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About Preventive Maintenance

When maintenance is required for equipment, a work order provides maintenance staff with
information on the required task such as where the equipment is located and when the task is
due. When a work order is dispatched, the maintenance staff can view the work order on their
handheld device, perform the necessary work, and send the completed information back to the
Preventive Maintenance (PM) work order system.

Get Started Now

To learn more about using the PM work order system and how it is used, please refer to the
additional topics in Using Preventive Maintenance (p.64).

Not Set Up Yet?

For assistance setting up the PM work order system, including creating equipment, tasks and
maintenance schedules, please refer to Setting Up Preventive Maintenance (p. 2).



Setting Up Preventive Maintenance

Equipment
About Equipment

Equipment that users wish to schedule work orders for must be added to the Equipment list.
Maintenance tasks that have been added to the Task Library list can then be associated with
equipment to create schedules. Work orders are automatically generated from the schedules
that are set up for each piece of equipment.

e |tis necessary to enter equipment before setting up schedules.
e Tasks are created independently from schedules.

I e When adding new equipment, enter descriptive names and/or number pieces of equipment
when there are several of the same type (e.g. AHU#1, AHU#2).

e Itis not necessary to enter all of the information regarding the equipment at first. Only the name,
system, and floor need to be added during setup; additional information can be provided later.




The Equipment List

This list displays basic information about equipment that has been entered into the PM work
order system. From this list, users can also access the Equipment Details Screen and update
schedules, gauge readings, file attachments, and other information.

To access the Equipment list, log into the Axis Control Panel at http://cp.axisportal.com, hover
over Building Services, hover over Preventive Maintenance, and click on Equipment.

Building Services Setup Content Manager
F Property Inspection Checklists T
Dashboard
Messages

Tenant Requests

Preventive Maintenan~=
On Demand List

Visiter Security

Scheduled List
Col

Issued List
Surveys
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An overview of the various sections in the Equipment list are provided below.
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1. Use the Property drop-down to filter the list by property.
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2. The Filter button opens an interface, which allows users to choose a wide variety of

filtering options.

e Filtering information is stored locally on your web browser, and is remembered
between sessions. The filter is automatically reset if users change properties
using the Property drop-down list mentioned in (1) above.



—-| Equipment

Equipment: compressor
System: Fire Alarm System
Building: Hillview Towers I (Hillview Towers)
Floor: 5
Status: ®) Active ) Inactive
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3. The list headings are highly customizable. All list customizations for a specific user are
remembered between sessions and are stored locally on your web browser.

e Users can click on a list heading to toggle between sorting the list in ascending or

descending order.

e Click and drag on headings to change the order they are displayed in.

e Users can add or remove list headings by doing the following:

o Click on the right side of a column heading (near the border between
column headings, as shown in the image on the right).

o Move your mouse pointer to the Columns entry in the list to display all

available column headings.

o Select the column headings that are preferred to be displayed and/or
deselect the headings that are preferred to be hidden.



Equipment Name = *  Building Floor Suite

Air Comprassor # 1 %l Sort Ascending ] Utility Room
Air Compressor 1 Zal Sor De: fing Rooftop
Air Handling Unit #1 4 C umications
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4. Clicking on an equipment name or double-clicking on a row in the list will display the
Equipment Details page for that piece of equipment. See The Equipment Details Screen
(p. 8) for additional details.

[ | Equipment

T Filter

Equipment Name « Building Floor

Ajr Compr r21 Hillviewr Towers | ]
Taver 1 Rooftop
Hillviews Towers | 4

Boiler 2 1 Hillview Towers | Basemen!
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5. At the bottom of the list is a control toolbar that allows users to access several commonly
used display features.

Page 1 of1 # ¥l | Records perpage: || - L:E'Refresh ._;;]'.Resei

The following list controls are available:



Return to the first page of the list.

Go to the previous page.

Page 1 of1

Manually enter a specific page to go to.

Go to the next page.

Go to the last page.

Records per page

Use the slider to adjust the number of records displayed per page.

.:}' Refresh

Reload the list (checks for updates to the list since it was last loaded).

"2 Reset

Reset the list display settings to default (also removes any previously
applied filters).

6. Click New Equipment to create a new entry in the Equipment list. See Adding
Equipment (p. 13) for additional information.




The Equipment Details Screen

The Equipment Details screen is accessed by clicking on the name of an equipment record in
the Equipment list. The Equipment Details screen allows users to view all information related to

a piece of equipment, including:
e Basic information such as serial number, make and model.

e Equipment location.

e Additional details related to the operation of the equipment, including online references.

o All maintenance schedules associated with the equipment.
e A history of all work orders associated with the equipment.
e Gauges and gauge readings.

e Any other file attachments associated with the equipment.
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I""&-dwdulﬂ-[-!!l 5 Work Orders | 38 Gawgez | 4 Amtachments
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Basic, commonly referenced information is displayed as a series of virtual cards on the left side
of the work order details; users can edit equipment by clicking on these cards. For additional

details on editing this information, see Editing Equipment (p. 15).

1. The Go Back button returns to the previous screen.



4 Go Back

Equipment Information ~

Mame: Air Handling Unit

2. The Equipment Information card displays general information concerning the equipment:
Name, System, Make, Model, Asset/Tag #, Serial Number, and Warranty Expiry.

Equipment Information

Mame: Air Handling Unit
System: Air Handling Systems
Make: Trane

Mode Quantum

AssetiTag # 1203218CM

Serial Number: TRA33482CLCP
Warranty Expiry: Jan 01, 2020 (Under Warranty)

3. The Location card indicates the location where the equipment resides: Property,
Building, Floor, and Suite.

Location

Property Hamill Court
Building Hamill Court
Floor Basement

Suite Mechanical Room

4. The Details card displays additional notes concerning the physical description, layout, or
equipment specifications, which could not be conveyed using the standard fields
provided in the Equipment Information card.

Details

Filter Type:

A = 2-in. MERV 8

B = 2-in. MERV 13

C = 2-in. MERV 8/4-in. MERV 11
S = Special

5. The References card contains external links (hyperlinks/URLS) related to the equipment,
such as installation guides or maintenance manuals.

References

Maintenance Manual

6. The Schedules, Work Orders, Gauges, and Attachments tabs are detailed below.

e The Schedules tab displays all scheduled tasks associated with the equipment.



o The Add Schedule button allows users to create a new work order
schedule. See Adding a Schedule (p. 19) for more details.

o Users can copy a schedule between pieces of equipment on the same
property. See Copying a Schedule (p. 28) for more details.

o Users can use the drop-down menus on the right to filter the list of
schedules by schedule name, or by status (Active, Inactive, All Statuses).

o Users can preview the work orders that will be generated by this schedule
over the next 12 months by clicking the Preview link, located next to the
Frequency field for the schedule's base task. See Previewing a Schedule
(p- 30) for more details.

o Users can edit a schedule by clicking on the schedule. See Editing a
Schedule (p. 21) for more details.

o Users can also deactivate (or reactivate previously deactivated)
schedules. For additional information, see Deactivating a Schedule (p.
31) and Reactivating a Schedule (p. 33).

™ cchedules (1) |} |i= work Orders @ Gauges || & Attachments

(&) Add Schedule D.Copy Schedule All Schedules || Active b
AHU General Maintenance ~

Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
AHU Monthly 0 hr 30 min Monthly Sat, Aug 09, 2014
e The Work Orders tab displays a history of generated work orders and their

status.

o Click on an ID number to display the work order's details.

! schedules (2) i Work Orders @ Gauges | & Attachments

In} Date Due « Title Assigned To Status
5472188 Jul 15 at 12:00 am AHU Weekly... John Smythe Open
5472125 Jul 9 at 12:00 am AHU General...  John Smythe Open

= AT P

am A WA al] Baoh Smith Cnen

e The Gauges tab shows collected gauge data (if one or more gauges are
associated with the equipment).

o On the left side, click on a gauge to display its readings on the right.

= Hover your mouse over the graph to view detailed information
concerning the plot lines on the graph.
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o The Show Readings drop-down list allows users to select the number of
recent readings to display.

o The Show/Hide Marker button ("-") can be used to show or hide the
graph’s plot points.

o The Show/Hide Label button (- ) can be used to show or hide the
numbers displayed on the graph line.

o The Graph tab at the bottom of the screen (selected by default) displays a

graph of the gauge readings.

o The Readings tab (to the right of the Graph tab) displays a list of all

gauge readings taken. Users can add, edit, or delete gauge readings; see

The Gauges Tab (p. 34) for additional details.

"™ Schedules (2) || [[Z) Work Orders & Attachments

(&) Add Gauge | &7 Edit @' Delete Show Readings: 12 ~ | s

Airflow

Airflow (cfm)

Flow {cfm)
Monthly Instantanecus Reading

100

80

60

40
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— Maximum Value == Reading = Minimum Value

at Graph =] Readings

The Attachments tab displays a list of any files (such as MS Word documents,
pictures, or PDF files). Users can view, add, and delete attachments in this
interface. For additional details, see The Attachments Tab (p. 39).
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™ Schedules (2) |=) Work Orders @ Gauges || & Attachments

() Add Attachment

File Hame Uploaded By Uploaded On File Size
schematic.png Jul 10. 2014 H23 KB
maintenance manual. pdf Jul 18. 2014 H2.3 KB

7. The Copy and Deactivate buttons located at the top-right provide the following
functions:

I DCopy DDeacﬂvate I

# Attachments

Assigned To Siaius
e The Copy button allows users to create a copy of the equipment currently
displayed. This is particularly useful when users have identical or very similar
pieces of equipment to enter in the Equipment list.

o The Deactivate button can be used to indicate that the equipment is no longer in
use. Deactivation preserves the work order history for the equipment and
prevents new work orders from being generated for it. Deactivated equipment will
instead display an Activate button, which can be used to reactivate the
equipment. For additional details, see Deactivating Equipment (p. 17) and
Reactivating Equipment (p. 18).

12



Adding Equipment

1. From the Equipment list, click New Equipment to create a new entry.

[=] Equipment

? Filter EﬂNew Equipment

Equipment - Property Building Floar Suite System

Air Handling Unit Hamill Court Hamill Court Basement Mechanical Room  Air Handling 3ystems
Baoiler Hamill Court Hamill Court Basement Mechanical Room  Boiler Systems
Eoiler Pump Hamill Court Hamill Court Basement IMechanical Room  Boiler Systems

2. In the first section of the New Equipment window, users can provide the following

information: Equipment Name, System, Make, Model, Asset/Tag #, Serial Number, and
Warranty Expiry.

e The Equipment Name and System fields are required fields; additional
information can be provided at a later date.

.:_] New Equipment *
Equipment Name: | Air Handling Unit #2 P
System: Air Handling Systems X w
Make: Trane
Model; Quantum
Asset/Tag #: 128937-29

Serial Number: AHUZ98EB
Warranty Expiry: | 9/24/2019 i

3. Inthe next section, enter the location where the equipment resides: Property, Building,
Floor, and Suite.

o The Property, Building, and Floor fields are required fields. Suite location (if
relevant) can be provided at a later date.

Property: Hamill Court X w
Building: Hamill Court X w
Floor: Basement X |
Suite: Mechanical Room X |

4. In the last section, enter any important notes concerning the equipment in the Details
field, then click Create to add the equipment.

13



The Details field is not a required field.

Details:

Filter Type:

A= 2-in. MERY &

E = 2-in. MERV 13

C = 2-in. MERV 8/4-in. MERV 11
S = Special

4”5 Cancel

5. Users are taken directly to the Equipment Details screen. The information provided on
the previous screen is located in editable cards to the left; users can click on any of
these cards to edit them, if permitted through Role Security.

The References card to the bottom-left also allows users to add references
(external links/URLS) to any online resources that may be available for the
equipment.

The Schedules, Work Orders, Gauges, and Attachment tabs allow users to do
the following:

(o}

(0]

Add, edit, and deactivate work order schedules.
View a list of completed work orders related to the equipment.
Add, edit, or view gauges and gauge readings.

Add, edit, or remove file attachments associated with the equipment
(these attachments will also be appended to scheduled work orders).

For a general overview of the equipment details screen, see The
Equipment Details Screen (p. 8).

14



Editing Equipment

Users can edit basic equipment information from the Equipment Details screen. The Equipment
Details screen is accessed by clicking on the name of an equipment record in the Equipment
list.

A Go Back - Copy |~d Deactivale

™ Schedules (2) || i Work Orders | (3) Gauges || 4 Attachments
Equipment Information

o Add Schedule | dCopy Schedue il Sehec | Gefve v
Air Handling Linit
#ir Handling Systems AHU General Maintenance Lo
Trane
Quantum Frequency. Monthly
1203218CM Azsigned To John Smythe
TRAIS4B2CLCP
ey Jan 01, 2020 (Under Warranty) Task Estimated Time Frequency Hext Work Order
AHU Monthly 0 hr 30 min Manthly Sat, Aug 09, 2014
Location AHLU Semi-Annyal 1 br 30 min Semiannually Fri, Jan 09, 2015
AHU Annual 2 hr I min Annually Thu, Jul 09, 2815
Praperty Harnill Court
Sullding Hamill Coun Mo Items} - Click here 1o sdd

Fhoo Basement
5 Mechanical Room
1 Gauge(s) - Click hara 1o view

Details
AHU Weekly Maintenance

Filter Type:
A = 2-in. MERV & 4
B = 2-in. MERY 13 Freguancy  Weekly
€ = 2-in, MERY 8/s-in. MERV 11 Assigned To: John Smythe
5 = Spedial

Task Estimated Time Frequaency Mext Wark Ordar
References AHU Waakly 0 hr 30 min Waekly Tue, Jul 29, 2014

Marienatce Han il Mo ltem{s) - Click here 1o add

Mo Gauge(s) - Click here to add b

To edit the Equipment, Location, Details, or References card:

1. Click on the desired card that needs to be updated. A popup window will open, allowing
users to edit the information (in the example shown below, the Edit Equipment
References window is shown).

