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Configure Company Settings



Configure — Company Settings

As an administrator user type for the AssetPlanner ™ software, you will have the authority and
permission level to adjust the company settings for the database.

To access the company settings, after logging in, go to the Configure button in the menu bar and
select "Company Settings".

Several tabs will appear in the next screen based on the modules that you use in the software
suite.

The pages that follow will provide a description and direction of how the settings can be adjusted.
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Company Settings — General Tab

This tab allows you to set general information about your Company and 1. Enter the Company or Organization name
main administrator as well as some set some general features. that you would like to appear on the top part of the
AssetPlanner™ database.

1 Company Settings

[ save | [ Back | @ Hebp |

Sea.rit\f | Faciity Settings | aneh(mi Asset Planning Modue || Project Planring Madule | PMModude | Service Reque
) —

Company or Organization name:* |04 - Z - SAMPLE |

2. Upload your Company Logo with gif or jpg
format. This will appear at the upper left of your
database.

2 Company Loga: (upload 10go) 3. Choose from the three options on what you
@ ' Displayin Page Header. | Company Name and Logo would like to display in page header:
Measurement |Metic 24| - Company Name and Logo
@ Languages Enabled: |Eng|ish - Company Name Only
Region: | Canadian - Logo Only

Administrator Mame:™ |Sales Team

Administrator Phone:™ | 403-467-3263
@

Administrator Email™ | salesteam@fameassets.com
@I Tool Box Shared Documents: | Anyaone maEUEload . .
Track Users Geo Locatiorlg nabling this will ask user the firsttime to permit their location to be tracked. If 5 ThIS IS Where the Admlnlstrat_or’s COI‘It?Ct
available, location data is stored in the activity tab of various forms.) Name, Phone number, and Email address is
listed. Administrator is the main contact of the

database.

4. Select the Language and Measurement that
you would like to use as well as your Region.

Customized Administrator contact information message (displayed on logon page when user accountis disabled):

6. Let anyone or limitto only Administrator who
can upload files or documents to the Share
Documents under Tool Box.

7. Check the box if you want to track the location
of the user.

8. Customize the message that you would like to
display on logon page when user account is
disabled.




Facllity Settings

Confidential & Proprietary



Company Settings — Asset/Facility Settings

Flsave | BiBack | @ Heip |

m i b Custom Details ” IN” asset Planning Madule ” Project Planning Module ” PM Module ” Smiueue{-b

The database provides an opportunity
to create various database structures

or groupings when dISpIayIng or B Map | B List . . Facility configuration:

Vi er ng the data Default Tree View: | Portfolio
Facility Intially Selected Tree ltem:
Portfolic 1 . Hide Top Level Folder in Tree: []

Use eDashboard Roles: [ ] |eDashboard Roles...

Tip: If checked then user must be assigned to one of these roles to use eDashboard app.

1. To configure the options for "Tree | "
Views" on the Facilities tab, click on | audittracking

) Levels fo Track & Labels to use: :ﬂ
the "Configure" button next to Tree g: Category Love [Pty |
. an Facility Gode Label-
Views. Funding Program Asset Network Label Values
City Zone Label: | Portfolio Values
. . . . Model Template Region Label | Region [Values._|

2. In the configuration window, click | syee Cassicatont
Sub Level |Street Values.

on the "New" button to set up a tree ||Fadiity
view. Add a title as to how you
want to describe the view.

Tip: The Sub Level and Classification fields are optional fields that provide an additional level of grouping and filtering
reports. They only display on the Facility form if you provide a label here.

Jort | Company Settings

‘Configure Facility Views

3. Next, click on the Configure View © New | 6 oot _

option. Here is where you will e s e S et OO i | e
select from available columns of - p——_

data to be Organizational Choices z:gcategorv gﬂgamailz::li;mnmmm right to the left side to create the view. To make corrections drag folders back to the

when viewing the data. Funding g T
When all the levels of organization Lo l| Failities = o

# of Bedrooms

sheet Bstreet Asset Network ]
have been selected, press Save Faciy e e
To create a filtered view of this @ e
option, click on the Configure Filter < oo scers
option and set the filters. Press . v
Save to retain the settings. P | R
Current Data Model Year 2016 | | Change..
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Company Settings — Asset/Facility Settings

You have now generated a list of ways to organize or filter data using the "Tree View.

4¥ Company Settings

ElS'ﬂU‘E | E]B-ack | @ Help |

H[ General ” Security ][ Custom Details ” Financials ” Asset Planning Module ” Project Planning Module ” PM Module ” Smmelle+T

Facility configuration:
Tree Views:
I_Default Tree View: Paortfolio 5

| Intially Selected Tree Item:
Hide Top Level Folder in Tree: [ ]

3 Use eDashboard Holes: | | |eDashboard Roles...

Tip: If checked then user must be assigned to one of these roles to use eDashboard app.

Levels to Track & Labels to use:

Level 1: | Facility |
Facility Code Label. | |
Asset Netwark Label | |
Zone Label: |F'artic|-|iu |
Region Label: |Regiun |
Classification: | |
Sub Level: |Slreet |

Tip: The Sub Level and Classification fields are optional fields that provide an additional level of grouping and filtering
reports. They only display on the Facility form if you provide a label hera.

1. After you have created the various views for your data, set anyone of them as the default view to display
the data when in any of the modules your database is utilizing.

2. Set the initial selected item for the tree view by selecting from the drop down menu

3. Check off the box if the need is required to hide a top level folderin the Tree View.
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Company Settings — Asset/Facility Settings

You can add a new facility to the database by going through the following steps. These steps can only be carried out by

an Admin. Or Config. Admin. User.

=

Click on the List icon found near the top left corner of the screen
Click on the new button

N

3. When then next screen pops up, you will need to fill in all the fields that have an asterisk on the General Tab of
the facility information at a minimum — Facility Name and Portfolio. The other fields can be filled in later if you

don’t have all the information at your fingertips.

4. Press Save to see it appear in the Facility Tree in the left hand side of the screen as well as in the Service

Request module.

Y Home | [ MyDashboard | g& Favortes | "YServiceRequests | [lBulens | @Assets | [F Repors | ,ToolBox | &f Configurd

E @\ a Facility List where vist by Type = Building

FEMag | B st

D Facility a Function Status Floor List Contact Name

Potoo
=3 Portfolios 3626 34th Street Active Defta
213 Housing (244) [E]| 3899 west 51st Avenue - A Active  ground level, up. Vancouver Point, V Penny
[ 34th Street (1) [[] 3899 West 51st Avenue - B Active  ground level, up... Vancouver Peint, Moreen

To archive a facility in the database, set the status to in
Active. This will remove it from all reports in the database
but allow you to refer back to it or include it as long as you
search for "inactive" facilities in the status fields of the
reports.

Facility: * | 3626 34th Street

Description:

Function:

l Portfolio: * | Housing

Region: | Single Family Homes

Facility consists of

Strest: |34t Street .
Facility Code: [ 777777 o “}

37 Elementis)
1 Audits(s)
0 Project(s)

Unique Building ID: |

0 Asset(s)
0 Service Request(s)

Floor List: |
Optional comma separated list of floar names. (Ussd by Service AP Standard Classifications
Request Module). Levell: E
Address: | 3626 34th Street | or
Gity: | Delta l Lvais: =
e C— o =
Province/State: | British Colu;miaw B
Postal/Zip: e —_——
status: [Actve ]
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Company Settings - Custom Details

The system provides the option to create Custom Detail fields that appear on a
separate tab against each facility.

