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Getting Started:
Web Link & Login
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Web Link & Login

www.AssetPlanner.com

First enter your e-mail address and the password Upon logging in for the first time you will be asked

provided to you by Ameresco and then click Login. to create a new password for your account.

kl’ AssetPlanner AMERESCO v N AssetPlanner AMERESCO
N N A

Green « Clean « Suslainable Green « Clean « Sustainable

*If you do not have an

*If you do not have an
account and wish to

account and wish to

the  Seri . : .

Feim e o ® Asset Planner - Login = = F= ® Asset Planner - Login

e New User b Please enter your Login Information: diz EDLEET ELET Your password has expired. Please verify existing and provide
m new Password below.

User ID (Email). | example@organization.com

User ID (Email): joe.iusi@amail.com
Password: | seeees

. ) Current Password:
|| Keep me logged in on this computer

New Password:
Login

Verify Password:
p—) | forgot my password
Change Password
| forgot my password
GeoTrust‘”rQ
secured ’
website
Geolrust’ F;,
secured :
website

Tip: If you ever forget your password you can click on the

4 forgot my password”link. You will receive an e-mail
with instructions on how to re-set your password.
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http://www.assetplanner.com/

Navigation:

Screen Layout, Navigation Tools, User
Preferences, Site Map/List Table

AMERESCO @ ASSET SUSTAINABILITY
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Home Screen Layout

The Menu Bar provides links to commonly used features such as Reports, Dashboard, Favorites and
Preferences etc. In the PM Module tab you'll find links such as find and create tasks, search for events as
well as create triggers and review the Task templates.

@-Home - @ My Dashboard ~ I_'—TFavor'rtesv @-PMv ',_:_,'JAssetsv Reports - JbTooI Box ~ s Configure = & Preferences - I Admin - 4
Modules: <% EM/ PM Home IjAdd Favorite @Print &) Help
t:" l\';ﬂll@l ? 6 Welcome to Asset Planner PM 7.3 (You may click a chart tem or calendar below to filter the grid)
Map =] ust ~ 4 May, 2017 J Total effort in hours (=
5 Mol T Wed Th Fri Sat
[ Messages X s Tl s s e sunier[ ] The Past Due PM Events shows the
E::::c{’gmgf s 17PMs  SOPMs 22PMs 19PMs 19PMs 17PMs 17 PMs woncey| ] number of events that are due. Click the
' 7 8 ° oo B = : graph to list all the past due PM Events.
B o [1TPMs 24PMs 20PMs 20PMs 17PMs 17PMs 17PMs =ity | P
4 16 17 18 19 20 e :I Risk Management
i il i 20PMs  19PMs 17PMs | 18PMs 17 PMs = FutureNet-UMCS-
The Navigator & Facility I_|st pan(_a_l e e e Thursday || e
consist of: Module Selection, Facility | i — retoy | ]
Map & List, Quick Links, & History CUNL

The Preventive Maintenance Calendar
shows the number of events scheduled for
each day of the calendar.

Items.

Help on PM Module
Contact us

17PMs  31PMs 22 Pls

PM Events for Thursday May 4, 201

(clear) -

(E) History

Show:| All Events ¥ || |[¢#| For selected Calendar Date| 531455‘9“-- 2 [x] 4] +
T " = ] -  PMEvent~ PM Task Time Attachments Assigned To Asset WorkOrder  Summary
;ZZ';EE?A1_1 SOLAR D&M = Buildings: Public Library - Building
(TEST) D & 98727 44 08:00:00 Packaged Air Con... Annual Air Compressgalasaaston
PM Event 87707 .

O ® 98221 44 08:00:00 Annual Air Compress .
PM Event 87701 . q
Unt Tst I Click the bar in the graph or blue Use this Column buttonto

9% HSCBldg 1 : ; customize the columns in this
& Database selection Fo s v 080000 textin the calendar will source the  ERERERIER _ . "ol .
You have access to multiple E® na3e 44 08:00:00 details in this section. Annual Air Compress| Section. IS will allow yOU 0 )
databases. o Buidinec: Fre Stats - place a check mark beside which
uvildings: Fire Station #1 - Building | f . f t
S B F® 102871 44 08:00:00 Packaged Air Con... Annual Air Compress| F:O umnsorin Om_]a lon are
04-Z- SAMPLE b4 Fl® 102403 44 08:00:00 Packaged Air Con... Annual air CompressELLLI SLelg 1R 1 R {0) be dlsplayed for you.
. = Buildings: Community Centre - Site

Active Users =1

El ® 85110 46 08:00:00 Community Centre... Daily Wet / Winter Weather Site Inspection

139 1,144

[P — 1] # Buildi Champlain Place
Navigation Buildings T

Note: There are two tabs at the
bottom of the navigation panel.
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Home Screen Layout

Clicking on Home will take you back to the
main dashboard. This can also be done

My Dashb d all
by clicking on any of the Moduleicons. y Dashboard aflows you

to design a customized

The Tool Box contains many useful links
including Shared Documents folder.

@-Hume - @My Daluard - ‘_'—'f Favorites ~ @-PMv

Modules: <«

(SRR - X
[Emap | [F st -

Sun
[] Messages % (G —
Demo peried has expired. Please ! a i C 5 B sk :‘] page from the SOftWare.
contact Support, 17Pfs  S0PMs 22PMs 19PMs 19PMs |17PMs 17PMs T B | =
7 8 9 10 it 12 13 :
e o 1TPls  24PMs 20PMs 20PMs 17PMs 17TPMs 17PMs =t | P Help buttons (blue question
Risk M it
Go to PH Event = ' [ L LA (S Lo 2 Wednesday =k Hanagemen marks) are located
Go to Task # 17Pfils 21PMs 20PMs 19PMs 17PMs 18PMs 17Pls S FutureNet-UNCS- h h h
Tactical dashboard 2 2 23 24 25 2 27 Thursday Semi-Annual Tas throughout the program.
My PHs 17Pfs  21PMs 20PMs 19PMs 17PMs 1TPMs 17 PMs Eriiay Clicking on them will provide
ctaon Evnts il S S — with information specific to
s 17Pfls  21PMe 20PMs 19PMs 37PMs 17PMs 17 Plis :

home screen layout.

:_:__-JAssetsv Reporis = JbTooI Box~ s Lonfigure » Is Preferences = I Admin -

@ (G
[ Add Favarite [B]Prim @ Help

Bookmark any page in AssetPlanner™ as a
Favorite for quick and easy access.

sat Print the content of any

Find Assets ) I'@’ Home = | lﬂ My Dashboard = B a the page you are viewing.
bl il The Arrow Buttons show . :

C R . hide tabs to maximize the W Asset Planning Press this green arrow to hid the
(&g fistory - (elea B GEC amount of content you view X] company name and the
Task 5999 - S 4 J\']LL Project Planning AssetPI il d imi
Task 68 [ on your screen. i o Summary ssetrlanner 0go and maximize
Task 67 - — — . . i .
fsset - A1-1 SOLAR O&M d Bidings: Public Library - Building @; Preventative Maintenance e CoTEn OV MIEE O e SEee
(TEST) O § g8r27 44 08:00:00 Annual Air Compressor Inspection
PI Event 87707 o : o i i
A D ¥ 98221 44 08:00:00 w Energy & SUStEIﬂEb”It}" Annual Air Compressor Inspection
LT ~ ||| @ sfidings: HSC Bldg 1 e
2 Database Selection - .-EJ 118504 44 08:00:00 a Service Requ est SUppOI’T_ Annual Air Compressor Inspection
You have access to multiple D ® 119139 44 08:00:00 Annual Air Compressor Inspection
otk  Buildings: Fire Station #1 - Building 6‘1 Service Request Client
Cument Databaze: . .

