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SOFTWARE LICENSE AGREEMENT 

IMPORTANT: Please read this before breaking the seal and/or  

opening the packet containing the Software CD 

This Software License Agreement (this “License”) is a legal agreement between you and Link It Software 

Corporation (“Link It”). By breaking the seal or opening the packet containing the EZ Maintenance 

software (the “Software”) and/or using the Software you accept the following terms of this License. If you 

do not agree with these terms, you should not open the sealed packet containing the Software or use the 

Software. 

1. GRANT OF LICENSE 

=================== 

You are granted a limited, non-exclusive, non-transferable license to install and use the Software on the 

number of computers indicated on the purchase order for the Software.   

If you have purchased a single-user license, you may only install the Software on one computer for use by 

one user.  If you have a multiple-user license of the Software (“Multi-User License”), you may only allow 

the number of users granted in the Multi-User License to use the Software at any given time.  

Additional licenses may be purchased from Link It to expand the number of users who may use the 

Software at any given time. This License does not entitle you to any rights in any future updated versions 

of the Software. 

2. RESTRICTIONS 

=============== 

All uses of the Software not specifically allowed in Section 1 of this Agreement are prohibited. You may 

not:  

(i) copy the Software or accompanying documentation except as described in the installation 

section of the Software manual 

(ii) distribute, rent, transmit, sub-license, lease or lend the Software or accompanying 

documentation 

(iii) decompile, disassemble, translate or reverse engineer the Software 

(iv) modify the Software in any manner 

(v) create derivative works of the Software; or  

(vi) remove any proprietary notices or labels on the Software.  

You may transfer the Software and accompanying documentation to another party provided that:  

(i) you retain no copies of the Software or any accompanying documentation 

(ii) the receiving party agrees to the terms and conditions of this License; and  

(iii) the receiving party returns a registration card for the Software to Link It. Registration cards 

for the Software are available through written request to Link It. 

3. OWNERSHIP 

============= 

Link It retains title to and ownership of all proprietary rights with respect to the Software and reserves all 

other rights in and to the Software not expressly granted herein. 

4. DISCLAIMER OF WARRANTIES AND LIMITATION OF DAMAGES 

======================================================= 



If you discover physical defects in the Software CD or accompanying documentation, Link It will replace 

the media or documentation at no charge to you, provided you return the item to be replaced with proof of 

payment to Link It during the 90-day period after having taken delivery of the Software.   

LINK IT PROVIDES THE SOFTWARE AND ACCOMPANYING DOCUMENTATION “AS-IS” 

WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING WITHOUT 

LIMITATION, ANY IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A 

PARTICULAR PURPOSE, ALL OF WHICH IS EXPRESSLY DISCLAIMED TO THE EXTENT 

ALLOWABLE BY APPLICABLE LAW. LINK IT DOES NOT WARRANT THAT THE FUNCTIONS 

CONTAINED IN THE SOFTWARE WILL MEET YOUR REQUIREMENTS OR THAT THE 

OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED OR ERROR FREE.  IN NO EVENT 

SHALL LINK IT, ITS DISTRIBUTORS AND DEALERS BE LIABLE FOR ANY LOST PROFITS, 

LOST BENEFITS, OR ANY CONSEQUENTIAL, INDIRECT, INCIDENTAL, SPECIAL OR PUNITIVE 

DAMAGES, WHETHER IN CONTRACT OR IN TORT, EVEN IF LINK IT HAS BEEN ADVISED OF 

THE POSSIBILITY OF SUCH DAMAGES. DIRECT DAMAGES ARE LIMITED TO THE AMOUNT 

OF THE PURCHASE PRICE PAID FOR THE SOFTWARE. 

No Link It dealer, agent, or employee is authorized to make any modifications or additions to this warranty. 

Some states do not allow the exclusions and limitations set forth in this Section 4, so the above limitations 

or exclusions may not apply to you. 

5. TERMINATION 

=============== 

This License is effective until terminated. You may terminate this License at any time by destroying all 

copies of the Software including any accompanying documentation or transfering the Software and all 

accompanying documentation pursuant to Section 2 above. This License will terminate immediately 

without notice from Link It if you fail to comply with any provision of this License. Upon such 

termination, you must destroy all copies of the Software and accompanying documentation. 

6. UNITED STATES FEDERAL GOVERNMENT RESTRICTED RIGHTS 

======================================================= 

If this Software is acquired by or on behalf of the U.S. Federal government, this provision applies. Use, 

duplication or disclosure of this Software is subject to restrictions set forth in FAR 52.227-19 and DFAR 

227.7200--227.7202-4, as applicable. The Software is “commercial computer software” and is licensed 

with only “Restricted Rights.” 

7. REFUNDS 

========== 

You acknowledge and agree that upon opening the packet containing the Software or breaking its seal and 

agreeing to the terms of this License, you may not receive a refund for the Software. If you have not 

opened the packet containing the Software or broken its seal and you do not wish to agree to the terms of 

this License, please call Link It at (661) 286-0043 to arrange the return of the Software. Software must be 

returned within 15 days of purchase and proof of purchase must be supplied with any returned, unopened 

Software to obtain a refund. 

8. GENERAL 

=========== 

You acknowledge that you have read this License, you agree to be bound by its terms and that this License 

is the complete and exclusive statement of the agreement between the parties, which supersedes all 

proposals or prior agreements, oral or written, and all other communications between the parties relating to 

the Software.  



Any action related to this Agreement shall be governed by California law and controlling U.S. federal law, 

and choice of law rules of any jurisdiction shall not apply. The parties agree that any action shall be 

brought in the United States District Court for the Southern District of California or the 

California Superior Court for the County of Los Angeles, as applicable, and the parties hereby submit 

exclusively to the personal jurisdiction and venue of the Unites States District Court for the Southern 

District of California and the California Superior Court of the county of Los Angeles.  

If any provision of this Agreement is declared by a court of competent jurisdiction to be invalid, illegal or 

unenforceable, such provision shall be severed from this Agreement and the other provisions shall remain 

in full force and effect.  

If Link It employs attorneys and/or other professionals to enforce any rights arising out of or relating to this 

Agreement, and if Link It prevails, Link It shall be entitled to recover reasonable attorneys’ and/or other 

professionals’ fees from you. No failure of either party to exercise or enforce any of its rights under this 

Agreement will act as a waiver of such rights.   

Should you have any questions concerning this Agreement, or if you desire to contact Link It for any 

reason, please send an e-mail to support@linkitsoftware.com. 
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CHAPTER 1 – INSTALLATION

Initial information you need to start EZ Maintenance™: 

User Name: manager 

Password: start 

Key Codes: Key Coded are located on the back of the CD sleeve. 

Installation of EZ Maintenance is a very simple procedure.  Below are the installation instructions for a 

single user, stand-alone system and for a multi-user network.  After installation you must activate EZ 

Maintenance before you begin using it. 

The EZ Maintenance Key Codes will allow you to activate EZ Maintenance only once, on either your 

network or your stand-alone system.  Once the Key Codes are used to activate your software they will not 

be usable for additional installations. Please read and follow the instructions provided here carefully. 

Stand-Alone System Installation 

1. Put in the CD-ROM containing EZ Maintenance 

2. The CD should auto load the installation menu.  

3. Click on the Install button.  

4. Click on the Install EZ Maintenance button. 

5. This will load the install program that will walk you through the rest of the setup. 

After installation is complete, please activate your software by following the activation procedure described 

below for stand-alone systems. 

Network Installation 

For a multi-user network setup, EZ Maintenance has to be installed directly into the Server; it cannot be 

installed from a workstation. 

Server: 1. Put the CD-ROM containing EZ Maintenance into the CD-ROM drive on 

the Server (or the computer you have chosen to act as server for EZ 

Maintenance). 

2. The CD should auto load the installation menu. 

3. Click on the Install button. 

4. Click on the Install EZ Maintenance button. 

5. This will load the install program that will walk you through the rest of the 

setup. If you change the default installation path, please make a note of it. 

6. After the installation is complete open My Computer.

7. Open the drive that EZ Maintenance is installed on, by double clicking the 

drive icon. 

8. Open the Program Files folder (or the alternate folder you chose during 

installation). 

9. Right click on the EZ Maintenance folder and select Sharing.

10. Make sure Share As is selected, click on Apply; then OK.

For a Novell network, the network administrator must install EZ Maintenance onto a network server, and 

map a network drive. 

Novell Example:  Administrator puts the following line in container or system script: 

MAP ROOT Z:=SERVER:<Location of EZ Maintenance>
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Workstation: 1. Right click on My Computer and select Map Network Drive.

2. Click on the Browse button. 

3. Browse to the Server and select the shared EZ Maintenance folder (steps 8-

10 above), then click OK

4. Click the Finish button. 

5. Open My Computer.

6. Open the new network drive created in steps 1-4. 

7. Find the EZ Maintenance program file, “EZM2.EXE”

8. Right click on the icon and select Copy.

9. Right click on the desktop and select Paste Shortcut.

10. Place the EZ Maintenance installation CD into the CD-ROM drive on the 

workstation. 

11. The CD will auto load. 

12. Click on Install.

13. Click on Workstation Install.

Activation 

After installation, EZ Maintenance must be activated before you can begin using it.  You must be 

connected to the Internet to do so.  The Key Codes for activation are located on a label on the back of the 

CD sleeve.  Please do not lose these numbers. You must use the Key Codes to activate the software.  It is 

strongly suggested that you copy the Key Codes and keep them in a safe place. You will also need your 

Key Codes for accessing technical support and for purchasing additional licenses and upgrades. 

When you run EZ Maintenance, you will be prompted for a User Name (manager) and Password (start), 

also located on back of the CD sleeve. The first time you log into EZ Maintenance you will be required to 

register your software. You must be connected to the Internet to register.  Registration is quick and easy for 

both a stand-alone setup and a network setup.   

IMPORTANT: Once the Key Codes are used to activate your software they will not be usable for 

activation of EZ Maintenance on another computer. Please read and follow the instructions provided here 

carefully. 

Stand Alone System Activation Procedure: 

Skip this procedure if you are installing EZ Maintenance on a network.   

For a stand-alone system, you will use only one of the two sets of Key Codes provided on the CD 

sleeve. Use the Server Key Codes. Do not use the Workstation Key Codes. 

Fill out all the required fields on the registration window. Type in Server Key Code 1 and Key 

Code 2 and press OK.  Wait while this is transmitted over the Internet to our servers for 

verification.  Once this is done EZ Maintenance is ready to use in a stand-alone system.  

Network Activation Procedure: 

For a network setup, registration must be done on two systems and you will use two different 

Key Codes: Server Key Codes and Workstation Key Codes.   

Server: 

You must first register on the network server using the Server Key Codes.  Fill out all the 

required fields in the registration window. Type in Key Code 1 and Key Code 2 and press OK.  

Wait while this is transmitted over the Internet to our servers for verification. 
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Workstation: 

Then register on any one of the network’s workstations, with the second set of Key Codes 

(Workstation Key Codes).  Fill out all the required fields in the registration window.  Type in 

Key Code 1 and Key Code 2 and press OK.  Wait while this is transmitted over the Internet to our 

servers for verification. 

Adding Licenses 

After completing the basic EZ Maintenance installation you may wish to license additional users on your 

network.  Additional user licenses may be purchased at any time.   

Adding licenses to EZ Maintenance is fast and simple.  Make sure you are connected to the Internet:  you 

must be connected to the Internet in order to add licenses. Open EZ Maintenance, Log on as Manager, and 

then click the “Add User Licenses” Main Menu button.  A box will come up asking for Key Code 1 and 

Key Code 2.  Type in the Key Codes that you were given when you purchased the additional licenses.    

Once you have entered the Key Codes, the information will be sent to our server for verification.  Please 

wait until the change is completed. 

Uninstall

If you choose to uninstall EZ Maintenance follow these steps. 

Server / Stand-Alone: 

1. Close EZ Maintenance, and make sure that all workstations have closed EZ Maintenance. 

2. Click on the Start Menu.

3. Click on Programs.

4. Click on EZ Maintenance 2.

5. Click on Uninstall EZ Maintenance 2.

Workstation: 

1. Right click on the EZ Maintenance icon. 

2. Select Delete.

Backup and Restore 

Backups: 

Be sure to back up your database regularly, so you don’t lose vital data in case of a system failure.  You can 

use any standard backup program, including Microsoft’s Backup program that comes with Windows
®

.

Most backup programs come with recommendations on how often and in what way to do your backups.  

Follow those recommendations. 

For an EZ Maintenance data backup, go into the main EZ Maintenance folder (C:\Program Files\EZ-

Maintenance, in most cases) and back up all the files with the extensions: .dbc, .dct,  .dcx, .dbf, .cdx, and 

.fpt.  These files can be found in the main EZ Maintenance folder, located on the server in a network 

installation or on the computer EZ Maintenance is installed in, for a stand-alone setup.  In a network 

installation you will not need to back up anything from the workstations. 

Restores: 

If your system crashes and you need to restore EZ Maintenance, do it as follows: 
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1. Reinstall EZ Maintenance from the CD-ROM as described in the “Installation” section, above. 