@ m © Delete | P Modify Selected | I Import | 5J Export

Form Use in . Use as
1. To create a new custom Field Label Field Type Displayed 3:::. F;;;::;t Editable  Auditable 03’:{"; B;ﬁl:‘a | 'Gr;::; :w' Field Name
detall fleld, CI'Ck on the NeW Funding Source  Drop down: Conf... (] 1 ] O .
button and type in a field Funding Codes . Drop down (Mt = 2 B H
Funding # Text field ] 3 ] (]
|abe| . Classification Drop down: Conf... (] 4 [ [l
Classification. . Large Text field ] 4 (] (]
. . Phase/Constru... Drop down: Conf... |:| 5 |:| I:‘
2. After entering the Field e rosas = s B B
label, tab through the CL{SCEET it @ g ’ g g
. Low Income Drop down: Conf. . 8
columns to configure how you P = . - -
want to set the custom field AudtType  Drop down: Conf... ] 12 =] B
. Audit Year Drop down: Conf... |:| 13 |:| D
up SUCh as the Fleld type’ Audit Category Drop down: Conf... |:| 14 |:| D
where to use in report filters Audit Assigned... Drop down: Cont... ] 5 @ ]
and the order in which to Other Audit TypeTextfied = e 00 ’
display the field.

3. For those fields that require
a drop down menu, click on
the Configuration link to
generate the drop down list
options.
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1. Tree View: Set default view for the Site/Asset
Group tab shown on the bottom left screen. Add or
delete a view that you would like to appear on the
drop down list as well as configure the view and filter. Asset View] 1

T oty

Meter Type, Development

[Fsave | | Back | @ Heip |

Development
aj General || secuity | Facity setings | Custom Detais || Finandals || AssetPlanning Module || Project Planning Module mmdule Service Reque + Department
Tree Views: | Configure... Ward
PM Task Types: | Values Sector
Customize PM Asset Form: | Customize... F'.Egiﬂﬂ
Customize PM Task Form: | Customize... .
Function

Customize PM Event Form: | Customize...

Budget Number Field: [ Showfield on PM Forms Sector, Region, Development
[ make field mandatory

Asset View
Use Full Cost Details or Simple Parts Tab?. |Cost Details ﬁl
Display Past Due Count on Home Page: |Mo ﬁl Deparh'nent, Ward
Use alternate color check mark for PMs completed late: |No ﬁl Mew ServiceRequest View
Use this Template if Creating SR from PM:
. M Test Configure
From home page allow Events to be completed: 0 days in advance
Email PM Schedule Summary for all Buildings: E Sector, Region
To: |

(zeparate muttiple addresses with commas} Configure Asset Views L4
Note: For more control on P schedule notifications users may define their own criteria for
receiving PM schedules using the custom nofification feature in Preferences = PM Tab. @ New I & Delete

Fleet Assets Fuel Measurement |Metric ||
- y . Hide
Asset Custom Field1 Label: |Potential Hazardous Mater| | Values... Description Wiew Fitter Enabled ) o

Asset Custom Field2 Label: | Analytical Result CELE Asset View (Configure View)  (Configure Fitter)
AssetCustomField3Label: | || vaues..
#Asset Custom Field4 Label: Values

Tip: If you populate values using the buttons above the custom fields become drop-down lists
otherwise they are text fields.

Asset Details Tab Mame: | Asset Details TEST Configure...

You may define additienal custom Asset Detail Fields by clicking "Configure...” button. These
figlds will be displayed on the Asset Details TEST tab of each Asset

Close




Company Settings — PM Module

£+ Company Settings

[F]save | (@) Back | @ Help |

q[ General H Security ” Facity Settings ” Custom Details ” Financials ” Asset Planning Module H Project Planning Module

Tree Views:

PM Task Types:

Customize PM Asset Form:
Customize PM Task Form:
Customize PM Event Form:
Budget Mumber Field:

Use Full Cost Details or Simple Parts Tab?:
Display Past Due Count on Home Page:
Use alternate color check mark for PMs completed late:

Use this Template if Creating SR from PM:

From home page allow Events to be completed:

Email PM Schedule Summary for all Buildings:

To

Fleet Assets Fuel Measurement:
Asset Custom Field1 Label:
Asset Custom Field2 Label:
Asset Custom Field3 Label:
Asset Custom Field4 Label:

Asset Details Tab Name:

Configure.
Values.
Customize.
Customize.
Customize.

Show figld on PM Forms
[ make field mandatory

CostDetails |37
No w
Ne =

]

days in advance

I
[ ™

(separate multiple addresses with commas)
Note: For more control on PM schedule notifications users may define their own

Values.

Potential Hazardous Mater
Analytical Result

Tip: If you populate values using the buttons above the custom fields become dr
otherwise they are text fields.

Asset Details TEST Configure.

“You may define additional custom Asset Detail Fields by clicking "Configure...” by
fields wil be displayed on the Asset Details TEST tab of each Asset

Values.

Values.

Walues.

2. PM Task Types: Add or
remove value on the PM Task
Type drop down list.

*See tip section on the right side of the

configure value window.

schedules using the custom notification feature in Preferences -= PM Tab.

mport | 3
Pl Task Type Enabled
Pl
Code
Health & Safety
Risk Management
Daily
Major
Minor

Training

port | &
5o
10
20
30
4

rt . Default

OoooooE@®

Description

criteria for

Configure values .4

To configure the Values used in the PM
Task Type drop down list:

Press the New button to add a new value or
dickin a cell to edit the existing value.

Optionally you may supply a numeric value in
the Sort Order column to define a special
sort ordering of the list. Otherwise the list
will be sorted alphabetically on the value
column.

You may supply a brief description in the
Desaiption column which displays in the
menu dropdown and is also used to search
for menu items when typing into the
dropdaown list.

Unchecking the Enable box wil hide that
Value in the drop down menu,

‘You may select one item to be the default
choice. If specified this item will be selected
when creating a new record.

|

| Close |

ot  ——

| @ Hep |

m Related [tems (17) H Check List H Parte H Scheduled Events ” Completed Events ” Activity ]

r Task Details Task Status
Task # TSKa4 [ Status: | active e
Estimated Time: 1 | Hours hﬁ] Type:™ ||§I| h]
Labour Rate/hr: 565.00 Assigned Group: PM =
Based on Assigned: Assigned To: Code
Estimated Labour Cost | $150.00| T — Health & safety
Budget Mumber: hﬁ Reminders: Risk Management
Schedule:  Set every 1 days at 08:00 starting on Created: Daily
(4510 Past due everts) |20 100424 Last Modified: Major
Aftachments: | Add || Minor
Training ]
g v

Annual Air Compressor Inspection

r PM Procedure

1. Drain air and water from tank.
2. Close valve and restart.

3. Look, listen and touch. Determine the cause of any unusual conditions, noises orvibrations and take the necessary corrective steps.




Company Settings — PM Module

3. Customize the Asset, Task, and Events forms. Here,
you may hide certain fields that you do not use or you
may choose to hide certain fields for Contractors as well
as the tabs. Use caution here, as soon as you uncheck a
box this is immediately saved and will affect your users.