D ® 102871 44 08:00:00 Annual Air Compressor Inspection
04-Z- SAMPLE A B ® 102403 44 08:00:00 ﬂ LU‘gUUt Annual Air Compressor Inspection
e = = Buildings: Community Centre - Site

ive Users & -
= D ® 85110 46 08:00:00 .
130 | | When using a shared computer
[ — H Buildi Ch lain Pl .
e make sure to click the Home button

Navigation | Buikdings 3 Buildings: Centennial Apartments in the menu bar and then select v

Logout to end your session.
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User Preferences

Tabs across the top allow you to customize Module Specific Preferences.

The Paginate Listing determines how - A ool Box ~ hConfigure= | | Preferences v | @i
many records should be displayed in a

. . . Prefi -G |
table before the table is split up into (&) preferences - Genera

multiple pages. ligi. Preferences - Projects
— '@ Preferences - PM

General Projects PM Service Requests

@ ' Preferences - SR

_ o Preferences are user based settings that are
R 750 remembered each time you use AssetPlanner™.

MNotes Display Order: Display Most Recent Note Last
Print button action: Open Print view RS
Page Break between Sections on Reports: Mo w

Set the Notes

Display Order to Default Fiscal Year Selection: Yeg w

show most recent Remember last Cost ltem entered: es w

notes at the top or end

; Mumber of Histery ltems to keep:
of the notes list. Y .

Color Theme:

Set the Print Action Button to

Print which will launch the print N X O (B S 10 (S

sets the number of history items saved
& displayed on the Navigation Panel.

dialog with one click or Open
the Print View first then press
print on the new window.

Ensure to click Save when changes
has been made to the preferences

page.

Select the Color Theme on your
AssetPlanner™ page according to the

f . i
your preterence Use this button to Change your

Password.

@
l Save J [Chang& Pa.ssword] I Logout J [ Help ]

®
*Note: Some changes require a browser refresh to take affect.
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User Preferences

£l Preferences

DL CREET VNGNS Frojects | PM || Service Requests
summary of the Assigned PM
Scheduled to be sent to you.

Determine if and when you want

individual Event reminders to be sent to
lect notific ations based on PM's assigned directly to you, and/or various custom criteria. you.

For PM's assigned to You

® Email Assigned PM Schedule: Vieekly w
Email Individual PM Event Reminders: Mever ¥ @

Set the PM Home Page view of the PM
bl ] ® Module to meet your daily needs of
Default Events to show on Home Page: Al Events v information to be displayed.

Hide Completed PM's: || Yes
@

Custom PM Schedule Notifications _ _
Determine when to notify the user based on
@ MNew | o7 Modify | & Delete the custom PM notification area.

Buildings Regicn Sector Frequency

Mo custom notifications have been created. Press New button to create

l ’Saue J lChange Pa.sswu::lrd] l Logout J I Help J

*Note: Always click Save when changes has been made before leaving the page.
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Site Map / Site List Table

Display your building/site on a Map

based on their address information. @PMv ) Assets v ﬁ Reports » jE’Tool Box v .+ Configure ~ & Preferences ~ I3 Admin ~
Modules: «!  PM/Element Map —)
2 N8 - X Element Map
Map =] List ~ ‘M Filters... Map Type: Automatic | (& Group pins | == Center Map | ==={ | |5 List
— x ALBERT, : i MANITOBA
ssages
Demo period has expired. Please
contact Support. Edmontbq
@ Quick Links t4)
Go to PM Event = SASKATCHEWAN ONTARIO
Displays detailed building/site
information for multiple sites at the Regina :
same time. First select an option _Winnipeg
from the List menu so it knows which 1 _
list you wish to view. LJ\“ using key words.
g% Home = | [am| My Dashboard ~ [ Favorites » i P - “Assets ~ [l Reports - &° Tool Bm(-’ 2 Configure ~ £, Preferences -
Modules: “  PM/ Buildings
(< 4 J\:ﬂl@l 2o Buildings List o
[EMap ||[=] List ~ | [F Fiters | @ New » | & Delete | (7] Duplicate [ Copy to DB.. | §%] Export | C, Search~
View: Al Buildings Buidings + @ ddress City Department m BemELEE
Asset Viey [ Faciity d 01 Al Townhouses Windser Sq.M.
El=) |:| Unit - 250 Davenport Road 250 Davenp... Toronto Community Inii... 9146
EE L i ]
T |:| Building 250 Davenport Road - Site - :
#®1F se 445 Glengarry Selecting the Down Arrow beside a
B84 5 nous 3402-5404 Reginald St column label will sort the table, add or
© i 5 : $405-5417 Reginald St remove columns or group your sites based

[+ {3 5405-5417 Reginald ¢
[ 5 5406-5418 Reginald ¢
[ 3§ 5421-5423 Reginald *
[ i 5425-5427 Reginald *
[# i 5428 Reginald 5t.

[ 3 5429-5431 Reginald *
+ 8 5430-5438 Reainald *

5 ) e

5405-3417 Reqinald 3t. -
5405-5417 Reginald St. -
5405-5417 Reqginald 5t. -
5406-5418 Reginald 5t.
5421-5423 Reqinald 5t.
5425-3427 Reginald 5t.

on any of the columnsiin the List table.

5405-5417 ... Windsor City of Windsor....

5406-5418 ... Windsor City of Windsor.... 7,448 SqM.
5421-5423 .. Windser City of Windsor... 4256 SgM.
5425-3427 ... Windsor City of Windsor... 3,200 SgM.

Filter, export or search this table

Ioh Admin~

x

Site Size

%]
=

0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00

2R LR REeREREEE
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Site List

Click the ‘“+‘ sign to
expand a grouping and

see which facilities are
part of a grouping.

The Building also has ‘+
sign similar to the
grouping. Expanding it will
show what information is
related to the specific
building as well as which

module has data relating
to it. Selecting of the
items will automatically
switch you to the module
and produce the list of
details.

&3 Home ~ | (s My Dashboard ~

Modules: <

Select a different grouping structure

by using the View drop-down.

Map | | |List »
Department b
=) Departments -
# | J(unspecified) (13)
+ | City of Windsor - OHC/LHC (38)
=) Community Initiatives (12)
= i@ 250 Davenport Road
) Elements (56)
o Audits (4)
| Projects (3)
@ Service Requests (27)
# (T assets (41)
4% PM Events (14)
@ s B Utility Meters (1)
4 &) 250 Davenport Road - Site
4 @ Bleecker Street
+1 &) Bleeker Street - Site
4 @ Centennial Apartments
o ﬁ Centennial Apartments - Site
5E?!Champlain Place
) 6 Champlain Place - Site

When Building tab is selected at
the bottom right of the navigator tab,

the panel will display site portfolio
using the default grouping structure.