-] Edit Equipment References ®
@ Add Reference

Description Url

Maintenance Manual http://webaddress.xom (=]

| " save || ¥ cancel |

15



2. Edit the information displayed in the window, then click Save.
e Inthe Equipment References window, users can:

o Add a reference by clicking Add Reference, then filling in a description
for the link (this text appears in the References card) and entering the
URL that the description should link to.

o Delete a reference by clicking on the associated Delete button (‘).

On the right side of the Equipment Details screen is a tabbed interface (Schedules, Work
Orders, Gauges, and Attachments). Users can view or edit the following information under these
tabs:

e The Schedules tab allows users to add, edit, or delete work order schedules associated
with the equipment. See the following related topics for additional details:

o Adding a Schedule (p. 19)
o Editing a Schedule (p. 21)
o Deactivating a Schedule (p. 31)

e The Work Orders tab allows users to view a list of work orders generated by the
equipment's schedules. Users can click on a work order ID to view the work order's
details. See Work Order Details Overview (p. 74) for additional information.

e Under the Gauges tab, users can add, edit, and delete gauges associated with the
equipment. Users can also view and edit gauge readings. See The Gauges Tab (p. 34)
for additional details.

e The Attachments tab displays any files which have been attached to the equipment.
Users can upload, download, and delete attached files. For more information, see The
Attachments Tab (p. 39).

e Users can also Deactivate or Reactivate equipment which was previously set to Inactive.
For additional details, see Deactivating Equipment (p. 17) and Reactivating Equipment

(p- 18).

16



Deactivating Equipment

Equipment that is no longer in use, or is temporarily unavailable (due to extensive repairs and/or
temporary removal from the property), can be deactivated. Users can also reactivate equipment
that was previously deactivated.

e In order to preserve work order histories, equipment cannot be deleted, only deactivated.

| e If equipment is replaced, create a new equipment entry on the Equipment list instead of editing
- the original equipment, as this will cause issues with the original equipment's work order history.

e Deactivated equipment will also deactivate any schedules associated with it; work orders which
have already been issued by these schedules will have to be manually completed or cancelled.

1. Locate the equipment that needs to be deactivated in the Equipment list. Once located,
click on the equipment's name to view the equipment's details.

2. From the Equipment Details screen, click Deactivate, located at the top-right corner.

2 cor o |
Attachments
dules W || Active »

3. In the confirmation window that opens, click Yes to complete deactivation of the
equipment. Please note that the equipment's schedules will also be deactivated;
however, any work orders already issued by these schedules will have to be manually
completed or cancelled.

Angus AnyWhere %

=% Are you sure you want to deactivate this eguipment?

Any open work orders will not be effected and will need to be manually completed or cancelled.
Any active schedules will be automatically deactivated and will no longer generate work orders.

| Yes . | Mo
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Reactivating Equipment

Equipment that was deactivated in error, or was only temporarily unavailable (due to extensive
repairs and/or temporary removal from the property), can be reactivated.

| Reactivated equipment will still have all of their schedules set to Inactive. These schedules will need
to be reactivated separately.

1. Locate the equipment that needs to be reactivated in the Equipment list. In order to view
inactive equipment on the Equipment list, the list's filter settings will have to be set to
display inactive equipment. Once located, click on the equipment's name to view the
equipment's details.

2. From the Equipment Details screen, click Activate, located at the top-right corner.

Ed. Copy Q.Acii'fate

Lttachments

lles w || Inactive w

3. In the confirmation window that opens, click Yes to complete reactivation of the
equipment. Please note that the equipment's schedules will remain inactive and need to
be reactivated separately.

Angus AnyWhere P

A Are you sure you want to activate this eguipment?

Any open work orders will not be effected and will need to be manually completed or cancelled.

| YEs | Mo

18



Schedules
Adding a Schedule

Work order schedules can be added on the associated Equipment Details screen, under the
Schedules tab. If users wish to create a schedule which uses multiple tasks (a multitask
schedule), users must first create the schedule using a single task as a basis (referred to as the
base task), then edit the schedule and add subtasks.

1. Under the Schedules tab, click Add Schedule.

™ Schedules (1) =] Work Orders @ Gauges || & Attachments
EjCpr Schedule All Schedules w || Active w
AHU General Maintenance

Frequency: Monthly (Preview)
Assigned To: John Smythe

2. An Add Schedule window will open. In the first section, enter the following information:
e The schedule name
e The base task that the schedule will use
e The estimated time to complete the task
e The priority
e Who the work order will be assigned to (this is not a required field)

=] Add Schedule *

Schedule Mame: | AHU Annual Maintenznce

Base Task: AHU Annuzl X v
Estimated Time: |2 hr |0 min

Priority: 1 b

Assigned To: Joe Samson X |

Tuno & Eiverd Elnatina

3. Inthe next section, enter the following scheduling information:
e The work order Type
e The date and time that the next work order should be scheduled for

e The frequency (Daily, Weekly, Monthly, Quarterly, Semiannually, Annually, More
Options)

19



o Users can use More Options to select a custom frequency, such as every
4 years, every 8 days, etc.

o If users select a frequency that is one month or longer, the On drop-down
is displayed, allowing users to select the day or week of the month (e.g.
15th day of the month, 2nd Wednesday of the month, etc.)

Type: (@) Fixed () Floating

Mext Work Order: | 07/26/2014 [E 8 |w |00 v &M |w
Freguency: Annually v

on: 26th day of the month w

4. In the last section, enter the following optional work order details:
e A work order title (default is same as the schedule name).
e An end date, after which the schedule will stop generating work orders.

e Seasonal scheduling, where users can specify an interval of months in the year
where the work orders should be scheduled. If this schedule is not seasonal,
leave these fields blank.

e Whether or not a notification should be sent if a work order is completed with
missing values (checked by default).

o Dispatch options (either the property's default dispatch options, or a custom
number of days in advance).

o Dispatch time.

If automatic dispatching is not enabled for the property, then dispatch options cannot be selected (all
work orders must be manually dispatched). To set automatic dispatch options for a property, see PM
Work Order Dispatch Options (p. 63).

Work Order Title: |Same as schedule name

End Date: 07/24/2019 A |
Sezsonal: May % |w | until | August X |
Matify: Send notification on Missing Values

Dispatch using: o Praparty Settings (1 Days)
() Schedule Settings day(s) in advance at

Dispatch Tima: 10 | | |00 || AM |»

5. Click Save once finished.
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Editing a Schedule

- Changes to a schedule will not impact previously dispatched work orders, only future work orders.

Work order schedules can be edited on the associated Equipment Details screen, under the
Schedules tab.

There are several editable subsections for each schedule.

Editing a Schedule's Base Task

1. Under the Schedules tab, locate the schedule card that needs to be updated, then click
on the top section of the schedule card.

I schedules (2) || [[5 Work Orders @ Gauges || " Attachments

() Add Schedule E&Copy Schedule All Schedules || Active w

AHU General Maintenance

Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
AHU Monthly 0 hr 30 min Monthly Sat, Aug 09, 2014
AHU Semi-Annual 1 br 30 min Semiannually Fri, Jan 09, 2015

AHU Annual 2 hr 0 min Annually Thu, Jul 09, 2015

Mo ltem(s} - Click here to add

1 Gauge(s) - Click here to view

2. An Edit Schedule window will open. In the first section, users can update the following
information:

e The schedule name

e The base task that the schedule will use
e The estimated time to complete the task
e The priority

e Who the work order will be assigned to (this is not a required field)
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-==| Edit schedule ¥

Schedule Name: AHU General Maintenance

Base Task: AHU Manthly K|
Estimated Time: ] hr |30 min

Priority: 1 w

Assigned To: John Smythe X |w

PR &' Fived

3. Inthe next section, users can modify the following scheduling information:
e The date and time that the next work order should be due for completion

e The frequency (Daily, Weekly, Monthly, Quarterly, Semiannually, Annually, More
Options)

o Users can use More Options to select a custom frequency, such as every

4 years, every 8 days, etc.

o If users select a frequency that is one month or longer, the On drop-down
is displayed, allowing users to select the day or week of the month (e.g.
15th day of the month, 2nd Wednesday of the month, etc.)

Type: (®) Fixed Floating

Next Work Order: | 08/09/2014 A/ (12 |» | |00 |w||AM |w¥
Frequency: Monthly v

on: oth day of the month b

4. In the last section, users can edit the following optional work order details:
e A work order title (default is same as the schedule name).
e An end date, after which the schedule will stop generating work orders.

e Seasonal scheduling, where users can specify an interval of months in the year
where the work orders should be scheduled (outside of this interval, work orders
will not be scheduled during the year). If this schedule is not seasonal, leave
these fields blank.

e Whether or not a notification should be sent if a work order is completed with
missing values (checked by default).

o Dispatch options (either the property's default dispatch options, or a custom
number of days in advance).

e Dispatch time.
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If automatic dispatching is not enabled for the property, then dispatch options cannot be selected (all

I work orders must be manually dispatched). Users will also see additional text in this section indicating
that this is because automatic dispatching is turned off. To set automatic dispatch options for a

property, see PM Work Order Dispatch Options (p. 63).

Work Order Title: |Same as schedule name

End Date: 07/24/2019 % (M
Seasonal: May ¥ | | until | August X
Notify: Send natification on Missing Values

Dispatch using: (@) Property Seftings {1 Days)

Dispatch Time: 10 |» | |00 || |AM |

|23 Deactivate |

() schedule Settings 0 day(s) in advance at

=== £

5. Click Save once finished.

Adding or Editing Subtasks (Multitask Schedules)

. Changes to subtasks will not affect previously dispatched work orders, only future work orders.

1. Under the Schedules tab, locate the schedule card that needs to be updated, then click

on the Subtask section of the schedule card.

: Schedules (2) ﬁ Work Orders @ Gauges || & Attachments

(@ Add Schedule [_dCopy Schedule All Schedules v | Active ~
AHU General Maintenance &
Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
AHU Monthly 0 hr 30 min Maonthly Sat, Aug 09, 2014
AHU Semi-Annual 1 hr 30 min Semiannually Fri, Jan 09, 2015

AHU Annual 2 hr 0 min Annually Thu, Jul 09, 2015

Mo ltem(s) - Click here to add

1 Gauge(s) - Click here to view

2. Inthe Associate Tasks window that opens, users can add, edit or remove subtasks.
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o Forreference, the base task is listed but must be edited from the schedule (see
Editing a Schedule's Base Task, above).

3. Users can edit existing subtasks using the drop-down menus. The following details can
be modified:

o Task name: Users can select a different task to replace the current subtask.

o Estimated Time: The default time is auto-filled when users add or change the
subtask.

e Frequency: Itis important to note that the frequency of the subtask is based on
the base task. In the example below, the base task is performed monthly;
subtasks will have a minimum monthly frequency, so they can align with the base
task's scheduling.

e Next Work Order: The next date where this subtask will be included on work
orders generated by this schedule. The Next Work Order drop-down provides
options which are compatible with the subtask's frequency and the dispatch
dates for the base task.

[=] Associate Tasks %
() Add Task
Task Name Estimated Time Frequency Mext Work Order
AHU Monthly 0 hr 30 min Monthly Sat, Aug 09, 2014
AHU Semi-Annual w1 hrizg | min | Semiznnually ~ | |Fri, Jan 09, 2015 ~ | &
AHU Annual Xlw| |2 |hrig | min | Apnualy ~ | | Thu, Jul 09, 2015 ~ | &
¥ Save 2 Ccancel

I A maximum of 5 tasks are permitted

4. Users can remove a subtask by clicking the associated Delete button (&).
5. To add a subtask:
e Click Add Task.
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7] Associate Tasks

(&) Add Task

Task Name Estir

AHU Monthly 0 hr 30 min

e Arow is added in the associate tasks window, where users can select a new
subtask. The same rules apply as when editing a subtask in (3) above.

|="] Associate Tasks *

(&) Add Task

Task Name Estimated Time Frequency Next Work Order

AHU Monthly 0 hr 30 min Monthly Sat, Aug 09, 2014

AHU Semi-Annual xw 1 hrizg |min | Semiznnually ~ | |Fri, Jan 08, 2015 v @

AHU Annuzl xw 2 hrig minannually v | | Thu, Jul 09, 2015 v @
o hr min | Monthly | |Sat, Aug 09, 2014 v | @

o Save X Cancel

6. Click Save once finished.

Adding or Editing Items

Items describe a collection of equipment items that must be attended to in a schedule. Each
schedule can have a maximum of 99 Items. Items are useful in situations where identical work
is performed on multiple pieces of equipment, such as fire extinguishers or fire alarms. Each
item that appears in a work order generated from a PM schedule can be marked as Pass or Fail
by the person completing the work order.