Depredation
[ attachments

-ﬂ- Company Settings

B
T“ General || Seaty || Facity Settings || Custom Detais || Finanils || AssetPlanning Modue || Project Planning Mode

Tree Views Configure.
PIl Task Types Walues....
Customnize PM AssetForm: | Customize...
Customize PM Task Form: | Customize...
Customize PM Event Form: | Customize...

=1 STOWTETd on PM Forms
[ Wake field mandatory

Use Full Cost Details or Simple Parts\Tab?. | Cost Details a

Display Past Due Count on Home Fage: |Mo E
Use alternate color check mark for PMs completed 13te: | Mo E
Use this Template if Creating SR from PR a

PM Event 102641

W Notes (0) || Related Assets (0) || Costltems || AssetHistory Actvity

PM Event #: PM102641 (TSK44) Status: Completed a heir own criteria for
' . nces - PH Tab.
Asset Packaged Air Conditioning Units EEEn No
Buildi Fire Station #1 - Buildi
uildings ire Station #1 - Building —_ o
Location:
Assigned Group: E
Estimated Time (rs) 1
Assigned To Anita Wilson b
Estimated Cost $150.00
Senice Provider. W&V Mechanical b
Budget Number el
Work Order.
Actual Time 1| Hours
Scheduled Date:™ 20170115 |
Actual Labour Cost $100.00
Scheduled Time 0800 b )
Paris Gost $62.50 zcome drop-down lists
Date Completed: 20170300 |
Service Provider Cost
Schedule every 1 days at 0800 starting on 2016-04-24
Tt Last Modified: 2017-03-09 10:15 by Anita Wilson
GST2: $3.13 Attachments fram task: jure...” button. These
GSTZ $3.13 Event Atachments: | add
Total Cast $168.76
Y
Annual Air Compressor Inspection
[
1. Drain air and water from tank
2. Close valve and restart
3. Loo, listen and touch. Determine the cause of any unusual condilions, noises orvibrations and take the necessary correciive steps.

Select the Tabs which will be hidden for Contractor user type:

[ bowntime [ related Items

Asset Histary

|:| Notes
Activity

Custom Details

Parts

E[ Depreciation H Asset Detals TEST H Notes (0) ][—] Domnme ©@ I Related Items ] Attachments. \mmﬁm

G ~

AssetName:™ | Fire Alarm System Status:* Active w4l

AssetID: Date nstalles: | 1981-01-01 [

BarR Code Expecied Lifstime

Manufacturer (vrsy

wogel Expiration Year. | 2022
Warranty Expires

serial
= g

€=y Purchase Cost 568,620.00

UL M Purchase Date, =]

Potential oot Narm

Hazardous B eerfumber

R Replacement se2.62000

Analytical Cost

Result Created: 2014-01-089 22:15 by Jeff Lipkewich
Last Modified

o Meter Names
Category
D5037 - Fire Alarm System ———
Setect.
Related separated Istof  Eniornew Reading | Display Readings
Element ID 468323 Meter Reading

Element
names)

Buildings™ @, | 250 Davenport Road a

Unitey, =

Location: hal

Relatedto

Fina

Original fire alarm, mircom system annually monitored. ‘

W Taskaa

@ Related Items (16) | Check List Scheduled Events | Completed Events | Activity

Task Details- Task Status

Task# Tskas Status Active =
Estimated Time: 1| Hours E Type:™ PM a
Labour Rateihr $65.00 Assigned Group =
Based on Assigned: Assigned To: a
Esfimated Labour Cost: §150.00 Service Provider. WM&V Mechanical =
g 9 Reminders Yes a

Schedule: | Set every 1 days at 08:00 starting on Created 2016-04-05 09:59 by Scott Cripps

(4610 Past due events) 2ie-0s2s Last Modified: 2017-02-10 11:56 by Anita Wison

Attachments:  adgs

Annual Air Compressor Inspection

PM

1. 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 the necessary corrective steps.




Company Settings — PM Module

4. Budget number field: Check or uncheck the
box to enable the Budget Number field set up on
the financials tab to appear on the Task Form

-ﬁ- Company Settings

[F]save | [ Back | @ Help |

z“ General | Seaurity | Faclity Settings | Custom Detais || Finandals | Asset Planning Moduie || Project Planning Mocie

and Event Form.

5. Select from the dropdowns:
a. Use the Full Cost Details or Simple Parts Tab
b. Display Past Due Count on the Home Page

Past Due PM Events

5K

c. Use alternate color check mark for PMs
completed late.
Red — PM is Completed after
" the Schedule Date
Green — PM is Completed
%  on or before the Schedule Date

6. Use this Template if Creating SR from PM:
Select what SR template to use if creating SR
from PM.

7. From home page allow Events to be
completed: Set how many days in advance you
will allow the users to complete the PM Event
from the Home Page.

®

Tree Views: | Configure...
PM Task Types: | Values...
Customize PM Asset Form: | Customize...

Customize PM Task Form: | Customize...

Customize PM Event Form: | Customize...
@ Budget Number Field: [ Show field on PM Forms
[ make field mandatory

Use Full Cost Details or Simple Parts Tab?: | Cost Details ﬁ]

Display Past Due Count on Home Page: |Mo ﬁl

Use alternate color check mark for PMs completed late: | Mo ﬁ]

@ Use this Template if Creating SR from PM: |

From home page allow Events to be completed: 0 days in advance

Email PM Schedule Summary for all Buildings: E

To: |
(separate multiple addresses with commas)
Mote: For more control on PM 2chedule notifications users may define their own criteria for

T P S e e

Fleet Assets Fuel Measurement: :
Asset Custom Field1 Label: | Potential Hazardous Matel| | Values...
Asset Custom Field2 Label: | Analytical Result Values...

Asset Custom Field3 Label: Values...

|

Asset Custom Field4 Label: Values...

Tip: If you populate values using the buttons above the custom fields become drop-down lists
otherwise they are text fields.

Asset Details Tab Name: |Asset Details TEST Configure...

“fou may define additional custom Asset Detail Fields by clicking "Configure...” button. These
fields will be displayed on the Asset Details TEST tab of each Asset

8. Email PM Schedule Summary for all Buildings: Select how often you
would like the PM Schedule Summary to be emailed to the email address
you entered. Use comma if adding multiple email addresses.

- Never - Monthly - Weekly



Company Settings — PM Module

9. Fleet Assets Fuel
Management: Indicate whether

[Esave | & Back | @® Hebp | . . .
e | s s | e | s | soecemteni | sossuemgrene |G sevese». YOU WiSh 10 Operate in metric or

Imperial
Tree Views: | Configure...
PM Task Types: | Values...
Customize PM Asset Form: | Customize... 10 There are fOUI’ CUStom
Customize PM Task Form: | Customize... flelds In the Asset form that you
Customize PM Event Form: | Customize... .
Eusget Numbst 18 (2] Show ekt an Pl Forms can use _|f need to add more
[Jwake field mandatory information about the asset.
Use Full Cost Details o Simple Parts Tab? |Cost Detalls |34
Display Past Due Counton Home Page: |Mo E Open the Val u es to add ]
Use alternate color check mark for PMs completed late: m dropdown ||St OtherWISG the fleld
Use this Template if Creating SR from PI: M . . .
From home page allow Events to be completed: I:I days in advance WI” be a teXt fleld CUStom fleld
Email PM Schedule Summary for all Buildings: l:@ WI” be placed On the |eft Slde Of
@ | | the General Tab.

