates or a combination thereof. For formats utilizing months or
days in their letter format (Mon, Jan), you must use lowercase letters in your format scheme.

For example, you can create a work order numbering system that includes the code WO (for Work Order), the day of the week on which
the work order is created and a sequential number using the format WO-ddd-###. In this example, the sample work order number
would be WO-MON-014.

You can also create a format that uses the current date for the number, such as yyyymmdd##. Then, for work orders created on May
10, 2010, the first work order number would be 2010051000; the tenth number would be 2010051010.

Here are some basic tips for creating your numbering formats:

e Use all capital letters for those letters to appear on every generated number.
e Use the # symbol for incremental digits.

e Use the ? symbol for incremental letters.

e Use the code “dd” for the numerical day of the month created.

e Use the code “ddd” for the day of the week created (Mon, Tue, etc.).

e Use fewer than 21 characters in your numbering format to ensure that the numbers will fit on your reports.

To start your numbers with A or 0, use the # and ? symbols in your format. For example, if you enter ??-# # in this screen, your first
purchase order number would be AA-0Q. Following this numbering scheme, after number

AA-99 is generated, the next number generated would be AB-00. After number AZ-99 is generated, the next number generated would
be BA-00 and so on.

To start your numbers with a specific number and/or letter code, enter the last exact number in the Last Number Issued textbox. For
example, if you entered SR-05 in this field, the next number generated would be SR-06.

Service Request Numbering

[sRs | Format
[sR-05 | Last Humber lssued

Click the Test button to see a preview of the next number in the sequence, based on the format you've created.

The next number in the seguence will be SR-06 .

FaciliWorks 8i Administrator Guide Chapter Four: Program Configuration 46



NOTE: Once FaciliWorks creates an automatic number, it will not reissue that number. For example, if you create a new record in Purchase
Orders, FaciliWorks automatically generated a new purchase order number. If you then decide to close that record without saving it,
FaciliWorks will not regenerate that number for the next new purchase order; it will generate the next number in the sequence.

The Numbering Schemes pane is used to define the schemes for types of assets, parts, staff members and gages (schemes for gages
are only available with 8i Calibration). If you set up multiple numbering schemes, use the record navigation bar at the bottom of that
pane to browse through the records.

Suppose you have 10 types of assets, one of which is Vehicle. You can create a numbering scheme specific to vehicles. For example,
select Asset ID from the Number Field drop-down list and then select Vehicle from the Asset Type pop-up list (your Types list must already
be in your database). Enter a Number Format and Last Number.

Numbering Schemes

Type: |Vehic|e |l|

Number Format: |VE H-s55 |

Last Number: [VEH-000 |

Record:lll;li"; M oof1 New

Click the Test button to receive the following message:

The next number in the seguence will be VEH-001 .

Click OK to continue. Save the new numbering scheme.

To add a new vehicle asset using the new numbering format, navigate to Data Administration -> Assets and click the New Asset button.
Click the Asset Type pop-up and select Vehicle. Click the Save button and the following message displays:

The selected assettype has a defined custom asset numbering format (WVEH-###). This will replace the current asset id
with VEH-001.

OK l [ Cancel
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Click OK. FaciliWorks inserts the newly generated number into the Asset ID field.

Asset D [VEH-001 |

Status |A'31'n-'e |;|
Priorty | o]
Assetsi | |
AssetMo | |
Model No | |
Supplier Code | [~
Manufacturer | o]
Asset Type [Vehicle |~
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Calendar Tab

The Calendar tab within Admin Settings allows you to define certain dates and days of the week that you want to skip. These can be
weekends, holidays, vacation periods or plant shutdown periods. FaciliWorks automatically sets the next maintenance due date of an
asset based on a user-defined frequency. If the next due date must fall on a weekday, FaciliWorks has a Skip Date feature which will

force a due date to the last working day before a skipped day.

User Information General Options

Automatic Numbering

Skip Days

|:| Skip Monday

[ skip Tuesday

[ skip Wednesday

[ skip Thursday

[ skip Friday

Skip Saturday

Skip Sunday

Skip Dates

Date Delete

[o70ar2014 | =

[osi0172014 | =

1112002014 | =

[1272572014 | =

010172015 | =

|oa0172018 | =

| |FH  Ada
| Save Skip Date | | Delete Skip Date |

Fiscal Year Begins

[January
February

March

Agpril

WMay

June

Juby

August

September

October

November

December -

Calendar Meter Date Schedule

Use both Meter based and Date based Schedules

| Save | | Cancel |
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Skip Days of the Week

Each day of the week is listed with a corresponding checkbox; check the box to skip the day. To change the order of this list, navigate to
Configuration -> Global Settings and using the Select Start of Week drop-down list, select your preference. The selected day will be listed
first in the Calendar tab and it will be the first column in the Maintenance Jobs Calendar and all calendar field pop-ups. The image above
is the product of having chosen Sunday as the preferred Start of Week.

Skip Dates

In the Skip Dates pane, type the date into the Date field or click the calendar icon to the right of the field to select the date. Click the Save
Skip Date button. Clicking this button inserts a new blank field in which you may enter another date to skip. After each date entered, click
the Save Skip Date button. To delete a date, click the corresponding Delete checkbox, then click the Delete Skip Date button.

If a calculated maintenance due date falls on a skipped day or date using the Calculate Next Date Due button, FaciliWorks reschedules it
for the first working day prior to the skipped day(s). However, if the maintenance due date has been manually entered, then FaciliWorks
won't apply this skip day rule.

The calendar shows maintenance of assets that have exceeded their meter time as due on the current date, regardless of whether or
not it is a skipped day.

When you complete a work order, if the skip days or skip dates cause the next due date to occur on or before the date on which you
completed the work order, then the next date due moves to the next available date after the skipped days or dates. For example, if a
work order that must be completed daily (a one-day frequency) is completed on Friday, and Saturday and Sunday are skipped days,
then the next maintenance would be due on Monday. However, if a work order with a frequency of two or more days is due on a
Saturday or Sunday, and those days are skipped days, the maintenance will be due on the preceding Friday.

Fiscal Year

Fiscal Year Begins: Select the month in which your company’s fiscal year begins. FaciliWorks uses this information in calculating
budgets.

Calendar Meter Date Schedule

Check the Use hoth meter-based and date-hased schedules checkbox to use both meter-based and date-based schedules. If this
checkbox is not checked, FaciliWorks uses date-based schedules only.
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Interface Tab

The interface settings permit you to customize labels and captions for forms throughout FaciliWorks. Each form that has a Customize
Form link in the upper right-hand corner can also be altered within the Interface tab.

Custom Labels Sub-tab

Use the Form Name drop-down list to select a form whose labels you would like to customize.

User Information General Options Security Email Options Automatic Numbering Calendar Interface Advanced

Custom Labels Form Tabs Asset Custom Part Custom Task Custom ETRNET T

Form Captions Messages

Form Name | Assets El

Field Name Text Default Label Text Font Weight

|D|:eratchIank || || | (@ Normal () Bold
|Ccm|:cnent5E5tatIi5h ||<< ||<< | (@) Normal () Bold
|Ccm|:cnenteBreak ||» ||== | (@) Normal () Bold
|Lat:e|;;-c:c:cuntl-lc ||Accnunt No. ||;:xc:c:cunt No. | (@ Normal () Bold
|Lal:e|;'q-d vSearchForm ||Advanced Fitter of current records |Advanced Fitter of current records | (@) Normal () Bold
|Lat:e|;;-g reementCost ||Agreement Cost ||;:xgreement Cost | (@) Mormal () Bold
|Lat:e|.-%-g reementTerm ||Agreement Term ||Agreement Term | (@) Normal (~) Bold
|Lat:e|;;-g reements ||Agreement5 ||Agreemente | () Mormal (@) Bold

Selecting Assets, for example, will open the same list of labels here as it would if you clicked Customize Form from within the Assets ->
Information tab.

Part List

Information PM Task Financial Operating Costs Auth. Persans Grouping Notes Attach.

Ewvent Log

Asset Record Record:..l;ll of 34 %Customize Form

Asset D |Saw Ginning Machine | Asset Description |SGI'|'I for removing cotton fiber from seed|

Field Name LabelText Default Label Text Font Weight

|LabeIAdeearcthrm ||Advanced Fitter of current records ||Advanced Fitter of current I't| @l Normal (:' Bold Default

|LaheIAgreements ||Agreements ||Agreements | (™) Normal @ Bold | Default

|btnApprDveStatu5 ||Appruve ”Appruve | @ Normal (7) Bold Default

|LbIApprnvedEy ||Apprm.red By ||Apprmred By | @ Normal (C) Bold | Default

|LhIApprDvedWhen ||Appruved Date ”Appruved Date | @l Normal (::I Bold Default

|LabeIDescrip‘tiun ||Asset Description ||As.se‘t Description | @ Normal (7) Bold | Default

|A55&16ruup ||Asset Group ||As.set Group | @ Normal ) Bold | Default
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To change a label, highlight the contents in Label Text and type in the desired text. Use the Normal and Bold radio buttons to set the
preferred font weight. To revert to the default FaciliWorks labels for a particular field, click the associated Default button. After any
changes, be sure to click the Save button at the bottom of the form.

Scroll to the bottom of this screen:

Show Standard Reports
Enable Standard Reports

Report Label Options

(7) Open Normalty (@) Open With Default Label Text

There are two groups of reports — Standard and Enhanced. The Enhanced Reports group contains several of the most popular
Standard Reports plus some new reports that are column-driven for the sake of easy export. The Standard Reports group contains
reports found in previous versions of FaciliWorks. In the Show Standard Reports pane, check the Enable Standard Reports checkbox to be
able to access both Standard Reports and Enhanced Reports from the Report menu.

In the Report Label Options pane, click the Open Normally radio button if you would like your reports to use your customized label text. To
use the default text, click the Open with Default Label Text radio button.

Form Captions Sub-tab

Use the Form Captions sub-tab to change the display names of various forms and navigation buttons. Some items in this list are also
found in the Main Menu sub-tab; if a change is made to a name in one tab, it is reflected in the other tab as well.

To see an example of a change made within the Form Captions sub-tab, click the About link in the upper right corner of the program
window.

Your Company Name, Division Name

Create Service Requests View Service Requests Work Order Manager Purchase Orders Maintenance Jobs Calendar
About Page

FaciliWorks Maintenance Manager 8.6

Standard Installation - Enterprise with Calibration

Dashboard
-~ MAINTENANCE MAMAGEMENT SOFTWARE
For technical support call: (480) 295-3465

Data Administration E-mail: support@cybermetrics.com
= Web Site:www.cybermetrics.com

The name of this form is About Page (displayed on the left side of the window, above the Main Menu.
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Navigate to Configuration -> Admin Settings -> Interface -> Form Captions sub-tab. The first form in the list is About Page. In the Form
Caption field of that row, replace About Page with This is the About Page. Click the Save button at the bottom of the form.

User Information General Options Cal Options Security Email Options Automatic Numbering Calendar Interface

Custom Labels Form Captions Form Tabs Asset Custom Calibration Custom Part Custom Task Custom Main Menu

Form Name Form Caption
|about Page |[This is the About Page |
4D Login |[4D Login |

Click the About link again; the new name of this form that you just entered is now displayed above the Main Menu.

Your Company Name, Division Name

Create Service Requests  View Service Requests Work Order Manager Purchase Orders Maintenance Jobs Calendar

Thiz iz the About Page

FaciliWorks Maintenance Manager 8.6

— Standard Installation - Enterprise with Calibration
Dashboard
MAINTEMANCE MANAGEMENT SOFTWARE

For technical support call: (480) 295-3465

Data Administration E-mail: support@cybermetrics.com
— Web Site:www.cybermetrics.com

Form Tabs Sub-tab

From the Form Name drop-down list, select the form whose tab names you would like to change. In the Tab Caption field, overwrite the
existing contents with your preferred text and click the Save button.