Items may be created, edited, or deleted from within a PM schedule. For each item, a space is
provided to enter a description, location and type.

When creating Items, it is recommended that they be given meaningful names and descriptions
in the fields provided. This makes it easier for an Engineer using a handheld device to locate the
Item and thus facilitate the process of completing the specified task(s).

1. Under the Schedules tab, locate the schedule card that needs to be updated, then click
on the Items section of the schedule card.
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" schedules (2) || [[5 Work Orders @ Gauges || & Attachments

() Add Schedule BCopy Schedule All Schedules w || Active
Pressure Test

Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
Pressure Test - 1 0 hr 15 min Monthly Sun, Aug 10, 2014

Mo ltem(s) - Click here to add

Mo Gauge(s) - Click here to add

2. In the Edit Scheduled Items window, users can:

e Add an item by clicking Add Item, then filling in the Description, Location and
Type fields.

o Edit an item by modifying the information in the Description, Location and Type
fields.

« Remove an item by clicking the associated Delete button (&).

[ Edit Scheduled Items

*®
(&) Add ltem
Description Location Type
Check pressure Floor 1, Mear Elevator Fire extinguisher (=]
®

o Save X cancal

3. Click Save once finished.

Adding or Editing Gauges in a Schedule

To add a gauge to a schedule, users must first add at least one gauge to the equipment under
the Gauges tab.

1. Under the Schedules tab, locate the schedule card that needs to be updated, then click
on the Gauges section of the schedule card.
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" schedules (2) || [[5 Work Orders @ Gauges || & Attachments

@ Add Schedule |} Copy Schedule All Schedules w || Active w

AHU General Maintenance

Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
AHU Monthly 0 hr 30 min Maonthly Sat, Aug 09, 2014
AHU Semi-Annual 1 hr 30 min Semiannually Fri, Jan 09, 2015

AHU Annual 2 hr 0 min Annually Thu, Jul 09, 2015

Mo ltem(s}) - Click here to add

1 Gauge(s) - Click here to view

2. Inthe Associate Gauges window that opens, a list of gauges that have been defined for
the equipment under the Gauges tab are displayed.

["] Associate Gauges X
D Name Unit Type
Airflow cubic fest per minute (cfm) Instantaneous

3. Place a checkmark beside the gauges that readings should be taken for on this schedule
(removing a checkmark beside a gauge will remove the gauge from the schedule).

4. Click Save.
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Copying a Schedule

It is common for buildings to have multiple installations of the same equipment type, either
within the same building, or on another building that resides in the same property. In some
cases, some maintenance schedules are sufficiently generic that they can be applied to more
than one type of equipment.

To reduce the need for recreating maintenance schedules for similar or identical pieces of
equipment, users can copy one or more schedules from one piece of equipment to another, as
long as they both reside on the same property.

Follow the steps below to copy a schedule:
1. Locate the schedule. Users can do this in one of two ways:

o By finding the equipment the schedule currently applies to and opening the
equipment's details screen.

e By finding the schedule on the Schedules list and opening the equipment's
Details screen.

2. Once the equipment's Details screen is open, under the Schedules tab, click Copy

Schedule.
Ed.CUp'_,- Estst'.iwate
™ schedules (1) |§=) Work Orders @ Gauges || & Attachments
(&) Add Schedule E{.Copy Schedule | All Schedules | Active
AHU General Maintenance
Frequency: Monthly (Preview)
Assigned To: John Smythe
Jarranty) Task Estimated Time Frequency Next Work Order

AHU Monthly 2 hr 0 min Monthly Man, Dec 01, 2014

3. A Copy Schedule window will open. Select the following options:

e The name of the schedule that will be copied. Users can select more than one
schedule as long as each one is associated with the same piece of equipment,
by continuing to select items from the drop-down menu. Users can remove a
selected schedule by clicking on the X icon beside it.

e The building the schedule(s) will be copied to (only buildings on the same
property can be selected).

e The Equipment that the schedule(s) will be copied to.
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Click Copy to copy the selected schedule(s).

=] Copy Schedule ¥
Schedules: AHU General Maintenance % |
Building: Hamill Court X v
Equipment: Air Handling Unit #3 x| w
|« copy ||} 3 cancel

4. Users will then be taken to the details screen of the equipment that the schedules were
copied over to, allowing users to edit the copied schedule(s) as needed.
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Previewing a Schedule

Users can view a list of upcoming work order dates for any schedule that they create. This is
particularly useful for schedules that are comprised of multiple tasks which have different
frequencies, for example, a schedule that incorporates monthly, quarterly and annual tasks can
be previewed to ensure that the scheduling will occur as intended, or to identify potential
scheduling issues which could be correcting by modifying the schedule.

To preview a schedule:

1. Locate the schedule under the associated equipment's details screen under the
Schedules tab. If users are uncertain which piece of equipment the schedule is assigned
to, users can locate the schedule by name in the Schedules list.

2. Click the Preview link, located beside the base task's Frequency field.
i:dCop',- i:‘_«',Deat‘.il.-ale

"™ schedules (1) i) Work Orders @ Gauges || & Attachments

&) Add Schedule I._;jCOp'f Schedule All Schedules w || Active w

AHU General Maintenance

Monthly | (Preview)
=d To: John Smythe

Task Estimated Time Frequency Next Work Order

AHT T Monthl b B rmin Manthl Mon Dec 01 2014

3. The Preview Schedule window opens, allowing users to view the work order schedule
for the next 365 days. As shown below, indented task names are subtasks.

—--| Preview Schedule %
Date Scheduled Task Name Frequency
Meon, Dec D1, 2014 AHU Monthly Monthly
Thu, Jan 01, 2015 AHU Moenthly Monthiy
Thu, Jan 01, 2015 AHU Quarierdy Quarterty
Spm Fak N1 04 = AHLT Manthl MrnEhh
Tue, Sep 1, 2015 AHU Menthly Monthly
Thu, Oct 01, 2015 AHU Monthly Monthiy
Thu, Oct 01,2015 AHU Quarterdy Quarterty
Sun, Nov 01, 215 AHU Moenthly Monthiy

w” Done

4. Click Done once finished.
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Deactivating a Schedule

Schedules that are no longer required can be deactivated. Inactive Schedules do not generate
Work Orders. In order to preserve work order histories, schedules cannot be deleted. Users can
also reactivate a previously deactivated schedule.

1. Under the Schedules tab, locate the schedule card that needs to be deactivated, then
click on the top section of the schedule card.

t Schedules (2) || i Work Orders @ Gauges || " Attachments

(2 Add Schedule E&Copy Schedule All Schedules w || Active v

AHU General Maintenance ~

Frequency: Monthly
Assigned To: John Smythe

Task Estimated Time Frequency Next Work Order
AHU Monthly 0 hr 30 min Maonthly Sat, Aug 09, 2014
AHU Semi-Annual 1 hr 30 min Semiannually Fri, Jan 09, 2015

AHU Annual 2 hr 0 min Annually Thu, Jul 09, 2015

Mo ltem(s) - Click here to add

1 Gauge(s) - Click here to view

2. An Edit Schedule window will open. At the bottom-left of this window, click Deactivate.

Work Order Title: |Same as schedule name

End Date: 07/24/2019 % (M
Seasonal: May ¥ | | until | August X | w
Notify: Send natification on Missing Values

(@) Praperty Settings (1 Days)
() schedule Settings day(s) in advance at

Dispatch using:

Dispatch Time: 10 |» | |00 || |AM |

I@. Deactivate | « Save X cancel
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3. Click Yes to confirm deactivation. The schedule is now deactivated.

Angus AnyWhere %

o '“-.I Are you sure you want to deactivate this schedule?

Any dispatched work orders that were created by this schedule wil not be affected and will
rermain open until completed or cancelled.

Yes Mo
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Reactivating a Schedule

If a schedule was deactivated in error, or if a previously deactivated schedule is needed, it is
possible to reactivate the schedule. This allows the schedule to once again dispatch work

orders.
1. Schedules are reactivated from the equipment details screen. If not already viewing the
equipment details, locate it in the Equipment list. To see deactivated schedules, in the
Schedule tab's filter drop-down settings to display inactive schedules.

: Schedules (1) || {5 Work Orders @ Gauges || & Attachments

(7]

Boiler Cleaning Monthly (Inactive)

Frequency: Daily
Assigned To: George Martinez

Task Estimated Time Frequency Next Work Order

Boiler cleaning annual 2 hr 15 min Daily

2. Once the schedule card that needs to be edited has been located, click on the top
section of the schedule card.

"™ Schedules (1) || [ Work Orders @ Gauges || & Attachments

(&) Add Schedulule BCDpy Schedule All Schedules w || Inactive w
Boiler Cleaning Monthly (Inactive)
Frequency: Daily
Assigned To: George Martinez
Task Estimated Time Frequency Next Work Order

Boiler cleaning annual 2 hr 15 min Daily

3. An Edit Schedule window will open. At the bottom-left of this window, click Activate. The
schedule is now reactivated.

Dispatch using: o Praparty Setfings (1 Days)
() Schedule Settings day(s) in advance at

Dispatch Time: 12 (|00 w  AM |

l =) Activate o Save X cancel
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The Gauges Tab

Gauges are associated with a specific piece of equipment and are displayed under the Gauges
tab in the Equipment Details screen. A single piece of equipment can have up to fifty gauges
defined for it. Once gauges have been configured, they can be added to any schedules
associated with the equipment. This will create a Gauges section on all future work orders that
are generated, allowing users to capture readings from the field. Users can also manually add
or edit gauge readings in the Gauges tab.

Add, Edit or Delete a Gauge

e Users can delete a gauge by selecting a gauge, then clicking Delete. In the confirmation
window that opens, click OK.

:‘ Schedules (2) g‘-’, Work Orders @ Gauges | & Attachments

(&) Add Gauge | 4 Edit @Delele Show Readings: 12 - | s

Airfl?w Airflow (cfm)
Flovy {cfm) 100

IMonthly Instantanecus Reading

Pressure
Pressure (kPa) 90
Daily Instantanecus Reading

o Users can edit a gauge by selecting a gauge and clicking Edit. This will open an Edit
Gauge window. Users can edit the gauge by following steps 2 and 3 below for adding a
gauge.

'f Schedules (2) g_—, Work Orders @ Gauges | & Attachments

&) Add Gauge & Delete Show Readings: 12 ~ | sl

Airflow )
Flows (cfm) . Airflow (cfm)

Monthly Instantansous Reading

Pressure a0

Pressure (kPa) 90 f\a’f

Daily Instantaneous Reading

[==}
|

To add a gauge:
1. Click Add Gauge. This will open an Add Gauge window.
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S Schedules (2) ﬁ-, Work Orders @ Gauges | & Attachments

(&) Add Gauge | » Edit & Delete Show Readings: 12 - Fal =

Airflow

Airflow (cfm)

Flowe (cfm)
Monthly Instantaneocus Reading

100

S0

[=-]

2. In the window that opens, enter the following information:

Gauge Name
Measurement Type: e.g. Pressure, Flow, Temperature, etc.

Unit: A variety of appropriate units of measurement are provided based on the
measurement type selected.

Gauge Type: Instantaneous or Cumulative can be selected.

Minimum Value and Maximum Value: These optional fields allow users to
select a maximum and minimum acceptable value.

Frequency: How often gauge readings should be taken.

Last Calibrated: This optional field allows users to indicate when the gauge was
last calibrated.

[ Add Gauge %
Gauge Name: Pressure
Measurement Type: Pressure X |
Unit: kilopascals (kPa) ALY
Gauge Type: (®) Instantaneous () Cumulative
Minimum Value: 50
Maximum Yalue: 100
Frequency: Daily B w
Show Previous Readings: i]
Last Calibrated: 7/25/2014 X |wv

3. Click Save once finished.
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Graphing Gauge Readings
Any gauge that has had readings entered for it can be viewed as a graph:

1. Select the Gauge to be viewed as a graph.

'f Schedules (2) ;[-,.l Work Qrders @ Gauges

(&) Add Gauge | & Edit @ Delete Show R

Airflow
Flow {efim)
Monthly Instantaneous Reading

Pressure
Pressure (kPa)
Daily Inztantaneous Reading

2. At the bottom of the Gauges tab interface, select the Graph sub-tab if it is not already
selected. The graph will be displayed to the right.

e Hover your mouse over the graph to view detailed information concerning the
plot lines on the graph.

e The Show Readings drop-down list allows users to select the number of recent
readings to display.

e The Show/Hide Marker button (") can be used to show or hide the graph’s plot
points.

e The Show/Hide Label button (" ) can be used to show or hide the numbers
displayed on the graph line.

™! Schedules (2) || €5 Work Orders @ Gauges || & Attachments

& Add Gauge | & Edit @Desele Show Readings: 12 -

Airflow s
Flow (cfm) Airflow (cfm)

Monthly Instantanecus Reading

Pressure
Pressure (kFa)
Daily Instantanecus Reading

20

Aug Sep Oct Mov Dec Jan Feb Mar Apr May Jun Ju
0 10 10 ¥ W0 W 10 10 10 10 10 09

— Maximum Value - Reading — Minimum Value
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Adding and Editing Gauge Readings

Selecting the Readings tab (to the right of the Graph tab at the bottom of the screen) displays a
list of all gauge readings taken for the gauge that have been selected on the left side of the
interface. If a work order is associated with the collection of the reading, users can click on the
work order number to view the work order's details.