2. Restore the data from your latest backup, taken as described in the “Backups” section, above. You will 

be overwriting the files from the new installation, so if the restore program you use asks if you want to 

replace the original files with the files you are restoring, answer “Yes”.  (On a network installation, 

you will be restoring the files into the main EZ Maintenance folder on the server; there will be nothing 

to restore on the workstations.)  When you restore your data files, have your backup program restore 

all your data files to the folder on the Server into which you have reinstalled EZ Maintenance.  In a 

stand-alone installation, restore your data backup into the folder into which EZ Maintenance was 

installed.  For example, on a network, if EZ Maintenance is installed into J:\Ezm, (with J being the 

network drive), this is where you restore your data.  In a stand-alone setup, if the folder EZ 

Maintenance is installed in is in the path C:\Program Files\EZ-Maintenance, then restore all your data 

into that folder. 

That’s all there is to it!  You will now have EZ Maintenance running again with your data intact.  
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CHAPTER 2 – OVERVIEW / INTRODUCTION

Thank you for becoming an EZ Maintenance customer!  We value your business, and are pleased to bring 

you a full-featured program we believe is unmatched in the market place for quality and price. 

This manual contains an in depth explanation of every feature in EZ Maintenance.  Names of screen objects 

such as windows, buttons, data input fields, and sections of the program, etc. are shown in bold text in this 

manual. 

The illustrations in this manual are here for illustration purposes only.  They are used as examples to 

demonstrate what you will see on the screen as you move through EZ Maintenance, and to give you a 

visual representation you can refer to when reading the text.  No attempt has been made to make data in any 

one illustration consistent with that in other screens shown in the Manual. 

Starting Up and Logging In to EZ Maintenance 

Depending on how your systems administrator has set up EZ Maintenance on your computer, most users of 

EZ Maintenance will launch the software by double-clicking on the EZ Maintenance icon on their desktop: 

Immediately after launching the software, a window will open up asking you for a username and password: 

The default username and password are “manager” and “start” respectively.  Unless your administrator has 

changed or deleted this username and password pair, you can use these to log into the program.  Click in 

the User Name box and type “manager”, and click in the Password box and type “start”.  Then click on 

the OK button to log into EZ Maintenance, or click Exit if you have changed your mind and would like to 

exit from EZ Maintenance. 

For instructions on how to add, change, or delete existing usernames and passwords, see Chapter 7 

“Administrative Utilities”. 
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EZ Maintenance Main Menu / Manual Organization 

Pictured here is the EZ Maintenance main menu, which you will be taken to immediately after logging into 

the software.  The key features of EZ Maintenance are accessible from the main menu: 

This manual is divided much in the same way that the main menu of EZ Maintenance is, and as such there 

are chapters dedicated to the following:

1. The Equipment Maintenance Module, which is represented by the eight buttons on the left side 

of the window.  The Equipment Maintenance Module is the part of EZ Maintenance that lets you 

to track and control maintenance for your Equipment.  Refer to chapter 4, “Equipment 

Maintenance Module”, for the topics that deal with how to use the Equipment Maintenance 

module and all of the buttons pictured here: 

2. The Vehicle Service Module, which is represented by the eleven buttons on the right side of the 

window.  The Vehicle Service Module is the part of EZ Maintenance that lets you to track and 
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control maintenance for your Vehicles.  Refer to chapter 5, “Vehicle Service Module”, for the 

topics that deal with how to use the Vehicle Service module and all of the buttons pictured here: 

3. The Inventory Module, which is represented by the Inventory & Purchasing button near the 

center of the window.  The Inventory Module lets you track inventory, create purchase orders and 

requests for bid, and enter your parts and materials vendors into EZ Maintenance.  Refer to chapter 

6, “Inventory Module”, for the topics that deal with how to use the Inventory Module. 

4. The administrative Utilities, which are represented by the five buttons just below the center of the 

window.  Refer to chapter 7, “Administrative Utilities”, for the topics that deal with how to use 

these utilities and all of the buttons pictured here: 
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5. The other four buttons at the top of the EZ Maintenance main menu.  The Company Info,

Customers, and List of States buttons represent data entry areas that are explained in chapter 3, 

“General Setup and Alerts”.  The Alerts button represents the section of the program, also 

explained in Chapter 3, that alerts you to overdue maintenance events as well as expiring driver 

and vehicle licenses. 
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CHAPTER 3 – GENERAL SETUP AND ALERTS 

In this chapter we cover some basic setup sections available from the EZ Maintenance main menu as well 

as the Alerts section of the program. 

Entering Your Company Information 

If you click on the Company Info button on the EZ Maintenance main menu, you will be taken to a section 

of the program where you can enter information about your company.  From the company information 

window, you can enter the following data items about your company into EZ Maintenance: 

o Company Name 

o Street Address & City, State, Zip Code 

o Main Phone Number 

o Main Fax Number 

o Main Email Address 

o Company Website URL 

o Company Logo (Image File) 

To enter information into this form, simply click 

with your mouse on one of the data fields such 

as Company Name, City, or Phone No., and 

type in your entry. 

The company logo is an image file; the program 

will accept files in .JPG, .BMP or .GIF format. If 

the image is large, EZ Maintenance will 

automatically scale it down.  The image may be 

any size.  However, to avoid a “stretching” effect in the display of the image, the ratio of the sides must be 

1:1; in other words, the image must be a square.  To select a logo, click on the Select Logo button and 

browse through your computer to locate the desired image.  Click on the Remove Logo button if you’ve 

selected a logo but would no longer like to have one displayed. 

Your company information will appear on the following printouts along with your company logo (if you 

have selected a company logo): 

o Equipment and Vehicle Work Orders (for equipment work orders see chapter 4 “Equipment 

Maintenance Module”, and for vehicle work orders see chapter 5 “Vehicle Service Module”) 

o Purchase Order (Inventory Module, see chapter 6 “Inventory Module”) 

o Request for Bid (Inventory Module, see chapter 6 “Inventory Module”)

Entering Customers into EZ Maintenance 

Clicking on the Customers button on the EZ Maintenance main menu takes you to a section of the 

program where you can enter any customers for whom you perform equipment or vehicle maintenance.  

When you click on the Customers button, you will be taken to the List of Customers window: 
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Notice that in the middle of the window there is a list of all the customers whom you have entered into EZ 

Maintenance so far, and for each customer the ID number you have chosen for them listed (Cust. ID), the 

name of the business is listed (Business Name), and the phone number as well (Phone): 

The List of Customers window also contains a search feature in the upper right part of the window:   

To use the search feature, first, click on one of the circles called Cust ID, Name, or Phone to search by 

customer ID, a customer name, or by phone number respectively.  Then click in the yellow-colored field 

and type a customer ID, customer name or phone number of the customer for whom you want to search.  

Then hit the return key.  If a customer exists in EZ Maintenance that matches your search term, it will be 

selected from the list. 

There are also five buttons (plus a Close button) at the bottom of the window which represent different 

actions you can perform in this section of the program: 

o NEW button: Clicking on this button allows you to enter a new customer into EZ Maintenance.  

This button opens up the New Customer Information Window where you can enter information 

about your new customer. This is explained in detail further down in this section. 

o EDIT button: Clicking on this button allows you to edit the contact information for a given 

customer.  To use this feature, select one of the displayed customers by clicking on them with your 

mouse, and then click on the EDIT button  This button opens up the Modify Customer 
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Information Window where you can edit the information about the customer you selected.  This 

is explained in detail further down in this section. 

o DELETE button: Clicking on this button allows you to delete a customer from EZ Maintenance.  

To use this feature, select one of the displayed customers by clicking on them with your mouse, 

and then click on the DELETE button. 

o PRINT LIST button: Clicking on this button allows you to print a list of all of the customers you 

have currently entered in EZ Maintenance.  The following data items will be printed on the 

customer list: 

o The customer’s ID number 

o The name of the customer 

o Their main phone number 

o Customer Labels button: Clicking on this button allows you to print labels with your customers 

on them. 

Click on the CLOSE button to exit from the List of Customers window and return to the EZ Maintenance 

main menu. 

Entering a New Customer

Clicking on the NEW button in the List of Customers window will open up the New Customer 

Information window where you can enter contact information for your new customer: 

Notice that in the upper-right portion of the window there are two data entry fields, ID and Name:

Upon creating a new customer you must enter a unique code that identifies the customer into the ID field in 

the top right portion of the window.  You must also enter a name for your customer into the NAME field.  

Both the ID and NAME fields are required fields that must be entered for your customer before you can 

save the contact information you’ve entered.  Just click to place the cursor in each field and type your entry. 
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In the center of the window are two tabs called Main and Other Contacts.  Clicking on the Main tab 

displays a form in which you enter the main contact information for this customer: 

To make an entry into one of the fields in the form (such as CITY, COUNTRY, or EMAIL), simply click 

in the box with your mouse and type in your entry.  In addition to all of the data fields for contact 

information, you can also enter notes for this customer in the Customer Notes and Technical Notes fields 

at the bottom of the form. 

Clicking on the Other Contacts tab displays a list of other contacts you have for this customer: 

You can add a new contact to the list by clicking on the New Other Contact button.  After clicking on the 

button, you can edit any of the fields containing information about the contact by clicking on them with 

your mouse and typing.  Use the horizontal scroll bar to scroll to the right for other data fields for the 

contacts. 

You can also use the Delete Other Contact button to delete contacts.  Select the contact you want to delete 

by clicking on it with your mouse and then clicking on the Delete Other Contact button. 

Clicking on the Mailing Label button at the bottom of the bottom of the New Customer Information 

window lets you print a mailing label with the main contact information for that customer.  Clicking on the 

Print button creates a printout with all of the customer contact information along with the information for 

the additional contacts. 
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When you are finished entering information into the New Customer Information window, simply click on 

the OK button at the bottom of the window to save your entries.  If you have changed your mind and do not 

want to enter the new customer, then click on the Cancel button. 

Editing an Existing Customer

As mentioned before, you can edit the information for an existing customer at the List of Customers

window by selecting a customer by clicking on it and then clicking on the EDIT button.  This will take you 

to the Modify Customer Information window which is similar to the New Customer Information

window.  This is where you can change information that you’ve entered for an existing customer: 

The only difference between how the Modify Customer Information window works and the New 

Customer Information window works is that in the Modify Customer Information window you are not 

allowed to change the customer’s ID.

When you have finished editing the customer, click on the OK button at the bottom of the window to save 

your changes.  To exit back to the List of Customers window without making any changes, click on the 

Cancel button. 

Entering Your List of States 

In the Vehicle module of the program, there are instances where you will have to specify, for example, the 

state in which a vehicle is registered or a driver is licensed to operate a vehicle. In order to ensure that this 

data is entered in a uniform manner, the states that are entered must be chosen from the list of states that 

you specify in the List of States section of the program, which can be accessed by clicking on the List of 

States button on the EZ Maintenance main menu. 

These are the functions that are available from the List of States window: 

o New button: this button allows you to add a new state to the list.  To add a new state, first click on 

the New button.  A window will pop up prompting you to type in a name for the new state.  Type 
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in the name for the state and then click on the OK button to accept your entry (or click the Cancel

button to abort).  Once you have clicked on OK, your state will be added to the list. 

o Edit button: this button allows you to edit the 

name for a currently existing state.  To edit a 

state, first select a state from the list that you 

would like to edit by clicking on it with your 

mouse.  Then click on the Edit button.  A 

window will pop up prompting you to type in a 

new name for the state.  Once you have finished 

making your changes, click on the OK button to 

accept your changes (or click the Cancel button 

to abort). 

o Delete button: this button allows you to delete a 

currently entered state.  To delete a state, first 

select a state from the list that you would like to 

delete by clicking on it with your mouse.  Then 

click on the Delete button.  A window will pop 

up prompting you to confirm that you indeed 

want to delete the state.  Click on the OK button 

to proceed and delete the state, or click on the 

Cancel button if you have changed your mind 

and you do not want to delete the state. 

When you have finished making your changes to the List of States and wish to return to the EZ 

Maintenance main menu, then click on the Close button.

Understanding the Alerts Feature 

EZ Maintenance has a feature that alerts you to overdue equipment maintenance, overdue vehicle 

maintenance, vehicles that are falling below their minimum fuel efficiency, expiring vehicle licenses, and 

expiring drivers licenses. 

One way in which EZ Maintenance alerts you to the aforementioned items is through displaying red dots on 

certain buttons on the EZ Maintenance main menu.  For example, when a piece of equipment is either due 

today for maintenance or overdue for maintenance, a red dot will appear on the Maintenance Due button: 

Similarly, when a vehicle is due today for maintenance or overdue for maintenance, a red dot will appear 

on the Vehicle Service button; when a drivers license is within two months of expiring, a red dot will 

appear on the Expiring Drivers’ Licenses button; and when a vehicle license is within two months of 

expiring, a red dot will appear on the Expiring Vehicle Licenses button. 

EZ Maintenance also contains a section where all these alerts and more are conveniently listed together in 

the Service & Maintenance Due Now window: 
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This window can be accessed two ways: 

1. It automatically pops up upon launching the program if EZ Maintenance needs to alert you to 

anything. 

2. You can access this window by clicking on the Alerts button on the EZ Maintenance main menu. 

Notice that there are two tabs on this window, Equipment and Vehicles.  Clicking on the Equipment tab 

displays two items: alerts for equipment maintenance that is due today (Equipment Maintenance Due for 

Today), and alerts for equipment that is past due (Equipment Maintenance Past Due): 

The number in parentheses following each item indicates the number of maintenance events that are due or 

overdue. 