User Information General Options Cal Options Security Email Options Automatic Numbering Calendar Interface

Custom Labels Form Captions Form Tabs Asset Custom Calibration Custom Part Custom Task Custom Main Menu

Form Mame |Admin Seftings El
Tab Name Tab Caption
[advanced |[advanced |
[asset Custom ||sset custom |
|utomatic Numbering ||Automatic Numbering |
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Asset Custom Sub-tab

Field types, field text, attributes and font weight for the user-defined fields within Assets (and Gages in 8i Calibration) can be
customized in this section.

User Information General Options Cal Options Security Email Options Automatic Mumbering Calendar Interface

Custom Labels Form Captions Form Tabs Asset Custom Calibration Custom Part Custom Task Custom Main Menu

ltem Field Type Field Attribute Field Name Text Default Label Text Font Weight

[t |[rext [ [Text Fieid | |LabeiGageuserDerio |[Gage User 10 |[zage userper 10| @ Normal © Bold
[z [[rext [ [Text Fieia | [Labeizageusernettn |[eage user 11 |[zage user per 11 | @ normal © Boid
[z |[rext [ [Text Fieid .| |LabeiGageuserDeriz |[Gage User 12 |[zage userper1z | @ Normal © Bold

Use the Field Type drop-down list to select the type of field: Text, Date or List. Text fields can contain letters and/or numbers, Date fields
can only contain properly formatted dates and List fields have associated pop-up lists from which field contents are chosen. Please see
the Admin Settings -> Advanced tab for more information on customizing pop-up lists.

In the Text field, enter the name of your custom field as you would like it to appear on a form.
Use the Font Weight radio buttons to specify your text weight preference.

If you've chosen to create a List field, click the [...] button associated with the field. The following window will open, allowing you to
specify the items within the new list:

Choose What Type of List to build

() From Table @ Custom List

Selecta Tahle| Approve Service Reguests |

Select a Field | — Select Table — |

Add tems to list |

Note: Each added item should be separated by ";" example
"ltem1;temz;...etc.”.

If you click the From Table radio button, the two drop-down lists become active: Select a Table and Select a Field; the Add Items to List
field becomes inactive. Selecting a table activates choices for the field. Creating a list from a table allows you to use existing FaciliWorks
lists for your new List field.

To create a custom list, click the Custom List radio button; this activates the Add Items to List field. Enter multiple list items by separating
them with semicolons; do not insert spaces between list items.

Click Save and close the window. Also be sure to click Save at the bottom of the Asset Custom form after any changes.

Changes made to asset fields appear in the Data Administration -> Assets -> User Defined tab; changes made to gage fields (8i
Calibration only) appear in the Data Administration - > Assets (Show All Gages) -> Additionals tab.
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libration m_Sub- | Calibration onl
Customizing user-defined fields here works the same way as in Asset Custom. Please refer to the Asset Custom sub-tab section for details.
Field changes made here are displayed in the Calibrations -> Calibration Entry -> Additionals tab.

Part Custom Sub-tab

Customizing user-defined fields here works the same way as in Asset Custom. Please refer to the Asset Custom sub-tab section for
details. Field changes made here are displayed in the Inventory -> Part Entry -> User Defined tab.

Task Custom Sub-tab

Customizing user-defined fields here works the same way as in Asset Custom. Please refer to the Asset Custom sub-tab section for details.
Field changes made here are displayed in the Data Administration -> Tasks -> User Defined tab.

Main Menu Sub-tab

This form allows you to customize your menu names. Use the drop-down list at the top of the form to select a menu.

* Top Links are the four icons in the upper right corner of the program window.
¢ Navigation Menu includes the list of buttons on the left-hand side of the program window.

e Main Menu items are the objects shown after clicking an item in the Navigation Menu.

Message Sub-tab

This form is used to change titles and text of various FaciliWorks messages. HTML code can be used in these fields to dictate font
color, etc.

Advanced Tab

This form is used to define pre-filters for entry forms and to limit and detail the self-building pop-up lists such as task priority,
manufacturers, etc.

Define Pre-filter

You can choose to have forms open first to a pre-filter instead of the form displaying all records; this setting is defined in Global Settings:

Form Options Form Autofilter Options
Do not use Pre-Filker ﬂ Approve Service Reguests | Form View |Z| | Show Al |
Do not use Pre-Filter ﬂ Asset Grouping Entry | Form View |Z| | Show All |
Do not use Pre-Fitter Asset Status | Form View |Z| | Show All |
Use Pre-Fiter [~] Assets [Formview  [+] [ Show Al |
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For instance, normally when you navigate to Data Administration -> Assets, the Information tab is displayed and all records can be
accessed via the record navigation bar. If, in Global Settings, you choose for the Assets form to open with a pre-filter, you will instead be
prompted with the following window when navigating to Data Administration -> Assets:

Find Records that match these criteria

Asset Description l:l;l
sse [ 4]
assatvo [ ||

assetwarranty [ ||
Recoratype [ [
saws [ S|

| Find | |FindAII| |CIearFiner| | Cancel |

The fields here in the pre-filter are identical to the fields displayed in the Quick Filter.

To modify the pre-filter (and the form’s Quick Filter), navigate to the Configuration -> Admin Settings -> Advanced tab. Click the Define
Pre-filter link to the right of the entry form you want to modify.

General Options Cal Options Security Email Options Automatic Numbering Calendar Interface Advanced

Entry Form

Approve Service Reguests Define Pre-filter
Asset Grouping Entry Define Pre-filter
Agzzet Parent Child History Define Pre-filter
Asset Status Define Pre-filter
Assets Define Pre-filter
Audit Log Define Pre-filter

A Pre-filter Criteria for Assets window will open to display a list of all fields by which the asset records can be filtered:

Pre-Filter criteria for Assets

Select Criteria Fields

Aszzet Description
Aszzet Grouping
Asset History
Asszet D

Asset o

Asset SN

Aszet Type
Asset Warranty
Average Cycles/Usage Per Day
Calibrator
Change Date

Change Level

OOoOOEOCOEEOOE
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In this window, check the checkbox associated with the fields to be included on the pre-filter. Click the Save button at the bottom of the
window to save any changes and close the window when finished.

Pre-Filter criteria for Assets

Select Criteria Fields
Asset Description
0 Asset Grouping
0 Asset History
Asset D
Asset No
| Asset SN
Azzet Type
Asset Warranty
|:| Average Cycles/Usage Per Day

Navigate to the Data Administration -> Assets -> Information tab; the pre-filter now contains the Asset Type field that can be used to filter
asset records. These same fields are also going to be shown in the asset Quick Filter.

ords that match these c

Aszet Description l:l;l
asan [ 4]
mssetio [ ]

sssettpe [ ||
Aszset Warranty l:lll
Recoratype [ []
saws [ 5]

| Find | |FindAII| |CIearFiner| | Cancel |
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Detail of List

For each self-building list within FaciliWorks, items can be added to the list and the list can be locked down. Navigate to the

Configuration -> Admin Settings -> Advanced tab and scroll to the lower portion of the form.

If you want to lock down a list, click the List Limit checkbox to the left of the list name. This action deactivates the field textbox on the

form and forces the user to select an item from a pop-up menu.

List Limit List Id

5 T i i i A

Asset Contract Type
Asset Current Location
Aszzet Dizposition
Aszzet Event Type
Asset Fluid Type
Asset Fuel Capacity
Asset Location
Asset Other Make
Asset Other Model
Asset Other Position

Asset Other Unit Of Measure
Asset Priority
Aszset Retirement Reason
Asset Storage Location
Asset Sublocation 01
Asset Sublocation 02
Asset Tire Make:
Asset Tire Model
Asset Tire Position
Asset Tire Unit Of Measure
Asset Trip
Asset Type

Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List
Detail of List

Click the Detail of List link associated with a list name, for example, Asset Type. A window will open that lists all available values (if any).

Asset Type

Values

Bore Gage

Q

AL

|

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

FaciliWorks 8i Administrator Guide

Chapter Four: Program Configuration

58



To delete an item from the list, click Delete (to the right of the item).
To add an item to the list:

1. Scroll to the bottom of the list and in the Values field of the blank row, type a new item for the list:
2. Click the Save button and the new item will be alphabetized in the list:

Asset Type

Values

Delete

m
=
@
(]
£
=)
@

Delete

=}

AL

Delete

Delete

Delete

Delete

WMechanical Equip

Delete

Delete

Delete

=
= S [ 5 [o] =
@ =) 5
o = &
3 = = = &
I & o 2 & m
= & =5 I
5 a E] = 2
3 @ F @ B
El =]
5 = o 3
0w w o
= = s ]
£ o m =
o0 [}
& =
= E}
H o

3. Close the window to return to the Advanced tab.
4. Navigate to the Data Administration -> Assets -> Information tab and click the pop-up list icon for the Asset Type field.
5. The pop-up list now contains the new item, Vehicle:

Bore Gage

DIAL

Fixed Equipment
Ginning Machine

Jute Spinning Machine
Mechanical Equip
Step Gage

Vehicle

Yarn Spinning Machine
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There is another way to add an item to a pop-up list. For this example, uncheck the List Limit checkbox for the Asset Type list and click
Save. Navigate to the Data Administration -> Assets -> Information tab. In the Asset Type field, enter a value that is not currently in the
pop-up list, for example, Calibration. The following dialog will open:

The Lookup List does not contain this Item. Would you like to add this to the Lookup List?

OK ] ’ Cancel

Click OK to add the new item.

Return to the Configuration -> Admin Settings -> Advanced tab and click the Detail of List link for Asset Type. The new asset type value is
now in the list.

Adding a value to a pop-up list in this manner is something that can be done by any user from within the individual forms unless the
lists are locked down.
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Required Fields Tab

Required Fields are fields that must contain data in order for a user to be permitted to complete a PM or work order and/or to be
permitted to create a new asset record. Check the checkboxes for any fields you want to require and then click the Save button.

Required Fields to Complete PM

D Downtime

[ cost Center

Staff ID & Regular Hours

[] Reference ID & Actual Time

[ Part No & Number Used

Electronic Signature - Unsign Comments
Required Fields to Complete WO
Cause

Problem Code

Actinn Taken

Comments

|:| Downtime

|:| Cost Center

[ staff ID & Regular Hourz

|:| Reference ID & Actual Time

[ Part No & Number Used

Electronic Signature - Unsign Comments
Required Fields to Add New Asset ID
[ Priarity

Dﬁxsset Type

Required Fields to Calibrate a Gage

Electronic Signature - Unsign Comments

Save Cancel

Importing and Exporting Reports

Though FaciliWorks provides a comprehensive set of reports, you may have additional reporting requirements. Per your company’s
specifications, the CyberMetrics Client Solutions team can create customized reports for you that are quickly and easily imported into
your FaciliWorks database via this Import/Export Reports utility.

You also have the option of customizing your own reports using CRD2 (Custom Report Designer), which is a desktop software included
with FaciliWorks 8i. For more information about customizing reports, please see the Custom Reports chapter of the FaciliWorks 8i User
Guide.

From the main menu, click Configuration and then click Import/Export Reports.
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Exporting Reports

To export a report, click a report name to highlight it and then click the Export button. You will then prompted to open or save the file.
FaciliWorks saves encrypted reports in .rpt format.

Import/Export Reports

Customize Form

Agreement Aging (Enhanced) -
Agreement Due Listing [
Agreement Due Listing (Enhanced)

Asszet Analysis by Contract Cost With Compoenent

Asset Analysis by Contract Costs

Asset Analysis by Labor Cost With Compenent

Asset Analysis by Labor Costs

Asset Analysis by Labor Hours With Component

Agzeet Analysis by Labor Hours

Azset Analysis by Part Cost With Component

Agzszet Analysis by Part Costs

Aszszet Analysis by Total Cost With Component

Asszet Analysis by Total Costs

Asszet Analysis by Work Order With Component

Asset Analysis by Work Orders

Asset Barcode Label 1 1/2 Inch

Asset Barcode Label 1 1/2 Inch (Enhanced)

Asset Barcode Label 1 Inch

| Azset Barcode Label 1 Inch (Enhanced)

| Export | | Import | | Cloze | | Refresh |

Importing Reports

To import reports, click the Import button. In the resulting window, browse to and select the report you want to import (must be in .rpt
format) and then click Import.