(separate multiple addresses with commas)
Mote: For more control on PM schedule notifications users may define their own criteria for
@ rosmmmgrereegedules using the custom netification feature in Preferences -= PM Tab.

Fleet Azsets Fuel Measurement: ;efrir: [ . ..
Asset Custom Field1 Label: |Potential Hazardous Matei| | Values... 11 You may deflne addltlonal

@ Asset Custom Field2 Label: |Analytical Result | | values... custom Asset Detail Tab that
e s = will display on the Asset page.
Tip: Ify_nu populate values using the buttons above the custom fields become drop-down lists Use the Config u re button to
otherwise they are text fields. . .
@ Asset Details Tab Mame: |AssetDetaiIsTEST | Cenfigure... add the fleldS that yOU WOUId Ilke
You may define additional custom Asset Detail Fields by clicking "Configure...” button. These . .
fields wil be displayed on the Asset Details TEST tab of sach Asset to be 1g] the tab You W||| have
the option to set the fields as

dropdown list or text field.
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Company Settings — Service Request

1. Tree View: Set default view for the Building/Service
Request tab shown on the left screen. Add or delete a
view that you would like to appear on the drop down
list as well as configure the view and filter.

Mew ServiceRequest View|

—
[Flsave | B Back | @ Help |

— = - - - . . — Mseter Type, Development
Q-E| Security “ Facilty Settings ” Custom Detsis “ Financisks “ Asset Planning Module " Project Planning Module “ PM Module m

Development
Tree Views: Departmeant
Service Request Types: | Values... | [\ ] Mandatory Ward
Service Reguest Priorities: Sector
Pending Reasons: .
Region
C ize Service Reguest Form:

Functicn

Enable SR Approvals:
If enabled then persons in the appropriate Approvers role must spprove reguests which -
have a Status of 'Pending Approval. SR Templates can be configured o require an Sector, Region, Development
Approval from a specific Role.
Prefix for Service Reguest ID: |SR Hsset Wiews

Set Status to Closed if ‘Date Completed” entered: | ves E Department, Ward
Who can Delete a Service Reguest: | Creator with Write Access hﬂl ey SEW-I:ER.IEqIJEt Wi

Default Request Time to: ﬁl

Default Fitter for Home Page listing (improves speed): | Mo fiter ﬁl Test Cnnﬁg ure
Budget Number Field: Show field on Service Reguest form Sactor, Region

Make Budget field dat

Custom Field2 Label: | Assigned No. 2 | | Values... | O v P View Fiter | e :i:s:em.eu Eﬁsp\ay&
Custom Field3 Label: | | | Values... | O y New ServiceRequest View {Configure View)  {Configure Filtar) & [&] 10
Custom Field4 Label: | | | Values. .. ||:| v
Mote: The above optional custom fields, if supplied, will display on SR form General Tab. If you supply Values
using the Values... button they will display as drop-down lists otherwise as text fields
Email Notifications: Notify Requestor on ission of new Reguest

Notify Group members on Group assignment

Notify Assigned person on A

Notify Service Provider on Assignment

Notify Service Provider of new notes

Notify Reguestor of new notes

Notify Assigned person of new notes

Notify Assigned Group members of new notes if no assignee

|:| Notify Reguestor on every Status change

Notify Requestor when Pending value changes

|:| Notify Assigned person and Provider when Purchase Order value changes < >

| Close




Company Settings — Service Request

2. Service Request Types: Set the values or descriptions to

ack | remplate elete | L ems) | @ Help |

group the various service requests submitted. Add or remove mm” =] ml
value on the SR Type drop down list in the configure value Reauest petas eavestSaius

Request: SR001641 Status:* Closed bl

window. Check the box beside the value to make this field T nka Wison ' P
Type: el Priorty:* Low ™
M and atO ry Category:” c3 Escalated: Yes E

SubCategery: MM - Minr Maintenance Created: 2017-03-08 11:12 by Anita Wilsen

2% Company Settings Buidings:* @ TC - Trouble Call Last Modified: 2017-03-08 11:41 by Mary Dallano

' e el sk ke : g
[Flsave | B sex | @ Help | Unit:cy, - =ty Scheduled Date:
Floor: Furmishings & Equipment Actual Start Date =]

"¢ heral || Security || Faciity Settings || Gustom Detais || Financials || Asset Planni j i - | Archive
- | ]| li ] ]| Pianning Module | Project Pianning Module || PM Module m Locationoom R C
Order Materials v
Assat: [ Fod Date Completed: 2017-03-08 11:41 ]
Tree Views: | Configure... Estimated Hours: —| Date Closed: 2017-03-08 11:41
Service Request Types: | Values... | [ | Mandatory Budget Number: 2 Assigned Group: nq|
. Assigned To:
SEMVICE HEQUEST Priormes: WVAILES... Program Budget: B4 g iﬁI
Service Provider: B
Pending Reasons: | Values... Ui e ’
Purchase Order Test with custom field with long
Customize Service Reguest Form: | Customize. title: |—E|

Aftachments: | Add Assigned No. 2: | hl

Enable SR Approvals: T
If enabled then persons in the appropriate Appiqvers role must approve reguests which

have s Status of ‘Pending Approval’. SR Templstés can be configured to regquire an P - .
Approval from a specific Role. Summary: | Ceilings - Water Stains
Prefix for Service Request ID: | SR E
Configure values
Set Status to Closed if ‘Date Completed” entered: | Yes E
. @ new | W Import | T Export |, Search Ll 51
Who can Delete a Service Reguest: | Creator with Write Access hl e |[EX | 0 1mport | Q) Export | 5, Sear ®
Ded | SR Type Enabled Sort... Default Desciption Field Name Zo ccm"»gure 12 Values used in the SR Type drop
Default Request Time to: ﬂﬁi MM - Minor Maintenance vl 10 vl e s
" isti . TC - Troutle Call 7 20 E Press the New button to 3dd 2 new valus or cick in
Default Fiter for Home Page listing (improves speed): |No fiter ﬂq! e ey J = B e e S g
Budget Number Figld: [] .
0 Show field on Service Request form Furnishings & Equipment @ a0 il Opticnally you may supply a numeric value in the
Make Budget field mandato Sort Order column to define a spacial sort ordering
g Y uchive 4 f the list, Otherviie the it vil be sorted
Crder Materisls il alphabetically on the value column.

Custom Field1 Label: |Tast with custom field with long t'rlla| Values... | [] Mandatory

You may supply a brief deseripbon in the
Custom Field2 Label: |A55igned No. 2 | Values... | [] Mandatory Description column which displays in the menu

dropdown and is also used to search for menu items

when typing into the dropdou list.

Custom Field3 Label: | | Values | [] Mandatory
Unchecking the Enable box will hide that Value in
Custom Field4 Label: | | Values | [] Mandatory the drop doven menu.
Note: The above optional custom fields, if supplied, will display on SR form General Tab. If you supply Values You may ssiect cne tem to be the default choice, 1
using the Values... button they will display as drop-down lists otherwise ss text fields. specihed this ftem vill be selected when cresting =

new record.