™ cchedules (2) ﬂ} Work Qrders @ Gauges | & Attachments

(&) Add Gauge | & Edit @ Delete (&) Add Reading
Airflow Wark Order Walue (cfm) Recorded Cn ~
Flow (cfm) 5472125 73 Jul @, 2014
Monthly Instantanecus Reading 20 Jun 10, 2014
Pressure 77 May 10, 2014
Pressure (kPa) 75 Apri0, 2014
Daily Instantanscus Reading &7 Mar 10, 2014
80 Feb 10. 2014
Page 1|of1 Records per page:

e Users can add a reading by clicking Add Reading. In the Add Reading window that
opens, enter a reading value, the date the reading was recorded, then click Save.

Airflow

Flow (cfm)

=2 Add Reading %

Reading Value (cfm):

Recorded On: 07/25/2014 |

e To edit areading, select a reading from the list and click Edit. In the Edit Reading
window that opens, users can update the reading value and/or the date the reading was
recorded. Click Save to update the reading.
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'f:f'Gauges o Attachments

) Add Reading _:{ Delete

Airflow Work Crder Walue (cfm) Recorded On
Flowe (cfm) 3472125 Ik Jul 9, 2014
Monthly Instantaneocus Reading a0 Jun 10, 2014
Pressure T May 10,2014
Pressure (kPa) = - = Anmnas
Daily Instantaneous Reading Edit Reading #

Reading Value (cfm): 77

Recorded On: 05/10/2014 O

o SEQTOZUTS

e To delete areading, select a reading from the list and click Delete. In the confirmation
window that opens, click Yes to delete the reading.

! schedules (2) Ll Work Orders f:'f Gauges & Attachments
Y Add Gauge | s Edit Delete ) Add Reading

Airflow Work Crder Walue (cfm) Recorded Cn

Flow (cfm) 5472125 73 Jul 9, 2014
lMonthly Instantansous Reading 30 Jun 40. 2014
Pressure T May 10, 2014
Pressure (kPa) o Apr 1002014
Daily Instanianeous Reading &7 Mar 10. 2014
Angus AnyWhere %l 10 2014
@ Are you sure you want to delete this reading? |10, 2014
10, 2013
[Tl [ Mo | 10, 2013
10, 2013
a7 Sep 10, 2013
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The Attachments Tab

. Each attachment can be up to 10MB in size. Files which exceed this size limit cannot be uploaded.

The Attachments tab displays a list of any files (such as MS Word documents, pictures or PDF
files) associated with the equipment. Attachments are included on scheduled work orders.

t Schedules (2) || [i5 Work Orders @ Gauges

() Add Attachment

File Name Uploaded By Uploaded On . File Size
schemafic png Jul 10, 2014 3123 KB
maintenance manual pdf Jul 18, 2014 323 KB

e Click on a file name to download it; if the file is in a format which can be displayed within
a web browser, then it will be displayed in a separate browser window.

o Users can remove an attachment by selecting an attachment and clicking Delete. In the
confirmation window that opens, click Yes.

S cchedules (2 Ly Work Orders iy Gauges Attachments

Uploaded By Uploaded On Filz Size
Jul 10, 2014 323 KB
Jul 13, 2014 JM2IKE

Angus AnyWhere 2%

e

| Are you sure you want to delete this attachment?

o Users can upload an attachment by clicking Add Attachment.

rk Orders Chy Gauges Attachments

File Name Uploaded By Uploaded On File Size
ul 100 2014 312.3 KB
maintenance manual pdi 15 2014 312.3KB
& Add Attachment x| |
Select File: | Browse...

| swe || Komea

39



In the window that opens, click Browse...

Select the file to upload in the file selection window that is displayed and click
Open.

In the Add Attachment window, click Save to complete the process.

40



Tasks

The Task Library List
The Task Library list displays all tasks that have been entered into the PM work order system.
Tasks are used to create maintenance schedules on the Equipment Details screen.

To access the Task Library list, log into the Axis Control Panel at http://cp.axisportal.com, hover
over Building Services, hover over Preventive Maintenance, and click on Tasks.

Building Services Setup Content Manager
P Property Inspection Checklists T
Dashboard
Messages

Tenant Requests

Preventive Maintenan~=
On Demand List

Visiter Security

Scheduled List
Col

Issued List
Surveys

Completed List
Search

Cancelled List

Equipment

Tasks

Schedules

The Task Library displays a list of all tasks that have been created for equipment maintenance.
One or more tasks can be used to create a work order schedule. An overview of the various
sections in the Task Library list are detailed below.
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http://cp.axisportal.com/

1 6
™

Property: All Properties >
L= ;
2 ~| Task Library
& T Fiter [Add Task
3 - & | Task = Trade Frequency Est Time | Propery Actve
u; Air Comp Recip Conirol Monthly Engine... Monthly 2 hr O min - 4 %
&  AuComp Recip Control Quarter Engine..  Every 4 month(s) 2 hr 0 min v
= At Beci ol Yaarh Engine Annually 2 hr 0 min e
O M Rotary Control Annual Engine Annually 2 hr 0 min 4
.; Alr Comp Rolary Control Mathly Engine. . Monthly 2 hi 0 min .
& A Comp ROtary Conltrol Qirty Engine...  Every 4 monthis) 2 hr 0 min o
4 —“ Engine Daity 1 hr 0 min Pine Valley Terrace - 4
A Compressor Weeddy Engine... Daiy 1 hr 0 min Hillview Towers o
Ak Handling Monthly Engine... Daily 2 hr 0 min Hilkview Towers o
Al Handiing Und Lubrication Engine... Quarlerly 2 hr 0 min Hiltview Towers - 4
Amperage Check Annual Engine Annualty 15 min Hillview Towers o
&8 il Task Lamper  Daily 3 hr O min
Asssesamen] Enging Wisakty 2 he 0 min Hillview Towers o
giler cleaning ann Engine... Annually 2 hr 0 min Hillview Towers o
Boosier pump monthiy Engine Monthiy 30 min Hillview Towers o
L& checking na/a3500 Engine... Daily 2 hr 30 min 4 G
Chiller inspection daily Engine Daily 15 min Hiltview Towers 4
5"'.. i1 4 | Page 1013 b M | Records per page ' Refresh ) Reset Displaying 1 - 20 of 43

1. Use the Property drop-down to filter the list by property.

Property: |AII Properties |v|

=] Task Libray All Properties
1 1155 René-Lévesque Blvd

? Filter ~ Angus Systems
,‘,l Task « Carroll Corporate Plaza cy Estiry
| AirCon Hamill Court 2hr
A;\ Air com Hillview Towers month(s) 2 hr
As_‘: Air Con Pine Valley Terrace 3 hr
A;_:: Air Cont Southside Office Park 2 hr
a;, Air Com Turner Center 2 hr
A;_: Air Comp ROtary Control Cirfy Engine... Ewvery 4 month(s) 2hr!
Air Compressor Weekly Engine...  Daily 1h

2. The Filter button opens an interface that allows users to choose a variety of filtering
options. Filtering information is stored locally on your web browser and is remembered
between sessions. The following filtering options are available:

e Task: Filter by task name.
e Trade: Filter by associated trade.

o Status: Display only active tasks, inactive tasks, or both (all).
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| Task Library

T Filter

1 Time:
Task: Compressor

h
Trade: Engineering Xpwl L
Status: (®) Active ) Inactive Cyall b
]
o Apply & Close 7
Ji Air Comp RCiary Confrol Cirby Engine... Every 4 month(s] 2hr 0 min
Air Compressor Weekly Engine Daily 1 hr 0 min

The list headings are customizable. All list customizations for a specific user are
remembered between sessions and stored locally on your web browser.

e Users can click on a list heading to toggle between sorting the list in ascending or
descending order.

e Click and drag on headings to change the order they are displayed in.
e Users can add or remove list headings by doing the following:

o Click on the right side of a column heading (near the border between
column headings, as shown in the image on the right).

o Move your mouse pointer to the Columns entry in the list to display all
available column headings.

o Select the column headings that are preferred to be displayed and/or
deselect the headings that are preferred to be hidden. Note that some
information-critical headings cannot be hidden.

| Task Library

T Filter

_u'. Task - * Trade Frequency Estimated Time Propert

i A Comp Recip Conlrol Monthly El Sort Asg;ndm; 2 hr 0 min

s  Air Comp Recip Coniral Quarler il Sort Descending nthis) 2 hr 0 min

[z  Air Comp Recip Control Yearly 1 2 be ) min.

J4  AirComp Rotary Control Annual | ] Columns r | & Trade

“_; Air Comp Rotary Control Mnthly Engine Monthiy +| Frequency

Lx Air Comp ROtary Control Qtrly Engine... Everyd4m{ | Estimated Time
Air Compressor Weekly Engine... Daily 7| Property Pine Va
Air Compressor Weekly Engine... Daily 7] Active Hillviev: T
Air Handling Monthly Engine... Daily — Zmromin Hillview T
Air Handling Unit Lubrication Engine.. Cuiarterly 2 hr T min Hillvie

Clicking on a task name or double-clicking on a row in the list will display the task's
details page. For more information, see the Task Details Screen topic.
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[ Task Library

1? Filter
i | Task Trade Frequency Est
| Air Comp Recip Conirol Monthly Engine.. Monthly 2h
& Air Comp Recip Conirol Quarter Engine.. Every 4 monthis) 2h
[ AIrComp Rotary Control Anndal Engine... Annually 7h
Air Comp Rolary Control Mnthly Engine... Monthiy 21
Air Comp ROtary Control Qtrly Engine.. Every 4 monthis) 2h

5. At the bottom of the list is a control toolbar that allows users to access several commonly
used display features.

Page 1 [of 1 Records per page: | | 3" Refresh | & Resel

The following list controls are available:

Return to the first page of the list.

Go to the previous page.

Page 1 |of 1 Manually enter a specific page to go to.

Go to the next page.

Go to the last page.

Records per page: Use the slider to adjust the number of records displayed per page.

@ Refresh Reload the list (checks for updates to the list since it was last loaded).

3 Reset Reset the list display settings to default (also removes any previously
=se applied filters).

6. Click Add Task to create a new entry in the Task Library. See Adding Tasks (p. 49) for
additional details.
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The Task Details Screen

The Task Details screen is accessed by clicking on the name of an item in the Task Library list.
An overview of the various sections in the Task Details screen are detailed below.

|
r " I Steps | ™ schedule l
Task Details .
Instructions
Name Assessmant
2 = Propery Hillview Towars Inspect area of operation to ensure proper function
Trad Engineering
Juency Weskly
mated Time: 2 hr 0 min Task Lines
- Line
I
Details Type
Check condensation drainage Checking
Check for compressor leaks Checking

1. The Go Back button returns to the previous screen.

4 GoBack

Task Details

Name: Assassment

2. The Task Details card displays basic information concerning the task. Users can click on
the card to edit it.

Task Details

Name: Assessment
Property Hillview Towers
Trade: Engineering

Frequency: Weekly
Estimated Time: 2 hr 0 min

3. The Steps and Schedule tabs are explained below.

-

: _,.-'" Steps | "™ Schedule

Instructions

Inspect area of operation to ensure proper funct

e The Steps tab contains the Instructions and Task Lines cards. Users can click on
these cards to edit them. See Editing Tasks (p. 51) for additional details.
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The Schedule tab displays schedules that use this task, including the equipment
the schedules are associated with.

o Double-clicking on a row, or clicking directly on the Equipment name
displays the Equipment Details screen.

Schedule Hame - Equipment Name Active
Boiler Cleaning Monthly Boier # 1 .
Boiler Pump Inspection Boiler Pump £ 1 v
Bofler Pump Inspection B Boiler £ 1 o

4. The Copy and Deactivate buttons provide the following functions:

The Copy button allows users to create a copy of the task. This is particularly
useful when users have identical or very similar tasks to enter into the Task
Library.

The Deactivate button can be used to indicate that the task is no longer in use.
Deactivation preserves the task in work order histories and prevents new work
orders from including the task. Deactivated tasks can also be reactivated. For
additional details, see Deactivating Tasks (p. 55) and Reactivating Tasks (p. 56).

.:j Copy :—, Deactivate
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About Task Lines

Task Lines are the associated steps of a task. Task Lines prompt the Engineer to make checks
or take readings of equipment. Task Lines are included on the work order that is transmitted to
the Engineer’s device.

If users plan on using this task with other tasks on the same schedule (multitask schedules),
keep in mind that a work order with multiple tasks displays all of the task lines entered for each
task. Therefore, users should make sure that tasks do not overlap and cover (partially or fully)
the same maintenance to avoid duplication.

If data has been converted from another application, users may find that clean-up is required for
Task Lines because task details are often interpreted as lines of text.

There are three types of task lines:

Reading

Select this option if the Task Line requires a numerical reading involving the equipment,
such as an inventory count. If users want to take a gauge or meter reading, it is
recommended that instead of using a Reading task line that users add a gauge to the
equipment, which can be included in work order schedules. This will allow users to more
concisely display, edit and update the gauge readings they have accumulated over time.

Checking
Select this option if the Task Line requires a checkbox to check on the work order. This
is the most commonly used type of Task Line.