# ) Infratructure {
#|_JParks and Recrpation (4)

-

L]

MNavigation Buildinf®

| Favorites =

&P~ l Assets »

PM/ 250 Davenport Road

‘# 250 Davenport Road

General Details Condition Summary

[ Reports~ & Too

|l Save | &) Back | [ New | @ Delete | &) Help

Unit Conta

Buildings:* | 250 Davenpo

Description:

Select a Building by clicking on

the Building/Site name. Double-
click to open the facility form.

Function:

Sector: *

Region:
Development:
Departiment:
Facility Code:
Unique Building ID:

Floor List:

Address:

City:

Country:
Frovince/State:

FPostal/iZip:

4 story buildir

Housing
Housing Con
250 Davenpo

Community Ir

1234

Opticnal comma
Request Module

250 Davenpo
Toronto
Canada

Ontario

Note: Groupings are displayed as folder icons, while sites have a building icon.
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Site Detalls

Details tab is where more information AIEREE. 10 Bl BIEiEs, i, Fal, Displays where the Building/Site

about the building/site can be added. excel documents or CAD drawings that is located.
relate to the building/site.

f#f 250 Davenpoft Road
| save | &) Ba

Generalr rDetails | Condition Summaryr Unit || Contact Custom Details Building Details rHistory ‘ Notesr Tasks (1) | Attachmentsr Funding FCI Mapr Activity

k | f)New | @ Delete | &) Help

Buildings: * | 250 Davenport Road

Description: | 4 story building. Brick.

) District No: &
These fields are used to Function: X
group sites in the Sector: * | Housing v - :

o . uildings consists o
Buﬂdmg/Slte tree, when Region: | Housing Connections 5 56 Element(s)
filtering meters/meter 3 Audits(s)
data and in the reports Development: | 250 Davenport Road e 13 Project(s)

38 Asset(s
@) Department: | Community Initiatives N 1 Meter(é))
Facility Code: 28 Service Request(s)

Unigue Building ID: o
AP Standard Classifications

Floor List: | 1234 Levell: v
Optional comma separsted list of floor names. (Used by Service Level2: v
Request Module).
=®.qdress: | 250 Davenport Rd Level3: ¥
_The Add_res_s 9% | Toron Leveld: v
information is used to S
determine where O =
each Building/Site will Province/State: | Ontario i
be located on the PostalZip: | MR 1J8
e ) Status: Active v
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Frequent Actions

AMERESCO @ ASSET SUSTAINABILITY
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Frequent Actions

There are a couple of frequent actions or activities that one will perform in AssetPlanner™

Wherever you see a notes tab in the software, the action
to add a note is the same

'__i_'J Asset - Domestic Water Heaters

| save | |]Back [ |Mew | (] CopyToMew | [ji Credte Project =@ Create Service Re

General Depreciation Azzet Details TEST Notes (0) Tazks Drowrnti Wherever you see an Attachment tab or Attachment
button, the action to find and include in the database is
the same.

© Add Note Click on the Add Note button. A new
window will open where you can type in

your note. When done, press Save.

-_.:‘_-J Asset - Domestic Water Heaters Status
|j Save Iﬂ Back |j New ._D CopyToMNew | [ Create Project | @/ Create Service Request @ Delete | &) HEp Status: Scheduled
General || Depreciation || AssetDetails TEST || Motes (0) || Tasks || Downtime (0) | Related tems | Attachments || P: Escalated: Mo 7
Folders <« | MAsset Attachments | Attachments Type: Risk Management
| Zg New Folder | & Add |/ Open @ ESDI‘I by Date u;‘,Prup&rti&s @S&arch Assigned Group: Training
% Uploader Assigned To:
Choose type of attachment Service Provider:
Atachment Type: ®) File (max 20 MB)
: : URL Work Order:
Click Add button. Find
the file on your Scheduled Date™ 2017-04-28 E
computer. Drag and Scheduled Time: 08:00 w
drOp It II’]tO the area Drag and drop files here Date Completed: E
shown in the
AssetPlanner™ o “ Schedule: every 1 days at 08:01
Last Modified:

or click to browse for files
Attachments from task:

@ Event Attachments:
O
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Assets & Preventative
Maintenance:
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Creating PM Assets

Before one can create a preventative maintenance task, one must first identify what it is that needs to be maintained.

-@Hum& ~ | |am| My Dashboard - .:T Favorites » @-PM- | -._:,_'JAssets- | Report

Select Add Asset from the
Assets button in the menu bar.

Modules: <«  PM/PMHome '._:a Add Asset

B K 8- X Welcome to Asset Planner PM 7
[E]map | = st -

@ Find Assets

Asset Map

The New Asset template

Sun  Mon  Tue  Wed Thu  Fri window will open. The asset
Type in the Asset - L ? 1 1 5 A template can be summarized
Name. Asset ID or Slicmhasy I HTEE SSEIEnS:
Barcode can be [ save | [€)Back | © @ Help
added Iater General Depreciation Motes Tasks Attachments Parts Activity Map | Asset History
Classification Status
Asset Name:” Status:™ Active Enter dateS for the
— T asset such as installed
Bar/OR Code: Expected Lifetime (¥rs): date, its life expectancy
Manufacturer: C Expiration Year: and the prOjeCted year
Model: Warranty Expires on: for |t to reach |tS ||fe
These fields describe Serial Purchasa Cost expectancy.
the specifics of what the S“at”““' ® Z“:"Z“ [;a“’ Purchasing and
. .y - nits: > rder Number: . .
asset is and where it is R _ _ warranty information
) e sset Type: v Replacement Cost:
located (Wh_lch building T = P— may also be recorded
and where in the ' Last Modified: here.
HIRH X Meter Mames:
bUIIdIng). Category: (enter 2 comma e s
Reading names} .
Buildings* @y Use th tional Create a meter name for the asset in
bl JS€ these opliona the event it has a meter information
Location: = fields to enter the

that needs to be tracked. This
creates a place holder for the data
and the ability to generate a report of
the collected info.

Related to: [Find Manufacturer name,

Description Model number, Serial
number, Quantity, and
Units.

Description is an open
text field to further
describe the asset.

Tip: When identifying assets, note that the Asset ID field is a unique level to be used
only one asset in the database. So if Asset ID won't be used, then the Asset Name or
Location field would be places to help set apart an asset from other like asset in the
databases that may require the same naming convention. ex. Asset Name RTU 001
vs Asset Name RTU

*Press Save after the mandatory fields
of Asset name, Category, Sub
Category, Facility & Date Installed have
been populated.
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Creating Assets

In the event Asset Planning module is used, assets can be created from the published element inventory.