To see all equipment maintenance events that are due today, double-click on Equipment Maintenance 

Due for Today.  This will display a list below that shows all of the equipment maintenance events that are 

scheduled for today along with the internal control number of the piece of equipment for which the 

maintenance is scheduled (INTERNAL CONT NO) and the type of maintenance that is scheduled 

(TYPE): 
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Similarly, to see all equipment maintenance events that are overdue, double-click on  Equipment 

Maintenance Past Due.  This will display a list below that shows all of the equipment maintenance events 

that are overdue along with the internal control number of the piece of equipment for which the 

maintenance is scheduled (INTERNAL CONT NO), the type of maintenance that is scheduled (TYPE), 

the actual due date of the maintenance (DATE DUE), and the amount of usage hours that need to be 

logged for the maintenance to become due (HOURS LEFT): 

If you click on the Vehicles tab, you will see five items: 

The number in parentheses following each category shows the number of items contained in each. 

Double-clicking on Vehicle Service Due for Today will display a list below that shows all of the vehicle 

maintenance events that are scheduled for today along with the vehicle number of the vehicle for which the 

maintenance is scheduled (VEHICLE NO) and the type of maintenance (TYPE): 

To see all equipment maintenance events that are overdue, double-click on  Vehicle Maintenance Past 

Due.  This will display a list below that shows all of the vehicle maintenance events that are overdue along 

with the vehicle number of the vehicle for which the maintenance is scheduled (VEHICLE NUMBER), 

the type of maintenance that is scheduled (TYPE), the actual due date of the maintenance (DATE DUE), 

and the amount of usage units that need to be logged for the maintenance to become due (MILES LEFT): 
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Double-clicking on Usage Flag: Advance Notice of Vehicle Service Due by Usage will display a list of 

all maintenance events that are due by usage along with the vehicle number of the vehicle for which the 

maintenance is scheduled (VEHICLE NUMBER), the type of maintenance that is scheduled (TYPE), the 

actual due date of the maintenance (DATE DUE), and the amount of usage units that need to be logged for 

the maintenance to become due (MILES LEFT): 

Double-clicking on High Fuel Consumption Vehicles shows all of the vehicles that have fallen below the 

minimum fuel efficiency mark that you have specified for each. 

Double-clicking on Expiring Vehicle Licenses shows all of the vehicle licenses that are expiring within 3 

months, along with the vehicle number to which the license belongs (VEHICLE NUMBER), the license 

number (LICENSE), and the expiration date of the license (EXPIRATION): 

Lastly, at the bottom of both the Equipment and Vehicle tabs, there is a print feature which you can use to 

print either all of the maintenance events to which you are being alerted, just the maintenance events that 

are due today, or just the maintenance events that are past due:   

To do this, click on one the circles called Due Today, Past Due, or All respectively and then click on the 

Print button. 
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To exit the Service & Maintenance Due Now window and return to the EZ Maintenance main menu, click 

on the OK button at the bottom of the window.
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CHAPTER 4 – EQUIPMENT MAINTENANCE MODULE 

The Equipment Maintenance Module is the section of EZ Maintenance that you use to track and control 

maintenance for your equipment.  The Equipment Module is represented by the eight buttons on the left 

side of the EZ Maintenance main menu: 

These eight buttons represent actions you can perform within the 

Equipment module: 

o Clicking on the Setup button takes you to a section of the 

program where you setup the Equipment Module.  This must 

be done before you begin to track and control maintenance 

for your equipment.  See further down in this chapter for the 

topic “Equipment Module Setup” for in-depth information. 

o Equipment to Maintain: Clicking on the Equipment to 

Maintain button takes you to a section of the program where 

you enter your equipment into EZ Maintenance.  See further 

down in this chapter for the topic “Entering Equipment & 

Usage Logs” for in-depth information. 

o Maintenance Due: Clicking on the Maintenance Due

button takes you to a section of the program where you can 

see upcoming maintenance events and open work orders and 

create work orders (both routine work orders and 

unscheduled work orders for unexpected break-downs).  See 

further down in this chapter for the topic “Maintenance Due” 

for in-depth information.  Also see the topic “Equipment Work Orders” for in-depth information 

on how to create work orders for equipment maintenance. 

o Print Maintenance Due: Clicking on the Print Maintenance Due Due button takes you to a 

section of the program where you can print a report showing all maintenance events that are due 

during a date range.  See further down in this chapter for the topic “Print Maintenance Due” for in-

depth information. 

o Maint.History View/Approve/Edit: Clicking on the Maint.History View/Approve/Edit button 

takes you to a section of the program where you can view the entire history of work orders for 

equipment.  See further down in this chapter for the topic “Maintenance History / Work Order 

Approval” for in-depth information. 

o Print Maintenance History: Clicking on the Print Maintenance History button takes you to a 

section of the program where you can print a complete work order history for a specific piece of 

equipment.  See further down in this chapter for the topic “Print Maintenance History” for in-

depth information. 

o Serial Number and Internal Control Number: These buttons allow you to print bar coded labels 

or stickers for your equipment which contain manufacturer serial numbers or internal control 

numbers, respectively.  See further down in this chapter for the topic “Print Bar Coded Labels” for 

in-depth information 

Equipment Module Setup 

The setup section of the Equipment Module of EZ Maintenance is where you enter data which you will use 

later to specify the maintenance requirements for the equipment that you enter into the program.  To access 

this section of the program, click on the Setup button under Equipment Maintenance on the main menu 

of EZ Maintenance.  This will open a window containing a menu of seven buttons plus a Close button that 

you can click on to return to the EZ Maintenance main menu. 
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Each of these seven buttons represents an action you can 

perform in this section of the program: 

o Equipment Names: Clicking on the Equipment 

Names button takes you to a section of the program 

where you enter general names for equipment which 

you will choose from when entering new equipment 

into the program.  See further down in this section for 

the sub topic “Entering Equipment Names” for in-

depth information. 

o Equipment Classifications: Clicking on the 

Equipment Classifications button takes you to a 

section of the program where you enter names for 

classifications that you can assign to your pieces of 

equipment to aid you in tracking them.  See further 

down in this section for the sub topic “Entering 

Equipment Classifications” for in-depth information. 

o Maintenance Types: Clicking on the Maintenance Types button takes you to a section of the 

program where you enter names that you give to scheduled recurring maintenance events.  See 

further down in this section for the sub topic “Entering Maintenance Types” for in-depth 

information. 

o Materials: Clicking on the Materials button takes you to a section of the program where you 

enter into your inventory the materials which you use to perform maintenance on your equipment.  

See further down in this section for the sub topic “Entering Materials for Equipment Maintenance” 

for in-depth information. 

o Parts: Clicking on the Parts button takes you to a section of the program where you enter into 

your inventory replacement parts for your equipment.  See further down in this section for the sub 

topic “Entering Replacement Parts for Equipment Maintenance” for in-depth information. 

o Operations: Clicking on the Operations button takes you to a section of the program where you 

enter the operations you will perform when doing equipment maintenance.  See further down in 

this section for the sub topic “Entering Operations” for in-depth information. 

o Maintenance Profiles: Clicking on the Maintenance Profiles button takes you to a section of the 

program where you can enter descriptions of maintenance for pieces of equipment with similar 

maintenance requirements.  See further down in this section for the sub topic “Entering 

Maintenance Profiles” for in-depth information.

Entering Equipment Names 

Clicking on the Equipment Names button brings 

you to a section of Setup for the Equipment 

Module where you enter the names that you will 

apply to each piece of equipment you enter into EZ 

Maintenance in order to identify what kind of 

equipment they are.  The equipment names are 

entered into the Equipment Names window: 

To enter a new equipment name, click on the New

button.  This will create a blank entry at the end of 

the list of equipment names; type the new 

equipment name and then hit the return key. 

If you’d like to edit an existing equipment name, 

select the one you’d like to edit by clicking on it 

with your mouse and type to make the desired 

change. 
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If you’d like to delete an existing equipment name, select the one you’d like to delete by clicking on it with 

your mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently entered equipment names by clicking on the Print 

button. 

When you are finished working with equipment names, click on the OK button to exit and accept all of the 

changes you made.  If you want to exit and discard all of the changes you made, then click on the Cancel

button. 

Entering Equipment Classifications 

Clicking on the Equipment Classifications button brings you to a section of Setup for the Equipment 

Module where you enter classification names which you apply to pieces of equipment you enter into the 

program to in order to aid you in tracking them.  The classifications are entered into the Equipment 

Classifications window: 

To enter a new equipment classification, click 

on the New button.  This will create a blank 

entry at the end of the list of classifications; 

type the new equipment classification and then 

hit the return key. 

If you’d like to edit an existing equipment 

classification, select the one you’d like to edit 

by clicking on it with your mouse and type to 

make the desired change. 

If you’d like to delete an existing equipment 

classification, select the one you’d like to 

delete by clicking on it with your mouse and 

then clicking on the Delete button. 

You can also print out a list of all of the 

currently entered equipment classifications by 

clicking on the Print button. 

When you are finished working with equipment classifications, click on the OK button to exit and accept 

all of the changes you made.  If you want to exit and discard all of the changes you made, then click on the 

Cancel button. 

Entering Maintenance Types 

Clicking on the Maintenance Types button brings you to a section of Setup for the Equipment Module 

where you enter names for regularly performed or emergency maintenance events.  The maintenance types 

are entered into the Maintenance Types window: 
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To enter a new maintenance type, click on the New

button.  This will create a blank entry at the end of the 

list of maintenance types; type the new maintenance 

type and then hit the return key. 

If you’d like to edit an existing maintenance type, select 

the one you’d like to edit by clicking on it with your 

mouse and type to make the desired change. 

If you’d like to delete an existing maintenance type, 

select the one you’d like to delete by clicking on it with 

your mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently 

entered maintenance types by clicking on the Print 

button. 

When you are finished working with maintenance types, click on the OK button to exit and accept all of 

the changes you made.  If you want to exit and discard all of the changes you made, then click on the 

Cancel button. 

Entering Materials for Equipment Maintenance 

Clicking on the Materials button brings you to a section of the Setup section for the Equipment 

Maintenance module where you enter the materials you expect to use in your equipment maintenance.  The 

materials you enter here are included in your inventory.  The difference between entering your materials 

directly into the Inventory section of EZ Maintenance (see chapter 6 “Inventory Module”) and entering 

them here is that, when you enter them here, they are automatically designated as being materials that are 

used only for equipment maintenance. 

Entering a New Material 

To enter a new material, click on the New button.  This will open up the New Inventory window where 

you will enter the details of the new material you are entering: 
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Notice that the drop-down selection boxes for Inventory Type and Equip. or Vehicle have already been 

selected with “Material” and “Equipment” respectively; as you might expect, if you change these, the item 

will not appear in the Materials section of the Equipment Module Setup. 

To enter data into each of these fields (except for Preferred Vendor, Inventory Type, Equip. or 

Vehicle), just click inside the box and type your entry.  The Preferred Vendor, Inventory Type, and 

Vehicle fields are drop-down boxes; to enter data into these, click on the arrow on the right side of each to 

expand the list and click to select your desired entry.  The table below summarizes the meaning of each of 

these data items: 

Item Number: This is a unique code that identifies the item.  

Although you can enter any characters into this field, it is 

recommended that you choose a brief code that consists of only 

letters and digits. 

ID Code 1: If you have another ID code by which you track an 

inventory item, enter it here. 

Name/Description: Enter a name or a short description of the 

item here. 

ID Code 2: If you have another ID code by which you track an 

inventory item, enter it here.

Date: Enter the date on which tracking for this item began. Inventory Type: From the drop-down box, select whether the 

item is a material, a part, or neither. 

Preferred Vendor: From the drop-down box, select the vendor 

from whom you prefer to order this item.  For a vendor to be a 

selection here, you must have entered them into the Vendors 

section of EZ Maintenance. 

Equip. or Vehicle: Select whether the inventory item is used in 

only equipment maintenance, only vehicle maintenance, or 

whether it is used in both. 

Manufacturer: Enter the manufacturer of the item you are 

entering. 

Quantity on Hand: Enter the quantity of the item you currently 

have in your actual inventory. 

Unit: Enter the name of the unit which you are using to measure 

the quantity of this item (e.g. “gallons”, “bundles”). 

Minimum Level: Enter the lowest quantity of this item you want 

to allow.  If the amount on hand of the inventory item goes below 

this level, it will be flagged as low on the inventory listing 

window. 

Cost: Enter the cost per unit for this item. Maximum Level: Enter the highest quantity of this item you

want to allow.  If you create a purchase order in which you order 

an amount of this item that would cause it to go above the 

maximum level, you will be warned that you are ordering too 

many. 

% Markup: If you sell items directly out of your inventory, then 

this is the extra percentage you charge the customer. 

Reorder Quantity: Enter the quantity in which you want new 

orders of this item to be made.  When you are creating a purchase 

order containing this inventory item, the reorder quantity for it 

will be shown to guide the user placing the order. 

Price: This is the price of the item plus the markup percentage, 

the full price you will charge a customer if you sell them the item 

directly from your inventory. 

Warehouse Location: Enter the actual physical location where 

this item is stored. 

Long Description: A longer and more detailed explaination of 

the item. 
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Please note that if you have not yet entered any vendors into EZ Maintenance, no selections will appear in 

the Preferred Vendor drop-down menu.  See chapter 6 “Inventory Module” for information on how to 

enter your materials and parts vendors into EZ Maintenance. 