Details
Select this option if the Task Line requires additional detailed information or instructions.
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Adding Tasks

Tasks can be added in the Task Library list. Tasks are reusable; for example, if they are
sufficiently generic, then a single "boiler cleaning" task could be used in schedules for any boiler
unit in the Equipment list.

I In cases where it is not possible (or reasonable) to create a generic task suitable for all similar pieces
. of equipment, separate appropriately named tasks should be entered into the system; this will allow
the correct task to be more easily identified when setting up schedules for your equipment.

1. From the Task Library list, click Add Task.

me Property Active
Hamill Courd o
~
Hamill Court Iy
Hamill Court o

2. Provide the following information in the Add Task window:

-] Add Task %
Property: Hamill Court »
Task Name: Fire Extinguisher Pressure Check
Trade: Engingsering b
Frequency: Quarterhy >
Est. Time: 4 hro min
Instructions: Check all fire extinguishers and ensure a minimum

pressure of 3000 PSI.

+ Create QCleale and \iew X cancel
o The Property where the task will be taking place (only corporate tasks apply to all
properties).
o Create a name for the task.
e Select the trade that this task applies to.

o Select how frequently the task should occur in the Frequency field. The following
options are available: Daily, Weekly, Monthly, Quarterly, Semi-annually,
Annually, or More Options...

o0 Clicking "More Options" changes the drop-down, allowing users to select
a more specific time interval, such as 8 months, 4 years, etc., as shown
below.
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Trade: Engineering w

Frequency: 8 v | ¥
Est. Time: 4 |EDay(s)
) Week(s) —
Instructions: Check i rs and ensure a minimum
pressi MOI"IthI"S)
Year(s)

o Enter the estimated time it will take to complete the task, and any general
instructions concerning the task.

Click Create to create the task, or Create and View to create the task and then view the
Task Details screen, where users can edit the task. See Editing Tasks (p. 51) for
additional details.
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Editing Tasks

1. Tasks are edited from the Task Details screen. If not already viewing the task details,
locate the task in the Task Library list, then open the task details by clicking on the task
name.

2. The Task Details card displays basic information concerning the task. Users can click on
the card to edit it.

Task Details

Name: AHU Weekly
Property Hamill Court
Trade: Engineering
Frequency Weekly

Estimated Time: 30 min

e Users can click on this card to edit it, update the information on the card in the
Edit Task window that opens, then click Save.

3. The following information can be edited under the Steps tab.

Instructions

1. Inspect for Leaks
2. Tighten mountings
3. Clean casing

Task Lines

. Line
Details Type
Test pressure 150psi Checking

e The Instructions card displays a description of how the task is to be conducted.
Users can click on this card to edit it, update the information on the card in the
Edit Task Instructions window that opens, then click Save.
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5] Edit Task Instructions X

Instructions

Important: Filkers must be installed following the direction of the airflow
arrow. Bag filter pockets should be vertical when installed.

The Task Lines card displays the steps which must be performed to complete the
task. Click on the card to edit it; this will open the Edit Task Lines window.

7] Edit Task Lines %

=

[ Add Task Line

Details Type

Check for soiling. damage, cemosion, and any tendency to bind. Clean as necessary.  Checking @
Check that the flexible connections are security fixed. Checking @
Check the function of all antivibration mounts. Checking .é)
Check for any cbstructions or blockages of all the air infakes and discharges. Checking @
Check the fraps for leaks or blockages and prime as necessary. Checking Q)
Clean or replace Panel/Bag fillers. Checking @
Clean or replace absolute filters. Checking @
Check coil drainage. Checking .é)

+ Save X cancel

Users can add a task line by clicking Add Task Line. In the window that opens,
enter the task's details, then select the task type (checking, reading, or details).
For a description of each task type, see About Task Lines (p. 48).

o Click Add to save this task and add another task.

o Click Add & Close to save the task and return to the Edit Task Lines
window.
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[=°] Task Lines

Details: Clean or replace replace panel/bag filters.

Type:

|| o Add « Add & Close

| Done

e Users can edit a task line by selecting the task and clicking Edit. Make any
necessary changes, then click Update.

7] Task Lines

Details: Check the function of all antivibration mounts.

Type: (@) Checking
eading

() Details

o Users can change the order that the task lines are displayed by selecting a task
and using the Up and Down arrow buttons.

[=-] Edit Task Lines

4
[ Add Task Line <7 Edit ‘
Details Type
Check for soiling, damage, comosion, and any tendency to bind. Clean as necessary.  Checking @
Check that the flexible connections are security fixed. Checking @
Check the function of all antivibration mounts. Checking @
Check for any obstructions or blockages of all the air infakes and discharges. Checking @

Check the frans for leaks or hlockanes and orime s necessar Checking

e Users can delete a task by clicking the associated Delete button (&) to the right.
Users will be asked to confirm the deletion in a popup window.

[=-] Edit Task Lines

X
[} Add Task Line &7 Edit fup I Dowm
Details Type
Check for soiling, damage, comosion, and any tendency to bind. Clean as necessary.  Checking @
Check that the flexible connections are security fixed. Checking @
Check the funcfion of all antivibration mounts. Checking
Check for any obstructions or blockages of all the air infakes and discharges. Checking @l
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Copying Tasks

1.

Tasks are copied from the Task Details screen. If not already viewing the Task Detalils,
locate the task in the Task Library list, then open the Task Details by clicking on the task
name.

From the Task Details screen, click Copy.

Ej. Deactivate

™ schedule
_ons

- Fitare mivst Fa inetallad fallciving the dicachon af ha anlew anaw Baa fller oacketes sheakd

In the Copy Task window that opens, edit the name for the task (if applicable). Task
names must be unique within the property; for example, users can have an "AHU
Weekly" task in two different properties, but users cannot have two tasks with that name
in the same property.

Select the property the task needs to be copied over to.

Click Copy to copy the task.

=] Copy Task ¥
Task Name: AHU Weekly
Property: Hillview Towers w

| EﬂCopy | ¥ Cancel
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Deactivating Tasks

In order to preserve work order histories, users cannot delete tasks, but users can deactivate
them. This prevents them from being added to new schedules, but will still be issued for any
schedule that it is currently associated with. Users will need to remove the task from currently
existing schedules which use the deactivated task.

e If necessary, users can update their schedules, so they no longer use the inactive task.
While viewing a task, users can see what schedules a task is associated with by clicking on
the Schedule tab; from there, users can click on the name of the equipment to view the
. equipment's details, where they can either deactivate the schedule, or edit the schedule to
| remove the task.

e To see deactivated tasks, users will need to change the Task Library's filter settings to
display inactive tasks. Once the inactive task has been found, users can click on the task's
name to view the Task Details.

e Users can reactivate previously deactivated tasks.

1. Tasks are deactivated from the Task Details screen. If not already viewing the Task
Details, locate the task in the Task Library list, then open the Task Details by clicking on
the task name.

2. From the Task Details screen, click Deactivate.

ps | "™ Schedule
ictions
+ Filtars must be installed follwing the direction of the aiflow arrow Baa filker nocksats ehould
3. In the confirmation window, click Yes. The task is now deactivated.
Confirmation %

Z*  Deactivated Tasks will continue to be issued for any Schedule it is associated with. Please remove
( this Task from all associated Schedules.

54



Reactivating Tasks

If a task was deactivated in error, or if a previously deactivated task is needed, it is possible to
reactivate the task. This allows the task to once again be added to schedules.

1. Tasks are reactivated from the Task Details screen. If not already viewing the task
details, locate the task in the Task Library list. To see deactivated tasks, users will need
to change the Task Library's filter settings to display inactive tasks. Once the inactive
task has been found, click on the task's name to view the task details.

2. From the Task Details screen, click Activate.

Beo [

Steps || ) Schedule

nstructions ~

Check general condition of air comprassor.
Chack comp oil level.
Check belts

[ S

3. In the confirmation window, click Yes. The task is now activated.

Confirmation *

| Are you sure you want to activate this task?

| Yes Mo
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The Schedules List

. Schedules are added directly to a piece of equipment using the associated Equipment Details screen.
While new schedules cannot be added directly to the Schedules list, it can be used to quickly locate a

schedule for editing, copying, deactivation or reactivation.

To access Schedules, log into the Axis Control Panel at http://cp.axisportal.com, hover over
Building Services, hover over Preventive Maintenance, and click on Schedules.

Building Services

>

Property Inspection Checklists

Setup Content Manager

Dashboard
Messages

Tenant Requests

Preventive Maintenan~=

On Demand List
Visitor Security

Scheduled List
Col

lzsued List
Surveys

Completed List
Search

Cancelled List

Equipment

Tasks

Schedules

By default, this list displays all schedules that have been set up for equipment across all
properties. An overview of the list's functions and options are detailed below.

.

Property: 'All Properties [~
2 I [-] Schedules
“u T Fitter
". [n] Sthedule « Eguipment Property Building Floor Suite: Active
3 1243060 AHU General Maintenante Air Handling Linit #2 Hamill Court Hamill Court Basement  Mechanical.. v
1245062 AHU General Maintenance Alr Handling Unit #3 Hamill Court Hamill Court Bassment  Mechanical. . e
304 Boller Pump Inspection Boiler Pump # 1 Hillview Towers Hillview Towers | Penthouse  Boiler Room -
4_.1 1243061  Chiller General Maintenance  Chilier 21 Ramill Court Hamill Court Gasement ¥4 I
305 Chiller Ingpection Weskly Chiller £2 Hilhdew Towers Hilldew Towers | 2 (" 4
or Chiller maintenance Chiller # 1 Hillview Towers Hillview Towers | Parling L w
306 Fire Extinguisher Inspection  Fire Extinguisher 1-1 Hillview Towers Hillview Towers | “arious £
303 Supply Fan Inspection Supply Far # 1 Hillview Towers Hillview Towers | Penthouse  Fan Room o

5a

Page 1 of1

Records per page
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http://cp.axisportal.com/

1. Use the Property drop-down to filter the list by property.

Property: All Properties »

[ Schedules All Properties
1155 René-Lévesque Bivd

I Fiter Angus Systems

1D Seh Carroll Corporate Plaza Property B
1245060 AHL Hamill Court Hamill Court -
1245062 AHL Hillview Towers Hamill Court H
an4 Boili Pine Valley Terrace Hillview Towers ~ F
1245081  Chil Southside Office Park Hamill Court -
305 Ghil TUrner Center Hillview Towers
307 Chiller maintenance Chiller # 1 Hillview Towers H
306 Fire Extinguizher Inspection Fire Extinquizher 1-1 Hillview Towers

2. The Filter button opens an interface that allows users to choose a variety of filtering
options. Filtering information is stored locally on your web browser and is remembered
between sessions. The following filtering options are available:

e Schedule: Filter by schedule's name.
e Assigned To: Filter by the assigned employee or vendor.

o Status: Display only active schedules, inactive schedules, or both (all).

[5] Schedules
Building
Schedule: AHL .
Hamill Court
Assigned To: Joe Samson X ™| il Court
Status: (®) Active () Inactive Al Hillview Towers
Hamill Court
« Apply X Close Hillview Towers
307 Chiller maintenance Chiller # 1 Hilligw Towers Hillview Towers
306 Fire Extinguizher Inspection Fire Extinquizher 1-1 Hillview Towers Hillview Towers

3. The list headings are customizable. All list customizations for a specific user are
remembered between sessions and stored locally on your web browser.

e Users can click on a list heading to toggle between sorting the list in ascending or
descending order.

o Click and drag on headings to change the order they are displayed in.
e Users can add or remove list headings by doing the following:

o Click on the right side of a column heading (near the border between
column headings, as shown in the image on the right).
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o Move your mouse pointer to the Columns entry in the list to display all
available column headings.

o Select the column headings that are preferred to be displayed and/or
deselect the headings that are preferred to be hidden. Note that some
information-critical headings cannot be hidden.

[ Schedules
T Filter
10 Schedule ~ * Equipment Property Building
1245060  AHU General Maintenance il Sort Ascending Hamill Court Hamill Court
12453062  AHU General Maintenance i¢ Sort Descending Hamill Court Hamill Court
04 Boiler Pump Inspection Hillview Towers Hillview Towers
1245081  Chiller General Maintenang| L= Celumns L Property Hamill Court
205 Chiller Inzpection VWsekly Chiller #2 Building Hillview Towers
07 Chiller maintenance Chiller # 1 Floor Hillview Towers
206 Firg Extinguisher Inspection  Fire Extinquisher 1-1 Suite Hillview Towers
203 Supply Fan Inspection Supply Fan # 1 Assigned To Hillview Towers
Active

4. To view a schedule, click on the schedule's name, or double-click on the row
take users to the Schedules tab of the associated Equipment Details screen.

[ Schedules
T Filter
D Schedule « Equipment Property
1245...  AHU General Maintenance Air Handling Unit #2 Hamill Court

I 1243, AHU General Maintenance |m|' g Unit #3 Hamill Court
204 Boiler Pump Inspection ‘Boiler Pump # 1 . Hillview Towers
1243.. Chiller General Maintenance Chiller #1 Hamill Court
305 Chiller Inspecfion Weekly Chiller #2 Hillview Towers
o7 Chiller maintenance Chiller £ 1 Hillview Towers
306 Fire Extinguizher Inspection Hillview Towers

Fire Extinquisher 1-1

[T THET .

. This will

5. At the bottom of the list is a control toolbar that allows users to access several
commonly-used display features.

Page

1 |of1

Records per page

The following list controls are available:
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Return to the first page of the list.