FaciliWorks

Choose the report file to import:

|| || Browse... |

FaciliWorks 8i Administrator Guide Chapter Four: Program Configuration 62



Service Request L etter

To create or edit service request letters, navigate to Configuration -> Service Request Letter.

Customize Form

Date Authored |12/22/2004 FH

Letter ID |LEtE |
| Authored By |55 mple |

Letter Type |LEtE

Service Request Late Notice:

As of this date, we have been unable to complete your request. We will complete the request as soon as possible.

Sincerely,

The Maintenance Department

In the letter entry screen, enter the Date Authored, Authored By and Body of each letter. Character and paragraph options are available.
Be sure to click Save after any changes.
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Maintenance Job / Service Request Progress

Navigate to Configuration -> Maintenance Joh / Service Request Progress to create and edit the progress names that FaciliWorks displays
in work orders (the Work Orders -> Work Order Manager -> Information tab) and service requests (the Service Requests -> Edit Service
Requests -> Information tab).

Record:lll;l;ll of 18 New Customize Form

Progress Name |Service Request Approved |

Event Trigger

@ Service Request Approved
() Service Request Cancelled
() Service Request Created
() Work Order Started

() Work Order Created

(7 Work Order Complated

() No Event

() Asset Created

(©) Asset Started

() Asset Completed

() PM Created

©) PM Started

(7 PM Completed

(") Task Created

() Task Started

() Task Completed

() Service Request Escalated

() Service Request Resolved

Save Cancel

The Progress Name (status) displayed in each work order and service request changes automatically as the work order or service
request goes through the steps in the process.

The Event Trigger radio buttons indicate when FaciliWorks will automatically change the status of a service request or work order.

Click the New button to create a new progress name; click Save to save changes; click Gancel to discard changes.
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Asset Status

The asset Status field (found in the Data Administration -> Assets -> Information tab) is user-defined.

Information PM Task Calibration Setup Financial

= Gw \wdv @r

Asset Record RECDTd:..ILIL of 36

Aszet |D|Saw Ginning Machine |

% Status |’“'«'31'“-’e |j

Navigate to Configuration -> Asset Status to create new Status ID records or to edit existing records. The records for Status ID 1 and
Status ID 9 cannot be edited or deleted. Status ID 1 tells FaciliWorks that the asset is currently in use; only assets marked with this

status will appear on lists of assets due for maintenance and on automatic work orders.

Record:lll;l;ll of 9 Customize Form

This status record is locked for application use.

Status ID' |1 |

Status | Active |

To edit any other existing record, use the record navigation bar to locate the record and edit as necessary. Click the Save button to save
any changes. To discard any changes made since the last save, click the Reset button.

To create a new record, click the New button. Enter an ID in the Status ID field and a description in the Status field. Some examples of
status descriptions are: Inactive, Out for Repair, Backup/Spare, Lost or Retired.
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Report Control

If your company must comply with Document Identification and Control requirements, you can set up FaciliWorks to identify each
report with a document control number. To use this feature, navigate to Configuration -> Report Control.

*r \w fw
Record:lll;lz";ll of 362 Customize Form
Report Name|=a-zet8tatua Report |

Control Text |ﬁ\55et Status Report |

® @
Alignment ~ - .
Left Center Right

Save Cancel

The Report Name will appear at the bottom of each report, using the alignment you have chosen for each report (left, center or right).
In the Control Text field, enter your control text for each report. If you aren't required to use control text, you may enter any other
information you want to appear at the bottom of your reports, such as your company address.

Active Hopper Feeder Hopper Feeder ASN-1122-007 Building 1
Active Hot Water Boiler Hot Water Boiler ASN-1122-018

Active Knife Roller Ginning Mac Classified as oscillatory/rotary knife. ASN-1122-002 Building 1
Active Lamination Press Office Lamination Press

Active Lap Former Lap Former ASN-1122-012 Building 2

% Asset Status Report

Click the Datasheet View icon in the upper-left corner of the Report Control screen to see the records in table format. Be sure to click
Save after any changes.
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Asset Grouping Enfry

Asset grouping can be used to partition the shared database by location, division, specific groups of staff members or any other criteria.
Doing this allows each group to view only the assets that pertain to that group. After setting up asset grouping in these tabs, navigate to
the Configuration -> Admin Settings -> General tab and enable asset grouping.

Information Tab

To create a new group, click the New button. Enter an Asset Grouping ID and Asset Grouping Description in this screen along with any
applicable notes. Click the Save button to save the new record.

Information Asset
*r \w sw

User

Record: [ 14 | 4 ¥ | m of1 Customize Form
Asset Grouping 1D |SDC.A | Asset Grouping Description |San Diego Facility
Notes m
Asset Tab

In this tab, assign multiple assets to be used by the group. Click the Asset ID pop-up list icon:

Search by Asset ID:

I T T

Select Asset Type Asset Description Storage Location
[T |01-Digital Indicator Bore Gage Digital Indicator Mechanical Equip Rm.
[T [1000W Emer-Gen Fixed Equipment 1000 Watts Emergency Generator Machine |[Rooftop Garage
[T |31bl-blocker Bore Gage gage blocker Silo Room
[Tl |AC5050 Truck Vehicle AC5050 6 Wheeler Truck Production Dept Bldg 2
[T |Air Compressor Fixed Equipment Air Compressor Silo Room
[ |Auto Coner Auto Coner
[ |Bale Plucker Jute Spinning Machine Machine in blowroom line for ring spinning Sewing Dept Bldg 3

12
| Select All | | Unselect All | | Add |

Check the Select checkboxes associated with the assets you want to add to the group and then click the Add button at the bottom of
the window. Navigate to the next page of assets by clicking the next page number at the bottom of the window.

To add all assets to the asset group list, click the Seleet All button and then click the Add button.

67 Chapter Four: Program Configuration FaciliWorks 8i Administrator Guide



When you select the desired assets and click the Add button, the list will close and the fields within the Asset tab will auto-fill. At the
bottom of the last page will be an empty Asset ID field. Use the pop-up list in the empty field to go through the process again to add
more assets to the group, if necessary.

Record:lll;l; M of 1 Customize Form

Asset Grouping ID |SDCA Asset Grouping Description | 3an Diego Facility

Asset Grouping

Customize This Form

Asset ID Asset Description Asset Type Storage Location Delete
|01-Digtal Indicator | x| [pigttal Indicator | [Bore Gage | Mechanical EquipRm.| 7]
[1000W Emer-Gen |;| [1000 Watts Emergency Generator Machi| |Fixed Equipment | Rooftop Garage| [
[31Bkblocker | <] [sage biocker | [Bore Gage | Sio Room] [
|acs0s0 Truck | x| [Acs506 wheeler Truck | [wenicie | Production Dept Bldg 2| [

Be sure to click Save at the bottom of the Asset tab after any changes.

To delete an asset from the list, check the associated Delete checkbox and click the Delete button.

User Tab

In this tab, assign users to a group, one by one. Use the User Name pop-up list to select a user. Click the selected user on the list and

close the window. Click the Save button. Saving the information creates a blank User Name field to add another user.

To delete a user from the list, check the associated Delete checkbox and click the Delete button.

Record:l 14 | 4 | b | M of1 Customize Form
Asset Grouping ID |SDCA Asset Grouping Description |San Diego Facility
User Grouping

Customize This Form

User Name Delete
[Kely Ben |j ]
|5tephen Harry |l|

1
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Cost Center Entry

In this form, enter an ID (name), description and any applicable notes for each cost center, such as an office, warehouse, scheduled
maintenance, unscheduled maintenance, transportation, etc.

Cost Center ID |Mainten ance Cost Center Description |Mainten ance
Notes Enter any necessary notes regarding this cost center. -

Cost center information is associated with budgets, PMs and work orders. To see an example, navigate to the Work Orders -> Work Order
Manager -> Information tab and scroll down to the Budgeting pane:

Budgeting
Cost Center |Maintenance |l|
Budget Menth | December |Z| Budget Year
Cost Proportion | |

For more information about setting up cost center budgets, please see the FaciliWorks User Guide.

Work Order Cause Entry

In FaciliWorks, you can track your work orders and service requests by cause. To define causes, navigate to Configuration -> Work Order
Cause Entry. In this screen, you can name and describe causes and allow or disallow their use.

Record:lll;l;ll of 7 Customize Form

Cau5e|Accident | Allnw Use

Description |An Accident Damaged The Equipment. |
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Checking the Allow Use checkbox makes the cause available in Cause pop-up lists in work orders and service requests:

Parts Tools VELELE Procedures Checklist Signature

Record: [ 14 | 4 r | M oof12

S

& demo faciliworks.net/helpdevcal/Ut

y/PopuplockupNew.aspx?lookupid=08o

Waork Order No. [WO-0000000001 |

Search by Cause:

Asset D [Scutcher [+]

Task D |Repair |l| Cause Description
Problem Code |Malfunctinn |l|

Cause [Misuselneglect | +] | | Accident An Accident Damaged The Equipment.
Action Taken | | | |JFlaw A Design Or Manufacturing Flaw

Leaving the Allow Use checkbox unchecked removes the Cause from the list of available Causes seen by users, but does not delete the
Cause record from your database. This means that the Cause can still be used for report filtering and it can always be reactivated later.

Combo Box Entry

Navigate to Configuration -> Combo Box Entry to edit the names of the options that appear in drop-down lists throughout FaciliWorks.

Record:ILILEILIL of 42 Customize Form
Combo Box Text Combo Box Description

|0pen | |Service Request has been created, but not processed |

|Cancelled | |Service Request will not have the requested work done |

|Escalated | |A Work Order has been created for the Service Request |

|Resnh.red | |The Service Request has been completed without a Work Order |

Save Cancel

In the Comho Box Text fields are the names of the options that appear in the drop-down list (see Resolution Code drop-down in the
service request image below). These names can be edited.

Occurrence |12327f2'31 3 |ﬁ

eResnlutinn Code | Escalated |+ |
Open

Phone | Rezolved
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For example, in the various steps of a service request from creation to becoming a work order to completion, FaciliWorks automatically
updates the contents of the Resolution Code field. The words in this drop-down list can be changed to better suit your needs, i.e., you
can change the Combo Box Text from Escalated to WO Created.

Record:lll;l;ll of 42 Customize Form
Combo Box Text Combo Box Description

|0pen | |Service Request has been created, but not processed |

|Cancelle~d | |Service Reguest will not have the requested work done |

|W0 Created | |A Work Order has been created for the Service Request |

|Resuh.red | |The Service Request has been completed without a Work Order |

Be sure to click Save after any changes.

Occurrence |12-’27-’2'31 3 |E

+ Resolution Code
Open
Location | cancelled port
Phons [Resoived | |

The Combo Box Description fields cannot be changed because these fields describe the FaciliWorks functionality. The resolution code
that you're now calling WO Created will still be used when a work order is created for a service request. Regardless of the name, the
underlying functionality does not change.
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Workflow

Use Workflow to create a series of steps to be followed when a specific event occurs. The Workflow process includes step setup and
trigger setup.

The following example will show the creation of workflow for routing email messages when a new service request is created, depending
on what kind of asset the service request is referencing.

Suppose that when we entered assets into our database, we had automatic numbering schemes set up for assets, so that every
[T-related Asset ID would contain IT (such as IT - upstairs server) and that all other assets were presumed to be facilities-related and not
contain IT.

When a service request is submitted for an asset that requires maintenance, an email is to be sent to the technician assigned to that
kind of asset; IT assets are sent to the IT technician and other assets are sent to the facilities technician.

A workflow process will be created to accommodate this task.