Email Notifications: Notify Requestor on submission of new Request

Notify Group members on Group assignment

Notify Assigned person on Assignment

Motify Service Provider on Assignment

Notify Service Provider of new notes

Motify Requestor of new notes

Motify Assigned person of new notes

Motify Assigned Group members of new notes if no assignee
|:| Motify Reguestor on every Status change

Notify Requestor when Pending value changes

[ notify Assigned person and Provider when Purchase Order value changes

*See tip section on the right side of the configure value window. =
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3. Service Request Priorities: Set the value of
urgency of the request.

¥ Company Settings

[FElsave | B Back | @ Help |
TE| Sacurity “ Facity Settings " Custom Detsils “ Financisk “ Asset Planning Module " Praject Planning Module “ BM Module m

Tree Views: | Configure..
Service Reguest Types: | Values... D Mandatory
Service Request Priorities: | Velues..
Pending Reasons: | Values...
ustomize Service Request Form: | Customize

Enable SR Approvals: i

If enabled then persons in the appropriate Approvers role must approve requests which
have a Status of ‘Pending Appr I'. SR Te cairhe i to require an
Approval from a specific Role.

Prefix for Service ReguestID: |SR
Set Status to Closed if Date Completed entered: |Yes ||
Creator with Write Access ||
Default Request Time to: nq‘

Who can Delete a Service Request:

Default Filter for Home Page listing (improves speed):

nofiter  [oa
Budget Number Field: Show field on Service Request form
D Make Budget fisld mandatory

Custom Field1 Label: |T&5t with custom field with long title | values... | [] Mandatory
Custom Field2 Label: |A55|gned No. 2 | values... | [ ] Mandatory
Custom Field3 Label; | || vatves.. | T mandatory
Custom Figld4 Label: | | Values... | [ ] Mandatory

Note: The sbove optional custom fields, if supplied, will display on SR form General Tab. If you supply Values
using the Values .. button they will display as drop-down lists otherwise as text fields

Email Notifications: Notify Requestor on submission of new Request

Notify Group members on Group assignment

Notify Assigned person on Assignment

Notify Service Provider on Assignment

Notify Service Provider of new notes

Notify Requestor of new notes

Notify Assigned person of new notes

Notify Assigned Group members of new notes if no assignee
[] Netify Requestor on every Status change

Notify Reguestor when Pending value changes

[ notify Assigned person and Provider when Purchase Order value changes

4. Pending Reasons: When Service Request status
Is Pending, indicate why is it pending by adding value
to this field.

[l reauesor | tots () | Reted o zeme) | Costrtems | Trggers Aty |

Request Details

Request: SRO01641

Requestor: Anita Wilson

Type: MM - Minor Maintenance

Category:" Ceilings

SubCategory:* OtherCeiing lksues

LA

Buikdings""13_ Champlain Place

=

Unit:Qy,

Floor:

Location/Room:

Asset: | Find

Estimated Hours.

Budget Number:

Program Budget:

Work Order.

Purchase Order:

Altachments: | Add

Request Status
Status:®

Pending:

Priority”
Escalated:
Created:

Last Modified:
Scheduled Dat!
Actual Start Date:
Req. Completion Date:
Date Completed:
Date Closed:
Assigned Group:
Assigned To:
Service Provider:

Test with custom field with long
title:

Assigned No. 2:

| Closed bl
\ bl
ILovi] K
Low

Medium

High

Urgent

Onhy Life/Safety Emergencies
Super Urgent

=)

01703081141 |0

2017-03-08 11:41

Summary:* Ceilings - Water Stains

.n Service Request - 1654~ Champlain Place

[E] save | (& Back | I Cory to K

Template. .

nd by Email

Bt | o) remstgo ) | contes | s |

Request Details

Request: SRO01641

Requestor: Anita Wilson

Type: MM - Minor Maintenance

Category:* Ceilings

SubCategory:* Other Ceiling lssues

Buidings:” @ Champlain Place

=

Unit: Gy,

Floor:

Location/Reom:

Asset: | Find

Estimated Hours:

Budget Number:

Program Budget:

a3

Work Order:

Purchase Order:

Attschments: | Add

Request Status
Status:*

Pending:

Priority:

Escalated:

Created:

Last Modified:
Scheduled Date:
Actual Start Date:
Req. Completion Date:
Date Completed:

Date Closed:
Assigned Group:
Assigned To:

Service Provider:

Test with custom field with leng
title:

Assigned No. 2:

Closed b
l hd
Approval
Parts
Mare Information
Resolution Confirmation

[

(=
2017-03-08 11:41 ﬂ

2017-03-08 11:41

Summary:* | Ceilings - Water Stains

*See tip section on the right side of the configure value

window.
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Configure SarviceRequests Form L 4

Here you may hide certain fields that you do
not use or you may choose to hide certain
fields for Contractors.

Fields Displayed: _ As well certain Tabs maybe hidden for

Select the Tabs which wil be hidden for Contractor user type:
Requestor [ Hotes Relzted Cost Ttems

[Flsave | B Bacx | @ Help |

| sy | iy s | oo | s | o e | v g s | v [T+

Triggers Activity

Fisld Displayed for Users Displayed for Contractors  Contractors May Edit TrimEre
Tree Views: | Configure... ActionlD il [ ¥ Use caution here, as soon as you unched: a
Adtual Start Date 1 @ 5 box this is immedistely saved and will sfiect
Service Request Types: | Values... N — your users.
0! ypy ] Mandatory Approved By 7 €]
Service Reguest Priorities: | Values... Approved Date il ] B
Approver RolelD ¥ @ @
Pending Reasons: | Values. — o = [~
Customize Service Request Form: | Customize...

Enable SR Approvals:

Prefix for Service Request ID:
Set Status to Closed if "Date Completed” entered:

Who can Delete a Service Request:

Approver Roles...

If enabled then persons in the appropriste Approvers role must approve requests which
have s Status of ‘Pending Approval’. SR Templstes can be configured to regquire an
Approval from a specific Role.

SR

=l

Creator with Write Access h‘

Qo erie s A

Requestor | Notes | Rested | Costitems | Tragers

Request Details

Request Status

-
Default Request Time to: ﬁ1 Eass Status: New Bl
) o Reguestor: Mary Dollano Pending: iﬂ|
Default Fiter for Home Page listing (improves speed): |Mo fiter q‘
. Type: MM - Minor Maintenance B4 Priority:" Low “-ﬁ|
Budget Mumber Field: Show field on Service Request form .
Category: il Escalated: E
D Make Budget field mandatory
SubCategory:* B4 Created:
Custom Field1 Label: |Test with custom field with Iungtrtle| wvalues... | [] Mandatory Buildings:* O hq' Last Modified:
1 .
Custom Field2 Label: |Assigned No.2 | Values... |:| Mandatory Unit: h Scheduled Date: Q‘
Flos Actual Start Date:
Custem Field3 Label: | | values... |[] Mandatory o
Location/Room: Req. Completion Date: | ]
Custom Field4 Label: | | Values... |:| Mandatory Asset: | Fand Date Completed: Ej
Note: The above cptional custom fields, if supplied, will display cn SR form General Tab. If you supply Values . Date Closed:
using the Values... button they will display as drop-down lists cthenwise as text fields. Estimated Hours:
Budget Number: = Assigned Group: llﬁ|
Email Notifications: otify Reguestor on submission of new Reguest i
.fy - = Program Budget: ™ Agsigned To: "ﬁl
otify Group members on Group assignment Service Provider l‘ﬂl
otify Assigned person on Assignment Work Order: ) ;
3 _ . Test with custem field with lon
otify Service Provider on Assignment Purchase Order: - B
ofify Service Provider of new notes Attachments: A&g ed No. 2 | hql
otify Requestar of new notes anec o
otify Assigned person of new notes .
otify Assigned Group members of new notes if no assignee TLONERE
|:| Motify Requestor on every Status change
Motify Requestor when Pending value changes
[ notify Assigned person and Provider when Purchase Order value changes
Description:

5. Customize Service Request Form: Here you may hide certain fields that you do not use or you
may choose to hide for Contractors as well as tabs. Use caution here, as soon as you uncheck a
box this is immediately saved and will affect your users.
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6. Enable SR Approvals: Check the box to enable
the feature and set the Approval Role. Only one
Approver Role is required. Having multiple
approver roles allows you to assign different roles
to different templates or manually choose the role
required to approve a request.

7. Prefix for Service Request ID: Select how you
would like the SR ID to starts with.

8. Set Status to Closed if ‘Date Completed’
entered: Choose ‘No’ to have the option for the
‘Date Closed’ and ‘Date Completed’ to be unique.

9. Who can Delete a Service Request: Select
who can delete either Creator with Write Access
or Admin Only.

10. Default Request Time to: Leave this field
blank if not preferred to have a request time filled in
the SR.

11. Default filter for Home Page listing
(improves speed): Once you have accumulated
several years worth of data in the database, you
can choose how many years worth of data you
want available from the home dashboard. **

il:i- Company Settings

E‘Eave |Ear_t | ® Help |

e | sy | it g | oo e | e | o o o | ot P s | o [ o

Tree Views: | Configure...
Service Request Types: | Values.. |:| IMandatory
Service Request Priorities: | Values...

Pending Reasons: | Values.

Customize Service Reguest Form: | Customize.. @
Enable SR Approvals . Apprwet Roles. .
[ onohlod thon nomancic the appropriate Approvers role must approve requests which
have a Status of F'endlng Approval. SR Templates can be configured to reguire an

Amnrounl from o coecific Bolo.

Prefix for Service Request ID: | SR E

Set Status to Closed if 'Date Completed” entered: | ves E @

Who can Delete 8 Service Reguest: | Creator with Write Access E

Default Request Time to:
Default Fiter for Home Page listing (improves speed): | Mo fiter Ej
Budget Number Field: || Show field on Service Request form
|:| Make Budget field mandatory
Custom Field1 Label: |Test with custom field with Inngtitlel values... | []Mandatory
Custom Field2 Label: |A5.5.ignec| MNo. 2 | Values... |:| Mandatory
Custom Field3 Label: | | Values... |[]Mandatory
Custom Field4 Label: | | Values.. | [ ] Mandatory

Mote: The sbove optional custom fields, if supplied, will display on SR form General Tab. If you supply Values
using the Velues... button they will display as drop-down lists otherwise as text fizlds.

Email Notifications: Notify Reguestor on submission of new Request
Notify Group members on Group assignment
Notify Assigned person on Assignment
Notify Service Provider on Assignment
Notify Service Provider of new notes
Notify Requestor of new notes
Notify Assigned person of new notes
Notify Azsigned Group members of new notes if no azsignee
|:| Notify Reguestor on every Status change
Notify Reguestor when Pending value changes
|:| Notify Assigned person and Provider when Purchase Order value changes

** Note: All data is available from the reports and queries
options. One can choose to not have it all loaded to the
home page to speed up the opening of the home dashboard
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E‘Save |Ear_t | @ Help |
TE| Sacurity “ Faciity Ssttings ” Custom Detsils “ Financials “ Asset Planning Moduls " Project Planming Module “ PM Module mz

Tree Views:

Service Reguest Types:
Service Reguest Priorities:
Pending Reasons:

Customize Service Reguest Form:

Enable SR Approvals:

Prefix for Service Reguest ID:

Set Status to Closed if 'Date Completed entered:
Who can Delete a Service Reguest:

Default Request Time to:

Default Filt me Page liztinn (imnrnves sneed)
Budget Number Field:

Custom Figld1 Label
Custom Figld2 Label
Custom Field3 Label

@®

Custom Field4 Label

Configure...

Values... | [] Mandatory
Values...

Values...

Customize...

: Approver Roles...
If enakled then persons in the appropriate Approvers role must approve requests which
have a Status of 'Pending Approval”. SR Templates can be configured to require an
Approval from a specific Role.

SR

B

Creator with Write Access L\qi

|
N filter m!

: Show field on Service Request form
|:| Make Budget field mandatory

: |Test with custom field with Iungt'rtle| Values... | []Mandatory

lessignedNn_Z | values... | []Mandatory

:l | Values... DMandatury

:l | Values... |[] Mandatory

Mote: The above optional custom fields, if supplied, will display on SR form Genersl Tab. If you supply Values

Email Motifizations:

using the Values... button they will display as drop-down lists otherwise as text fields.

: Notify Requestor on submission of new Reguest
Motify Group members on Group assignment
Notify Assigned person on Assignment
Notify Service Provider on Assignment
Notify Service Provider of new notes
Notify Reguestor of new notes
Motify Assigned person of new notes
Notify Assigned Group members of new notes if no assignee
|:| Notify Reguestor on every Status change
Motify Requestor when Pending value changes
|:| Notify Assigned person and Provider when Purchase Order value changes

12. Budget number field: Check or
uncheck the box to enable the
Budget Number field set up on the
financials tab to appear on the
Service Request Form

13. There are four custom fields in
the Service Request form that you
can use if need to add more
information about the request. Open
the Values to add dropdown list
otherwise the field will be a text field.
Custom field will be placed on the
left side of the General Tab.

14. Email Notifications: Check or
uncheck the boxes to turn on the
notifications.



Service Request Client Module

N AssetPlanner
h

Confidential & Proprietary



Company Settings — Service Request Client

1. Allow clients to create their own
accounts: If set to Yes and the client has
been given the special URL to your
company’s Client Service Request home
page, then they may use the ‘New User’
button on the AssetPlanner™ login page to
create a Service Request account in order
to submit Service Requests. If the value is
set to No, then you must create Service
Request accounts for your clients before
they are able to create or to check the
status of a service request.

2. Client Home Page: This URL is specific
to your Companies database. Using this
URL clients will see your Company Names
and logo at the AssetPlanner™ login
page and will be able to use the New User
button to create an account (if permitted
above)

3. What Clients may view: You may allow
clients that have Service Request
Accounts, either to view All Service
Request, Only their own Service
Requests, Any Service Request for their
Building or Only Service Requests for
their Building using the Service Request
Client page.