If you want to print a report showing all of the details of the material you’ve entered, click on the Print

button.

When you are finished entering the information for the new material, click on the OK button to save the 

new material.  If you have changed your mind and you do not want to enter the new material, then click on 

the Cancel button. 

Editing an Existing Material 

To edit an existing material, at the Materials window, select the material you want to edit by clicking on it 

with your mouse and then clicking on the Edit button.  This will open up the Modify Inventory 

Information window. 

When you are finished changing the information for the material, click on the OK button to save your 

changes.  If you want to exit and discard all of the changes you’ve made, then click on the Cancel button. 

Deleting a Material 

To delete an existing material, at the Materials window, select the material you want to delete by clicking 

on it with your mouse and then clicking on the Delete button.  This will pop up a small window asking you 

to confirm that you indeed want to delete the material: click on Yes to proceed with deleting the material or 

click on No if you have changed your mind and do not want to delete the material. 

Printing a List of Materials 

You can also print out a list of the materials that you use for equipment maintenance by clicking on the 

Print button.   

When you are finished entering materials, click on the OK button.  Clicking on the Cancel button exits 

without saving any changes. 
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Entering Replacement Parts for Equipment Maintenance 

Clicking on the Parts button brings you to a section of the Setup section for the Equipment Maintenance 

module where you enter the replacement parts you expect to use in your equipment maintenance.  The parts 

you enter here are included in your inventory.  The difference between entering your parts directly into the 

Inventory section of EZ Maintenance (see chapter 6 “Inventory Module”) and entering them here is that, 

when you enter them here, they are automatically designated as being replacement parts that are used only 

for equipment maintenance. 

Entering a New Part 

To enter a new Part, click on the New button.  This will open up the New Inventory window where you 

will enter the details of the new Part you are entering: 
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Notice that the drop-down selection boxes for Inventory Type and Equip. or Vehicle have already been 

selected with “Part” and “Equipment” respectively; as you might expect, if you change these, the item will 

not appear in the Parts section of the Equipment Module Setup. 

To enter data into each of these fields (except for Preferred Vendor, Inventory Type, Equip. or 

Vehicle), just click inside the box and type your entry.  The Preferred Vendor, Inventory Type, and 

Vehicle fields are drop-down boxes; to enter data into these, click on the arrow on the right side of each to 

expand the list and then select your desired entry.  The table below summarizes the meaning of each of 

these data items: 

Item Number: This is a unique code that identifies the item.  

Although you can enter any characters into this field, it is 

recommended that you choose a brief code that consists of only 

letters and digits. 

ID Code 1: If you have another ID code by which you track an 

inventory item, enter it here. 

Name/Description: Enter a name or a short description of the 

item here. 

ID Code 2: If you have another ID code by which you track an 

inventory item, enter it here.

Date: Enter the date on which tracking for this item began. Inventory Type: From the drop-down box, select whether the 

item is a Part, a part, or neither. 

Preferred Vendor: From the drop-down box, select the vendor 

from whom you prefer to order this item.  For a vendor to be a 

selection here, you must have entered them into the Vendors 

section of EZ Maintenance. 

Equip. or Vehicle: Select whether the inventory item is used in 

only equipment maintenance, only vehicle maintenance, or 

whether it is used in both. 

Manufacturer: Enter the manufacturer of the item you are 

entering. 

Quantity on Hand: Enter the quantity of the item you currently 

have in your actual inventory. 

Unit: Enter the name of the unit which you are using to measure 

the quantity of this item (e.g. “gallons”, “bundles”). 

Minimum Level: Enter the lowest quantity of this item you want 

to allow.  If the amount on hand of the inventory item goes below 

this level, it will be flagged as low on the inventory listing 

window. 

Cost: Enter the cost per unit for this item. Maximum Level: Enter the highest quantity of this item you

want to allow.  If you create a purchase order in which you order 

an amount of this item that would cause it to go above the 

maximum level, you will be warned that you are ordering too 

many. 

% Markup: If you sell items directly out of your inventory, then 

this is the extra percentage you charge the customer. 

Reorder Quantity: Enter the quantity in which you want new 

orders of this item to be made.  When you are creating a purchase 

order containing this inventory item, the reorder quantity for it 

will be shown to guide the user placing the order. 

Price: This is the price of the item plus the markup percentage, 

the full price you will charge a customer if you sell them the item 

directly from your inventory. 

Warehouse Location: Enter the actual physical location where 

this item is stored. 

Long Description: A longer and more detailed explaination of 

the item. 

Please note that if you have not yet entered any vendors into EZ Maintenance, no selections will appear in 

the Preferred Vendor drop-down menu.  See chapter 6 “Inventory Module” for information on how to 

enter your materials and parts vendors into EZ Maintenance. 

If you want to print a report showing all of the details of the part you’ve entered, click on the Print button.

When you are finished entering the information for the new part, click on the OK button to save the new 

part.  If you have changed your mind and you do not want to enter the new part, then click on the Cancel

button. 

Editing an Existing Part 

To edit an existing part, at the Parts window, select the part you want to edit by clicking on it with your 

mouse and then clicking on the Edit button.  This will open up the Modify Inventory Information

window. 
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When you are finished changing the information for the part, click on the OK button to save your changes.  

If you want to exit and discard all of the changes you’ve made, then click on the Cancel button. 

Deleting a Part 

To delete an existing part, at the Parts window, select the part you want to delete by clicking on it with 

your mouse and then clicking on the Delete button.  This will pop up a small window asking you to 

confirm that you indeed want to delete the part: click on Yes to proceed with deleting the part or click on 

No if you have changed your mind and do not want to delete the part. 

Printing a List of Parts 

You can also print out a list of the Parts that you use for equipment maintenance by clicking on the Print

button.   

When you are finished entering Parts, click on the OK button.  Clicking on the Cancel button exits without 

saving any changes. 

Entering Operations 

The Operations section of Setup for the 

Equipment Module is where you enter names 

and descriptions for operations you perform 

during maintenance events.  The operations 

are entered into the Equipment Operations

window: 

To enter a new operation, click on the New

button.  This will create a blank entry at the 

end of the operations list; type the new 

operation name and then hit the return key. 

After you’ve created a new operation, you 

must also create a description for the 
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operation.  To do this, double click on the word “memo” to the right of the operation; this will pop up a 

window into which you will type the operation description.  Type in the description and then click on the 

Close button when you are finished.  Notice that the word “memo” to the right of your new operation is 

now spelled with a capital ‘M’.  The capital ‘M’ indicates that the operation has a corresponding 

description.  It is important to create a description for every operation because the operation description is 

printed on work orders. 

You can also edit existing operations.  To edit an operation name, simply click on the name you’d like to 

change and then type to make your changes.  To edit a description for an operation, double click on the 

word “memo” (or “Memo”), type to make your changes, and then click the Close button when finished. 

If you’d like to delete an existing operation, select the one you’d like to delete by clicking on it with your 

mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently entered operations by clicking on the Print button. 

When you are finished working with operations, click on the OK button to exit and accept all of the 

changes you made.  If you want to exit and discard all of the changes you made, then click on the Cancel

button. 

Entering Maintenance Profiles 

The Maintenance Profiles section of EZ Maintenance is where you enter descriptions of what 

maintenance is performed on equipment and how frequently it is performed.  Maintenance profiles are not 

meant for a one specific piece of equipment, but rather they are applied to a group of equipment all sharing 

the same maintenance requirements. 

There are four main operations that you can 

perform from the Maintenance Profile window: 

o Create a New Maintenance Profile:

Click on the New button to start 

creating a new maintenance profile.  

See further down in this section for the 

sub topic “Creating a New Maintenance 

Profile” for further explanation on 

creating a new maintenance profile. 

o Edit a Maintenance Profile:  Select a 

maintenance profile by clicking on it, 

and then click on the Edit button to 

make changes to the maintenance 

profile you selected.  See further down 

in this section for the subtopic “Editing 

a Maintenance Profile” further 

information on editing a maintenance profile. 

o Delete a Maintenance Profile:  To delete a maintenance profile, select a maintenance profile by 

clicking in it and then clicking on the Delete button. 

o Print a List of All Maintenance Profiles: You can print a list of all of the maintenance profiles 

currently entered into EZ Maintenance by clicking on the “Print” button. 

When you are finished working with maintenance profiles, you may click the Close button within the 

Maintenance Profile window to return to the Setup menu. 
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Creating a New Maintenance Profile 

As described above, to begin creating a new maintenance profile, click on the New button within the 

Maintenance Profile window.  This will open the New Maintenance Profile window: 

First, enter a name for the new maintenance profile in the Profile Name box by clicking on it and then 

typing in the name.  You can also enter a description into the Description box if you wish. 

In the middle of the New Maintenance Profile window you will see a table which lists all of the 

maintenance events contained in this maintenance profile and how frequently they are performed. 

To add a new maintenance event to the list, click on the New Detail button.  This will open the Equipment 

Maintenance Profile Details window where you will enter the details about this maintenance event such 

as: the frequency at which it is performed, the materials and parts used, and the specific operations 

performed. 
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The first thing you will need to do in the Equipment Maintenance Profile Details window is select what 

type of maintenance this is by making a selection in the Maintenance Type drop-down menu at the top of 

the window.  Click on the small arrow to the right side of the box to expand it and then click on a selection. 

Next you will need to enter the frequency at which the maintenance is performed; you will need to enter the 

frequency in terms of both time (in days) and usage (in hours).  The maintenance will be scheduled to be 

performed based on which ever of the two is met first.  To enter the time frequency at which this 

maintenance is performed, click in the According to Elapsed Time box and then type in the number of 

days.  To enter the usage frequency at which this maintenance is performed, click in the According to 

Usage box and then type in the number of hours. 

You can also enter any comments about this maintenance into the Comments box by clicking in it and then 

typing any desired comments. 

Next, we must enter the materials to be used, the parts to be maintained, and the operations to be performed 

in this maintenance.  At the bottom of the window you will see three tabs called Materials, Operations,

and Parts to Maintain.  Clicking on the Materials tab will display a list of the materials that are used in 

this maintenance: the material number, the material name, and the quantity used is displayed for each 

material. 
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To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed during this 

maintenance: 

To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation 

Name column.  Next specify what step # this operation is by clicking on the cell in the Sequence No. 

column and typing in the step #.  You can delete an operation from the list by clicking on it to select it and 

then clicking on the Delete button. 

Lastly, if you click on the Parts to Maintain tab, this will display the list of parts to check and/or replace 

during this maintenance: 

To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

The Print button at the bottom of the window lets you print a report containing either the materials, parts, 

or operations contained in the maintenance.  Clicking the Print button pops up a small window: 
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Then click on one of the small circles called Materials, Operations or Parts to select what you want to 

print.  Then click on the OK button to print your selection, or click on the Cancel button if you’ve changed 

your mind and do not want to print. 

Once you are finished entering all the information about the scheduled maintenance event, you can click on 

the OK button to save your entries and return to the New Maintenance Profile window.  Click Cancel if 

you have changed your mind and do not want to save your changes. 

Once you have returned to the New Maintenance Profile window, you will notice that the maintenance 

event that you entered is added to the maintenance profile and is listed in the table.  You can add more 

events by clicking on the New Detail button.  You can edit existing events by selecting one by clicking on 

it and then clicking on the Edit Detail button.  You can delete maintenance events from the profile by 

selecting one by clicking on it and then clicking on the Delete Line button. 

When you are finished adding events to the maintenance profile, click on the OK button to save the profile.  

If you have changed your mind and do not want to add the profile, then click on the Cancel button. 

Editing a Maintenance Profile 

To edit a maintenance profile, select the maintenance profile you want to edit at the Maintenance Profile

window (which is where the maintenance profiles are listed) by clicking on it and then click on the Edit

button.  This will open up the Edit Maintenance Profile window: 
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This window functions similarly to the New Maintenance Profile window as described above, in the 

subtopic “Creating a New Maintenance Profile”. 

From here, you can add new maintenance events to the profile by clicking on the New Detail button, you 

can edit an existing event by clicking on it to select it and then clicking on the Edit Detail button, or you 

can delete an existing event by clicking on it to select it and then clicking on the Delete Line button. 

After you are finished making the desired changes to the maintenance profile, click on the OK button to 

save your changes, or click on the Cancel button if you have changed your mind and do not want to save 

any of the changes you have made. 

Entering Equipment & Usage Logs 

After pressing the Equipment to Maintain button on the main menu of EZ Maintenance, you will be taken 

to the Equipment Listing window: 
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Here you can see all of the pieces of equipment for which you currently using EZ Maintenance to track and 

control maintenance.  There is a list in the center of the window that shows each piece of equipment: 

For each piece of equipment you can see what kind of equipment it is (Equipment Name), what kind of 

maintenance is performed for it (Profile), the internal control number which you use to track it (Internal 

Control Number), its manufacturer serial number (Manufacturer Serial Number), and its classification 

(Equipment Classification).  You can also sort the list by any of the aforementioned data items by 

clicking on the column headers Equipment Name, Profile, Internal Control Number, Manufacturer 

Serial Number, or Equipment Classification.

At the top of the Equipment Listing window are some search functions.  The first is the classification 

filter: 

By default, the equipment list in the center of the window displays all equipment regardless of its 

classification.  However, you can use the classification filter to view all of the equipment belonging to a 

single classification at one time.  To do this, click on the arrow of the right side of the Equipment 

ClassFilter box to expand the drop-down menu, and then select a classification from the list by clicking on 
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it.  The equipment list in the center of the window will then display all of the pieces of equipment and only 

those pieces of equipment belonging to that classification. 