Modules: “|  Asset Planning / Inventory view -jm

| i II\'EIJ,L @’ ? 6 Element Inventory Centennial Apartments for Centennial Apartments
Select the pUbIlShed ap | [E List - |=| settings = | [#| Browse Pictures aE BCA Report

inventory for the ,

facility of your choice. I -

=3 Functions
& CJ (unspecified) (77)

Categories &« Combined Grid Element Form Charts Map
+ i “?g Elements and Actions Combined View Centennial Apartiments

2T« Categories @Add - | @ Delte - i Relate Project o Complete | [ Fiters | ¥£ Export History
H (¥ A Substructure(2)

E A rt t(2
JE*;EEEHEZ::E(I J:r:lartmem = [« B Shell(7) Category = ﬁfmgg: Aftach...  Asset Maintenance Type Replac
Elements (54) @@ C Interiors(11) A10 - Foundations 1 Foundations Reactive
g Audits (2) H ¥ D Services(32)
Jii Projects (10) # "]« E Equipment And Furnis
To select the element @ Service Requests [E View in Form
that you wish to create hssets (25) . -
; t, click on th #PM Events (17) éﬁﬁstﬁﬁﬁ?e”t ! ¢ Copy Element(s)
?s,”ar_l as_se » Click on the + q Utility Meters (7) [
+” sign in front of the b Unit 130 -
o El Change Category
category and sub L rt Studio (2) .
Ca_tegory folders to B10 - Superstructure 1 & El Change Buildings ...
expand them until you Create Releated Assets ¥ @ Add El t . _ _
ble t G/ Acd Elamon Right click with the
are able to source or P Are you sure you want to create Asset Component records for the selected Element(s)? & Delete Element
highlight the element in &/ mouse on the
R R & @ Modify selected... hiaghlighted el
the Combined grid. ighlighted element
| s || No | & Add Attachment/Picture and the option to

B2010 - Exterior Wals 1 & Create Ass ol (@mm— Create Asset will

&) .
i i . appear in the drop

§ Relate P t

The system will ask if @ slate Projec down menu.

you are sure that you @ Add Action

want to create the B =TT & P @ Dekete Action

asset. Confirm by ,

. . . 44 History...
clicking Yes. A link to
1 @ Export History

the newly created asset 3

will appear in the
element grid.

*Note: Creating an asset in this method will automatically populate the necessary fields required to create an

asset. It may be updated further by clicking on the link provided in the grid to see its details.
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Creating Assets

After an asset has been created, all the tabs on the asset page become active...

Enter the some asset

-__:'_-.I Asset - Washer

: |l save | =] Back | 7] New | L3 CopyToNew | jji Greate Project | @@ Create Service Request | (@ Delete | @) Help
detalls here tO help traCk General Depreciation Asset Details TEST MNotes (0) Tasks Downtime (1) Related ltems Atftachments Parts Activity Map Asset Histon
depreciation values for Depreciation Factors e
app|icab|e assets. Starting Date: ' 2017-03-15 |3 Net Book Value: 0| (End FY 2015)
Purchase Cost: 510,500.00 Current Net Book value: $10,409.38
Custom Rate: Residual Value:
ThIS iS a customizabletab |f Depreciation Type: Straight-line Disposal/Retirement Date: &
additional details are required to be Peprecition Years 2 Disposal Type:
displayed. Tab can also be renamed Depreciation Schedule ) Asset - Washer
according to preferred tab name. Fi::ﬁr E::: 0531 Depceciaton EKD:::: | save | |€]Back | []New | [])CopyToNew | jji Create Project | @ Create Service Request | (&) Delete | (&) Help
| General Depreciation Asset Details TEST Notes (0) Tasks Downtime (1) Related ltems Atftachments Pa
) Asset - Washer
B (@ Add Note
|l save | [£]Back | [ ]MNew | () ColgloNew | jji Create Project | @ Create Service Request | (5 Delete | &) Help
General Depreciation Asszet Details TEST Motes (0) Tasks Downtime (1) Related ltems Attachments Parts A Hew Hote
Tahoma Y B I U A A
Location #: Condition:
Location Name: focess Enter additional notes about
Notes: Friable (YN the asset in this section.
Sample ID: Abatement Priority:
Quantity1: w Abatement Cost Estimate:
Add or view existing created
maintenance tasks for the
) Asset - Washer asset in this tab.
|dlsave | [€]Back | Mew | [ CopyToNew | jji Create Projectld @ Create Service Request | (g) Delete | @) Help
General Depreciation Azset Details TEST MNotes (0} Tasks Downtime (1) Related ltems Attachments Parts Aetivity Map Asset Histol
BITasks:  Task Summary Schedule Last Completed
Add TSK49  TestBoikr

day 1 of every 3 months at 08:00 starting on 2017-05-07

2017-03-31

*How to created a scheduled task for the asset will be covered later in the presentation.

| Save

1

Cancel |
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Creating Assets

After an asset has been created, all the tabs on the asset page become active...

71 Asset - Washer

&) Help

Use this tab if you wish to automatically
change the status of an asset from

|l save | |£]Back | [|Mew | (] CopyToMew | jji Create Project | @ Create Service Request | (@) Delete
General Depreciation Asset Details TEST Motes (0) Tasks Downtime (1) Related ltems Attac
@ New | & T
Date Time Start « Date Time End Reason
2017-06-30 09:05 2017-09-29 09:05
) Asset - Washer
|j Save Iﬂ Back ﬂ New ._D CopyToNew | jjj Create Project | @/ Create Service Request @ Delete | (&) Help
General Depreciation Asset Details TEST Motes (0) Tasks Downtime (1) Related ltems Attachments Parts Activity Map Asset Histony
PM Events Service Requests Related Assets
Show: | All Events v -y »
[ - PuEvent Status Attach... | Assigned To % You can also access scheduled [t s
o Scheduled Date: 2017 TE=1T PM Events, open Service
B ® 1234 Scheduled Requests and any Related
5 Scheduled Date: 2017-12-01 Assets in the asset page.
E® 132342 Scheduled HSC Bldg 1 Wiaehar

) Asset - FCU Room 1024

|l Save|| [&]Back | {1 New

General Depreciation Aszszet Details
Folders <%
[CgMew Folder | &) | S | T © Add
[ Attachments
) Asset - Washer
| save | |&]Back | {"]Mew | (7] CopyToMew | Jji Create Project | @ Create Service Request | (@) Delete | &) Help
General Depreciation Asset Details TEST Motes (0} Tasks Downtime (1) Related ltems Attachments Parts Activity Map Asset History

._.j CopyToNew | g Create Project @ Create Service Request @ Defte

Notes (0}

<l open @

Active to Inactive for certain a period of
time. Set the Start and End date time
of when you wish this to happen.

Photos, manuals, drawings, or other
documents can be uploaded into this
Attachment tab and organized into

folders.

& Help

Tazks Downtime (0} Related tems Agechments Parts

Asset Attachments | Attachments

E Sort by Date l__s-l, Properties. @ Search

Record and assign specific

Parts assigned to this asset. You may assign parts to this asset using the Find Parts butten. This makes it easier to locate parts for this asset in
PM or Service request module.

Part Mumber Supplier Cost

(o e s

Mame

51.00

Remove Al Batteries

Parts that are to be utilized
with the asset.
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Creating Assets

) Asset - Washer

The system tracks the

|j Save |ﬂ Back ﬂ MNew ._D CopyToMew | jjf Create Project | @ Create Service Request @ Delete | @ Help
General Depreciation Asset Defails TEST MNotes (0) Tasks Downtime (1) Related ltems Aftachments Parts Activity Map changes that h,ave bee,n UEL
Ps to the general information
| G ST about the asset and if
Date + Updated By Type Activity necessary, allows you to add
2017-05-17 11:45:44  Mary Dollano Update Field Purchase Cost changed from: "3500.00° to: "10500.00° a comment as to Why the
2017-05-17 11:45:44  Mary Dollanc Update Field Warranty Expires set to; 2037-03-15 Changes have been made.