## Company Settings

E‘Sa‘.'e |E]E|au:k | @® Help |

i oz | et | s s | e | e

Q‘) Allow clients to create their own accounts: | Yes E

Client Home Page URL: hitps:fassetplannercom/src_home®oken=T58738Z530
(Thig Link Enables New Uszer butten if Yes abowve)

3 What Clients may view: | Any Requests for their Buildings 7|
Login Page: https:/fassetplanner.comiogen
(Does not allow Mew User button)

Otherfields to display on New Requestform: | *Phone MobilePhone, Priority RequestedCompletionD
ate, CCEmail Floor,Location *AssetlD BudgetNumber

Change...
(* = field will be reguired)

Welcome Text for Client Sernvice Request Home Page:

Tahoma ~ B A A F Ex

Welcome to <Client Name> Service Request Tracking System.

Use the "Mew Request” link on the left to create a new request. Once created you will receive Email
communications as we update the status your request. You may also track the status of your request online
using the "My Requests” link.

v

Left column Shortcuts box. Content or links you provide here will enable a Shortcuts box to appearin the left column of SR Client pages.

Tahoma M| B A A A B

hitp:ifassetplanner.com
Dashboard View

*Note: for the Settings ‘Only their own Building’, the client will not be allowed to modify their
profile and change the facility once initially set. Only an Administrator is able to change their
Building in this configuration. Administrator’s can also grant Service Request clients access to
more facilities by modifying the User account and altering the list of Buildings against their
account. This list of buildings a Service Request client may view will only display on the users
accountif you have set ‘Only their own Building’ setting on this page.
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4+ Company Settings

[F)save | [ Back | @ Help |

' h Detais H e H Asset Planning Module ” Project Planning Module H BM Module ” Service Request

Allow clients to create their own accounts:

Client Home Page URL: hitps:/fassetplannercomlsrc_home?token=T587382530
(This Link Enables New User button if Yes above)

What Clients may view: ‘Arw Requests for their Buildinas hﬁj
Login Page: hitps:lfassetplannercom/logon
(Does not allow Mew User button)

Other fields to display on New Requestform: | *Phone MobilePhone,Priority RequestedCompletionC
ate, CCEmail Floor,Location *AssellD BudgetMumber:

Change...

(* = figld will be required)

‘Welcome Text for Client Senvice Request Home Page:

EXTNEY 5 7 uiA oA 2 |

Welcome to <Client Name> Service Request Tracking System.

Use the "New Request” link on the left to create a new request. Once created you will receive Email
communications as we update the status your request. You may also track the status of your request online
using the "My Requests™ link.

v

TN 5 ;U (A oA G
hitp:/fassetplanner.com
Dashboard View

Left column Shortcuts box. Content or links you provide here will enable a Shortcuts box to appearin the left column of SR Client pages.

4. Login Page: Provide this link, if you do not want
the New User button to be enabled.

Tip: If you have enabled the ability for clients to
create their own Service Request account, but you
do not want all your clients to have this ability, you
can email the first link to the users that you wish to
create accounts and still safely post the
AssetPlanner™ Logon page link on your intranet
sites for all users.

5. Other fields to display on New Request form:
Choose the fields to display to Service Request
Clients when submitting new Requests. Click the
Change button to enable a field and specify if it is
mandatory or not.

6. Welcome Text: This field may allow you to
customize the welcome text that your client will see
when they visit the Client Service Request home
page. You may enter raw HTML information inside
the for box for formatting or links to other locations.

7. Shortcut Box: This field allows you to provide
shortcuts or URL link to other websites frequently
used by your database client users. The links will
appear on the left hand side of the service request
client homepage.
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1. Tree View: Set default view for the Building/Service

Request tab shown on the left screen. Add or delete a

view that you would like to appear on the drop down list

as well as configure the view and filter.
m

ﬁ- Company Settings

[E]save | [@Back | @ Help |

| General || seauity || Fadiity setting || Fnancials Permissions
-
IT'_.rpe of Usage, Functional U E]

Tree Views: | Configure...

Temperature Units: | Fahrenheit E

Budget Mumber Field: Show field ofwMeter Advancad tab

Enable Approval Workflow (AW): [] Asset Class
Accounts Payable Email for Flat File(AW) Type of Usage, Functional Use
Accounts Payable Email for Approval (AW): Type of Usage, School Type
Lasttime initial nofification was sent (AW) N\ Schoal Type
Custon Field1 Label: |Meter# | “alues. Functienal Use
Custom Field2 Label: | Premise # Values. .. City
Custom Field3 Label: | Site ID Values...
Template
Custom Fieldd Label Values.
WMeterType
Custom Field5 Label Valugs... B )
FacilityFunction MeterType
Custom Field& Label Values...
Consumption2 Label MeterType,FaciltyZone

Tip: If you populate values using the buttons above the custom fields
become drop-down lists otherwise they are text fields.

Grae o cecin n e v v outmansissngoreaspin ot S

Calculate error checking based on:. | Same Period of Previous Year hﬁ] @ New | © Delete
Warn if data varies from average by more than a0 | (percent) Description Vigw Fiter Enabled L y Flatten Tre.
Unspecified
Warn if data varies from predicted by more than 70 (percent) for meters with Weather Regression data WeterType (Configure View} (Configure Fiter) ] ]
Rearession calculated against Daily or Monthy consumption: | Monthly hﬁ] FaciltyFunction,MeterType (Configure View)  (Configure Fitter) 0 0
Minimum Regression Confidence 05| (0.2100.99) WeterType, FaciityZone (Configure View)  (Configure Fiter) B B
Default Heating Balance Point G5 | (degrees)
Default Cooling Balance Point 65| (degrees)
*Base Load Start Date: |2008-01-01 (3]
*Base Load End Date: | 2008-12-31 E]
Re-Analyze Mow
The above four values set the defaults to be used in Weather Regression/Modeling. You may also setthese values on a per Meter basis on the
Advanced tab of the Meter form
*Ifthe StarEnd dates are blank, AP will analyze each meter and find a 12 month period with the best confidence level and use that for the base year
of the meter.
Only meters with good Regression Data will be included in Energy Modeling Reports. To list meters with missing Regression Data click here. These < >
meters may need more data, may need adjustment to the base dates or may have the "Affected By sefting incorrect. —
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1. Budget Number Field: Configuration for the budget number field is on the Financials tab. This
checkbox add this field to the advanced settings tab of each of your utility meters so that you can

relate a budget number to each meter.

ﬁ- Company Settings

[E]save | [@Back | @ Help |

| General || seauity || Fadiity setting || Fnancials W

Tree Views: | Configure...

Temperature Units :

@ Budget Mumber Field: Show field on Meter Advanced tab!
& Approval Workflow (AW). []

Accounts Payable Email for Flat File(AW):

Accounts Payable Email for Approval(AW):

Lasttime i | notification was sent (AW): |
Custorn Field1 Label. |Meter# | NE L
Custom Field2 Label: | Premise # Values...

Custom Field3 Label: | Site ID Values...
Custom Fieldd Label Values.
Custom Field5 Label Values...

Custom Field6 Label Values...
ConsumptionZ Label |
Uiale valles UsIng e oUIons aoove e custom fields

TIp2 1T YOU popuial CERTE I
become drop-down lists otherwise they are text fields.