Go to the previous page.

Page 1 of1 Manually enter a specific page to go to.

Go to the next page.

Go to the last page.

Records per page Use the slider to adjust the number of records displayed per page.

i Refresh Reload the list (checks for updates to the list since it was last loaded).

3 Reset Reset the list display settings to default (also removes any previously
& Rese applied filters).
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About Employee Available Hours

The Employee Available Hours screen captures the number of available Tenant Request (TR)
and PM staff hours for the next four weeks. The data generated in the Resources Forecast
Report is based on these hours and helps determine whether there are enough staff member
resources to complete the work ahead. This feature is particularly useful in large facilities with
many Engineers and vendors working and smaller facilities likely do not require this feature.

Weekly data fields for both TR and PM for each property are displayed. Employee available
hours for the past three weeks are also displayed. The upcoming four-week entries can be
modified. Each week the Employee Available Hours table will be automatically adjusted to allow
for entry in the upcoming fourth week.
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PM Work Order Dispatch Options

Configuring your PM dispatch options allows users to enable automatic dispatching for PM work
orders on a per-property basis. Follow the steps below to enable, update, or disable automatic
dispatching.

1. Hover over Setup and click on Dispatch Options.

Setup Content Manager

|| n
Places

Tenants

: Vendors
User Groups
User Search

User Registration

4 Coverage

Dizpatch Opticns

2. In the Filter section, click the Property field and select the desired property from the
drop-down list.

3. To enable automatic dispatching, click the PM Automatic Dispatch checkbox if it is not
currently checked (unchecking this box will disable automatic dispatching for the
selected property).

4. Users can modify the Pre-dispatch Scheduled Work Orders (days) field to select the
number of days before the due date that the system should attempt automatic

dispatching.
5. Click Save.
Property: Carroll Corporate Plaza »
st Options
Enable PM Automatic Dispatch:
Pre-dispatch Scheduled Work Orders (days): 5
o Save
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Using Preventive Maintenance
PM Work Order Types

There are two types of Equipment work orders in the PM work order system: Scheduled and On
Demand. The majority of work orders used will be scheduled. On demand work orders are only
created when there is unscheduled maintenance that needs to be recorded in the system.

Scheduled Work Orders

Building Services Setup Content Manager
" Property Inspection Checklists I
Dashboard
Messages
Tenant Requests

Preventive Maintenan~=

On Demand List
Visitor Security

Scheduled List
Ciol

Issued List
Surveys

Completed List
Search

Cancelled List

Equipment
Tasks
Schedules

Scheduled work orders are generated regularly and are based on PM schedules. On the
Scheduled list, the next two weeks of work orders are displayed. A longer time interval can be
displayed using the filter options. Fixed-period work orders are automatically canceled by the
system if and when they go one period overdue.

On Demand Work Orders
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L Building Services Setup Content Manager
)

Property Inspection Checklists
Dashboard

Messages

Tenant Requests

Preventive Maintenan~=

On Demand List
Visiter Security

Scheduled List
Ciol

Issued List
Surveys

Completed List
Search

Cancelled List

Equipment
Tasks
Schedules

On demand work orders are created in response to an unplanned need for equipment-related
service. On demand work orders can be created before or after the actual work is complete.

When an on demand work order is created, it is displayed in the On Demand List. These work
orders will remain on this list until it is completed or canceled. When an on demand work order
is assigned and dispatched, it will also be displayed in the Issued List.
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PM Work Order Lists

I For general information on viewing, editing and updating work orders, please refer to Work Order
Details Overview (p. 74).

There are five lists for PM work orders: On Demand, Scheduled, Issued, Completed, and
Canceled. Users view work orders in each state by opening the associated work order list:

Building Services Setup Content Manager
" Property Inspection Checklists I
| Dashboard
Messages
Tenant Requests

Preventive Maintena
On Demand List
Visiter Security
Scheduled List
Col
Issued List
Surveys

Completed List

Search
Cancelled List

Equipment
Tasks
Schedules

e On Demand
The On Demand List displays all work orders that have been created to handle

unscheduled maintenance. On demand work orders can be assigned and issued at any
time and are displayed on this list until completed or cancelled (they are then displayed
in either the Completed or Cancelled lists, respectively). On demand work orders that

have been assigned and dispatched are also displayed in the Issued List.

I All on demand work orders are identified in lists with the On Demand status icon (@).

e Scheduled

The Scheduled List indicates which work orders are ready to be issued or scheduled for
dispatch. This list allows administrative staff to review and make any necessary changes
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before the work order is issued; see Work Order Details Overview (p. 74) for general
information on viewing, editing and updating work orders.

e Afloating work order cannot be issued if a previous work order is still outstanding for the same
task; it must be cancelled or completed before a new work order can be issued.

e  Floating work orders are identified in lists with the Floating status icon (“E).

Issued

The Issued List indicates that the work order has been dispatched. Issued work orders
can be reissued and reassigned. This can be useful in the event of staff turnover or staff
workload issues.

o Reissuing a work order does not delete or "pull back" the previously issued work
order, resulting in two electronic copies in the system. In cases where re-issuing
is performed from one active tradesperson to another, have the engineer
manually delete the work order from their device (only applies to email and RIM
devices).

Completed

The Completed List displays completed work orders. Work orders remain in the
Completed List for 45 days from the date of completion. Flags for missing values are
also displayed on this list (see Missing Values (p. 91) for more information). A list of
Completed work orders is available via the PM Work Orders report.

To access the PM Work Orders report, log into the Axis Control Panel at
http://cp.axisportal.com, hover over Reports, and click on Building Services Reports.

Reports Lease Intelligence

I
User & Usage Reports

Message History Report

Building Services Reports

The PM Work Orders report can be found by expanding the Lists folder under the
Preventive Maintenance folder.
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[T] Reports “
= Welcome
=] My Saved Reports
4 7] Analytics
[=] Tenant Request
5 Preventive Maintenance
=] alWork Orders
4 ) Tenant Request
> [C] Lists
- 2] Performance
+ [0 Revenue/lnvoicing
» [C] Volume
4 = Preventive Maintenance
] lssues
» [0 Laber Utiliz ation
41— Lists
[=] Equipment List
=| Gauge Readings
=| PM Schedule List

- [0 Performance
» [0 Planning

Completed work orders that require review form a supervisor will be marked with the Notify Supervisor

status icon (Q) and are not cleared form the completed list until this flag is removed. For additional
details, see The Notify Supervisor Flag (p. 90).

Cancelled

The Cancelled List shows all work orders that were cancelled in the last 45 days. Work
orders that are Ready, Issued, or Completed can be manually cancelled. For example,

users may need to manually cancel a work order if the schedule needs to be made
inactive, or if equipment is out for repair.
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List Controls, Customization, and Filtering

To access PM lists, log into the Axis Control Panel at http://cp.axisportal.com, hover over
Building Services, hover over Preventive Maintenance, and then select the desired list from
the Preventive Maintenance folder.

Building Services Setup Content Manager
" Property Inspection Checklists —
| Dashboard
Messages

Tenant Requests

Preventive Maintena

On Demand List
Visiter Security

Scheduled List
COl

Issued List
sSurveys

Completed List
Search

Cancelled List

Equipment

Tasks

Schedules

Each PM list can be sorted, filtered and customized in a variety of ways, as described below.
For more information about the work order lists and work order statuses, see PM Work Order
Types (p. 64) and PM Work Order Lists (p. 66).

4 5 6
1 “mproverty: Al Properties - \ \Ijﬂm Work Order

| On Demand
2* f Filter I :;.r: Assign & Dispaich ..',r:‘hl?nm
G E @ o Title _ Status Est Time | Assigned To '
u| @ 1008 Wailer in bagement Jan 14,2005 Open 0 hr 30 min Alphonso Franco
3-.,-.‘: @ 120 Inspechon Mar 23, 2005 Opan 0 hr 30 min Mara Agapito
F @ 1o9rs Print Tes Mar 22, 2006 Issued 0 he 15 min Sheila Jackson
Q 11385 Cleaning Apr 06, 2006 Oipan 1 hr I min Alphonso Franco
@ s Air Compressor Inspeclion  Mar 01, 2007 Open 1 hr 15 min George Martinez
@ 1042835 test Jul 30, 2010 lssued 3 hr 15 min George Martmez
ﬂag._ 1 of 1 Reconds per page . E Refresh ﬁﬁeset Dusplaying 1 -6 of 6

~]—=>
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1. Users can use the Property drop-down list to filter the work orders by property, or for all

properties.
Property: All Properties ~
=] On Deman: All Properties
_ 1155 René-Lévesque Bivd
I Filter
Angus Systems
£ | B3| carroll Corporate Plaza

Hamill Court

Hillview Towers

Pine Valley Terrace
Southside Office Park
Tumer Center

2. The Filter button opens an interface which allows users to choose from a variety of
filtering options. The specific options available vary by list.

o Applied filters are persistent on the list until manually removed or if the Property
is changed.

o Filtering information is stored locally on your web browser and is remembered
between sessions.

e Inthe Scheduled List in particular, users can modify the Preview for field to
increase the period of time over which work orders are displayed.

[=| scheduled
Preview for: 2 weekis) (1 -52)
Assigned To: Bob Smithy X |w
Trade: Engingering X v
System: Compressed Air Systems X v
Equipment:
WO Title:
Priority: b
Building: Hamill Court X | w
Floor: ¥
Floating:

« Apply X Close

3. Use the checkboxes to select one or more work orders in the list.

e Selecting multiple entries in the list allows users to assign and dispatch, or print
multiple items at a time as explained in (5) below.

e Click on a work order's name in the Title column to view its details.
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[ Issued

I Filter

O & ) & @ D Title Due = Priority
[l 5472124 AHU Weekly Maintenance  Tue, Jul 08, 2014 1
5472125 AHU General Maintenance  Wed, Jul 09, 2014 1
[l 5472123 Pressure Test Thu, Jul 10, 2014 1
-@ 2472147 Fire Extinquisher Repress...  Fri, Jul 11, 2014 1
3472168 AHU Weekly Maintenance  Tue, Jul 15, 2014 1
l F 54721489 Chiller Weekly Inspection Fri, Jul 18, 2014 1

4. The list headings are customizable. All list customizations for a specific user are stored
locally on your web browser and remembered between sessions.

e Users can click on a list heading to toggle between sorting the list in ascending or
descending order.

e Users can click and drag list headings to change the order they are displayed in.
e Users can add or remove list headings by doing the following:

o Click on the right side of a column heading (hear the border between
column headings, as shown below).

o Move the mouse pointer to the Columns entry in the list to display all
available column headings (available headings vary depending on which
list is currently being viewed).

o Select the column headings that are preferred to be displayed and/or
deselect the headings that are preferred to be hidden. Note that some
information-critical headings cannot be hidden.

Due - > Sfaius Est. Time Assigned To
Jan 14, 2005 El_ Sort Ascending min Alphonso Franco
Mar 23, 2003 il' Sori Descending min Maria Agapito
Mar 22, 2008 min Sheila Jackson
Apr 06, 2008 [E Columns b Due co
Mar 01, 2007 Cpen 1hr1] |:| Completed =4
Jul 20, 2010 Issued 3 hr1] D Cancelled Bz

] Priority

Est. Time

[] Frequency

[T] Total Tasks

Assigned To

[ Device Type

5. The Assign & Dispatch and Print buttons perform the functions described below:
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:: Assign & Dispaich] « Complete X Cannem

Clicking the Assign & Dispatch button opens the Assign & Dispatch window,
allowing users to assign (if currently unassigned) or reassign the selected work
orders. The exact choices available will vary depending on how many work
orders are selected (one, or more than one), whether the work orders have been
dispatched, and whether they are on demand or scheduled work orders.

o Users can also set (or change) the due date. This option is only available
if the work order selected is a single on demand work order that has not

yet been dispatched.
o Users can select whether or not to dispatch the work order immediately.

o Click Save to save your changes. This will also dispatch the work order if
"dispatch immediately” was selected.

o See Assign and Dispatch Work Orders (p. 79) for additional information.

.| Assign & Dispatch ¥

Assign To: Maria Agapito
Due Date: Mar 23, 2005

() Do not dispatch at this time

@) Dispatch immediately

o’ Save K Cancel

For dispatched work orders, clicking the Print button opens a new window with a
copy of the work order in a printable format. Click the Print icon (") or press
CTRL-P to print the work order.

o Printed work orders can be used to complete work in situations where the
assignee does not have direct access to the Internet; the information filled
out in the form will need to be manually input in Axis Control Panel
afterwards to properly document the work.
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X %Convert - E_aSelect

& Work Orders X

- B - m= v Page~v Safety> Tools~+ f}v ?ﬂ LE ﬂ

~
Work Order # 5473215
Boiler Cleaning Monthly
Date Due Jun 9, 2014 Equipment: Boiler # 1
Assigned To John Smythe System Boiler Systems
Priority: 1 Make Bryan
Frequency: Daily Model BT-234876
Property Hillview Towers Asset/Tag # 397285
Building: Hillview Towers | Serial Number: 132984626-99
Floor Basement Warranty Expires: Feb 28, 2013
Suite

Equipment Details:

GPM: 600usgpm
outlet temp: 180F
starter: beside

Feeder: main elec. m

6. The New Work Order button allows users to create an on demand work order. For
additional details, see Creating On Demand Work Orders (p. 82).