First, create the workflow on paper. The following flowchart illustrates the sample situation. When a new service request is created, the
Asset ID field is checked to determine if it contains the letters IT. If it does, send an email to the IT technician. If it does not, send an
email to the facilities technician.

A new service request
is created.

Check the Asset ID.
Does it contain T2,

/ Y ' \
Send SR notification Send SR notification
to IT technician. to facilities technician.

To create the workflow, begin by creating the last step first and working backward. The reason for this will become apparent shortly.
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Workflow Step Setup

Navigate to Configuration -> Workflow Step Setup. Workflow Step Setup enables the user to define the specifics of the action to be taken
when an event is triggered. Use the Step Setup tab to identify the details of the step. Once the entire process is created, it can be
displayed using the Workflow Path tab.

Create Step to Perform Action 1
Create the step to send an email to the facilities technician.

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tab for email to
function.

Workflow Step ID: Enter a unique name for your step.

Workflow Step Description: Enter a brief description of your step.

Type of Setup: Select the type of action to perform. For this example, click the Perform Action radio button.

Action: Select the action to be performed from this drop-down list: Send Email or Send SMS Message. SMS allows for short text
messages to be sent from one cell phone to another. For this example, we'll select Send Email.

Check the Send List checkbox. Thus far, we have specified to send an email to a recipient list. The list is created using the Staff ID
pop-up list. Use the pop-up to select the technician(s) who will receive the email for the facility assets. Notice as you save the record,
FaciliWorks makes another record available for you. Continue to add staff as needed and save each record.

Subject: Enter the text for the subject line of the email.
Body: Enter the message of the email.

Next Step: Use the pop-up to select the name of the step to be performed next. After selecting the step, click the ! button to view
the specifics of the next step. In this example, there is not a next step; the email being sent to the technician is the final step of our
workflow example.

Click the Save button at the bottom of the form.
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Customize Form

Record:ILI;ILIL of 1

Workflow Step ID |FAC SR Notification |

Workflow Step Description |SR Notification to FAC Technician |

Type Of Setup

(@) Perform Action

) Make Decision

() Await Approval
() Signature
Action | Send Email |Z|
Send List [ 5end lssue To
[7] send Reguester [] send Grouping List
[7] send Authorized Users [] send Technician(s)
|:| Send Supervisor |:| Send Labor Staff

Customize This Form

Staff ID Staff Name E-mail Delete

|Tech—05—2330 |j|PeterJervs ||Ptjm@cnrnpany.cnm | |:|

| I I |

Subject |New Service Reguest for Facilties

Body |There is a new service reguest for the facilities group. .

Next Step | ‘| |
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Create Step to Perform Action 2

Next, create the step to send an email to the IT technician. Click the New button at the top of the form to create a new step. Enter a

Workflow Step ID and Workflow Step Description.

Click the Perform Action radio button. Use the Aetion drop-down list to select Send Email and then check the Send List checkbox. Use

the Staff ID pop-up to select the technician who will receive the email for the IT assets and save the record.

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tab for email to

function.

Complete the Subject and Body fields. When you are finished, click the Save button at the bottom of the form.

Step Setup Workflow Path
r \' "

Record:lll;l;ll of 2 Customize Form

Workflow Step ID |rr SR Notification |

Workflow Step Description |SR Notification to IT Technician |

Type Of Setup

(@ Perform Action

() Make Decision

() Await Approval
() Signature
Action | Send Email |Z|
Send List [T send Issue To
[] send Reguester [7] send Grouping List
|:| Send Authorized Users D Send Technician(s)
|:| Send Supervisor |:| Send Labor Staff

Customize This Form

Staff ID Staff Mame E-mail Delete
|Tech—05—3523 |;I|Thnmas Jack Jones ||mas_thn@cnmpan‘,r.cnm | |:|
| N | |
1
Subject |New Service Request for M
Body |There is a new service request for the IT group. -
Next Step | ‘| |

Save Cancel
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Create Step to Make Decision

The decision action requires the user to set up criteria much the same way that the advanced filter is used in other forms; if the criteria
are true, a step is performed. The user can also specify a step to be performed if no other steps are executed.

The next step going backward in our flowchart is to determine whether or not the Asset ID field contains the letters IT.
Click the New button at the top of the form to create a new step. Enter a Workflow Step ID and Workflow Step Description.
Click the Make Decision radio button. The form changes to allow you to set up a decision.

Run this Step when helow Criteria is true: Use the pop-up to select the name of the step to be performed. For this example, we will select
the step that sends the email notification to IT. After selecting the step, you can click the -] button to view the specifics of the step.

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tab for email to
function.

Select Records From: Use the drop-down to select the location of the data from which to create the criteria. For this example, select
Asset Entry.

In the Define More Criteria section, the contents of the Field drop-down list depend on the selection made in the Select Records From
drop-down. For this example, use the Field drop-down to select Asset ID and the Condition drop-down to select Contains. Type IT in
the Value text box. Click the Add to List button; this action adds the criteria to the list of criteria. You would select And or Or for multiple
criteria; however, in this example, it is not necessary.

Run this Step when no other Steps are run: Select a step from the pop-up list if you need to run an alternate step when no other steps are
triggered. In this example, if the Asset ID does not contain IT, then notification should be sent to the facilities technician.

Click Save at the bottom of the form.
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Step Setup Workflow Path
= v \w v

Record:lll;l;ll of 3 Customize Form

Workflow Step ID |Decide ifSRis for IT |

Workflow Step Description |Decide if zervice request iz for T team |

Type Of Setup

() Perform Action

(@) Make Decision

() Await Approval
() Signature
- 0000
Record:lll;l; M of1
Run thiz step when below criteria iz TRUE |IT SR Notification |LI |
Select Records From | Asset Entry |
Delete
IAsset D LIKE "%IT%" | "
Define More Criteria
1@ and®) Or
Figld Condition Value
Azset D |Z| | contains |Z| | |LI ,m‘
Run this Step when no other Steps are run |FAC SR Notification |l| |

We have defined this step to check if the Asset ID field contains the letters IT. If it does, perform the step to notify the IT technician. If it

does not, perform the step to notify the facilities technician.

Workflow Trigger Setup

Now that all steps are configured for this workflow, we can set up the trigger. Navigate to Configuration -> Workflow Trigger Setup. The
events that can cause a process to be triggered include a field change, the creation of a record or the deletion of a record. When the
event occurs, this will trigger an action (or series of actions) to be performed as specified within the trigger setup.

Workflow Trigger ID: Enter a unique name for your trigger.
Workflow Trigger Description: Enter a brief description of your trigger.

Workflow Active: Check this box to activate your trigger.

Trigger Form: Select a form from the drop-down list on which to base the trigger. For this example, select Service Request.
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Trigger Event: Select from three possible events to trigger a process: Field Change, Record Created or Record Deleted. Each of these
events refers to the form specified in the Trigger Form field. For this example, select Record Created.

Workflow Step: When the trigger occurs, the software will perform this step. The specifics of this step are defined in Workflow Step

Setup. All workflow steps, once defined, will appear in the pop-up list. Clicking the _-| button will display the specifics of the step. For
this example, select Decide if SR is for IT.

Notes: Enter any pertinent information as required. You can use this field to describe the actions that take place when triggered.

Click the Save button at the bottom of the form.

Record:lll;l;ll of 1 Customize Form

Workflow Trigger ID |New SR Created |

Workflow Trigger Description |Creatinn of a new zervice reguest |

Workflow Active

Trigger FOrm | ceryice Request |Z|

Trigger Event
() Field Change

@ Record Created

() Record Deleted

Workflow Step [Decide if SR s for IT |L|J

Notes |When a new service request is created, workflow will determine =
whether or not the asset is M-related or facilties-related. I it is
M-related, an email will be sent to the IT tech. If it is facilities-

related, an email wil be sent to the facilities tech.
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Test the Workflow

After defining all of the appropriate steps and triggers for workflow, it's important to test them.

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tab for email to

function.

In this example, our workflow is set up to send email when a new service request is created; the recipient of the email depends on
whether or not the Asset ID contains IT. It is assumed that all of our [T-related assets contain IT and that facilities-related assets do not.
Navigate to the Configuration -> Workflow Step Setup -> Workflow Path tab and verify that the Workflow Path looks correct.

Step Setup

Workflow Path

Record:lll;l;ll of 1

It iz highly recommended that yvou manually generate a Workflow on paper prior to defining steps.

Customize Form

= New SR Created - Creation of a new service request

= |§| Decide if SR is for [T - Decide if service reguest iz for [T team

|E| IT SR Notification - SR Notification to IT Technician - Send Email

|E| FAC SR Notification - SR Notification to FAC Technician - Send Email

Now, for the sake of this example, create a service request for an [T-related asset and make sure that the IT technician receives the
email notification, containing all intended information:

From: FaciliWWorksMaintenance@company.com
To: mas_tho@company.com

Co

Subject: Mew Service Request for IT

Request No : 0000000011
Request Date : 10/28/2014
Requested By : Default User
Problem : Server is down.
Asset D :IT - upstairs server

There is a new service request for the IT group.

Sent: Tue 10/28/2014 12:44 PM

»

Then, create a service request for a facilities-related asset and make sure that the facilities technician receives the email notification,
containing all intended information:

From: FaciliWorkzMaintenance@company.com
Tao: ptim@company.com

]

Subject: Mew Service Request for Facilities

Request No : 0000000010
Request Date : 10,/28/2014
Requested By : Default User
Problem : oven will not turn on

Asset ID : Cafe Oven

There is a new service request for the facilities group.

The example workflow process is now complete.
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Workflow - Await Approval

In our workflow example, we did not utilize an approval step, but read below for how this would be done.

When you select to await an approval, you need to check the checkbox that will specify the type of approval you are awaiting. You then
can then decide on your courses of action for approval and non-approval. For example, you could create a workflow setup that sends
an email to the supervisor of the assigned technician when a work order is created. Just like in the previous example, we start at the
end and work our way backward.

1. Create the step that is taken when a work order is approved; this step will send an email to the technician assigned to the
work order. In the Workflow Step Setup -> Step Setup tab, select to Perform Action, Send Email, Send Technician. Do not make
a selection in the Staff ID field; because the email will be sent to the work order’s assigned technician, the recipient will vary.
Enter an email subject line. Enter an email body such as, “A new work order has been approved by your supervisor. Log into
FaciliWorks and print the work order.” Do not select a Next Step.

2. Create the step that is taken when a work order is not approved:; this step will send an email to a specified user. In the
Workflow Step Setup -> Step Setup tab, select to Perform Action, Send Email, Send List. Select an appropriate staff member in
the Staff ID field. Enter an email subject line. Enter an email body such as, “The supervisor has not approved this work order.
Please check into it.” Do not select a Next Step.

3. Create the step to await approval. In the Workflow Step Setup -> Step Setup tab, select to Await Approval, Send Email, Approval
from Supervisor. Do not make a selection in the Staff ID field; because the email will be sent to the supervisor of the work
order’s assigned technician, the recipient will vary. Enter an email subject line. Enter an email body such as, “A new work
order has been created and is awaiting your approval. Log into FaciliWorks to approve the work order before scheduling.” In
the Next Step Approved field, select your work order approval step (step created in #1). In the Next Step Not Approved field,
select your work order non-approval step (step created in #2).

4. Create the workflow trigger that is activated when a work order is created. In Workflow Trigger Setup, give your new trigger
a name and description. Check the Workflow Active checkbox. In the Trigger Form field, select Basic WO. For Trigger Event,
select Record Created. In the Workflow Step field, select the step to await approval (step created in #3). In the Notes field,
explain the workflow process, “When a new work order is created, send an email to the supervisor of the assigned technician
that will request approval prior to scheduling.”

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tah for email to function.

5. Now, test your workflow. Create a new work order (with an assigned technician, making sure that in your staff records,
the technician’s supervisor is noted and that the supervisor also has a staff record). An email will be sent to the supervisor
requesting approval of the work order.