AAAT AF AT A4 AF. a4

) Asset - Washer

DT T

[

| save | &]Back | "] New | [(]CopyToNew | Jji Create Project = @ Create Service Request = (& Delete | & Help .
General Depreciation Asset Details TEST Notes (0) Tasks Downtime (1) Related items Attachments Parts Activity || Map Asset History Place a pln orm arker ona map to ShOW
[E]map Type: Automatic ~ | (¥ Group pins | = Center Map ===/ [F st | §AddPin | ,5AddLine | [B}Add Shape ||} Editfode!| {5 Add Point geographlca”y where the asset is located. Add
a label or draw the shape of the asset to
‘;":Tg x capture the overall size of area. Examples of
? Category where this is helpful would be roof coverings or
¢ e lateral assets such as parking lots, roads and
national peace, | [nternational Peace i - sidewalks.
mAirﬂeld 5R~§ o L
Projects 0 Washer
Zoom  Vap Proparies | Grange Ison | Dee P Use 25 Butirgs
) Asset - Washer
= . . o . . Easily see the
|l save | [£]Back | ] New | (] CopyToNew Jji Create Project | @ Create Service Request @ Delete | &) Help
General Depreciation Asset Details TEST Notes (0) Tasks Downtime (1) Related ltems Attachments Parts Activity Map Asset History E.erforma..fn (I-’:]e and
Life Cycle Summary PM History Service Request History Costs Projects frl()srt]'?;%; ttabe asset
Show: C
|:| - PM Event Scheduled Date Attach... Assigned Te Buildings Asset
= Date Completed: 2017-03-31 View the Life Cycle Summary, list of
[ v 88148 2017-03-01 Mary Dollano (vahoo) HSC Bldg 1 Washer Completed PM Events, Closed Service
O v 88147 2017-02-01 HSC Bidg 1 Washer Request against the asset, PM/SR Cost
O v as14 2mr-on-o HISC Bidg 1 Vasher items, and any Projects scheduled or
E] v 88145 2016-12-01 HSC Bidg 1 Washer

completed for the asset.
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Create Preventative
Maintenance Task:
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Create PM Task

A task is a maintenance procedure performed against an asset or a collection of alike assets. The event is when the task is
scheduled to be performed.

€% Home ~ | [im] My Dashboard - [ Favorites | & PM = | “Assets - Reports - d
Modules: <% PM /| PM Home PM Functiens...
OB K N-X) wercometoAmacy] = TactiealDashboard [ . To create a task and generate a schedule of
. Tasks P | [ GotoTask# events, select the Add New PM Task from the
[E]map | = Ust ~ _ (5] Task Templates b | () Add@mm— Quick Links on the left Navigator bar or from the
PM drop down menuin the menu bar.
7] Messages * = Moo, @r Events 3 @ Find p
1 2
Demo period has expired. Please — ¢ Pars
contact Support 17PMs 37 PMs 22| 7 Pls p—
e Find Meters
& Quick Links - ! s ’ (Z) Meter Readi b : Tuesday
17 PMs 24 PMs 20 Bler Readings 8 PMs
Go to PM Event £ . : : Nednesday .
e e | B e A task can also be created in the
Tactical dashboard 18 PMs 22 PMs 21| &% Fuel Records 8 Plis Thursday asset page. Select an asset in
My PMs : = . the Facility Tree. Then go to the
Find PM Events 74 23 79 [~ PM Notifications by Friday Yy g
Uncompleted PM Events 4 Task tab and select the Add
12 F 3 B 21 B 20 B 18 12 P =

dd New PM Task @ e s = button.
Find Assets
Help on PM Module i = 0 3 -
Contact us @-Hame - @ My Dashbeard - .j Favorites = @Phﬂv ~Mssets~ Reports = J}’Tﬂﬂl Bow - ¢ Configure &, Preferences = I3 Admin -

Modules: “|  PMIAsset - Washer [ Add Faverite | (Z)Print | @)

t:" I\';Iﬂl@’l ? (7] ") Asset - Washer

I'u'Iap =] List - jSaue Iﬂ Back ﬂ MNew '—D CopyToNew | Iji Create Projel“' @ Create Senjce Request I@ Delete | &) Help

View: General Depreciation Asset Details TEST Motes (0) Tasks Downtime 1) Relateg ltems Attachments Parts Activity Map

Facilty hé BlTasks:  Task Summary Schedule Last Completed

[ 40 High Park - Site " Add . .
= HSC Bldg 1 ‘ TSK45 Test Boiler day 1 of every 3 months at 08:00 starting on I|EH 7-05-07 2017-03-31
2 Assets (19)
=3 (unspecified)
=43 (unspecified)
“cabinets C
“carpets
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Create PM Task

The task screen can be summarized in four sections: Task Details, Task Status, Summary and Procedure.

Task Details include estimated time and labour
costs or base the labour costs on the assigned

individual’s labour rate. Set the schedule for the
task by clicking the Set button.

[Z] New Task
|l save | [&]Back | [ Templates...| &) Help
General

Task Details
Task #:

Estimated Time:

Task Status determine whether the task needs to be
active, what type of maintenance the task should be
categorized along with assigning the task to the
appropriate person, group, group or contracted
service or Service Provider. Determine if a reminder for
the task should be generated. The reminder will follow the
preference of the assigned person or group.

Task Status
Status:

Hours v Type:™

Labour Rate/hr: [ ] Assigned Group:

Based on Assigned: il Assigned To: e
Estimated Labour Cost: Service Provider: v
Budget Number: . Reminders: Yes |w

Schedule: Created:

Last Modified:
Aftachments:
Summary
®

PM Procedure

PM Procedure holds the step by step
procedure that the organization wishes the

assigned person or group to follow when
completing the task.

The Summary area will hold a brief description of
the task such as Annual Roof Inspection or Daily
Boiler Check.
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Create PM Task

The software is equipped with ready-built templates that provide a summary of the task and a procedure for various tasks
that are typically completed against numerous types of assets.

[ ewesk o Click on Templates and use the provided search
e — tool or scroll through the list of options shown in
— e the template window. After sourcing the template,
Task# Searchforemplate to apply highlight and press Select.

Estimated Time Asset Name:

Labour Rate/hr: :

Based on Assigned:

Search
Estimated Labour Cost:
Budget Number: Search results, hightlight or double click desired Template to select. )
Category sseet Name Summary Edit the Summary or the Procedure to

SChedu‘e: Equipment & Furn... lce Resurfacer 100 Heur Ice Resurfacer Service — SUIt yOUI’ Opel’atIOHS pl’aCtICGS by
Attachments: Vehicle 2000 KM Vehicle Service ; clicking in the field and adding or

Equipment & Furn... lce Resurfacer 400 Hour lce Resurfacer Service \_-]TaskTempla‘teBB d |et|n eXlSt|n teXt
summary Services - Mecha... Compressor 5,000 Hour Compressor Inspection |l save | [€]Back | 1] New | @) Delete | (@) Help 2 g g .