7. At the bottom of each list is a control toolbar that allows users to access several
commonly used display features.

Page

1 |of 1

Records per page :::1 Refresh |2 Resel

The following list controls are available:

Return to the first page of the list.
Go to the previous page.
Page 1 |of 1 Manually enter a specific page to go to.
Go to the next page.
Go to the last page.
Records per page: | Use the slider to adjust the number of records displayed per page.
@’ Refresh Reload the list (checks for updates to the list since it was last loaded).
[ Reset Res_et th_e list display settings to default (also removes any previously

applied filters).
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Work Order Details Overview

This topic provides a general overview of the functions available in the Work Order Details
screen. Users can access this screen from any of the work order lists and clicking on the title of
the work order they want to view or work with.

Building Services Setup Content Manager My Workspace
" Property Inspection Checklists T
| Dashboard
Messages il
Tenant Requests
Preventive Maintenan~=
Cn Demand List
Visitor Security _ Due
Scheduled List ——
col ssved Lisl Check Tue,
Surveys eplaced on H... | Wed
Completed List
Search iter (Semi An... | Tue,
F Cancelled List 2 Bet Tue.
[ Equipment Mon
D Tasks nance Wed
[ Schedules Wed
] 32272511 AHU Maintenance Check Wed
[l 21978499 | Twice a Year Fridge Check [ Mon
[ B 52975154 Qzmg Men
[ @ 55775798 || Check AHU Wed
[ 35855126 aaa Test Schedule Thu,
] 33835133 daa Test Schedule Thu,
[l 55855125 | asdf Thu,
O £ 55869678 || Fire Ext Maintenance Thu,
[ 33915316 J AHU Mainenance (M.Q.5... § Mon
[ £ 55931108 | Chiller System Maintenance | Wed
[ 35969500 g AHU - Maintenance Thu,
[ 55969505 {02 - Sample Lighting Mon
[ 35981606 | AHU Annual Maintenancel J Tue,

The Work Order Details screen displays all information related to the work order, including basic
work order and equipment information, task details and any additional attachments or online
references that are applicable to the work order.
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Basic, commonly referenced information is displayed as a series of virtual cards on the left side
of the work order details. Editable cards are highlighted in blue when moused over. Clicking on
a card opens a window which allows users to edit this information.

1 6 7

l & Aswgn & Dispaich + Compieie % Cancel (= Prnt r
I - o Workflow Tasks | & Attachments (0)

Work Order

Thu Mar 01, 2007

) 25371 Assigned To. Geprge Mariinez
2 = T Air Compressar Inspection
Status Open | History
On Demand Date Everd Erplcyen Tame Taken Updated By
1 Cpen Jo= Samson Sheila Jackson
Mar 012007 al 655 am  Assigned Joe Samaon Sheila Jackson
Location Mar 01,2007 i 355 pm  Assigned Gearge Martines Sheila Jackson
L 3 har 01, 2007 at 355 pm Despaiched George Marfines Sheila Jackson
3 =l | P H!II-.-!ew :M‘E[S Cannot dspalch o this Erployee
Building Hillview Towers |
r & Mar01.2007 M 355 pm  Déspariched Gaorge Martines Sheila Jacissn
Utility Room Cannot dispach 16 this Employee
Equipment
d Alr Compressor # 1
Systam Fira Protaction Systam
4 T Devill *
Mad: 547
12345
999992222222

References

1. The Go Back button returns to the previous screen.

4 GoBack
Work Order
1D: 5472125
Title AHU General Maintenance

2. The Work Order card displays basic information about the work order: ID, Title, Status,
Type, Priority, and Frequency.

Work Order

ID: 5472125

Title AHU General Maintenance
Status: Open

Type: Scheduled

Priority: 1

Frequency: Maonthly

3. The Location card indicates the location where the work is to take place: Property,
Building, Floor, and Suite.
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Location

Property Hamill Court
Building Hamill Court
Floor Basement

Suite Mechanical Room

The Equipment card displays general information concerning the equipment on which
the work is to be performed: Name, System, Make, Model, Asset/Tag #, Serial #, and
Warranty Expiry.
e Users can click on the equipment’s name to view additional information on the
Equipment Details screen.

Equipment

Name: Air Handling Unit
System: Air Handling Systems
Make: Trane

Maode Quantum
AssetiTag#:  1203218CM

Serial # TRA3I9482CLCP

Warranty Exp.: Jan 01, 2020
The References card contains external links (hyperlinks/URLS) related to the equipment
being worked on, such as installation guides or maintenance manuals.

e Clicking on a link will open the URL in a new browser window.

References

Installation Guide
Maintenance Manual
Parts List

The Workflow, Tasks and Attachments tabs. Additional details for each tab are provided
below.

= Workflow ||[E2 Tasks || & Attachments (1)

Date Due Wed, Jul 09, 2014

T lahn @muthe

e The Workflow tab is displayed by default. It displays the following information:
Date Due, Assigned To, and the work order’s History.

o Clicking on the name displayed in the Assigned To field displays a popup
with the assignee’s contact information.

o The history section lists events in chronological order.
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= Notes appended to Cancelled and Closed history events can be
edited by double-clicking on the entry.

sou Workflow || (=) Tasks || &7 Attachments (1)

Date Due:  Wed, Jul 09, 2014
Assigned To: John Smythe

[=] History
Date Event Employee Time Taken Task Updated By
Thu, Jul 10, 2014 Assigned John Smythe Karen Guilmore

Thu, Jul 10, 2014 Dispatched John Smythe Karen Guilmore

e The Tasks tab shows a list of tasks which need to be performed.

aam Workflow & Attachments (1)

AHU Monthly ~
Trade: Enginesring
Frequency: Monthly

Estimated Time: 0 hr 30 min

Bealt Nriva Mata: Namane tn the motar and fan heardnne ran rezult fram the halt haina nvartenzinnad

o Each task is displayed as a separate virtual card.

o Clicking on a task card opens the Update Tasks interface, allowing the
user to input labor history information (time taken to work on the task) by
clicking the Add History button.

o Users can add time taken for multiple employees as needed by clicking
on the Add History button.

Adding to the work history using this method does not mark the work order as completed; see
Completing PM Work Orders (p. 87) for detailed information on completing work orders.

&~ Update Tasks ®

AHU Monthly || AHU Semi-Annual AHU Annual Gauge Readings

Check that the steam feeds do not leak. Check -
Check that the condensate drain is functioning. Check

Replace evaporative medules if strongly encrusted with calcium Check

Chgc_l-_c fqr any obstructions or blockages in all of the air intakes Check

Labor History

John Smythe w1 hr |15 min | 07/17/2014 3

Bob Smithy ® w0 hr {30 min | 07/23/2014 0@
& Add History v

Mext = o Save X cancel
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7.

e The Attachments tab displays a list of any files (such as MS Word documents,
pictures or PDF files).

o Workflow || (2 Tasks | 4 Attachments (1)

(&) Add Attachment

Eila Mame Craated On

o Click on a file name to download it; if the file is in a format which can be
displayed within a web browser, then it will be displayed in a separate
browser window.

o Users can remove an attachment by selecting an attachment and clicking
Delete.

o Users can upload an attachment by clicking Add Attachment.
= In the window that opens, click Browse...

= Select the file to upload in the file selection window that is
displayed and click Open.

= Inthe Add Attachment window, click Upload to complete the

process.
Filz Hame Created On Attached By File Size
16, 2014 Karen Guilmore 312.3 KB
& Add Attachment %
Select File: | Browse...

| % Upload || 3 Cancel

The Assign & Dispatch, Complete, Cancel, and Print buttons are briefly explained
below.

|£ Assign & Dispaich «” Complete 2§ Cancel &F‘lint |

Attachments (1)

e Clicking the Assign & Dispatch button opens the Assign & Dispatch window,
allowing users to assign (if currently unassigned) or re-assign and dispatch the
work order.
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o See Assign and Dispatch Work Orders (p. 79) for additional details.
Click the Complete button to mark the work order as completed.

o Inthe window that opens, users will have the opportunity to enter any
previously unrecorded information, such as task completion or gauge
readings.

o See Completing PM Work Orders (p. 87) for more detailed information.

The Cancel button opens the Cancel Work Order window, allowing users to
cancel a work order.

o See Cancelling PM Work Orders (p. 96) for more information.
Clicking the Print button allows users to print a copy of the work order.

o Printed work orders can be used to complete work in situations where the
assignee does not have direct access to the Internet; the information filled
out in the form will need to be manually input in Axis Control Panel
afterwards to properly document the work.
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Assign and Dispatch Work Orders

Work orders must be assigned and dispatched in order for work to begin. On demand work
orders can be assigned when they are created. Scheduled work orders can be assigned when
the Schedule is created. Work orders that are not assigned can be assigned from the work
order lists.

I Users can also reassign and/or reissue work orders by following the directions below.

Work orders that have already been assigned and dispatched can be found in the Issued List.

Unless users want to dispatch a work order early, work orders that have been assigned to an
employee or vendor will be automatically dispatched if automatic dispatching has been enabled.

To assign and dispatch a work order, follow the steps outlined below:

1. Locate the work order that needs to be assigned and/or dispatched. Users can use the
list filters to assist with the search.

2. Click on the work order's title to open the Work Order Details screen.
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3.

Due
Tue
Wed
Tue,
Tue
Mon
Wed
Wed
Wed
Mon
Mon
Wed
Thu
Thu
Thu

Mon
Wed
Thu
Mon
Tue

Building Services Setup Content Manager My Workspace
" Property Inspection Checklists
Dashboard
™
Messages
Tenant Requests
Preventive Maintenan~=
Cn Demand List
Visiter Security
Scheduled List
col : Check
Issued List
sSurveys eplaced on H...
Completed List
Search liter (SemiAn...
F Cancelled List - Belt
I:l Equipment
[l Tasks nance
[ Schedules
[ 32272511 AHU Maintenance Check
[ 31978489 J Twice a Year Fridge Check
[ B 52975154 [ zng
[ @ 55775798 || Check AHU
[ 35855126 aaa Test Schedule
[ 33835133 daa Test Schedule
[ 33855125 ] asdf
O &9 55869678 [ Fire Ext Maintenance
[l 33915316 J AHU Mainenance (M.Q.5...
[ &9 55931108 || Chiller System Maintenance
] 33969500 g AHU - Maintenance
[ 33969505 02 - Sample Lighting
[ 35981606 § AHU Annual Maintenancel

In the top-right corner of the details screen, click Assign & Dispatch.

The exact options available to users in the Assign & Dispatch interface will vary depending on the

number and type of work orders selected.
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45-1. Assign & Dispatch | & Complete 3§ Cancel LE{]Print

& Attachments (1)

19,2014

it Employee Time Taken Task Updated By

gned John Smythe Karen Guilmore

In the window that opens, use the Assign To drop-down list to assign (if currently
unassigned) or re-assign the work order.

Select "Do not dispatch at this time" if the work order only needs to be assigned, but not
dispatched.

Select "Dispatch immediately"” if the work order needs to be dispatched.
Click Save to save your changes. This will also dispatch the work order if "Dispatch
immediately" was selected.

[=-] Assign & Dispatch ®

Assign To: John Smythe X |
Due Date: |
() Do not dispatch at this time

@) Dispatch immediately
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Creating On Demand Work Orders

Users can create on demand work orders manually, or from a completed work order.

Manual Creation of On Demand Work Orders

1. Log into the Axis Control Panel at http://cp.axisportal.com, hover over Building
Services, hover over Preventive Maintenance, then select On Demand List.

Building Services Setup Content Manager
" Property Inspection Checklists
Dashboard
Messages
Tenant Requests

Preventive Maintena

On Demand List

Visitor Security
Scheduled List
COl
Izzued List
Surveys
Completed List
Search
Cancelled List

Equipment
Tasks
Schedules

2. To the top-right of the list, click New Work Order.

Property: Hamill Court > |22 mew work Order
[= On Demand

T Filter £ Ch

O & B @D Title Due « Priority | Est. Time

| @ 3472147 Fire Extinguisher Repress...  Fri, Jul 11, 2014 1 0 hr 30 min
|:| @ 5472150 Alarm Repair Fri, Jul 11, 2014 1 1 hr 0 min

3. A New Work Order window is displayed.

4. Select the Property, Building, and Equipment the work order involves. If the equipment is
still under warranty, a warning will be shown.
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5.

6.

10.

11.

12.

| New Work Order %

Property: Hamill Court K w
Building: Hamill Court B w
Egquipment: Boiler Pump X | w

View equipment information

Enter a name for the task, and any additional instructions to clarify what work needs to
be done.

Select the applicable trade using the Trade drop-down list.

Task Name: Boiler Pump Replacement
Instructions: Replace Boiler Pump with updated model,
Trade: Engineering X v

Select a priority level for the work order using the provided drop-down list.

Click the Estimated Time fields and select the time it should take to complete the work
order.

By default, the Due Date field is set to today's date. If the date needs to be changed,

click the Due Date field and enter the date, or click =° and select the date from the
calendar interface.

Click the Assign To field and select an employee.

e Users can also leave this field blank and assign the work order once it is
generated and displayed in the On Demand List.

If the work order has not been assigned, the only dispatch option available is "Do not
dispatch at this time". If the work order has been assigned, then "Dispatch immediately"
is the default option, but users can instead select "Do not dispatch at this time" and issue
the work order at a later date.