6. In the work order record, go to the Workflow tab. The record will show that the email was sent to the supervisor, along
with date and time. From this screen, the supervisor either approves or does not approve the work order by clicking the
appropriate button. The record will then reflect the approval status. If approved, an email is sent to the technician (step
created in #1). If not approved, an email is sent to the person specified in #2.
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Workflow - Signature

In our workflow example, we did not utilize a signature step, but read below for how this would be done.

You can create a workflow setup that will send an email to the supervisor when work orders are signed and unsigned. Just like in our
previous example, we start at the end and work our way backward.

1. Create four steps that email the supervisor in these four circumstances:

e Astep that is run when the work order is done signed

e Astep that is run when the work order is done unsigned

e A step that is run when the work order is approved signed

e A step that is run when the work order is approved unsigned

In the Workflow Step Setup -> Step Setup tab, select to Perform Action, Send Email, Send List. In the Staff ID field, select the
appropriate email recipient. In the Subject and Body fields, enter appropriate text for the first step. Do not select a Next
Step, because each of these emails is a final step in the workflow process. Repeat this process for the other three steps.

IMPORTANT: Email options must be activated within the Configuration -> Admin Settings -> Email Options tah for email to function.

2. Create the last step that will be attached to the trigger. This step runs the appropriate step (from #1) when a signature is
added to a work order. In the Workflow Step Setup -> Step Setup tab, select Signature. Upon making that selection, four fields
appear: Done Sign, Done Unsign, Approved Sign and Approved Unsign. In each of these fields, select the corresponding step
created in #1.

3. Create the trigger that is activated when a signature record is added to a work order. In Workflow Trigger Setup, give your new
trigger a name and description. Check the Workflow Active checkbox. In the Trigger Form field, select Basic WO Signature.
For Trigger Event, select Record Created (which is the only possible option - this is because signing a record means “adding a
signature record”). In the Workflow Step field, select the step created in #2. In the Notes field, explain the workflow process,
for example, “Trigger is activated when a work order is signed or unsigned. An email is then sent, the content of which is
determined by the nature of the signature.”

4. Now, test the workflow. Create and complete a work order and then proceed to the Signature tab.

* |n the Done by pane, sign the record; make sure the appropriate email is sent.

* |n the Approved by pane, sign the record; make sure the appropriate email is sent.

* |n the Approved by pane, unsign the record; make sure the appropriate email is sent.
* |n the Done hy pane, unsign the record; make sure the appropriate email is sent.
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To enter staff records and create user security permissions, navigate to Personnel via the Main Menu.

Personnel

Staff Entry

Security

Staff User List

User Asset Grouping

Staff Entry

Enter and view detailed employee records for your maintenance staff, including training information, assigned work orders and tools
issued to each staff member.

Information Tab

Enter a unique alphanumeric identifier for each employee in the Staff ID field, the employee’s full name in the Staff Name field and all
other information in the remaining fields.

Issued Tools

ormation Training Work Orders

r \w s

Record:ILILEIILIL il Customize Form
Steff Ip [Tech-05-3523 | Staff Name [Thomas Jack Jones | Active
Address 1 #5432 Boston Ave Bk§ | 55 No [123-45-6788 |
City { State / Zip |Siowx Falls |[s0 | [ [s71es Job Title [Tiles Expert |
E-mail |ma.57tnu@cumpany.cnm | DOB |E|21'051'1980 |@
Home Phone |555-555-1414 | Date Hired [015/15/2013 ==
Work Phone |355-555-1212 | ext] Date In Job 051712013 =2
Emergency Contact Name |Virg\nia Jones | Department |Warehnuse Support |l|
Emergency Contact Phone |555-555-1 313 | Supervisor |Su|1v—20-3723 |l|

Cratt Code [Ts [~] Shift [Day |+

conl N
Overtime Rate Staff User 1 | |

Seniority [New | Staff User 2 | |

Skil Level [Skiled |

Save Cancel
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Check the Active checkbox to show that the employee is currently active. If the employee is not marked as active, his/her name will not
appear on reports that list available employees, nor will it appear in pop-up lists for Staff ID fields on various data entry screens, such as
the Data Administration -> Assets -> Auth. Persons tab.

IMPORTANT: It is important that you not delete staff records from the database. This action will create orphan records and
therefore, all PMs and WO0s associated with the deleted staff record will also be deleted. If the staff member is no longer a part
of your organization, simply uncheck the Active checkhox.

Use the Craft Code field to categorize your workers by profession or trade. You can use a description, such as welder or electrical
engineer or you can use a code, such as MIG-3 or a union number combined with a classification, such as 786-Journeyman or
786-Apprentice.

Fields such as Craft Code use pop-up lists. The contents of all pop-up lists within FaciliWorks are defined from within the Configuration
-> Admin Settings -> Advanced tab and can be edited. Please see Admin Settings for detailed information.

Salary and Overtime Rate are used by FaciliWorks in the calculation of maintenance costs.

Enter the seniority or other work status of the employee in the Seniority field. For example, you could enter the number of years the
employee has been in his field to determine seniority or you could use this field to store the date that determines seniority.

Using either an internal or external classification system, assign a Skill Level to each employee. You could also use this field to indicate
multiple skills for your employees, assigning letters or numbers for different skills.

In the Date Hired and Date in Job fields, enter the date on which the employee was hired and the date on which the employee started his
or her current position.

Staff User 1 and Staff User 2 fields can be used to store any additional information. This type of field can be defined within the Admin
Settings -> Interface -> Custom Labels tab. Please see Admin Settings for detailed information. You can also modify all form labels using
the Customize Form button located at the top right corner of each form.
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Training Tab

Use the Staff Entry -> Training tab to keep track of the employee’s current and continuing education.

Information Training Work Orders
#E w \w v
Record:l 14 I 1 | Pl oof 11
Staff ID |Tech—0 5-3523 | Staff Name |Thn mas Jack Jones |
Education |Trade School | Related Experience |1U years |
Industry Experience |1 0 years | Management Experience |2 years |

Training History

Description Start Date End Date Schoal Cost
[wetting |[01r28r2004 | EEH (0412872004 | EFH [wetding Tech nstitute |[350

| | |EH || |

1

| Save | | Delete | | Cancel |

The Staff ID and Staff Name fields will be automatically populated from the data entered in the Information tab and are read-only on this
form.

Education: Enter a brief description of the employee’s education.
Industry Experience: Enter a description of the employee’s industry experience here, such as “6 years Boiler Engineer, Class I1.”

Related Experience: Use this field to enter any other useful experience, such as “Four years of mechanical drafting - three-dimensional
blueprints.”

Management Experience: Enter any management experience that the employee has, such as “Supervised crew of 18 for installation of 3
cooling towers in 1996.”

Training History
In this section, track classes and certifications that each employee has completed. Scroll to the right to see additional available fields.

Enter the basic details of the certification or training class; use the Status field to indicate whether or not the training is complete.

If the training was for a particular certification, enter the type of certificate in the Certification field; enter the certificate’s expiration date,
if applicable, in the Cert. Exp. Date field.

Hours: Enter the number of hours worth of training the employee has completed.
CEUs (Continuing Education Units): In this field, enter the number of credit units earned for the training.

Enter any other relevant information for this training or certification in the Comments field.
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Work Orders Tab

This screen displays the work orders assigned to the staff member.

Issued Tools

Work Orders

Information
= Yw v odw

Training

Record:lll;l;ll of 11 Customize Form

Staff ID |Tech—05—3523 Staff Name |Thomas Jack Jones

Work Orders

Date Done WO No Task ID Technician Total Cost

107282014 | [wo-ooooanoo0s | |Repair | [te-05-3523 |[o |D

This information is not editable in this screen; it is automatically populated with information from work order records.

Click a column header to sort the list by that field.

Click the grey box to the right of a work order row to view the work order record; the form displayed is the same form that can be
accessed by navigating to the Work Orders -> Work Order Manager -> Information tab.

Issued Tools Tab

This screen lists the tools currently issued out to the staff member. This information is not editable in this screen; it is automatically
populated with information from the issuance of tools. When a tool is returned, it no longer appears in this list (this is not an issuance
history). Click a column header to sort the list by that field.

Issued Tools

Work Orders

Training

Information
# v \w v

Record:lll;l;ll of 11 Customize Form

Staff ID |Tech—lJ 5-3523 | Staff Name |Thomas Jack Jones

Issued Tools

Tool ID Tool Description Issued Dept Issue Date
Screwdriver ||Priips |[warenouse support |[107282014
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Security

FaciliWorks offers you several system security options, including group and object permissions. Assigning users to defined user groups
saves time versus assigning individual permissions. Access the security feature by navigating to Personnel -> Security.

Groups Tab

In this tab, create and edit names of security groups. The Group drop-down list will contain all groups you create. FaciliWorks 8i contains
five configured groups for your convenience: Administrator, Guests, Requests, Users and Work Orders. In 8i Calibration, a Calibrations
group is also included.

You can print out a listing of each group’s permissions by navigating to Reports -> Standard Reports -> Program Reports -> Group
Permissions and Users. As the report is quite lengthy, filter for each group before printing.

Groups Users Groups Permission

Customize Form

Group Administrators «

All Users Group Members
ACE ACE
DEFAULT DEFAULT
FRANCIS FRANCIS
HARRY HARRY
JACK JACK
o A
KELLY KELLY
LEWIS LEWIS
MIGUE MIGUE
PETER PETER
ROGEL ROGEL

To add a new group, click the Add button. The Add Group form will open in a separate window. Type a name for the new group in the
Group Name field.

Add Group

Group Name |Technician3 |

| Add | | Cancel |

Click the Add button to create the new group and the following message will appear:

Do you want to copy Group Permigzions from another

Group?
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Click Yes to copy the rights (to save time, it is recommended that you copy permissions from another group). Clicking Yes will open the
following window:

Gmupanrk Orders |Z|

From the Group drop-down list, select the name of the group whose permissions you would like to copy to the new group and click OK.
The following window will open:

Do you want to copy Users from another Group?

Click Yes to copy the list of users from another group to the new group. Clicking Yes will open the following window:

Grnuu-| Work Orders |ZI

Use the Group drop-down list to select the group whose list of users you would like to copy to the new group. Click 0K.

You are returned to the Groups tab. Use the Group drop-down list to select the new group and view the list of its members. You can then
add or remove users from this list.

87 Chapter Five: Personnel FaciliWorks 8i Administrator Guide



A roup — Sel nique Permissions an r
To add a new group, click the Add button. The Add Group form will open in a separate window. Type a name for the new group in the
Group Name field.

Add Group

Group Name |Technicians |

| Add | | Cancel|

Click the Add button to create the new group and the following message will appear:

Do you want to copy Group Permissions from another

Group?

Click No to assign unique permissions to this group.

You are returned to the Groups tab. Use the Group drop-down list to select the group you've just created. The All Users pane lists all
current FaciliWorks users. To add users to the new group, click the user name and then click the Add>> button. The user is then shown

in the Group Members list.

Groups Users Groups Permission

Customize Form

Group Technicians ~

All Users Group Members

FRANCIS -
JACK
LEWIS

To remove a user from a group, select the user from the Group Members pane and then click the Remove<< button.
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Delete a Group

From the Group drop-down list, select the group you want to remove and then click the Delete button. The following confirmation

message will open:

WARNING! You have =zelected to delete this Group. If you delete this Group, you
will be removing these rightz from members of this Group. Do you wigh to

continue?

Click Yes to continue or Ne to cancel the deletion of the group.

Users Tab

Navigate to the Personnel -> Security -> Users tab to create, edit and retire FaciliWorks user records and assign users to security groups.

Groups Permission Object Permission

User D | BHERTENSTEN [=]

User Full Name [Brian Hertenstein | |

Web Application
Web Full

|:| Web Reports
|:| Web Service Reguests
[ web Calibrations

| Save | | Add | |Re‘tireU53r| |Pa.55wurd| |Require Password Change

All Groups

Member Of

Calibrators
Guests
Reguests
Users

Work Orders

Administrators -

Administrators -
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Create a New User
1. To create a new user, click the Add button. The Add New User form will open.