Services - Mecha...  Air Cocled Condensers Annual Air Cooled Condensers Inspectio CosHitE s |f—

Services - Mecha...  Air Handling Unit Annual Air Handling Unit Inspection
PM Procedure Services - Mecha.. Ammonia Detector Annual Ammenia Detector Calibration Status: | Active e

Services - Plumbing  Back Flow Preventer Annual Back Flow Preventer Inspection Category™ | seieet

Select Estimated Time: (hrs per Asset)

Estimated Labour Cost:

summary: | Quarterly Furnace Inspection

— - PM Procedure: | 1. Remove cover and check belts, pulley alignment.
,@,Phﬂv | U Assets v Reports 2. Check flame and sequencing.
- = 3. Grease bearings.
— 4. Change filtter and vacuum intericr.
£ PM Functions... 5. Check gas valve resets.
= 6. Check thermostat operation. .
7. Note any discrepancies.

@ Tactical Dashboard

Tasks

|| Task Templates Pl @ Add

Task Template can be
edited prior to creating the
tasks by selecting Tasks

b

@ :
8 Events b | #] Find Templates — Find and Check List items
U Parts pressing Find again to Qv | @ (B~
© Find Meters produce the available list. . Number | Check Listfem iy

o Check List Items can also
) Meter Readings 3

be set up in this section by
{4 Escalation Triggers b using the New button.
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Create PM Task

Scheduling the Task...

Choose between one time, daily, weekly,
monthly or yearly frequency. Each choice is
equipped with further scheduling details.

New Task

| save | [£]Back | [ Templates... | &) Help

General

Dictate the _
fri Task Details Task Status
equency of the Task & ——
task to be (2 PM Schedule *
2 Estimated Time: Hours ™
performed in the | Abour Rate/r one Time ) Daily O Weekly ® Monthly O Yearly
Schedule Set. :
Click on the Set Bebl ¥ ¥ Day(s)|1 Pick how often the task is to
Estimated Labour Cost The | first ¥ | |Mond b
glét;ggglz)(t . E 'Ir'ss [ mon ITcm IaYIWedI | Thu [ Fri [ sat be performed such as a
. - very: L sun ' Mon'— Tue - U Fn e Sa o
Budget Number: I specific day on the
Schedule: = L T calendar, a day of the week
’ the following months: |n a specrﬂc Week or
Attachments: specific month.
Summary
T — Starting from: A Time: |08:00 v

Determine when the task

l Apply ] l Cancel ]
schedule should start and

enter a preferred or required
time of the day for the task
to start.

Press Apply to generate the
In order for the events to appear in the

home page calendar, the task must be
associated with an asset. If the task is

schedule.

created without being attached to an asset,

the following reminder message will appear Warning: No Events will be scheduled until one or more Assets have been Assigned.
prompting you to find the asset or assets to
connect to the task.

Record Created.
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Create PM Task

Attaching an asset or multiple assets to the task schedule...

Task 195
After saving the Task, (i Saue|| (8] Back

the rest of the tab will
i wworni@| Related ltems (0] || Chegetiat Ll Dacte |l cohadulad Cuanta || omclotad Suacts || Activily
become available

[E|Templates_.. | (@) Delete | (1] Copy to New @ =rerm———rtyr

: . Select a predefined template to use for the PM Procedure
including Related (&) Add PM Assetto Task | () Add Buikdings to Task | ()
Tab. i
Asset Name = Asset 1D Category Buildings
Asset
= X The Copy to New
Search for Asset or press Create New Asset button to create a new asset bUtton W|” |et yOU Copy
PM Asset or the BUIIdlng can some of the information
Specify start date to schedule events for adding assets if different from Task Schedule.
be added to the Task. from the General tab of
Schedule Events as of: [

the current PM task to
a new Task form.

Search criteria

. ) Asset ID: . s
Enter the criteria to narrow

the search for the asset(s) bstillome
to be part of the scheduled Buildings: 5
task.

l Search J lCrea.te Mew Ass et]

Search results, hightlight or double click desired asset to select.

Highlight an asset or

Lsset Name Asset 1D Category Facility Location _
A1-1 SOLAR O&M_.. AT111 E2020 - Movabl... 250 Davenport ... assets from the IISt
Adhesive (Floor M... ® BTOT0 - Floor A NN 130 generated and press
Adhesive (Floor M... B1010- Floor A... 250 Davenport ... e SE|eCt.
Adhesive (Floor M...  Avegh B1010 - Floor &, 250 Davenport ... loor 8
Ldhesive (Floor M... B1010 - Fleor &...  Chateau Masson alhes ay
Adhesive (Floor M. B1010 - Floor &...  City Hall - Site
: fa e wa = miaan . - . i - ,
[ Select J [ Cancel ]

Tip: If there is more than one asset that requires to have the same task

performed againstit, hold Ctrl key on the keyboard and select the assets
you want to add then click Select.
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Create PM Task

Assigning parts to the task...

Task 201
] Tas After saving the Task,

|l Save | [&]Back | () Templates_. | (@ Delete | () Copyto New | (E the rest of the tabs
General || Related ltems (3) || Check List | Parts | @rremmrem=mr——m— will become available

© AddPartto Task | © _ including Parts tab

Name « Part Number Supplier = =

Parts

Search criteria
To specify which parts to use while performing Name:

the task, click on the Add Parts to task button.
Part Number:

Supplier:

There are various search criteria fields
presented to help you source the right part(s)

you wish to assign. After entering in your search
criteria, press the Search button to see the

itemized list shown below update. If not in your flage Part Number
current inventory, it could be created from this 8% 12" MAU Filter
screen as well. Bearing Lubricant

A4 Batieries

EL Battery Pack

You will now have the Generator Belt
option to select a part from EF Bal

the inventory of parts Boiler Pilot Assebly
tracked in AssetPlanner™ Boiler Gaskett

Boiler Manway Plate

test 1
Garbage Bags 20 ... JV2022
Test Part

4

Note: Each unique part or part number will be added to the task one at a time.

Tl

Search Results. Double click or Select part and press Add/Save button.

X
For Buildings: w
For Location: »
v For Model:
o | Search [ |Create Mew F‘art|
Cost Qty on Hand Qty on Order Supplier W
666.67 0 0 -
1.00 0 0
1.00 20 0
5.00 14,753 0
40.00 -2,533 0
20.00 -2621 0
58.00 -1
45.00 — Specify the quantity of the
14300 10 part assigned to the task
2000 2524 and press Add /Save.
10.00 44
20.00 5

| AddiSave ||  Cancel |I
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Completing a
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Completing a Scheduled Event

Welcome to Asset Planner PM 7.3 (You may click a chart item or calendar below to fitter the grid)

[l May, 2017 > Total effort in hours =] Past Due PM Events
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 G Sunday
17PMs  37PMs 22PMs 19PMs 19PMs 17 PMs 17 PMs Monday
7 8 9 10 1 12 13 SK
17PMs 24PMs 20PMs 21PMs 18PMs 13PMs 18 PMs Tuesday I PM
14 15 16 17 18 19 20 Nednesday :I Risk Management
18PMs 22PMs 21PMs 20PMs 183PMs 19PMs 18 PMs = FutureNet-UMCS-
21 22 23 24 25 26 27 Thursday Semi-Annual Tas
18PMs 22PMs 21PMs 20PMs [18PMs 13PMs 18 PMs Fraday

Saturday

The Preventive Maintenance module’s home

) ’ 0 5 10 15 20 25 o 10K
page can be filtered to All Events, Assigned to
My Groups or Myself and Assighed to Me. B
Shgw:l;l\” Events |v| |#*| For selected Calendar Date % Complete Selected Events gf]aﬂssign... o Medify Selected e Cancel Selected | -] Email Selected 3
|:| _ AllEvents Time Attachments Assigned To Asset WorkOrd Summary Service Req...
Assigned to My Groups or Myself .