You can also search for a piece of equipment by looking it up by its equipment name (i.e. what kind of 

equipment it is), its internal control number, or by its manufacturer serial number.  This can be done in the 

box in the upper right hand corner of the screen: 

Just click in the box and type either the equipment name, the internal control number, or the manufacturer 

serial number, and then click one of the circles named Equipment Name, Internal Control No., or Mfr. 

Serial Number.  Then click on the Locate button immediately below the box in which you typed.  If what 

you typed matches with an internal control number or a manufacturer serial number of an existing piece of 

equipment, the piece of equipment you are looking for will be selected in the list.  If you have typed in an 

equipment name for which there are multiple matches, the first in the list of matches (according to how you 

have the list sorted) will be selected. 

If you have printed labels or stickers with barcodes for equipment, you can also locate the piece of 

equipment here by just “swiping” the barcode.  This is done in the other box in the upper right hand corner 

of the screen called Scan a Barcode to Locate:

First, select whether the barcode you are swiping contains an internal control number or a manufacturer 

serial number by clicking on one of the circles named Internal Control No. or Manufacturer Serial 

Number.  Then click on the box to the right to place the cursor inside the box.  Next, use your barcode 

scanner to scan the barcode, and hit the Locate button.  If a piece of equipment that matches exists in the 

system, it will be selected in the list. 

At the bottom of the window, there are six other buttons corresponding with other functions that can be 

performed here: 

o New button: Clicking on the New button allows you to enter a new piece of equipment into the 

program.  See further down in this section for the topic “Entering a New Piece of Equipment” for 

a detailed discussion on how to enter equipment into EZ Maintenance. 

o Edit button: The Edit button allows you to edit the information for an existing piece of 

equipment.  Select the piece of equipment you want to edit by clicking on it, and then click on the 

Edit button.  See further down in this section for the topic “Editing an Existing Piece of 

Equipment” for a detailed discussion on how to edit equipment. 

o Print button: The Print button prints out a report showing all of the pieces of equipment you 

currently have entered into the program.  For each piece of equipment, the report displays the 

equipment name (i.e. what type of equipment it is), what kind of maintenance is performed for it 

(the maintenance profile), its internal control number, its manufacturer serial number, and its 

equipment classification. 
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o Usage Log: Clicking on the Usage Log button allows you to enter usage logs for your equipment.  

See further down in this section for the topic “Entering and Printing Usage Logs” for a detailed 

discussion on how to enter usage logs. 

o Print Log: Clicking on the Print Log button allows you to print the usage log for a selected piece 

of equipment.  See further down in this section for the topic “Entering and Printing Usage Logs” 

for a detailed discussion on how to print usage logs. 

When you are finished in the Equipment Listing window, click the Close button to exit. 

Entering a New Piece of Equipment 

As stated above, clicking on the New button at the Equipment Listing window allows you to enter a new 

piece of equipment into EZ Maintenance.  After you click the New button you will be taken to the Enter 

Maintenance Requirements window: 

In the upper-left corner of the window you will see two boxes named Internal Control No. and Mfr. 

Serial No. where you enter the internal control number and the manufacturer serial number for the piece of 

equipment respectively.  The internal control number is a number which you arbitrarily assign to a piece of 

equipment in order to identify it.  Click in each box and type in the internal control number and 

manufacturer serial number. 

Below those two fields are six others called Name, Brand, Model, Capacity, Classification, and Unit 

Location:
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o The Name drop-down box is where you choose the equipment name for the piece of equipment 

you are entering.  Click on the arrow to the right of the box to expand the drop-down menu and 

then click on your selection. 

o The Brand, Model and Capacity fields are where you enter the brand of the equipment you are 

entering, the model name/number, and its capacity respectively.  Click in each of the three boxes 

and then type your entry. 

o The Classification drop-down box is where you choose a classification that aids you in tracking 

the piece of equipment.   Click on the arrow to the right of the box to expand the drop-down menu 

and then click on your selection. 

o The Unit Location field is where you enter the location of the piece of equipment you are 

entering.  Click in the box and type the location of the piece of equipment. 

In the upper right hand corner of the Enter Maintenance Requirements window are four more fields 

called Start Date, Starting Usage, Maintenance Profile, and Description:

o The Start Date field is where you enter the date from which you want maintenance to begin being 

scheduled.  Click on the box and type in the start date of maintenance. 

o The Starting Usage field is used when you want to have the equipment’s usage meter start with a 

value greater than zero.  Click on the box and type in a positive number with one decimal place. 

o The Maintenance Profile drop-down box is where you select what maintenance is to be 

performed on the piece of equipment you are entering (see further up in this chapter in the 

“Equipment Module Setup” topic for information on Maintenance Profiles).  Click on the arrow to 

the right of the box to expand the drop-down menu and then click on the maintenance profile you 

want to use. 

o The Description box automatically fills in with the description of the maintenance profile you 

selected. 

Below those four fields is a Comments box into which you can type any comments you wish to add to this 

piece of equipment.  Just click in the box and type any desired comments: 
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Below the Comments box there are six fields and below that and a Customize Captions button: 

The six fields have captions that are customizable.  To change the captions, click on the Customize 

Captions button.  This will pop up a window into which you can type the captions which you’d like to 

appear by the six fields: 

Click in each field and type the captions you wish to appear by the six fields.  When you are finished, click 

on the Save button to save the captions you chose, or click Cancel to discard your changes if you’ve 

changed your mind.  Keep in mind that these customizable fields are not just for one specific piece of 

equipment and will display with the captions you chose anytime you are entering a new piece of equipment 

or editing one. 

The next object on the window is a drop-down box called Customer:

If you are entering a piece of equipment which you are servicing for a customer whom you have entered 

into EZ Maintenance (see Chapter 3 “General Setup and Alerts” for information on entering customers) 
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you can select that customer from the Customer drop-down menu.  Click on the arrow to the right of the 

box to expand the drop-down menu and then click on the customer you’d like to choose. 

Below the customer drop-down box there is a list of all of the maintenance events that are scheduled for the 

piece of equipment you are entering: 

This list fills in automatically depending on what maintenance profile you chose from the Maintenance 

Profile drop-down menu. 

Lastly, there is a group of buttons in the lower right hand corner of the Enter Maintenance Requirements

window: 

o Reproduce button: clicking on the Reproduce button allows you to create a new piece of 

equipment exactly like the one you are entering except you must choose a new internal control 

number, manufacturers serial number and starting usage. 

o Print button: clicking on the Print button produces a printed report with the details of the piece of 

equipment you have entered. 

o Delete button: the Delete button allows you to delete the piece of equipment.  When you click the 

Delete button, this pops up a small window that asks you to confirm whether or not you want to 

delete the piece of equipment.  Click Yes to confirm and delete the piece of equipment, or click 

No if you have changed your mind and do not want to delete it. 

Click on the OK button when you are finished entering the information for the new piece of equipment you 

want to enter, or click on Cancel to discard all information you have entered if you have changed your 

mind and you do not want to enter the piece of equipment into EZ Maintenance. 

Editing an Existing Piece of Equipment 

You can use the Edit button at the Equipment Listing window to change the information for a piece of 

equipment you currently have entered into EZ Maintenance.  Select a piece of equipment from the list by 

clicking on it and then click on the Edit button.  This will open the Edit Maintenance Requirements

window: 
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The Edit Maintenance Requirements window functions similarly to the Enter Maintenance 

Requirements window which you use to enter a new piece of equipment (see above “Entering a New Piece 

of Equipment”).  In this window you can change all of the information you previously entered except for 

the internal control number (Internal Control No.), the manufacturer serial number (Mfr. Serial No.), the 

start date (Start Date), and the starting usage (Starting Usage). 

When you are finished making the desired changes, click on the OK button to save the changes you made.  

If you have changed your mind, click on the Cancel button to discard any changes you’ve made. 

Entering and Printing Usage Logs 

You can use the Usage Log button on the Equipment Listing window to enter usage logs for your 

equipment.  To start making log entries, select a piece of equipment for which you want to make an entry 

by clicking on it and then click on the Usage Log button.  This will open the Equipment Usage Log

window: 
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At the top of the window there are four fields which display the internal control number for the piece of 

equipment for which you are entering usage log entries, the type of equipment this is (equipment name), the 

brand of the equipment and its location.  Below that there is a listing of log entries that have been made so 

far: 

Below the list of log entries there are five buttons: New, Delete, Print, Cancel, and OK.  To create a new 

log entry, click on the New button.  This will open up a window into which you enter the details of the new 

log entry: 

41



The first field in this window (Int. Control Number) displays the internal control number of the piece of 

equipment for which you are making the log entry.  The other fields in this window are: 

o Date: This is where you enter the date of the log entry.  Click on the box and type in the desired 

date in the format mm/dd/yyyy. 

o Last Meter Reading: This field displays the total number of usage hours for the piece of 

equipment at the time of the last log entry.  The number in this field cannot be changed. 

o Current Meter Reading: This is where you enter the total number of hours that the equipment 

has been used since being entered in EZ Maintenance.  Click on the box and type in the number of 

hours.  Alternately, you can use the Usage field to log the number of hours since the last log entry 

(see below).  Otherwise, making an entry in the Current Meter Reading box will automatically 

calculate and update the Usage box. 

o Usage: This is where you enter the number of hours for which the equipment has been used since 

the last log entry.  Click in the box and type the number of hours.  The program will automatically 

add this number to the number in the Last Meter Reading box and update the Current Meter 

Reading box with the sum. 

o Operator: This is where you enter the name(s) of the person/people who operated the piece of 

equipment for the hours which are being logged.  Click in the box and type the names of the 

operators. 

o Job: This is where you enter the job title of the person/people who operated the piece of 

equipment for the hours which are being logged.  Click in the box and type the job designated. 

o Notes: This is where you enter any comments on the log entry.  Click in the box and type any 

comments you wish to add to the entry. 

Once you are finished entering all of the information for the log entry, click on the OK button at the lower 

right hand corner of the window to add the log entry.  If you have changed your mind and do not want to 

add the log entry, click on the Cancel button to discard any entries you have made and abort adding the log 

entry. 

You can also delete log entries.  At the Equipment Usage Log window, select the entry you want to delete 

by clicking on it with your mouse and then click on the Delete button. 
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If you want to print a list of the usage log entries for the piece of equipment, click on the Print button.  

This will pop up a small window: 

Here you have to enter a date range for the entries which you want to print.  Type the lower end of the date 

range into the Start Date box and then type the upper end of the date range into the End Date box.  Then 

click on the Print button.  If you have changed your mind and don’t want to print out the usage log entries, 

then click on the Cancel button. 

When you are finished entering, viewing, or printing log entries at the Equipment Usage Log window, 

click on the OK button.  If you want to exit this section and discard any of the changes you made to the log 

entries, then click on the Cancel button. 

Maintenance Due 

The Maintenance Due section of EZ Maintenance is where you can see upcoming maintenance events and 

work orders as well as create new work orders.  To go to this section of the program, click on the 

Maintenance Due button under Equipment Maintenance on the EZ Maintenance main menu.  This will 

open up a small window with three buttons including a Close button, clicking on which will bring you back 

to the EZ Maintenance main menu: 

The other three buttons enable you to view what maintenance 

is due in three different ways: 

o By Equipment: Clicking on the By Equipment

button takes you to a section of the program where 

you can view maintenance due where all maintenance 

events are grouped together based on what piece of 

equipment they are for.  See further down for the 

subtopic “Viewing Maintenance Due by Equipment” 

for in-depth information. 

o By Date: Clicking on the By Date button takes you to a section of the program where you can 

view all maintenance events for all equipment organized in chronological fashion.  See further 

down for the subtopic “Viewing Maintenance Due by Date” for in-depth information. 

o By Usage: Clicking on the By Usage button takes you to a section of the program where you can 

view all maintenance events for all equipment sorted in order of how close each maintenance 
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event is to being due based on the amount of usage hours logged for the piece of equipment.  See 

further down for the subtopic “Viewing Maintenance Due by Usage” for in-depth information.

Viewing Maintenance Due by Equipment 

One way of viewing upcoming and due maintenance events is “by equipment”.  To view maintenance due 

by equipment, first click on the Maintenance Due button on the EZ Maintenance main menu.  This will 

open up a small window with three buttons plus a Close button: 

Click on the By Equipment button to view maintenance due by equipment.  This will open up the 

Maintenance Due Sorted by Equipment window: 

Firstly, notice that all of the pieces of equipment you have currently have entered into EZ Maintenance are 

listed in the center of the window: 
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Above the list of equipment there are two search boxes which you can use to locate a particular piece of 

equipment.  The first and the leftmost of the two is a search box which you can use to locate a piece of 

equipment if you know its equipment name (what kind of equipment it is), its internal control number, its 

manufacturers serial number, or its maintenance profile: 

To search for a piece of equipment, first click on one of the circles called Equipment Name, Internal 

Control No., Mfr. Sr. No., or Maintenance Profile depending on the search criterion you wish to use.  

Then click in the box to the right and type the equipment name, internal control number, manufacturer 

serial number, or maintenance profile depending on what selection you chose.  Then click on the Locate

button.  If there is a piece of equipment currently entered in EZ Maintenance that matches you search term, 

it will be selected in the list below. 