2. In the User ID field, enter a unique alphanumeric code. This will be the User ID used to log in to FaciliWorks. The User ID is not
case-sensitive.

3. In the Name field, enter the user’s Staff ID. (The Staff ID is entered within the Personnel -> Staff Entry -> Information tab.) If the
new user does not have a staff record or if you prefer not to link the new user to a staff record, leave the Name field blank.
The name of the user will be displayed at the bottom middle section of the FaciliWorks screen.

4. Type a password in both the Password and Confirm Password fields. (The password must comply with specifications defined
within the Configuration -> Admin Settings -> Security tab.) The password is case-sensitive.

5. Click the Require Password Change checkbox if it is required that the user change his password when he logs in to FaciliWorks
for the first time.

Add Mew User

User ID |Admin | [] Require Paszword Change

User Full Name |Ad ministrator |

Password |““ |

Confirm Password |-..- |

Save Cancel

6. Click the Save button to save the new user record.

7. Ifyou did not enter a Staff ID for the new user or you did enter a Staff ID and it doesn't match any existing staff records, the
following message will appear:

There are no Staff records that match this user in the
Staff Entry form. Do you wish to add this User to the
Staff records?

| oK | | Cancel |

Clicking OK will open a staff entry form in another window. See Staff Entry for detailed information about entering staff
records. Save the new staff record.

If you prefer not to link the new user to a staff record, click Cancel instead.

8. The new user record has been created and the following message opens, reminding you to add the user to a security group.

A group entry is required for the following user(s):
ADMIN
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9. Click 0K to return to the Users tab. (You can now proceed to add the user to a group or you can do it later, but you will
continue to receive this message until that has been done.

10. On the Users tab, use the User ID drop-down menu to select the newly created user; the Name field will be automatically
populated with the user's name.

11. Select the type of web application the user will be using: Weh Full gives the user access to Weh Reports, Web Service
Requests and Web Calibration Module (Calibration Module is only available for 8i Calibration) or access to reports, service
requests and calibration can be given separately by checking the corresponding checkbox. If the user is given Web Full rights,
it is not necessary to check any other checkboxes.

12. In the All Groups pane, highlight the group(s) to which this user should belong, then click the Add>> button. This assigns the
user to the group(s) and the groups are then listed in the Member 0f pane. You must assign each user to at least one group
and it is recommended that each user be a member of only one group.

User ID | ADMIN [=]

User Full Name |=dmiri3tratcr |

Web Application
[¥] web Full

[]web Reports
|:| Web Service Reguests
] web Calibrations

| Save | | Add | | RetireUser| | Password | | Require Pazsword Change
All Groups Member Of
Administrators - Administrators -
Calibrators
Guests
Reguests
Users
Work Orders

Note: The user receives the lowest level of privileges available in the groups to which he or she is assigned. For
example, if the user is assigned to a group that cannot delete tool records, but is also assigned to a group that can
delete tool records, the user will not have permission to delete tool records.

13. Click the Save button to save the new user record.

Change Password

To change a user’s password, click the Password button on the Security -> Users tab and the following window will open:

Mew Pazsword | | |:| Require Password Change

Confirm Password | |

Enter a new password in both fields, click the Require Password Change checkbox (if necessary) and click 0K.
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Changing or Retiring a User 1D

You cannot change a User ID; you can only retire the user and create a new one. Once a User ID has been used, it cannot be reused:;
FaciliWorks retires the ID. The reason for this is that User IDs are shown in Audit Log records.

To retire a user, use the User ID drop-down list to select the record and click the Retire User button. A confirmation message will appear;
click Yes to continue or click No to cancel this action.

Groups Permission Tab

Use this form to create unique sets of rights for each group. If you need to assign unique rights to an individual user, create a unique
group for that user, then go to this screen to assign the specific rights to the group. It is important to coordinate the permissions that you
assign. For example, you can't allow a group to add new asset records, but then remove their access to the Asset ID field.

Use the Group drop-down list to select the name of the group whose rights you want to edit.

In the Select Object pane, click one of the object radio buttons; upon selection of the object, the options for that object become
available.

Click the Default Permissions button to restore the default rights for the group. You will receive a confirmation message; click Yes to
continue or No to cancel the action. After specifying permissions, be sure to click the Save button.

Form Permissions
This object is used to set permissions for the entire form.

Users Groups Permission Object Permission

Groups

Group | Requests |Z|
Select Object
@F
- orm Select Form
-:- Form Control |Admin Seftings |z|
() Report
© Report Control Default Permissions

(7) Functions

Permissions (exceptions to the default properties)

(@) Mo Access
(7) Read Only

(©) Add Edit Delste

Form: Click this radio button to edit permissions to forms.

Select Form: This field appears when you select the Form radio button. Use the drop-down list to select each form to which you need to
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assign rights for this group. You can edit rights for only one form at a time.

Permissions: The options in this field will vary depending on which form is selected. Each permission type is listed below: not all of them

appear for every selection. Click the radio button for the appropriate level of access for the group.

¢ No Access: Users cannot see, edit, add or delete records in this category.

¢ Read Only: Users can only view records.

e Add Only: Users can only add new records in this category.

e Edit Only: Users cannot add or delete records, but can edit them.

e Add Edit: Users can edit records and add new ones, but cannot delete them. It is highly recommended that general users

not be given rights to delete records.

o Edit Delete: Users can edit or delete existing records, but not add new ones.

o Add Edit Delete: Users can edit, add and delete records.

Form Control Permissions

All fields, radio buttons, checkboxes, buttons, drop-down menus and pop-up menus on a form are called Form Controls.

Groups Users Groups Permission Object Permission

Broup | Technicians |Z|

Select Object

= Fi Select Form
() Form

: Staff Ent
@) Form Control | il |Z|
() Report Select Control
() Report Control |55|5|'Y—TEXT Box |Z|
© Functions Default Permissions

Permissions (exceptions to the default properties)

(@) Mo Access
(7) Read Only - Disable
(7) Read Only - Enable

() Read Write

93 Chapter Five: Personnel

FaciliWorks 8i Administrator Guide



Form Control: Click this radio button to assign rights to specific controls within record entry forms.

Select Form: This field appears when you select the Form Control radio button. Use the drop-down list to select each form to which you
need to assign rights for this group. You can edit rights for only one form at a time.

Select Control: The available options in this field will vary depending on which form is selected in the Select Form drop-down list. Use the
drop-down list to select each control to which you need to assign rights for this group. You can edit rights for only one control at a time.

Permissions: The options in this field will vary depending on which form is selected. Each permission type is listed below; not all types
appear for every selection. Click the radio button for the appropriate level of access for the group.

¢ No Access: Users have no access to the control; although the control is visible, a security message will display if the control
is clicked:

Page cannot be displayed

This is not an error, either you have no access or the form does not exist. Please contact your administrator for assistance.

To hide the control from the user group, be sure to activate this feature by navigating to Configuration -> Admin Settings ->
Security and check the Hide Buttons with No Rights checkbox. (For example, you can block users from viewing salary-related
fields in the Staff Entry form).

¢ Visible - Disabled or Enabled: Users see the button control, but cannot use it; the disabled feature grays out the control (Dis-
abled and Enabled refer only to the button’s appearance).

¢ Read Only - Disabled or Enabled: Users see the control, but cannot change its contents; the disabled feature grays out the con-
trol (Disabled and Enabled refer only to the button’s appearance).

o Read/Write: Users can view and change the contents of the field.
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Report Permissions

Use this radio button to set security permissions for an entire report.

Groups Users Groups Permission Object Permission

Group | Tachnicians |Z|
Select Object
) Form
: Select Report
[ : | Form Control | Staff Listing El
@ Report
(7) Report Control Default Permissions

() Functions

Permissions (exceptions to the default properties)

(@) Mo Access

(7) Report Preview

Report: Click this radio button to define permissions for FaciliWorks reports.

Select Report: This field appears when you select the Report radio button. Use the drop-down list to select each report to which you
need to assign rights for this group. You can edit rights for only one report at a time.

Permissions: Click the radio button for the appropriate level of access for the group.
* No Access: Users cannot view the report (it won't appear in the list of available reports on the Reports menu).

e Report Preview: Users can preview and print the report.
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Report Control Permissions
All labels, data field placeholders and checkboxes are Report Controls.

Groups Users Groups Permission Object Permission

Broup | Technicians |Z|

Select Object

=) F Select Report
() Form

- Asset Detail Report
() Form Control | |Z|
() Report Select Control

@ Report Control | Cost - TextBax |Z|
© Functions Default Permissions

Permissions (exceptions to the default properties)

(@) Mo Access

() Preview

Report Control: Click this radio button to edit rights to specific controls in reports.

Select Report: This field appears when you select the Report Control radio button. Use the drop-down list to select each report to which
you need to assign rights for this group. You can edit rights for only one report at a time.

Select Control: The available options in this field will vary depending on which report is selected in the Select Report drop-down list. Use
the drop-down list to select each control to which you need to assign rights for this group. You can edit rights for only one control at a
time.

Permissions: Click the radio button for the appropriate level of access for the group.
e No Access: Users cannot view the report (it won't appear in the list of available reports on the Reports menu).

e Preview: Users can preview and print the report.
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Functions Permissions
This gives the user group access to the features in the Utilities and Data Tools menus, which are called Functions.

Users Groups Permission Object Permission

Groups

Broup | Technicians |Z|
Select Object
() Form
- Select Function
() Form Control |Aud'rt Log |z|
) Report
© Report Control Defautt Permissions
(@) Functions

Permissions (exceptions to the default properties)

(@) Don't Run

() Function Run

Functions: Click this radio button to assign rights for FaciliWorks functions.

Select Function: This field appears when you select the Funetions radio button. Use the drop-down list to select each function to which
you need to assign rights for this group. You can edit rights for only one function at a time.

Permissions: Click the radio button for the appropriate level of access for the group.
e Don't Run: The function is not active.

* Function Run: The function is enabled for the user group.
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Object Permission Tab

Use this screen to see a summary of the permissions that have been assigned for a particular form, report or function. Information in
this tab is not editable here; it is an organized list of permissions assigned within the Group Permissions tab; i.e., it shows permissions
sorted by object rather than by group.

Users Groups Permission Object Permissio

Select Object
@ Form Select Form/Report/Function

- Report Admin Settings [~]

() Function

Group Name  Control Mame Control Type Permissions
Administrators  SettingsForm Edit/Add/Delete
Administrators  SettingsForm ReadMrite
Administrators ~ SettingsForm isible - Enable
GRP_SecBypass SettingzsForm Edit/Add/Delete
GRP_SecBypass SettingsForm Vigible - Enable
Guests SettingsForm Mo Access
Guests SettingzForm Read/Write
Reguests SettingzForm Mo Access
Technicians SetftingsForm Mo Access
Users SettingsForm Mo Access
Users SettingzForm ReadMrite
Users SetftingsForm isible - Enable
Work Orders SettingsForm Mo Access
Administrators  ADSAftributeforAssetGrouping Text Box Edit/Add/Delete
GRP_SecBypass ADSAttributeforAssetGrouping Text Box Edit/Add/Delete
Administrators  ADSAttributelserLicence Text Box Edit/Add/Delete
GRP_SecBypass ADSAftributeUserLicence Text Box Edit/Add/Delete
Administrators  ADSServerPath Text Box Edit/Add/Delete
GRP_SecBypass ADSServerPath Text Box Edit/Add/Delete
Guests AllowDiffName Check Box No Access
Users AllowDiffName Check Box Read/\Write
Guests AllowDuplicatePM Check Box Mo Access
Users AllowDuplicatePM Check Box Read/\rite
Administrators  AttachmentFormat Text Box Edit/Add/Delete
GRP_SecBypass AttachmentFormat Text Box Edit/Add/Delete
Guests AuditPurge Text Box Mo Access
Users AuditPurge Text Box Read/\Vrite

First, click one of the Select Object radio buttons. Then, use the Select Form/Report/Function drop-down list to select a specific object
whose permissions you would like to see.