= Bui Assigned to Me

F 9ETET 44 1l You can complete PM Event(s) in the ed Air Con...
® 98259 a4 i home page by placing check markin ed Air Con... Follow the same process to Assign,
| @—eTE ™ w the box at the beginning of each event Modify, Cancel, Email or Add Note to
3 Buikdings: HSC Bldg 1 listed in the chart. When selecte_d, the one or multiple events shown in the
BT " Completed Selected Events will home page.
L 19178 44 become available. Click when ready to Annual Air Compressor Inspection

: complete the PM Events.
@ Buildings: Fire Station #1 - Building
|:| ® 102906 44 03:00:00 Packaged Air Con... Annual Air Compressor Inspection
|:| & 102443 44 03:00:00 Packaged Air Con... Annual Air Compressor Inspection

@ Buildings: Community Centre - Site
[Fll® 85130 46 08:00:00 Community Centre... Daity Wet / Winter Weather Site Inspection

Confidential & Proprietary



Completing a Scheduled Event

PM Events for Wednesday May 24, 2017

Show: Al Events

[ - PwMEvent~ PM Task
= Buildings: Public Library - Building
[ ® esrer 44

] ® 98258 44

|:| & B618 36

[@ Buildings: H5C Bldg 1

] ® 11954 44

B ® 1917 44

@ Buildings: Hre Station #1 - Building

Click the event number to view

the full details of the PM Event.

Enter additional costs such
as labour and tax costs
related to completing the
event.

*Press Save on the top left corner of the page to save updated

information for the event.

»

«| For selected Calendar Date

Time Attachments

Select the Checklist, Notes, Triggers
to make entries for this events. Option

Assigned To

to review the Related Assets, Cost
Items, Asset History and Activity.

Carpets

08:00:00
() &% PM Event 8618
| save | (=] Back | (@ Relete | o C
General Check List Motes (0)

Classification

PM Event #:

Asset:

Buildings:
Location:
Estimated Time (hrs):
Estimated Cost:
Budget Number:
Program Budget:
Actual Time

Actual Labour Cost:

Pars Cost: .
Service Provider Cost:

Other:

GST2:

GST2:

Total Cost:

Summary
Weekly Chiller Inspection.

PM Procedure
1. Open the drain line on chiller.

o=

Related Assets (0) Cost ltems

PM8618 (TSK36)

Chillers
Fublic Library - Building

550.00

Hours hd

550.00

Activity

Triggers

Asset History

Status
Status:

Escalated:

Type:

Assigned Group:
Assigned To:
Service Provider:
Work Order:
Scheduled Date:”
Scheduled Time:
Date Completed:
Schedule:

Last Modified:
Aftachments from task:

Event Attachments:

the current date.

[ Email PM Event

Use this Completed button ONLY if no
field is require to update. Completed
Date field will automatically filled with

Change the Status, add Work
Order info and enter the Date

Completed to update the related
status fields for the event.

Scheduled hd

Mo hd

PM
v
v
v

201M7-05-24  |[F
08:00 v

|

every 1 weeks on Wednesday at 08:00 starting cn 2015-06-01

Press the Add button to add a

file or photo to the PM Event.

Tip: Changing the Status to Completed and pressing Save will

automatically use the current date.
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Search Preventative
Maintenance Data:



List/Search Preventative Maintenance Data

| Goto PM Event... ¥
|
PM Event£* [| |
@ This field is required
Enter PM Event number as nnnn.. ‘
Goto Cancel

If you have the Event or Task
#, you can just simply use the

Go to feature. A small
window will open where you
can enter your number.

Find PM Events
General Filters
Event#

Task#:

Date Field

Date Range

Starting Date

Ending Date

Fiscal Year.

Status

Type

Asset

Assigned Group

Assigned To

Service Provider

Budget Number:

FProgram Budget.

Work Order.

Summary contains

Check items contain

Categories:

Custom Details

Scheduled Date
Range. W
2017-05-01 |
2017-08-01 [
or| | PastDue PNM's

Type to search for Asset...

@-Home -

Modules: “

& i G R
[Emap | [ st ~

[] Messages *

Deme period has expired. Please
contact Support.

@ My Dashboard -

&5 Quick Links -

Go to PM Event #
Go to Task #
Tactical dashboard

Uncompleted PM Events
Add New PM Task

I_'—fFavor'rtesv

|@PM'|

-._:__-J Assets -

Reports ~

JbTool Box ~

PM /| PM Home

Welcome to Asset

PM Functions ...

@ Tactical Dashboard

E Tasks

3
_ |[Z] Task Templates 3

Sun Mon T
1 2
17 PM= 37 PMs 22

T & 9
17 PMs 24 PMs 20

&3 Events

¢ Pars

-

Q Find Meters

5) Meter Readings 3

= U Escalation Triggers b

k a chart item or calendar below to filter th

Total effort in hours

[=) Goto PMEvent#
#) Find @

@ My Events]

2F Find Tasks

bo Task #:

o | Active

Select from the quick links provided in the
Navigator bar or from the PM button in the

Find Assets menu bar.
You will be directed to either of
these two forms (Event form
and Task form) where you will
v be provided with a number of
¢ filtering options appropriate for
M what you are searching for.

~ When finished populating the filter fields,
click the Find button at the bottom to

produce the list of Tasks of Events that fit

the filter criteria

Note: Task are What to be don

Service Provider:
Budget Number:
Summary contains:
Schedule contains:

Check items contain:
Organization:

Organization:
Sector:

Region:
Department:
Development:
Asset Class:
Buildings Function:
Buildings:

Facility Status: | Active

Categories

Location:

g
® 1 1] v

nd Events are Assigned Tasks to be performed.
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List/Search Preventative Maintenance Data

We have now generated a list of tasks or events that can be saved as a favorite, exported, or printed.

can sort this table by
clicking on any one of the

The Select buttons allow the options to modify

multiple selected items from the list.

column header, such as Date.

PM Events | Bk to Find or Mew Search) Pages: = n 2013

[=] Selectall | [ |Unselect | [ Select between | | g Display all | ¥ Export | [ Modify | § Customize | &)

Event # Date # Status Asset Name  Summary Procedure
Fire Biweekly
PM2331  2017-05-01 Scheduled Protection  FIre Alarm

stem

sy 1. Visual inspection only. 2. Mote any irregularities or possible tampering. 3. Report any unusual circumstances to Maintenance
Specialties  pepection

Export will produce an

Monthly
Domestic  Domestic - ) o . ;
PM7310  2017-05-01 Schaduled \'HV:;?;FS ",_T':;te;r RJiaci}r?teeﬁatiér;eifsaaErtgbr\il:\?f\::iﬂv::fglt;?:Iiar-llfyvg‘fvgl.eans ofthe try lever. 2. Pull relief valve make sure it is free, clea excel version Of the data. :;t_tegg:‘:g
Inspection
Monthiy
PTG  2017-05-01 Scheduled Emergency Emergency 1. Startunit 2. Let ru_n_fnrstn_‘m mins_ 3 C_heck all fluid levels. 4. Check belts_s Read and record meter readings. 6. Look, listen and to .
Generator ﬁzg:;toc;r of any unusual conditions, noises or vibrations and take the necessary corrective steps. The CU stomize button a||OWS

2017-05-01 Scheduled Boiler Test 3 1.Test3.12 Test3.2 you to add or remove dlﬁerent

columns of information to you
1. Drain air and water from tank. 2. Close valve and restart. 3. Look, listen and touch. Determine the cause of any unusual conditions, noi tab|e_

The first Column Contains n the necessary corrective steps.
hyperlink to take you to the

detailed view of the event. o the necessary corrective steps. #1-Building
Fackaged r ¥r —
Alr nual AN 9. Drain air and water from tank. 2. Close valve and restart. 3. Look, listen and touch. Determine the cause of any unusual conditions, noises or vibrations and take |
LT A AR [ Conditioning ﬁgg‘lepn;i;sﬁor the necessary corrective steps. léljlll-::?;g;

Units
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List Preventative Maintenance Data — Customize Columns

Customize Columns can be used to add or remove columns from your table.