Click Create.
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Priority: 1 w

Est. Time: 4 hr 0 min
Due Date: 07/26/2014 3
Assign To: Sheila Jackson X | w

Dispatch: (@) Dispatch immediately

() Do not dispatch at this time

| o create ||| 3¢ cancel

13. Users will see your work order displayed in the On Demand List. Users can nhow assign
and issue it as they would with a scheduled work order.

Creating On Demand Work Orders from a Completed Work Order

1. Log into the Axis Control Panel at http://cp.axisportal.com, hover over Building
Services, hover over Preventive Maintenance, then select Completed List.

Building Services Setup Ceontent Manager
P Property Inspection Checklists I
Dashboard
Messages
Tenant Requests

Preventive Maintenan~=

On Demand List
Visitor Security

Zcheduled List
Ciol

Issued List
Surveys

Completed List

Cancelled List

Search

Equipment
Tazks
Schedules

2. Locate the work order in the list, then click on the title to open the Work Order Details
screen.
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Property: All Properties »

[=1 Completed
T Filter
F @ i Q 10 Title Due Completed ~ Priority
@ 5472149 Light Bulb Replacement Fri, Jul 11, 2014 Fri, Jul 11, 2014 1
Q 5472148 FACU Annual Inspection Fri, Jul 13, 2014 Fri, Jul 11, 2014 1
F Q 1067052 Supply Fan #1 Inspeclion Wed, Nov 17, 2010 Thu, Jan 20, 2011 2
Q 1080261 Boiler monthly inspechion Sat, Jan 22, 2011 Tue, Jan 18, 2011 1

In the Work Order Details screen, click Create Work Order at the top-right. This will
open the New Work Order popup.

Q Mark as Reviewed D Create Work Order |3 Cancel L‘é’] Print

- Workflow || =3 Tasks || 4% Attachments (0)

te Due Sat, Jan 22, 2011
signed To: John Smythe

History
Date Ewvent Employee Time Taken Task Updated By
Tue, Jan 18, 2011 Closed John Smythe 2 hr 15 min Buoiler cleaning...  Karen Guilmore
Tue, Jan 18, 2011 Dispatched John Smythe

In the New Work Order popup window, some information such as the equipment and
location are auto-filled. Users can edit this information as needed.

] New Work Order 3
Property: Hillview Towers % |
Building: Hillview Towers I X v
Equipment: Boiler # 1 % |

View equipment information

The task name is also auto-filled. Edit the task name if required, then provide any
instructions which should accompany the work order.

Select the applicable trade using the drop-down menu provided; by default, the trade
that this work order was based on is used by default.

84



Task Name: Gauge Calibration

Instructions: Re-calibrate the gauge.

Trade: Engineering X (v

7. Enter a priority and due date.

8. Click the Estimated Time fields and select the time it should take to complete the work
order.

9. By default, the Due Date field is set to today's date. If the date needs to be changed,
click the Due Date field and enter the date, or click = and select the date from the
calendar interface.

10. Click the Assign To field and select an employee.

e Users can also leave this field blank and assign the work order once it is
generated and displayed in the On Demand List.

11. If the work order has not been assigned, the only dispatch option available is "Do not
dispatch at this time". If the work order has been assigned, then "Dispatch immediately"
is the default option, but users can instead select "Do not dispatch at this time" and issue
the work order at a later date.

12. Click Create.

Priority: 1 L

Est. Time: 0 hr | 30 min

Due Date: 07/22/2014 E

Assign To: w
Dispatch: Dispatch immediately

(@) Do not dispatch at this time

| % Create A Cancel

13. Users will see their work order displayed in the On Demand List. Users can now assign
and issue it as they would with a scheduled work order.
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Completing PM Work Orders

Engineers may update and complete work orders from the field using a handheld device or by
following the steps described below.

I Work orders can only be completed if they are in the Issued List.

1. Locate the work order that needs to be completed. Users can use the list filters to assist
with the search.

2. Click on the work order's title to open the Work Order Details screen.

Building Services Setup Content Manager My Workspace
ey
" Property Inspection Checklists
Dashboard
™
Messages
Tenant Requests
Preventive Maintenan~=
Cn Demand List
Visitor Security _ Due
Scheduled List _
col S——— Check Tue,
55 is
Surveys eplaced cn H... | Wed
Completed List
Search iter (Semi An... | Tue,
C lled List
[ ance = n Belt Tue,
I:l Equipment Mon
[ Tasks ‘nance Wed
[ Schedules Wed
[l 32272511 AHU Maintenance Check Wed
[ 31978499 J Twice a Year Fridge Check J Mon
] &4 52975154 fzng Mon
[ @ 55775798 || Check AHU Wed
[ 35855126 aaa Test Schedule Thu,
[l 33835133 daa Test Schedule Thu,
[ 33855125 | asdf Thu,
O &9 55869678 [ Fire Ext Maintenance Thu,
[l 22915316 J AHU Mainenance (M.Q.5... J Mon
O &9 55931108 || Chiller System Maintenance | Wed
[ 35969500 § AHU - Maintenance Thu,
[ 35968505 02 - Sample Lighting Man
[ 35981606 § AHU Annual Maintenancel Tue,
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3. Near the top-right corner of the Work Order Details screen, click Complete.

E,. Assign & Dispatch| «” Complete 3 Cancel L:E:]Print

ments (1)

Employee Time Taken Task Updated By

John Smythe Karen Guilmore
4. In the window that opens, users will have the opportunity to enter any previously
unrecorded information, such as task completion or gauge readings.

5. Users can also add to the labor history by clicking Add History. Users can use this
section to track the time taken by multiple people by creating a separate entry for each
person.

6. If there are multiple tasks, users can use the Previous or Next buttons to update
information related to each task, or click on the tabs at the top of the screen.

e Each task has its own labor history section.
7. Click Save to save any updates provided.

& Update Tasks ¥

AHU Monthly | AHU Semi-Annual AHU Annual Gauge Readings

Check steam heater coil fan overrun function. Check ~
Check the steam distributor and ensure there are no Check
Check that the steam feeds do not leak. Check
Check that the condensate drain is functioning. Check

Rgp_lace gvapqrati\:e maodulas if strongly encrusted with Check
_Che_cl-c for any Dk_:structions or blockages in all of the air Check
Labor History

John Smythe w1 hr | 15 min | 07/17/2014 O3

(&) Add History v
Mext = | 2 Cancel

8. Inthe Complete Work Order screen that is displayed next, enter any notes concerning
the completion of the work order

9. Users can also indicate if a supervisor should be notified. See The Notify Supervisor
Flag (p. 90) for additional details.

10. Click Save once finished. The completed work order is moved to the Completed List.
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Complete Work Order %
Date Completed: | 07/23/2014 =]
Completion Notes:
~
(V]
| [ ] Send Notification to Supervisor

[Zaoe ]| Xomen
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The Notify Supervisor Flag

Employees that have the PM Notify Call Attention option selected in their employee profile will
receive an email whenever a work order has the Notify Supervisor flag added to it (contact Axis
Portal Team for assistance with setting up PM Notify Call Attention at AxisSupport@chbre.com).

During the last step of completing a work order, if users wish to have a natification sent to a
supervisor concerning the work order, place a checkmark beside Send Notification to
Supervisor (Example 1). Users can also mark a completed work order as requiring a
supervisor's attention by opening the work order details and clicking the Notify Supervisor
button near the top-right corner of the screen (Example 2).

Example 1 Example 2

| Complete Work Order ®

Date Completed: 10foafa014

Compiletion Notes:

Empizyee Time: Taken Task

Slgroras Franco

[[#] 5end Notfication te Supenvisor

Selecting Send Notification to Supervisor will send an email notification informing the
supervisor that the work order requires review. Work orders that have a notification sent to a

supervisor can be found in the Completed List and are tagged with a Notify Supervisor icon (&
), as shown below.

[=1 Completed
_]]' Filter
F @ o |G D Title Due Completed + Priority
2728413 Boiler Pump Inspection Wed, Cct 01, 2014 Thu, Oct 02, 2014 1
F Q 1067052 Supply Fan #1 Inspection Wed, Mov 17, 2010 Thu, Jan 20, 2011
Qg 10802681 Boiler monthly inspection Sat, Jan 22, 2011 Tue, Jan 18, 2011 1

When a supervisor views the work order's details (by clicking on the title or double-clicking on a
row), after completing their review and making any necessary updates, the supervisor can mark
the work order as reviewed by clicking the Mark as Reviewed button near the top-right corner
of the screen.
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If users clicked Mark as Reviewed in error, users can undo this action by clicking the button again
(the button name changes to Notify Supervisor).
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Missing Values

Employees that have the PM Notify Missing Values option in their employee profile will receive
an email whenever a work order is completed with missing values (contact Axis Portal Team for
assistance setting up PM Notify Missing Values at AxisSupport@chbre.com).

When a work order is completed without filling out all task-related fields, such as gauge
readings or task lines, the completed work order will have the Missing Values flag (:*+) in the
Completed List.

Property: Hillview Towers »
[ Completed
T Filter
F @ B, Q o) Title Due Completed ~ Priority
E754955 Chiller maintenance Sat, Nov 01, 2014 Thu, Mov 27, 2014 1
I i, &754955 Meter Reading Thu, Nov 27, 2014 Thu, Nov 27, 2014 1
@ 11395 Cleaning Thu, Apr 06, 2006 Tue, Oct 25, 2014 1
F ) 1067052 Supply Fan #1 Inspection W¥ed, Nov 17, 201D Thu, Jan 20, 2011 2

To remove this flag, all missing values must be entered under the work order's Tasks tab;
additional details on updating tasks can be found in Work Order Details Overview (p. 74). Each
task line, gauge, or similar missing value is flagged with the same icon (:'), and must be
properly filled in to remove the Missing Values flag.

i Worlflow || = Tasks || & Attachments (D)

Air Compressor Weekly

Trade: Engineering
Frequency Monthly
Estimated Time: 1 hr D min

Check ail level.
Record comprassor run time.
Narmal run time i1s 1:12.

Check air filter.

Belts ok.

Check motor.

Labor History
@  Thu. Nov 27, 2014 Bob Smithy
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Finding PM Work Orders

The PM work order list is accessed from the Home menu and clicking on the PM work order lists
located in the Preventive Maintenance folder.

Building Services Setup Content Manager
" Property Inspection Checklists .
Dashboard
Messages
Tenant Requests

Preventive Maintena

On Demand List

Visitor Security
Scheduled List
COl
Izzued List
Surveys
Completed List
Search
Cancelled List

Equipment
Tasks
Schedules

There are a variety of methods users can use to sort, filter, or search through the PM work order
lists.

Using Work Order List Filters

Users can use the various methods outlined in List Controls, Customization, and Filtering (p.
68).

Searching for Work Orders (Quick Search)

If users know the ID number of the work order, they can use the quick search.
1. Click on the quick search field in the top-right corner of the screen.
2. Enter the ID number of the work order.

3. Click Search. The work order is displayed.

TR and PM Quick Search: 15647968 | searsn
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I ID numbers are only assigned to work orders that have been issued.

Searching for Work Orders (Advanced Search)

I Users can only search for completed or cancelled work orders using the advanced search feature.

If users do not know the ID number for the work order, they can use the Advanced Search.

1. Log into the Axis Control Panel at http://cp.axisportal.com, hover over Building
Services, hover over Search, then select PM Search.

Building Services Setup Content Manager
|
P Property Inspection Checklists

I Dashboard

Messages

Tenant Requests

Preventive Maintenance

Visitor Security

Col

Surveys

Search
TR Search
PM Search 1
WS Search

3. Enter any available information about the work order.

4. Click Search. The work order is displayed.

[=] P WORK ORDER SEARCH

Schadue ID Assaned Ta i
WO Tie Seatus Completed =
Property T w  DateDue Froe | 7/ 18,2010 To 8/18/2010
Equipmerit v Cosre Notes
Tagk s
(e =
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Cancelling PM Work Orders

Auto-Cancelled Work Orders

e Work orders are automatically cancelled when the next work order from the schedule is
due.

o When work orders are created from a schedule, a cancellation date is determined for
each work order, which is the due date plus one period. For example, if a work order is
due on January 1, it appears in the list on December 15, because by default, the system
displays it 14 days in advance. If it is not completed by February 1 when the next one is
due to be completed, the system auto-cancels the one dated January 1.

e Automatic cancellations are processed overnight.

e Cancelled work orders are listed in the Cancelled List.

Cancelling a Work Order

Work Orders that are in the On Demand, Scheduled, Issued and Completed lists can be
cancelled.

1. Open the desired work order. See Finding PM Work Orders (p. 92) for more information.

2. Click the Cancel button. This will open the Cancel Work Order window.

_E. Assign & Dispatch ¥ Complete [E(] Print

iments (1)

Employes Time Taken Task Updated By

Ay e [

3. Inthe Cancel Work Order window, enter the following information:
e Date Cancelled (current date is the default)
e Cancelled By

e Cancellation notes (the reason the work order was cancelled).

94



-] cancel Work Order ®

Date Cancelled: 07/23/2014 O
Cancelled By: Bob Smithy X v

Cancellation Motes:
‘Work order manually issued in error.

4. Once finished, click Save to cancel the work order. The work order is moved to the
Cancelled list.
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