The other search box you can use to search for a particular piece of equipment is the barcode search box if 

the piece of equipment you are trying to locate in the software has a barcode label/sticker printed for it: 

To use this search box, first select whether the barcode you are scanning contains an internal control 

number or a manufacturer serial number by clicking on one of the circles called Internal Control No. or 

Mfr. Sr. No..  Then click in the box to the right and scan the barcode for the item you are trying to locate.  

Then hit the return key.  The piece of equipment in EZ Maintenance that corresponds with that barcode will 

be selected. 

When you select one of the pieces of equipment from the list in the middle of the window either by clicking 

on it or by using one of the aforementioned search functions, the list at the bottom of the window will be 

updated with the upcoming or due maintenance events for that piece of equipment: 
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For each maintenance event, the following data items are shown (going from left to right): 

o Work Order No.: If a work order has been created for this event, the number of the work order is 

shown here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Maintenance Type: What kind of maintenance this scheduled event is. 

o Frequency (Days): How frequently this maintenance occurs (in number of days). 

o Next Due Date: When this maintenance is due to be performed.  If the scheduled maintenance 

goes beyond the due date, the due date shown here will be shown in red text.

o Frequency (Usage): How frequently this maintenance occurs (in number of usage hours). 

o Hours Until Next Maint.: The number of usage hours that must be logged for this piece of 

equipment until it is due for its next maintenance. 

Also notice that between the Work Order No. column and the Assigned To column there is a column with 

the header To Print that contains a checkbox in every row.  If you want to print the work orders for 

scheduled maintenance events, the corresponding checkbox for that event must be checked. 

To the right of the equipment listing is a box where you can print the work orders which you have selected: 

At the left of the box are four options: Full Report, Materials, Operations, and Parts.  Click on the circle 

next to Full Report if you want to print out the full details for each work order including all materials, 

operations, and parts prescribed in the work order.  Click on Materials, Operations, or Parts if you only 

want the work orders to print with the materials, operations or parts prescribed in the work order.  When 

you have chosen the desired option, then press the Print Selected Work Orders button to print the work 

orders which you have selected.  You can also click on the Select All WOs button to select all work orders 

for all equipment, or you can click the Unselect All WOs button to ensure that all work orders for all 

equipment are not selected. 

Lastly, at the bottom of the Maintenance Due Sorted by Equipment window, there are five buttons (plus 

a Close button that allows you to exit from this section of EZ Maintenance) corresponding with other tasks 

you can perform here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.
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o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event. 

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Maintenance Due Sorted by Equipment window, click 

on the Close button. 

Viewing Maintenance Due by Date 

One way of viewing upcoming and due maintenance events is “by date”.  To view maintenance due by 

date, first click on the Maintenance Due button on the EZ Maintenance main menu.  This will open up a 

small window with three buttons plus a Close button: 

Click on the By Date button to view maintenance due by equipment.  This will open up the Maintenance 

Due Sorted by Date window: 
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Notice that in the middle of the window is a list of all upcoming and due maintenance events for all pieces 

of equipment you have entered in the program: 

For each maintenance event, the following data items are shown (going from left to right): 

o Next Due Date: When this maintenance is due to be performed.  If the scheduled maintenance 

goes beyond the due date, the due date shown here will be shown in red text.

o W.O. No.: If a work order has been created for this event, the number of the work order is shown 

here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Int. Control No.: This is the internal control for the piece of equipment for which this 

maintenance event is scheduled. 

o Mfr. Serial No.: This is the manufacturer serial number for the piece of equipment for which this 

maintenance event is scheduled. 

o Equipment Name: This is the equipment name (i.e. type of equipment) of the piece of equipment 

for which this maintenance event is scheduled. 

o Maintenance Type: What kind of maintenance this scheduled event is. 

o Frequency (Days): How frequently this maintenance occurs (in number of days). 

By default, the list of maintenance events is sorted by Next Due Date in descending order.  However, you 

can sort the list by any of the data items mentioned above by clicking on the column headers. 

Above the list of scheduled maintenance events there are two search boxes which you can use to locate a 

particular piece of equipment or a work order.  The first and the top of the two is a search box which you 

can use to locate a piece of equipment if you know its manufacturers serial number, its internal control 

number, or you can locate a work order: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on the search criterion you wish to use.  Then click in the box to the right and type 

the equipment manufacturer serial number or internal control number depending on what selection you 

chose.  Then click on the Locate button.  If there is a piece of equipment currently entered in EZ 

Maintenance that matches your search term, the first maintenance event for that piece of equipment will be 

selected in the list below.   
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If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and type the number of the work order which you want to search for.  Then click on the 

Locate button.  If a maintenance event has a work order matching the number you typed in the search box, 

it will be selected in the below list. 

The second search box lets you search for a piece of equipment if you have a corresponding barcode 

label/sticker printed for it, and you can also look up a work order by scanning it: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on whether the barcode you are scanning contains a manufacturer serial number or 

an internal control number.  Then click in the box to the right and scan the barcode, and then hit the return 

key.  If there is a piece of equipment currently entered in EZ maintenance that corresponds with the 

barcode you scanned, the first maintenance event for that piece of equipment will be selected in the list 

below. 

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and scan the barcode at the top of the printed work order.  If the work order you 

scanned is still open, it will be selected in the list below. 

Also notice that between the Work Order No. column and the Assigned To column in the listing of 

maintenance events there is a column with the header To Print that contains a checkbox in every row.  If 

you want to print the work orders for scheduled maintenance events, the corresponding checkbox for that 

event must be checked. 

Above and to the right of the equipment listing is a box where you can print the work orders which you 

have selected: 

At the left of the box are four options: Full Report, Materials, Operations, and Parts.  Click on the circle 

next to Full Report if you want to print out the full details for each work order including all materials, 

operations, and parts prescribed in the work order.  Click on Materials, Operations, or Parts if you only 

want the work orders to print with the materials, operations or parts prescribed in the work order.  When 

you have chosen the desired option, then press the Print Selected Work Orders button to print the work 

orders which you have selected.  You can also click on the Select All WOs button to select all work orders 

for all equipment, or you can click the Unselect All WOs button to ensure that all work orders for all 

equipment are not selected. 
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Lastly, at the bottom of the Maintenance Due Sorted by Date window, there are five buttons (plus a 

Close button that allows you to exit from this section of EZ Maintenance) corresponding with other tasks 

you can perform here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.

o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event. 

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Maintenance Due Sorted by Date window, click on the 

Close button. 

Maintenance Due by Usage 

One way of viewing upcoming and due maintenance events is “by equipment”.  To view maintenance due 

by equipment, first click on the Maintenance Due button on the EZ Maintenance main menu.  This will 

open up a small window with three buttons plus a Close button: 

Click on the By Usage button to view maintenance due by usage.  This will open up the Maintenance Due 

Sorted by Usage window: 
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Notice that in the middle of the window is a list of all upcoming and due maintenance events for all pieces 

of equipment you have entered in the program: 

For each maintenance event, the following data items are shown (going from left to right): 

o Hours Left: This is the amount of usage hours that need to be logged until the piece of equipment 

is due for maintenance.  If the amount of hours logged goes beyond the point at which the 

equipment is scheduled for maintenance, this number will be displayed as a negative number in 

red text showing the number of hours that have been logged since the piece of equipment became 

due for maintenance. 

o W.O. No.: If a work order has been created for this event, the number of the work order is shown 

here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Mfr. Serial No.: This is the manufacturer serial number for the piece of equipment for which this 

maintenance event is scheduled. 

o Int. Control No.: This is the internal control for the piece of equipment for which this 

maintenance event is scheduled. 

o Equipment Name: This is the equipment name (i.e. type of equipment) of the piece of equipment 

for which this maintenance event is scheduled. 

o Maintenance Type: What kind of maintenance this scheduled event is. 

o Frequency (Hours): How frequently this maintenance occurs (in number of usage hours). 
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By default, the list of maintenance events is sorted by Hours Left in descending order.  However, you can 

sort the list by any of the data items mentioned above by clicking on the column headers. 

Above the list of scheduled maintenance events there are two search boxes which you can use to locate a 

particular piece of equipment or a work order.  The first and the top of the two is a search box which you 

can use to locate a piece of equipment if you know its manufacturers serial number, its internal control 

number, or you can locate a work order: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on the search criterion you wish to use.  Then click in the box to the right and type 

the equipment manufacturer serial number or internal control number depending on what selection you 

chose.  Then click on the Locate button.  If there is a piece of equipment currently entered in EZ 

Maintenance that matches your search term, the first maintenance event for that piece of equipment will be 

selected in the list below.   

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and type the number of the work order which you want to search for.  Then click on the 

Locate button.  If a maintenance event has a work order matching the number you typed in the search box, 

it will be selected in the below list. 

The second search box lets you search for a piece of equipment if you have a corresponding barcode 

label/sticker printed for it, and you can also look up a work order by scanning it: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on whether the barcode you are scanning contains a manufacturer serial number or 

an internal control number.  Then click in the box to the right and scan the barcode, and then hit the return 

key.  If there is a piece of equipment currently entered in EZ maintenance that corresponds with the 

barcode you scanned, the first maintenance event for that piece of equipment will be selected in the list 

below. 

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and scan the barcode at the top of the printed work order.  If the work order you 

scanned is still open, it will be selected in the list below. 

Also notice that between the Work Order No. column and the Assigned To column in the listing of 

maintenance events there is a column with the header To Print that contains a checkbox in every row.  If 

you want to print the work orders for scheduled maintenance events, the corresponding checkbox for that 

event must be checked. 

Above and to the right of the equipment listing is a box where you can print the work orders which you 

have selected: 
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At the left of the box are four options: Full Report, Materials, Operations, and Parts.  Click on the circle 

next to Full Report if you want to print out the full details for each work order including all materials, 

operations, and parts prescribed in the work order.  Click on Materials, Operations, or Parts if you only 

want the work orders to print with the materials, operations or parts prescribed in the work order.  When 

you have chosen the desired option, then press the Print Selected Work Orders button to print the work 

orders which you have selected.  You can also click on the Select All WOs button to select all work orders 

for all equipment, or you can click the Unselect All WOs button to ensure that all work orders for all 

equipment are not selected. 

Lastly, at the bottom of the Maintenance Due Sorted by Usage window, there are five buttons (plus a 

Close button that allows you to exit from this section of EZ Maintenance) corresponding with other tasks 

you can perform here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.

o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event. 

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Maintenance Due Sorted by Usage window, click on the 

Close button. 

Equipment Work Orders 

Two types of equipment work orders can be opened in EZ Maintenance: 

1. Routine or “Scheduled” work orders: these are work orders for preventive maintenance that occurs 

on a periodic basis. 

2. Non-routine emergency or “Unscheduled” work orders: these are work orders that are created for 

unexpected reasons like sudden equipment breakdowns.  Unscheduled work orders are not 

scheduled but rather created as the need arises. 

In this topic, both scheduled and unscheduled equipment work orders are discussed as well as a special 

feature you can use to easily and quickly assign work orders (see the subtopic “Assign Work Orders” 

below) and a maintenance calendar you can use to see what maintenance is due on any given day (see the 

topic “Maintenance Calendar” below) 
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Scheduled Equipment Work Orders 

This section discusses how to open a scheduled equipment work order, how to close a scheduled work 

order, and how to change the materials, replacement parts, and operations prescribed in the work order.  

Opening a Scheduled Work Order 

To open a new scheduled work order, you must select a maintenance event by clicking on it and use the 

Create / Edit Work Order button when viewing maintenance either by equipment, by date, or by usage 

(see the topic further up in this chapter called “Maintenance Due” for more information on how to do this).  

This will take you to the work order window: 

At the top right corner of the window you will see a field called Work Order No. that displays the number 

that this work order has been assigned: 

Work order numbers are integers and are automatically assigned to work orders by EZ Maintenance in 

sequential order starting with the number 1.  As such, the first work order created would be work order #1, 

the second would be #2, the third would be #3, and so on and so forth. 

Immediately below the work order number field, you’ll see two tabs called Equipment and Customer.

Clicking on the Equipment tab displays some data fields that give information about the piece of 

equipment for which you are creating the work order: 
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o Equipment: This field displays the equipment name (i.e. the type of equipment) 

o Internal Control No.: This field displays the internal control number. 

o Manufacturer Serial No.: This field displays the manufacturer serial number. 

o Brand: This is the brand of the piece of equipment. 

o Model: This is the model name. 

o Capacity: This is the capacity for the piece of equipment.  

o Location: Where the piece of equipment is located. 

o Log Usage Meter Reading: This is the current amount of usage hours logged for this piece of 

equipment. 

o Equipment Reference Notes: Any comments entered about the piece of equipment will be 

displayed here. 

Clicking on the Customer tab displays some data fields containing information about the customer for 

whom you are servicing this piece of equipment (unless the equipment is your own, in which case these 

fields would be blank).  The customer ID number is shown in the CUSTOMER field as well as the 

vendor’s name, their street address, city, state, zip code, and country: 

Below the Equipment and Customer data fields and to the left there are also five fields which describe 

notes about the work order as well as who is creating the work order, who approved it, and to whom the 

work is actually assigned: 

o Notes: This is where you enter any notes about this work order.  Click inside the box to the right 

and type any notes you wish to leave.  The checkbox next to the field in which you type the notes 

will be automatically checked to indicate that there are notes for this work order. 

o Exceptions: This is where you indicate that there are changes made to what is usually prescribed 

in this maintenance.  Click inside the box to the right and type any exceptions you want to note.  