Enable errar checking on meter entry page: | Values out of Range; Missing/overlapping Date:hﬁhﬁ}

Calculate error checking based on:: | Same Period of Previous Year hﬁ]

Warn if data varies from average by more than a0 | (percent)
Warn if data varies from predicted by more than 70 (percent) for meters with Weather Regression data
Regression calculated against Daily or Monthy consumption: | Monthly hﬁ]
Minimum Regression Confidence 0.5/(0.2t0 0.99)
Default Heating Balance Point G5 | (degrees)
Default Cooling Balance Point 65| (degrees)

*Base Load Start Date: |2008-01-01 (3]
*Base Load End Date: |2008-12-31 |3

Re-Analyze Mow

The above four values set the defaults to be used in Weather Regression/Modeling. You may also setthese values on a per Meter basis on the
Advanced tab of the Meter form

*Ifthe StarEnd dates are blank, AP will analyze each meter and find a 12 month period with the best confidence level and use that for the base year
of the meter.

Only meters with good Regression Data will be included in Energy Modeling Reports. To list meters with missing Regression Data click here. These
meters may need more data, may need adjustment to the base dates or may have the "Affected By sefting incorrect.

2. Custom Field Label 1-6: The first 3 of
these fields show up as part of the Meter
Details on the Meter tab. The next 3 show
up on the Advanced Settings tab of the
meter. If you populate values for these
custom fields they become drop-down lists
otherwise they are text fields. Clients often
use these to store additional meter
information (Meter #, Premise #, Site ID
etc.).

3. Consumption2 Label: If you add a
value to this field Consumption 2 will be
renamed throughout the system with the
label provided.
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1. Approval Workflow: These settings are specific to clients who have set-up an approval system
where invoice data is regularly uploaded to Asset Planner. Users approve the invoices that should
be paid. A flat file is sent to the accounts payable department containing the approved invoices.

ﬁ- Company Settings

[E]save | [@Back | @ Help |

| General || seauity || Fadiity setting || Fnancials m Permissions
Tree Views: | Configure...

Temperature Units: | Fahrenheit :

Budget Mumber Field: [ Show field an Meter Advancad tah
Enable Approval Workflow (AW). []
Accounts Payable Email for Flat File(AW)

Accounts Payable Email for Approval(AW):

Lasttime initial notification was sent (AW), |

Cuslom Field1 Label. | Meter # | | values
Custom Field2 Label: | Premise # Values...
Custom Field3 Label: | Site ID Values...
Custom Fieldd Label Values.
Custom Field5 Label Valugs...
Custom Field& Label Values...
Consumption2 Label

Tip: If you populate values using the buttons above the custom fields
become drop-down lists otherwise they are text fields.

Enable errar checking on meter entry page: | Values out of Range; Missing/overlapping Date:hﬁhﬁ}

Calculate error checking based on:: | Same Period of Previous Year hﬁ]

Warn if data varies from average by more than a0 | (percent)
Warn if data varies from predicted by more than 70 (percent) for meters with Weather Regression data
Regression calculated against Daily or Monthy consumption: | Monthly hﬁ]
Minimum Regression Confidence 0.5/(0.2t0 0.99)
Default Heating Balance Point G5 | (degrees)
Default Cooling Balance Point 65| (degrees)

*Base Load Start Date: |2008-01-01 (3]
*Base Load End Date: |2008-12-31 |3

Re-Analyze Mow

The above four values set the defaults to be used in Weather Regression/Modeling. You may also setthese values on a per Meter basis on the
Advanced tab of the Meter form

*Ifthe StarEnd dates are blank, AP will analyze each meter and find a 12 month period with the best confidence level and use that for the base year
of the meter.

Only meters with good Regression Data will be included in Energy Modeling Reports. To list meters with missing Regression Data click here. These
meters may need more data, may need adjustment to the base dates or may have the "Affected By sefting incorrect.
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1. Enable error checking on meter entry page: If enabled this setting will highlight out of
range and or missing/overlapping data red on the meter page.

ﬁ- Company Settings

[E]save | [@Back | @ Help |

| General || seauity || Fadiity setting || Fnancials W

Tree Views

Temperature Units

Budget Number Field

Enable Approval Workflow (AW).

Accounts Payable Email for Flat File(AW)

Accounts Payable Email for Approval(AW):
Lasttime initial notification was sent (AW):
Custom Field1 Label

Custom Field2 Label

Custom Field3 Label

Custom Fieldd Label

Custom Field5 Label

Custom Field& Label

Consumption2 Label

Enable error checking on meter entry page
Calculate error checking based on:

Warn if data varies from average by more than
VWarn if data varies from predicted by more than
Regression calculated against Daily or Monthy consumption
Minimum Regression Confidence

Default Heating Balance Point

Default Cooling Balance Point

*Base Load Start Date
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Advanced tab of the Meter form

of the meter.

The above four values set the defaults to be used in Weather Regression/Modeling. You may also setthese values on a per Meter basis on the

*Ifthe StarEnd dates are blank, AP will analyze each meter and find a 12 month period with the best confidence level and use that for the base year

Only meters with good Regression Data will be included in Energy Modeling Reports. To list meters with missing Regression Data click here. These
meters may need more data, may need adjustment to the base dates or may have the "Affected By sefting incorrect.

2. Calculate error checking based on:
Errors related to out of range values can
either be calculated based on the same
period for the previous year or the average
of the past 60, 90 or 180 days.

3. Warn if data varies from average by
more than: If utility meter readings vary by
more than the percent specified warnings
will be created based on the settings
above.

4. Warn if data varies from predicted by
more than: If regression analysis is
configured for a meter and the predicted
data varies by more than the percent
specified from the actual data warnings will
be created.



Company Settings — Energy

Regression analysis is used to analyze the relationship between utility consumption/costs and
weather. This is a useful reporting tool for meters where the utility consumption and costs have a
strong correlation to changes in the outdoor temperature.

2. Minimum Confidence Interval: The
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Custom Field1 Label. |Mster# Values.
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vetes. 3. Default Heating/Cooling Balance
Custom Field4 Label Values.

= Points: The balance point temperature
S o occurs when the outdoor temperature is
et o i e oy o " 1% equal to temperature inside a facility.

Enable errar checking on meter entry page: | Values out of Range; Missing/overlapping Date:hﬁhﬁ}

Calculate error checking based on:: | Same Period of Previous Year hﬁ]

Warn if data varies from average by more than a0 | (percent) .
Warn if data varies from predicted by more than 70 | (percent) for meters with Weather Regression data 4- Base Load Start/End Date- You Can
Regression ca\culatedagail.ﬂs.tDailynrMnnthycnnSumptinn Monthly E either Specify a SpeCiﬁC base year for a”
Minimum Regression Confidence 0.5/(0.2100.99)
DctaukeatngCalanc Pk [__ o5 ores) meters or leave these fields blank and
Default Cooling Balance Point 65 |(degrees)

“Base Load St Date 70050101 [ AssetPlanner will find the base year with
e oasEnadae szt O the highest confidence interval.

Re-Analyze Mow

The above four values set the defaults to be used in Weather Regression/Modeling. You may also setthese values on a per Meter basis on the
Advanced tab of the Meter form

*Ifthe StarEnd dates are blank, AP will analyze each meter and find a 12 month period with the best confidence level and use that for the base year
of the meter.

Only meters with good Regression Data will be included in Energy Modeling Reports. To list meters with missing Regression Data click here. These
meters may need more data, may need adjustment to the base dates or may have the "Affected By sefting incorrect.