FaciliWorks will show you a listing of permissions for that object, including control permissions (fields/buttons) and group names.

You can print out a listing of each group’s permissions by navigating to Reports -> Program Reports -> Group Permissions and Users. As
the report is quite lengthy, filter for each group before printing.
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Staff User List

Sometimes when creating a FaciliWorks User ID for a staff member, you may neglect to link the ID to the staff record. To link the two
records at a later time, use the Staff User List to attach the user’s User ID to his or her Staff ID.

Navigate to Personnel - > Staff User List. Locate the user record that needs a staff link.

Record:lll;l; Mo oof 13 Customize Form

User Full Name |Ad ministrator |
Staff D | [+]

Attached Staff

Click the Staff ID pop-up, select the staff record to link to the user and then click Add Staff.

Selecting a staff record from the list and linking it to the user record will automatically add that staff member to the security records
using their Staff ID as the User ID. The added staff member will then be able to log in to the application using the User ID and password
when logging in for the first time. The linked staff record will be displayed in the Attached Staff section in the lower part of the window.
Only one staff record can be assigned to a user record.

Record:lll;l;ll of 13 Customize Form
User Full Name |Administratnr |
StaffiD | |L|
Attached Staff
Staff ID Staff Name Delete
Supv-20-3723 Francis Abn'r Jacob ]

To delete the staff record link, check the Delete checkbox and then click the Delete button.
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The User Asset Grouping form contains the same information as the Configuration -> Asset Grouping Entry -> User tab, but the data is
sorted by the user instead of being sorted by the group.

The Asset Grouping Entry -> User tab displays one Asset Group at a time with a list of users who have access to that group, whereas the
User Asset Grouping form displays one User Name at a time with a list of Asset Groups to which that user has access.

This form contains one record for each user in the system. Use the record navigation bar to locate the record for the user. Use the
Grouping ID pop-up list to select the group to which this user should have access; the Grouping Description field will be automatically
populated.

Record:lll;l;ll of 13 Customize Form

User Name |Arm‘n Karr

User Asset Grouping
Customize This Form

Grouping 1D Grouping Description Delete
[soca | <] [san Dicgo Faciiy

1

Click the Save button. This will save the record and will create another Grouping ID field to assign another group to the user.

Remember that in order to use Asset Grouping, the feature must be enabled from within the Configuration > Admin Settings -> General
tab by checking the Enable Asset Groupings checkbox.
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Utilities are functions that are used to maintain your FaciliWorks database. Viewing the audit log, modifying the concurrent user license
and archiving records are some of the functions that can be performed from within this menu. From the Main Menu, click Utilities.

Audit Log

Modify License

Aszszet Parent Child History

Record Archive

The Audit Log is a non-editable record of database usage such as record modifications and deletions, the name of the user who

performed each action and the date and time of each action. Records can be filtered using either the Quick Filter or Advanced Filter.
Please see the FaciliWorks 8i User Guide for filter instructions.

Audit Log
Audit ID Date / Time User Name Object Action Data Key Details
[ 4080] (1012412014 12:20:58 |[Binones |[sv=TEM_usEr_session_nFo |[petete |[10:2a2014 12:12:38 | Details
[ 4079 (1012412014 12:18:18 | [petaut user |[svsTEM_usER_sEssion_nFo |[petete |[10:2a2014 121742 | Details
[ 4073| (1012412014 12:18:15 | |eraut user |[sEcurmy_user |[uogate i | Details

To view the old and new values of modified fields, click the Details button to the right of the associated audit record.

Audit Log Details

Customize Form

Field Name Old Value New Value Memo Value
|userp || | [145143139124193106173115186138128] | |
[Fuliame || | [Bil ones | | |

This function is enabled and configured from within the Configuration -> Admin Settings -> Security tab. Please see that section for more
information.

Various reports can be run for the purpose of investigating the audit log - see the Reports section of the User Guide for more information.
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Modify License

Use the Modify License screen to continue your license when your FaciliWorks 30-day evaluation period is about to expire or if you are
upgrading from FaciliWorks 8i Professional to FaciliWorks 8i Enterprise.

Seven days before your evaluation period is over, FaciliWorks will display a message that this period is about to expire. (For your
convenience, this period will not expire on a Saturday or a Sunday.)

To continue your license, call CyberMetrics Technical Support at 1-800-776-3090 for instructions. You will be asked to provide your
current license code and control code.

You will need to obtain a trigger code to extend the evaluation period.

Contact Technical Support to extend the evaluation period.

License Code [12345-A47C8-92EAG-TCELA-L3ZBC |

Control Code |4-.r11 049200 |

Trigger Cude| |

Save Cancel

Asset Parent Child History

This utility displays a comprehensive history of the parent-child relationships of the assets in the database.

Parent Asset ID Child Asset ID PC Date PC Time Change Made
[Eil[sD-Blag1 |[ir compressor 102872014 [[o8:41:52 |l2
[Edi] [SD-Bldg1 |[cate water Fiters [10rz32012 |[oa:a1:57 |l2
[Edi][sD-Bldgt |[cate tee Machine 102012 |[p:42:04 |l2
[Eil[sD-Blag1 |[cate oven 102872014 |[08:42:07 |l2
[Edi] [SD-Bldg1 |[cate Friage [10rz32012 |[0a:az:11 |l2
[Edi][sD-Bldgt |[ir compressor 102012 |[pa:42-13 |E

1
Edit-Asset Parent Child History
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Each record lists the respective Asset IDs for both parent and child assets, the date and time a change was made to the child asset
status, whether the child asset was added or removed (2 = added; 1 = removed) and the respective meter readings for both parent and
child assets.

This history coincides with the Asset Tree View created on the Components tab of the Assets form.

Record:| 14 | « [38 | » | » of38(Filtered) Customize Form

Asset D |5D—BI|:Ig1 | Asset Description |Building 1 at San Diego Facility

Components

Customize This Form

Carding Machine (Staple is opened, cleaned, aligned, et

& SD-Bidg1 (Building 1 at San Diego Facility . . B )
Drawing Frame (Combining and drawing slivers of a tex
Cafe Water Fiters (Cafeteria Water Fiters) Lap Former (Lap Former)
Cafe lce Machine (Cafeteria Ice Machine) Comber Machine (Make the fibre straight and parallel an:

Ring Frame (Build yarn package properly) s
Auto Coner (Auto Coner )

Lamination Press (Office Lamination Press) =
Air Compressor (Air Compressor)

=5 Hot Water Boiler (Hot Water Buoiler) -
Conv-Mach (Conveyor Machine)

1000W Emer-Gen (1000 Watts Emergency Generator M
F-1021 Trai-Truck (F-1021 Trailer Truck for shipments)
F1250 Forklift (F1250 Gas Forklift)

ACENSN Trick (ACENSN & Wheeler Triickl

Cafe Owven (Cafeteria Convection Oven)
Cafe Fridge (Cafeteria Refrig & Freezer)

A
i

Records Archive

Always make a backup copy of your database file before you archive it.

The Records Archive utility allows you to archive or un-archive your completed work orders, purchase orders and service requests,
filtered by Asset ID, date created or date completed. This utility can also be run for calibrations when using FaciliWorks 8i Calibration.

Archiving will move your records from the current group of records and place them in a storage location within the database. This
makes your current group of records smaller so your database will run more efficiently. An Archive is not the same as a Backup; a
Backup preserves your entire database in a separate place and can be restored if your database is lost or damaged. Archived records
are not accessible through forms or filters.

To archive your records, first select the record type by clicking the appropriate radio button.
To find records that pertain to a particular asset, enter the Asset ID or select one from the Asset ID pop-up list.

Enter a date range for the records you want to archive. The types of date fields will vary depending on the selected record type.
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Customize Form
(@) Work Orders ( by Date Created )
(7) Work Orders ( by Date Done )
() Purchase Orders

) Service Reguest

(@) calibration
AssetD | |~
From Date Created |1 0/28/2012 |E
To Date Created |1Uf2'9.f201 3 |E
| View | | Archive | | Un-Archive | | View Archived |

Click View to view the selected records in a separate window: close the window to return to the Records Archive screen.

Maintenance No. Date Created

PM-0000000009 1012013
PM-0000000005 06/12/2013
PK-0000000011 03232013
PM-0000000007 03/05/2013
PM-0000000010 02/05/2013
PW-0000000001 12/05/2012

Click the Archive button to archive the selected records and a confirmation message similar to the following will appear:

6 Record(s) Archived

Click OK to return to the Record Archive form.

To un-archive records, enter the appropriate information in the filter fields and then click the Un-archive button and a confirmation

message similar to the following will appear:

[T Preventthis page from creating additional dialogs

6 Record(s) Unarchived
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If you check the Prevent this page from creating additional dialogs checkbox, you will no longer receive archive/un-archive confirmations.
Click OK to return to the Record Archive form.

For 8i Calibration, selecting Calibration as the record type will change the Asset ID field to a Gage ID field. Also specific to the Calibration
record type is the View Cal Meas button. Clicking this button will display calibration measurements for each gage within the filter criteria,
sorted by Gage ID.

Customize Form
(7) Work Orders ( by Date Created )
() Work Orders ( by Date Done )
() Purchase Orders

) Service Reguest

(@) Calibration
GageD | | <] | show an
From Diate Created |1 0/28/2012 |ﬁ
To Date Created |1Uf29f201 3 |ﬁ
| View | | View CalMeas | | Archive | | Un-Archive | | View Archived | | View Archived Meas
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The Data Tools menu contains utilities that are intended for one-time use. Use these features only when instructed to do so by Technical
Support or FaciliWorks documentation (such as update notices).

Calculate Due Dates and Meters

Reset Open Tasks

Fill Maintenance Dates

Reset Tool lssue Status

Fill Part and Tool Use

Find Uncodeable Records

Remove Spaces

Convert Assetz/Gages

Repair PM= and Work Orders Dates

Calculate Due Dates and Meters

This utility recalculates all maintenance due dates. For example, if you change the maintenance frequency for punch presses from 60

days to 90 days and you have 25 punch press records, it would be easier to update the due dates by running this utility than to
manually alter each of the 25 records. The following window appears when clicking the Calculate Due Dates and Meters button:

Maintenance due dates and meters will be re-calculated for all records.

Are you sure you want to do this?
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Fill Maintenance Dates

This utility fills in any missing dates for completed work orders. For emergency work orders, FaciliWorks makes both the maintenance
due date and maintenance done date the same as the date on which the work order was created. For regular work orders, the program
assigns a date of one week after the creation of the work order. The following window appears when clicking the Fill Maintenance Dates
button:

Thig utility will fill maintenance records with informatien from the date

field in PM= and Work Orders entry. PM= and Work Orderz will only have the dates filled in

if those dates are blank Emergency PM= and Work Orders will be filled in with

the dates the PM=s and Work Orders was created. Non-Emergency PM=s and Work Orders will
be

filed in with a date a week after the PMs and Work Orders was created.

Do you wish to continue?

Fill Part and Tool Use

Each part and tool record contains a Where Used tab which lists all assets that require the particular part or tool. This information can
be entered manually for each part and tool record or click the Fill from Maintenance Jobs button in each record to import the data for
that individual record.

Use the Fill Part and Tool Use utility to fill in all of your part and tool records with the Where Used information from all non-archived,
completed work orders. The following window appears when clicking Fill Part and Tool Use:

Thig utility will take the part and tool records from completed
PMs and Work Orders and add them to the part and tool use tables.

Do you wish to continue?

Remove Spaces

This utility should be run once after importing data from another program. This feature removes unnecessary trailing spaces from Asset
IDs that may have been used by your old program. The following window appears when clicking the Remove Spaces button:

Thig utility will remowve spaces at the end of Aszet IDs. Do you wish to continue?
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Repair PM and Work Order Dates

This utility checks all of your preventative maintenance and work order records for valid dates and times. If a record is missing one of
these fields, the program will insert the required information. The following window appears when clicking the Repair PMs and Work
Order Dates button:

This utility will eliminate date and Time Discrepancies in the database.
Do not continue unless you have a currrent backup of the database.