Customize Columns

Items listed here are Select the order and the columns to be displayed for this page.
cglumns that are Columns to Display Columns Available
displayed in your table.
Event # a Actual Labour Cost -
Date Actual Time ]
Status AssetlD Items listed here are the
Asset Name Assigned Group columns available for you to
Summary Attachment include in your table.
Use the arrow Up Procedure Block
and Down to Buildings Budget ltem
change the order Assigned To Py Budget Number
of which columns |_Remove >> | Categaory

appear in your City
table. Use the Add and Created
Remove button to move Date Completed
an item from left to right Department
and right to left. Development
Highlight the item that Esca!at_ed -

you wish to move first

before You press the Add Mote: company defaults for this form, are only used for users
or Remove button. that have not configured any personal defaults. If you wish all
users to use the new company defaults for this form you
must check the box to reset their settings.

| Reset all users settings for this form

Company Wide Defaults:|Save||Reset to Default]
Personal Defaults:|Save| [Reset to Default Cancel|

Press the Save button

when changes are done.
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Reports and Charts:



Reports

There are built reports that are
ready to be ran under the
reports section including

ssets - | Reports - | L}E’Tuzml Box - -.,j_‘z,_"aGunﬂgur&v &, Preferences - -J;fmdminv
®

Preventative Maintenance and Bl
Asset data. Create Dashboard
@ Assel Reports ¥ bume~ | ~ | By: Buidings~ | Ciick fo: List~
|| Company Reports 3
2] Facilty Data Reports b Volume of PM Events by Buildings
for week starting 2017-05-28
[ Fuel'Parts Reporis 3
@ | FM Event Reports b [ Active PM Events and Service Requests
5] Staff Reports e ;5 Custem PM Report
. Edg Daity PM Velume Each folder has
gy Daity PM Workioad numerous reports that
. are ready to use.
{3/ Detailed PM Work Order Report
. 30 By Escalated PM Events
E {3/ Past Due PM Report
-
-~ {3 PM Event Financial Costs
=%
5 F PM Events Analyzer
[ 5
2 Bl PM Events and Service Request Volume
_E_ 5@ PM Report - Outstanding actions

Weekly PM Volume

Lids
Lids

Weekly PM Workload

Note: To run a report, simply navigate to the report of your choice and click on the report title.
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Reports

The save button will allow you to
save your report as a personal
report for only you to access or a
company report to share with
you colleagues.

Specifies what data
Use this Excel icon to is displayed on the
export the data. y-axis.

Determines the level of
details to show when
clicking on any one of
the bars on the graph.

PM Ejents Analyzer

»
&
+
05}
i)
N

|l save | ¥Reset | [ Fitters... | ll;~ | ¥ | Show: Volume~ | By: Buidings~ | Click to: Listv
®

Specifies how the data
Use this button , Will be displayed on
when needing to the x-axis. .

reset the original Select the Chart icon
settings of a that would like to have
report. in your report.

Idings
and 2017-09-01

Press Filters to specify
what data is included in
the report. A window will
open where you can enter
the information you wish
to pull.

Number of

Tip: Specify a custom title and description in order to remember what filters were applied to a saved report.
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Reports — Additional Settings

PM Events Analyzer

® 1
® [T
o[’

)

i save | WwReset | [ Fiters.. | iz~ | $] | Show: Volume~ | By: Buikings~ | Click to: List~ Customize whether or

not your report shows
values, a legend and
the font size.

Chart Settings

4 General Settings Advanced Settings

Press Filters to specify

what data is included in

Report Tille: | PM Events Analyzer the report. A window will

3
Description: Allows you to analyze total volume, effort or costs (if supplied) of PM Events for JRYSSIRVACIECRYoVEerT R=Tpl(clg
the time pericd selected and can be broken down by varicus criteria such as the information you wish
Facility, Assigned Person, Service Provider etc. to pull
2
(Leave these two fields blank for automatic) Sewe (e w68 A Gl e
Chart Title: Qe
A
@ 1 Subfitle: o
2 Print just the chart.
£ Chart Type: Column3D b
[
2 Show values: | Auto w
2
E Legend: Auto ~
= .
Font Size: Default (10 point) 2
P "crf} \c{'f _.--‘bi'l. ..-‘b{-‘u X}:xﬂeb .-'H:':_ . £-
) e P @ . &
& P - TN ‘_-'ﬁ
*-!"}w # £ . Fi
l Apply J l Cancel ] v . F@ {ﬂ:’
La] L] = T o il - i T g = f i ﬁﬁ -'_,\' ;\:\-J
2 WP A Y oeE &5 3 8 & L -

Tip: Specify a custom title and description in order to remember what filters were applied to a saved report.
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Dashboards:



Dashboards

Dashboards allow you to quickly and easily access 2-6 of your favorite reports all on a single page.

@ Home ~« @My Dashboard = | ._—" Favorites = @ Service Requests» Bulletins = ) Assetsw ﬁ Reporis« u-}"TooI Box= .,Jj Configure =

‘ Iﬂ Re-select or remove My Dashboard belete () Add Item Anita's Dashboard

PM Events Analyzer Y@ & Bl&H?(OIX Analyzer @& Bl&IT DX
PM Workload Effort by Buildings Service Request Volume by Buildings
Scheduled to start between 2017-06-01 and Created between 2016-06-01 and 2017-06-03
* 20
400
dashboard or create a P 4
new dashboard 320 A
W -~ ‘

customizing the layout -
and choosing to include
all your favorite charts.

Select an existing dashboard to display as My Dashboard

You may select a dashboard to display as your initial starting page. It will also be accessible by pressing the "My Dashboard” menu
button.

e Please select a dashboard from the list below and press Select or press Create to create a new dashboard.

Help on SR Module

Contact us Title = Scope Description |

Iﬂ Anita's Dashboard Company

History -
= || E&S Dashboard Company

Service Requegt 1657 - —

Asset—m—? sdLAR 0&aM |om| Meeds Review Dashboard Company
(TEST) =@  |in PM & SR Dashboard Company
Service Request 1656
Asset - Fire Extinguisher
PM Event 124388

Task 49

Task 54

A Coimmd 43240 Todays hTe.

s Database Selection hd

i3
1]
1

Active Users
| Setas home Dashboard| | Remove home Dashboard| | Create a new Dashboard

httes:/fvan.assetplanner.com/dashboard?home=18ReplD=-1
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