The checkbox next to the field in which you type exceptions will be automatically checked to 

indicate that there are exceptions for this work order. 

o Performed By: This field displays who created the work order and is automatically filled in with 

the user name of the person who created it. 

o Approved By: This field displays the person who approved the work order.  The person 

approving the work order would click in this field, which causes a window to pop up prompting 
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them for their username and password.  After their username and password have been entered, 

that users name will be displayed here as the person by whom this work was approved. 

o Assigned To: From this drop-down box you choose the person to whom you want to assign to be 

responsible for the work indicated on the work order.  Click on the arrow on the right side of the 

box to expand the list and then click on the person whom you want to assign the work. 

To the right of the previous five fields are four pairs of data fields which relate to when the work was 

scheduled to be performed versus when it was actually performed: 

o Completion Date (Scheduled and Actual): The left field in this pair shows the date on which the 

work was scheduled to be completed while the right shows the current date. 

o Days Since Last Service (Scheduled and Actual): The left field in this pair shows the number of 

days that were supposed to have elapsed since the last service for the equipment to be due for 

maintenance while the right shows the number of days that have actually elapsed. 

o Usage Meter: The left field in this pair shows the number of usage hours that were supposed to 

have been logged (for the entire life of the piece of equipment so far) for the equipment to be due 

for maintenance.  In the right field you type the amount of total usage hours for which the piece of 

equipment has been operated.  This may include usage hours between the last log entry and when 

this work order was created: in other words, usage hours that haven’t been logged yet, in which 

case EZ Maintenance will calculate the difference between the amount you enter here and the last 

log entry and automatically make a new log entry containing that difference.  Otherwise, you can 

simply enter the amount in that is contained in the Log Usage Meter Reading field above. 

o Usage since last service: The left field in this pair shows the number of usage hours that were 

supposed to have been logged since the last time this piece of equipment was serviced for the 

equipment to be due for maintenance.  The right field shows the actual amount of usage hours that 

have been logged since the last service. 

To the right of these four pairs of fields is the date on which the next scheduled maintenance is due along 

with a few options that allow you to choose whether or not the maintenance will be scheduled on a 

weekend day or not: 

Click on the circle called All Days Valid to allow scheduling on a weekend day if necessary.  Click on the 

circle called Sat,Sun Excluded to disallow scheduling on either weekend day, or click on the circle called 

Sun Only Excluded to disallow scheduling on Sundays but allow on Saturdays.  In any case, if the 
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scheduled maintenance is scheduled to fall on a day on which maintenance is disallowed to be scheduled, 

the maintenance will be scheduled on the last day possible before the day or days on which scheduling is 

disallowed.  The date displayed will be changed to reflect the adjusted schedule if rescheduling is 

necessary. 

Also on the work order window are four fields in which you can record the man hours worked for this 

maintenance (Total Labor (hrs)), the cost of the hours worked (Labor Cost), the cost of the parts and 

materials used in this maintenance (Parts and Materials Cost), and the amount of time the piece of 

equipment had to be taken offline to perform the maintenance (Equipment Down Time(hrs)).  Click in 

any of these fields and type the desired values: 

Below those four fields you’ll see three more fields that display the maintenance profile for the piece of 

equipment for which the work order is being created (Maintenance Profile), the type of maintenance that 

is being performed (Maintenance Type), and the frequency at which this maintenance occurs (No. of 

Days). 

At the bottom of the work order window the materials used in the maintenance, the operations performed, 

and the parts to be checked and/or replaced are displayed.  There are three tabs called Materials,

Operations, and Parts.  Clicking on the Materials tab displays a listing of all of the materials used in this 

maintenance: 

For each material listed on the work order the material number is displayed (Material No.), the name of the 

material is displayed (Name), and the quantity that is used (Quantity). 

Clicking on the Operations tab shows the operations that are to be performed for this maintenance: 
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For each operation, the sequence number is shown (Sequence No.), the name of the operation (Operation 

Name), and the description of the operation (Operation Description).  If you double-click on the word 

“Memo” under the operation description column, it will pop up a window that displays the full description 

of the operation. 

Lastly, clicking on the Parts tab shows the parts that are to be checked and/or replaced in this maintenance: 

For each part listed, the part number is shown (Part Number), the name of the part (Part), and the quantity 

to be replaced (Quantity) if indeed the part listed must be replaced. 

Further on in this section we will show how to change the materials, parts, and operations listed on the 

work order. 

You can also print this work order.  At the right side of the work order window, there is a box titled 

Reports:

To the left of the box you will see four circles called Full Report, Materials, Operations, and Parts.  By 

clicking on one of these circles, you can select whether you want to print the entire work order containing 

all of the materials operations and parts listed in the work order (Full Report), or whether you want to print 

a work order that contains only the materials, operations, or parts that are in the work order.  Click on the 

circle that represents your choice, and then click on the Print Selected button to print the work order. 

At the bottom of the work order window are the OK and Cancel buttons.  When you have entered all of the 

information necessary for the work order and want to save it, click on the OK button.  If you have changed 

your mind and do not want to create the work order, click on the Cancel button. 
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Closing a Scheduled Work Order 

When the work that is prescribed in the work order has been physically completed and you want to mark 

the work order as closed, first check the checkbox in the center of the work order screen called Work 

Order Is Closed:

After you have clicked on the Work Order Is Closed checkbox, then click on the OK button to save the 

work order and close it.  The closed work order would then be added to the maintenance history (see 

further down in this chapter for the topic “Maintenance History / Work Order Approval” for more 

information on this). 

If you would like to simply open a work order, and then save it without closing it, then just click on the OK

button while leaving the Work Order Is Closed checkbox unchecked. 

Changing the Materials, Parts, or Operations 

You can change the materials, parts, and operations listed on a work order by using the Edit button which 

is on the right side of the work order window.  Clicking on the Edit button will open up the Maintenance 

Details window: 

At the top of the window are four data fields: Maintenance Profile, which shows the maintenance profile 

of the piece of equipment for which this work order was created; Maintenance Type, which shows what 

type of maintenance this work order is for; WO #, which shows the number that was assigned to the work 

order; and Int. Control #, which shows the internal control number of the piece of equipment for which 

this work order was created. 
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Below those data fields you will see three tabs named “Materials”, “Operations”, and “Parts to Maintain”.  

Clicking on the Materials tab will display a list of the materials that are used in this work order: the 

material number, the material name, and the quantity used is displayed for each material. 

To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed in this work 

order: 

To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation 

Name column.  Next specify what step # this operation is by clicking on the cell in the Sequence Number 

column and typing in the step #.  You can delete an operation from the list by clicking on it to select it and 

then clicking on the Delete button. 

Lastly, if you click on the Checklist of Parts to Service tab, this will display the list of parts to check 

and/or replace in this work order: 
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If you need to replace a malfunctioning part that was found during the inspection process of a work order, 

click on the area below the Replace column header and on the same row as the part you want to replace.  

This will expand a drop-down menu with two options, Replace and Service:   

Click on Service if the part simply needs to be serviced, but not replaced with another.  Click on Replace if 

you want to mark the part as needing to be replaced with another during this maintenance.  Then click on 

the area below the Quantity header and on the same row as the part you want to replace and type in the 

amount of replacement parts you will need.  When you close the work order, the amount you type here will 

be automatically deducted from your inventory of that part. 

To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

When you are finished changing the parts, materials, and operations in the work order, click on the OK

button to save your changes.  If you have changed your mind and do not want to save the changes you 

made, click on the Cancel button to discard any changes and return to the work order. 

Unscheduled Equipment Work Orders 

This section discusses how to open a scheduled equipment work order, how to change the materials, 

replacement parts, and operations prescribed in the work order, and how to edit and close the unscheduled 

work order. 

Opening an Unscheduled Work Order 

To open a new unscheduled work order, you must click on the New Unscheduled Work Order button 

when viewing maintenance either by equipment, by date, or by usage (see the topic further up in this 
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chapter called “Maintenance Due” for more information on how to do this).  This will take you to the 

unscheduled work order window: 

At the top right corner of the window you will see a field called Work Order No. that displays the number 

that this work order has been assigned: 

Work order numbers are integers and are automatically assigned to work orders by EZ Maintenance in 

sequential order starting with the number 1.  As such, the first work order created would be work order #1, 

the second would be #2, the third would be #3, and so on and so forth. 

Below that are some other data fields that show information about the piece of equipment for which you are 

creating the unscheduled work order: 

First, however, you must select the piece of equipment for which you want to create the unscheduled work 

order by selecting either its internal control number from the Internal Control No. drop-down menu or its 

manufacturer serial number from the Manufacturer Serial No. drop-down menu.  Click on the arrow next 
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to each of the boxes to expand each list, and then click on the internal control number or manufacturer 

serial number of the piece of equipment for which you want to create the work order.  Notice that the other 

fields (whose meaning is described below) automatically fill in with information about the piece of 

equipment you have selected: 

o Equipment: This field displays the equipment name (i.e. the type of equipment). 

o Brand: This is the brand of the piece of equipment. 

o Model: This is the model name. 

o Capacity: This is the capacity for the piece of equipment.  

o Location: Where the piece of equipment is located. 

o Equipment Reference Notes: Any comments entered about the piece of equipment will be 

displayed here. 

Below these data fields there are also four fields which describe notes about the work order as well as who 

is creating the work order and who approved it: 

o Notes: This is where you enter any notes about this work order.  Click inside the box to the right 

and type any notes you wish to leave.  The checkbox next to the field in which you type the notes 

will be automatically checked to indicate that there are notes for this work order. 

o Exceptions: This is where you indicate that there are changes made to what is usually prescribed 

in this maintenance.  Click inside the box to the right and type any exceptions you want to note.  

The checkbox next to the field in which you type exceptions will be automatically checked to 

indicate that there are exceptions for this work order. 

o Performed By: This field displays who created the work order and is automatically filled in with 

the user name of the person who created it. 

o Approved By: This field displays the person who approved the work order.  The person 

approving the work order would click in this field, which causes a window to pop up prompting 

them for their username and password.  After their username and password have been entered, 

that users name will be displayed here as the person by whom this work was approved. 

To the right there is a field displaying the date on which this work order is being created (Actual 

Maintenance Date).  Below that there is a checkbox called Closed, which you can click on to check to 

close this work order (this will be discussed later). 

Below that are four fields in which you can record the man hours worked for this maintenance (Total 

Labor (hrs)), the cost of the hours worked (Labor Cost), the cost of the parts and materials used in this 

maintenance (Parts and Materials Cost), and the amount of time the piece of equipment had to be taken 

offline to perform the maintenance (Equipment Down Time (hrs)).  Click in any of these fields and type 

the desired values: 
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Unscheduled work orders are created from scratch and are not for a specific kind of maintenance per se.  

As such, you will need to select what kind of maintenance this work order will contain.  You can do this by 

selecting the type of maintenance you want to prescribe from the Maintenance Profile and Type drop-

down boxes.  Click on the arrow on the right side of each box to expand each and make your selection: 

Once you have selected the maintenance profile and the maintenance type you want, the materials, parts, 

and operations included in the maintenance you selected will be automatically filled in in the Materials,

Operations, and Parts lists below.  Clicking on the Materials tab displays a listing of all of the materials 

used in this maintenance: 

For each material listed on the work order the material number is displayed (Material No.), the name of the 

material is displayed (Name), and the quantity that is used (Quantity). 

Clicking on the Operations tab shows the operations that are to be performed for this maintenance: 

For each operation, the sequence number is shown (Sequence No.), the name of the operation (Operation 

Name), and the description of the operation (Operation Description).  If you double-click on the word 

“Memo” under the operation description column, it will pop up a window that displays the full description 

of the operation. 

Lastly, clicking on the Parts tab shows the parts that are to be checked and/or replaced in this maintenance: 
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For each part listed, the part number is shown (Part Number), the name of the part (Part), and the quantity 

to be replaced (Quantity) if indeed the part listed must be replaced. 

Finally, at the right side of the window there is an Edit button that you can use to change the materials, 

operations, or parts listed on the work order.  We will describe how to do this further on in this section. 

At the bottom of the window are three buttons: Cancel, Print, and OK.  Clicking on the Print button will 

print out a full work order containing the details of the piece of equipment for which you are creating the 

work order as well as a complete list of materials, operations, and parts. 

When you are finished in the unscheduled work order window, click on the OK button to create and save 

the work order.  If you have changed your mind and do not want to create the unscheduled work order, then 

click on the Cancel button. 

Changing the Materials, Parts, or Operations 

You can change the materials, parts, and operations listed on the unscheduled work order by using the Edit

button which is on the right side of the unscheduled work order window.  Clicking on the Edit button will 

open up the Maintenance Details window: 

At the top of the window are four data fields: Maintenance Profile, which shows the maintenance profile 

of the piece of equipment for which this work order was created; Maintenance Type, which shows what 
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type of maintenance this work order is for; WO #, which shows the number that was assigned to the work 

order; and Int. Control #, which shows the internal control number of the piece of equipment for which 

this work order was created. 

At the bottom of the window you will see three tabs named “Materials”, “Operations”, and “Parts to 

Maintain”.  Clicking on the Materials tab will display a list of the materials that are used in this work 

order: the material number, the material name, and the quantity used is displayed for each material. 