Do you wish to continue?

Reset Open Jasks

Use this utility to update the Open PM checkbox in each of your task records. This field can also be altered manually from within the
Assets -> Task List -> Information sub-tab and the Route Preventative Maintenance Setup -> Asset List -> Information sub-tab. The
following window appears when clicking the Reset Open Tasks button:

This utility will reset the Open PM flag in Asset Tagks and Route PM Setup.

Do you wish to continue?

Reset Tool [ssue Status

This utility corrects problems with imported records that show that a tool has been received even though it has not been issued. Do not
run this tool unless instructed to do so by Technical Support. The following window appears when clicking the Reset Tool Issue Status
button:

This utility will correct the date issue status of tools

that have an incorrect issued status.

Do you wish to continue?
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Find Uncodeable Records

In FaciliWorks, you can print barcodes for parts, tools, assets and employees. Run the Find Uncodeable Records utility to check all

of your ID numbers for parts, tools, assets and employees to see if any of them contain characters that cannot be converted into a
barcode. If the utility finds any uncodeable records, it will provide a printable list of them. If no uncodeable records are found, a dialog
box will appear to confirm this.

These barcodes are divided into two categories:

1. Code 39 - Under this type, the following are considered valid characters:

e The letters A-Z, both capital and lowercase
e Numbers 0-9
e Special characters: underscore, forward slash, plus sign, period and dash

2. Code 128 - Valid characters under this type are:

o The letters A-Z, both capital and lowercase

e Numbers 0-9

e Special characters: underscore, forward slash, plus sign, period, comma, dash, exclamation point, at symbol (@),
carat (1), open and close parentheses, equal sign, pipe (1), backslash, colon, semicolon, greater and less than (>
and <) signs, question mark and tilde (~)

This function will check the characters found in the Staff ID field for all staff records, Part No. field for all part records, Tool ID field for all
tool records and Asset ID/Gage ID for all asset/gage records. (Gage records are used in 8i Calibration only.)

Upon clicking the Find Uncodeable Records button, the following dialog opens:

Do you want to check your Records for any characters that cannot convert

into Bar Codes?

| Yes | | No |

Click Yes and FaciliWorks will display the list of uncodeable records:
Barcode 38 Valid Characters:

ABCDEFGHUKLMNOPQRSTUVWXYZ abcdefghikimnopgratuvwxyz

0123456785 _/+ .-

Table Item ID Item Description Invalid Characters

Asset |[#7Test Asset I [

These errors must be corrected manually. For example, to correct the error shown in the example above, go to the
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Data Administration -> Assets -> Information tab and locate the uncodeable record.

Information PM Task Calibration Setup Financial Event Log Part List Operating Costs Auth. Persons

r \w sw G@r

Asset Record Record:| 14 | « 33 |BH|Bl of 39 (Filtered ) [ new asset | | New Gage | | Dekte |
Asset D |#?Test Asset | Azzet Description | |
Locations
Status. |Acﬂve |l|

Edit the Asset ID field contents, making sure that only valid characters are used.

Click the Save button and the following dialog will appear:

“fou are about to overwrite information in an existing record. Do you wish to continue? If you wish
to create a new record, =elect NO button and click New button.

Click Yes to confirm the action.

Customize Form

Navigate back to the Data Teols menu and click Find Uncodeable Records. Since the only uncodeable record has been corrected, you

will receive the following message:

There are no Records with Uncodable Characters. All characters in the
Identification Fields have characters that can be encoded in the current Bar
Code. Current Bar Code: Code 39.

Click OK to return to the Data Tools menu.
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Convert Assets/Gages (for 8i Calibration only)

Creating a new asset or gage record is done from within the Data Administration -> Assets -> Information tab. Once the record has been
created, you can change the way FaciliWorks handles the record, i.e., converting an existing asset record into a gage record.

To do so, navigate to Data Tools -> Convert Assets/Gages. To convert an asset record to a gage record, click the Gage radio button
associated with the asset and click Apply. To do the reverse, click the Asset radio button and click Apply. You can use the All to Asset or
All to Gage buttons to convert all items to one view or the other. Make the selection and then click Apply.

Customize Form

Asset ID Description Asset Gage
|01-Digital Indicator | [pigtal indicator | @

|1DDDW Emer-Gen ||1DIJD Watts EmergencyGeneratnrMachi| @

|31 bl-blocker ||gage blocker | @

For example, as shown in the image above, record 01-Digital Indicator is currently an asset record, but should be a gage. The record’s
Data Administration -> Assets -> Information tab appears as follows:

PM Task Calibration Setup Financial Event Log Part List Operating Costs Auth. Persons

\r v @r
Asset Record Record:.... of 1 ( Filtered ) | New Asset | | Mew Gage | | Delete | Customize Form
Asset D |D1—Digita| Indicator | Asset Description |Dig'rta| Indicator |
Locations
Status. |’“’*'3ﬁ‘lre |j
Storage Location |Mechanical Equip Rm. |l|

P”“”“‘“' |;I Current Location |Builc|ing 1 |;|

Asset SN [SN 13767 | .
Manual Location | |

Asset No 0620011275 |

Model No 137 |
Supplier Code | I~
Manufacturer [JBNY |~
AssetType|BnreGage |;|
Usert | |
Userz | |
| Save | | Cancel | | Graph | | Usage | | Clone | |AﬁachTask| |Hist|:lry| |View0peanrk0rder3|

To convert it to a gage record, navigate to Data Tools -> Convert Assets/Gages, click the Gage radio button and then click Apply.

Asset ID Description Asset Gage

01-Digital Indicator | [Digtal indicator
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The new view of record 01-Digital Indicator would appear as follows:

Additionals Issuances

Procedures Parts

Information Schedule Standards

Histary

Gage Record Record:| 4 | « 5 |BHB of 5 (Filtered ) | New Asset | | New Gage | | Delete | B
Gage ID |D1—Digital Indicator | Gage Description |Dig'rta| Indic:ator |
Status [Active I~ Storage Location |Mechanical Equip Rm. |5]
Current Location |EU"C“|'|91 |LI
[ mef. standard
In Service |12-I'U1f2013 |E
NIST ND| | ;I
Retirement Date |12-|'1 52028 |ﬁ
Gage SN |SN 13767 | | | |_I
Gage No [052001-1275 | Supplier Code 3
i | Cost | 515000
Model No
Purchase Date | |E
Gage Type |EDre Gage |;I | |
UomM |Inch.rmrn |;I User1
| | Use|2| |
Drawing No
Manufacturer |-|BNY |ﬂ
Drawing Date | |ﬁ
Owner |Danny Green |
Change Level | |
Change Date | |ﬁ
Notes i
| Save | | Cancel | | Iz=zue [ Return | | Clone | | Calibration | | Attach Standards | | Attach Procedures
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- Information

From the Main Menu, select System Info to view usage, database and host information.

System Info

Usage

Databaze

Host

Usage

Navigate to System Info -> Usage to view a list of each currently logged in user, the time at which the user logged in, duration of the
current session, IP address and general application access.

Online Usage

Customize Form

User Name Login Date Login Time Duration IP Address Application Delete
Defautt User 10/29/2014 07:36 151 216.27.233.130 Web Full |}
Application Maximum Users Current Users
Web Full 5 1
Web Reports 5
Web Service Reguests 5
Web Calibrations 5

User found idle in minutes and will be logged off

As an administrator, you can log a user out of the system by clicking the Delete checkbox in the row associated with that user and then
clicking the Delete button. The user will be logged off and be required to log in again.

This form also shows the maximum number of users allowed in each section of the application as well as a tally of the number of users
currently logged in to each section.

The field at the bottom of the form displays the number of minutes that a user can remain idle within the system before being
automatically logged out. The value in this field will override the value in the User Login Timeout Period Minutes field found within the
Configuration -> Admin Settings -> Security tab.
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Database

Navigate to System Info -> Database to view server and database information as well as the total number of each type of record within
your database.

Database Customize Form

Server Name TMILLERVWMZ003TIMZ003
Server Type MS SQL

Database Name PM_HelpDev_cal

Record Count in Tables

Assets 38 Parts 26
Tools 9 Suppliers 14
Tasks 24 Procedures 28

Contracts & Variables 0
Maintenance 22 Users 13
Checklist 7 Staff 11

Work Orders 12 Piis 10
Budgets 0 Service Requests 10

POs 8 Archive Records 8

WOs Sentto PDA O PMs Sentto PDA 0

Host

Navigate to System Info -> Host to view host server information, such as protocol and port number.

Server Name  demo. faciliworks.net
Server Version Microsoft-ISi7.5
Protocol HTTRI1.1
PortNo &0
Server P 192.168.0.58
Server Date  10/28/2014
Server Time 1011

ClientIP 216.27.233.130
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It gets even Dbetter.

Further streamline your workflow, improve productivity and reduce costs with any or all of these additional

~
-2
oh

1-800-776-3090

FaciliWorks products. Contact us today to place your order.

FaciliWorks 8i Mobile provides an extra layer of flexibility by allowing technicians to access, edit and close
out PMs and work orders and enter meter readings on a mobile device as the work is being performed, eliminating
redundancy, minimizing errors and saving time and effort. With smart filters, simplified menus and data summaries,
a technician can filter for records by pertinent criteria and access the necessary associated task, labor, part, tool,
contractor, procedure and checklist details and even create work orders on the fly.

The FaciliWorks Maintenance Label Kit lets you create highly durable, laminated, bar-coded labels

for all of your equipment directly out of FaciliWorks. This compact Brother® printer (PT-P900W desktop or PT-P950NW
network) comes with cables, design software and a starter label cartridge; the harsh-environment labels are available in a
variety of sizes and colors. Use this label kit to print highly durable, laminated labels for all of your equipment.

The FaciliWorks Web Service Request Vodule allows an unlimited number of users in various locations
to quickly create and submit service requests to a central maintenance department, eliminating time-consuming phone
calls and written requests, while providing centralized documentation of every service request and its outcome. Once a
request is submitted, it is automatically routed to FaciliWorks to be viewed by the maintenance manager who can then
delete it or approve it and convert it into a work order. FaciliWorks can be configured to send automatic emails to need-
to-know personnel at each step of the process and the maintenance manager can monitor the status of the requests and
work orders from the FaciliWorks Dashboard.

TaskPro and SafetyPro are fully customizable, comprehensive procedure databases that install directly into
FaciliWorks to save you the time and trouble of creating the procedures yourself. TaskPro is comprised of maintenance
procedures covering 250 different topics related to facility and equipment maintenance. SafetyPro is comprised of step-
by-step safety checklists to assist with OSHA compliance, covering 40 different topics including fire protection, stairs
and stairways, hand tools and just about anything else you might need.

FaciliWorks 8i Calibration: Two Powerful Products. One Ground-breaking System.

FaciliWorks 8i Calibration combines all of the benefits of FaciliWorks 8i with the power of our GAGEtrak® software, the world’s
leading calibration management software, to deliver an all-in-one enterprise asset management server solution. FaciliWorks
8i Calibration includes all of the CMMS functionality plus gage entry, calibration scheduling, tracking of gage locations,
retrieval of calibration records, production of calibration certificates and the ability to track the as-found condition of gages.
Manage your maintenance and calibrations with FaciliWorks 8i Calibration.

The FaciliWorks 81 Validation Kit helps you establish and document FDA validation of FaciliWorks. It includes
a guide which serves as the basis by which the software is validated and a sample validation database. And, because
FaciliWorks can incorporate calibration management, the corresponding Validation Kit supports both CMMS and
calibration to meet requirements for single-track validation. Our on-site validation services streamline the process even
further, guaranteeing documentation accuracy and minimizing downtime.

+1 (480) 295-3465  FaciliWorks.com gb FaciliWorks:

Making Maintenance Manageable
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