To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed in this work 

order: 

To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation 

Name column.  Next specify what step # this operation is by clicking on the cell in the Sequence Number 

column and typing in the step #.  You can delete an operation from the list by clicking on it to select it and 

then clicking on the Delete button. 

Lastly, if you click on the Parts to Maintain tab, this will display the list of parts to check and/or replace 

in this work order: 
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If you need to replace a malfunctioning part that was found during the inspection process of a work order, 

click on the area below the Replace column header and on the same row as the part you want to replace.  

This will expand a drop-down menu with two options, Replace and Service:   

Click on Service if the part simply needs to be serviced, but not replaced with another.  Click on Replace if 

you want to mark the part as needing to be replaced with another during this maintenance.  Then click on 

the area below the Quantity header and on the same row as the part you want to replace and type in the 

amount of replacement parts you will need.  When you close the work order, the amount you type here will 

be automatically deducted from your inventory of that part. 

To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

When you are finished changing the parts, materials, and operations in the work order, click on the OK

button to save your changes.  If you have changed your mind and do not want to save the changes you 

made, click on the Cancel button to discard any changes and return to the work order. 

Editing and Closing an Open Unscheduled Work Order 

Once an unscheduled work order has been opened, you can return to the work order by viewing 

maintenance either by equipment, by date, or by usage and then selecting the work order by clicking on it 

and clicking on the Create/Edit Work Order button.  This will open up the Modify or Close Equipment 

(Existing) Maintenance Work Order window: 
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In this window you can make the changes you desire.  For all intents and purposes, this window functions 

like the window used for scheduled work orders (see above section “Scheduled Work Orders”). 

Unscheduled work orders can be closed in two ways: the first is by using the Closed checkbox in the 

window in which you originally created the unscheduled work order (see the beginning of this document): 

You would use this method if you want to close the unscheduled work order immediately after opening it, 

so that you open and close the work order within the same window.  To do this, click on the Closed

checkbox to check it.  Then click on the OK button.  The work order will then be closed and will appear in 

your maintenance history (see further down in this chapter for the topic “Maintenance History / Work 

Order Approval” for more information on this). 

The second method of closing an open unscheduled work order involves finding the work order by viewing 

maintenance either by equipment, by date, or by usage and then selecting the work order by clicking on it 

and clicking on the Create/Edit Work Order button.  This will open the Modify or Close Equipment 

(Existing) Maintenance Work Order window, in the center of which you will see a checkbox called 

Work Order Is Closed:

Click on the Work Order Is Closed checkbox to check it.  Then click on the OK button.  The work order 

will then be closed and will appear in your maintenance history (again, see further down in this chapter for 

the topic “Maintenance History / Work Order Approval” for more information on this).
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Assign Work Orders 

EZ Maintenance has a feature that allows you to view all upcoming and overdue maintenance events and 

quickly and easily create work orders for them and assign those work orders to the employee of your 

choice.  Here, first the layout of this section of the program is described, and then it is explained how to use 

it to quickly and easily assign work orders. 

When you view maintenance either by equipment, by date, or by usage, you will notice that at the bottom 

of the window in which you are viewing maintenance is a button called Assign Work Orders.  Clicking on 

this button takes you a window in which you can view all upcoming and overdue maintenance events at a 

glance: 

Notice that in the center of the window you can see the list of all upcoming and overdue maintenance 

events: 

For each maintenance event, the following data items are shown (going from left to right): 

o Next Due Date: When this maintenance is due to be performed.  If the scheduled maintenance 

goes beyond the due date, the due date shown here will be shown in red text.

o Hours Till Next Maint: This is the amount of usage hours that need to be logged until the piece 

of equipment is due for maintenance.  If the amount of hours logged goes beyond the point at 

which the equipment is scheduled for maintenance, this number will be displayed as a negative 

69



number in red text showing the number of hours that have been logged since the piece of 

equipment became due for maintenance. 

o W.O. Number: If a work order has been created for this event, the number of the work order is 

shown here.  If no work order has been created yet, no work order number will be displayed. 

o Equipment Name: This is the equipment name (i.e. type of equipment) of the piece of equipment 

for which this maintenance event is scheduled. 

o Int. Control No.: This is the internal control for the piece of equipment for which this 

maintenance event is scheduled. 

o Mfr. Serial No.: This is the manufacturer serial number for the piece of equipment for which this 

maintenance event is scheduled. 

o Maintenance Type: What kind of maintenance this scheduled event is. 

o Assigned To: This box displays the person to whom this maintenance event / work order has been 

assigned.  Further down in this section it will be explained how to use this to quickly and easily 

create work orders and assign to them to your personnel. 

Above the list of maintenance events there are two search boxes which you can use to locate a particular 

piece of equipment or a work order.  The first and the top of the two is a search box which you can use to 

locate a piece of equipment if you know its manufacturers serial number, its internal control number, or you 

can locate a work order: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on the search criterion you wish to use.  Then click in the box to the right and type 

the equipment manufacturer serial number or internal control number depending on what selection you 

chose.  Then click on the Locate button.  If there is a piece of equipment currently entered in EZ 

Maintenance that matches your search term, the first maintenance event for that piece of equipment will be 

selected in the list below. 

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and type the number of the work order which you want to search for.  Then click on the 

Locate button.  If a maintenance event has a work order matching the number you typed in the search box, 

it will be selected in the below list. 

The second search box lets you search for a piece of equipment if you have a corresponding barcode 

label/sticker printed for it, and you can also look up a work order by scanning it: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on whether the barcode you are scanning contains a manufacturer serial number or 

an internal control number.  Then click in the box to the right and scan the barcode, and hit the return key.  

If there is a piece of equipment currently entered in EZ maintenance that corresponds with the barcode you 

scanned, the first maintenance event for that piece of equipment will be selected in the list below. 
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If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and scan the barcode at the top of the printed work order.  If the work order you 

scanned is still open, it will be selected in the list below. 

Also notice that to the right of the Assigned To column in the listing of maintenance events there is a 

column with the header To Print that contains a checkbox in every row.  If you want to print the work 

orders for scheduled maintenance events, the corresponding checkbox for that event must be checked. 

Above and to the right of the equipment listing is a box where you can print the work orders which you 

have selected: 

At the left of the box are four options: Full Report, Materials, Operations, and Parts.  Click on the circle 

next to Full Report if you want to print out the full details for each work order including all materials, 

operations, and parts prescribed in the work order.  Click on Materials, Operations, or Parts if you only 

want the work orders to print with the materials, operations or parts prescribed in the work order.  When 

you have chosen the desired option, then press the Print Selected Work Orders button to print the work 

orders which you have selected.  You can also click on the Select All WOs button to select all work orders 

for all equipment, or you can click the Unselect All WOs button to ensure that all work orders for all 

equipment are not selected. 

Lastly, at the bottom of the window, there are three buttons: Assign, Print, and Close.  The function of the 

Assign button is explained further on in this section.  Clicking on the Print button will print a complete list 

of all upcoming and overdue maintenance events including their corresponding work order number if a 

work order has been created for them.  Click on Close when you are finished in this window to exit. 

To quickly create work orders and assign them to personnel, you must use the drop-down boxes under the 

Assigned To column and the Assign button at the bottom of the window. 

To create a work order for a maintenance event and assign it to somebody, first locate the maintenance 

event for which you want to create the work order in the list of upcoming and due maintenance events.  

Then look to the right for the drop-down box under the Assigned To column.  Click on the small arrow on 

the right side of the box to expand the list of people to whom you can assign the work order, and then click 

on the person whom you want to assign the work order.  Next, click on the Assign button.  Notice that the 

maintenance event you have selected now has a corresponding work order number under the W.O. 

Number column.  This means that the work order has been created and it is assigned to the person you 

selected.  Repeat this procedure on any remaining maintenance events for which you want to create work 

orders and assign them to somebody. 

Using the Maintenance Calendar 

The calendar feature of EZ Maintenance allows you to view what maintenance events are due on any given 

day.  The Projected Maintenance Calendar window is shown below: 
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At the left side of the window is a list of all the maintenance events that are scheduled for the day that is 

currently selected.  This list shows only those maintenance events for which a work order has not yet been 

created: 

For each maintenance event you will see the following data items: 

o Next Due: When this maintenance is due to be performed, which will be, of course, the date that is 

currently selected. 

o Equipment: This is the equipment name (i.e. type of equipment) of the piece of equipment for 

which this maintenance event is scheduled. 

o Type: What kind of maintenance this scheduled event is. 

o Internal #.: This is the internal control for the piece of equipment for which this maintenance 

event is scheduled. 

o Mnf. Ser. #.: This is the manufacturer serial number for the piece of equipment for which this 

maintenance event is scheduled. 

At the upper right hand corner of the Projected Maintenance Calendar window is a calendar: 
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You can click on one of the actual days to select it, and the list of maintenance events on the left side of the 

window will be updated with the maintenance events that are due on that day.  The day you selected will be 

highlighted in red text on the calendar itself, and it will also be displayed at the bottom of the window 

under the list of maintenance events. 

To move forward a week, click on the upper left hand corner of the calendar.  To move forward or 

backwards by one year, click on the >> or << buttons at the top of the calendar respectively.  To move 

forward or backward by one month, click on the < or > buttons at the top of the calendar respectively.  You 

can also go to any month of any year you wish by double clicking on any of the days in the calendar, which 

will pop up a window: 

Click on the arrow on the right side of the drop-down box called Month, which will expand the list of 

months, and then click on the month you want to select.  Then, in the box called Year either click in the 

box and type the year which you want to select or click on the up or down arrows on the right side of the 

box to advance the year forwards or backwards respectively.  Click OK when you have selected your 

desired month and year, or click Cancel to abort. 

Also notice that at the bottom left hand corner of the window there is a Notes box: 

You can leave notes for any day by selecting a day from the calendar and then typing notes into this field.  

To leave notes, simply click inside the Notes box and then type your desired notes.  Now when that date is 

selected in the future, those notes will be displayed. 

73



Print Maintenance Due 

Clicking on the Print Maintenance Due button on the main menu of EZ Maintenance takes you to the 

Maintenance Due Report window where you can print a report showing all upcoming and overdue 

maintenance events: 

In this window you will see two fields called Start Due Date

and End Due Date.  These fields define the lower and upper 

date ranges of the report respectively: in other words, no 

maintenance events that come before the value typed in Start 

Due Date will be shown on the report, and no maintenance 

events that come after the value typed in End Due Date will be 

shown on the report.  Click in each of the two boxes and type the 

dates you wish. 

Once you have typed in the dates into the Start Due Date and 

End Due Date fields, click on the Print button to print the 

report.  Otherwise, click on the Cancel button if you have 

changed your mind and do not want to print the report. 

Maintenance History / Work Order Approval 

Clicking on the Maint. History View/Approve/Edit button on the main menu of EZ Maintenance takes 

you to the Approval window where you can view the entire history of closed work orders for equipment 

maintenance, and where a supervisor can “sign off” on work orders to approve them: 

Notice that in the center of the window there is a list that shows the entire history of closed work orders for 

equipment maintenance: 
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For each closed work order in the list, there are the following data items (going from left to right): 

o Mfr. Serial No.: This is the manufacturer serial number for the piece of equipment for which this 

work order was created. 

o Equipment: This is the equipment name (i.e. type of equipment) of the piece of equipment for 

which this work order was created. 

o Work Order No.: This is the number that was assigned to the work order. 

o Assigned To: This is the person to whom the work order was assigned. 

o Mn. Date: This is the maintenance date, namely the day on which the maintenance was 

performed, which is actually the date on which the work order was closed. 

o Int. Control No.: This is the internal control for the piece of equipment for which this work order 

was created. 

o Profile: This is the maintenance profile which defines the maintenance requirements for the piece 

of equipment for which this work order was created. 

o Location: This is the location of the piece of equipment for which this work order was created. 

o App. By: This is the person who signed off on the work order. 

Further down in this section it is explained how to view additional details about these work orders, how to 

change some details if necessary, and how to “sign off” or approve a work order. 

Above the list of closed equipment work orders is a search box which you can use to locate a piece of 

equipment if you know its manufacturers serial number, its internal control number, or you can locate a 

work order: 

To search for a piece of equipment, first click on one of the circles called Mfr. Serial No. or Internal 

Control No. depending on the search criterion you wish to use.  Then click in the box to the right and type 

the equipment manufacturer serial number or internal control number depending on what selection you 

chose.  Then click on the Locate button.  If there is a piece of equipment currently entered in EZ 

Maintenance that matches your search term, the first work order for that piece of equipment will be 

selected in the list below.   

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and type the number of the work order which you want to search for.  Then click on the 

Locate button.  If there is a work order in the history matching the number you typed in the search box, it 

will be selected in the below list. 
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Lastly, at the bottom of the window are two buttons: Edit and Close.  To view the details of a particular 

work order or “sign off” on it, select the work order from the history list by clicking on it and then click on 

the Edit button (which will be discussed shortly).  To exit the Approval window and return to the EZ 

Maintenance main menu, click on the Close button. 

Work Order Approval / Editing 

You can select a work order at the Approval window and then click on the Edit button to view additional 

details about these work orders, how to change some details if necessary, and how to “sign off” or approve 

a work order.  You will be taken to the Edit Approval window: 

At the top right corner of the window you will see a field called Work Order No. that displays the number 

that this work order has been assigned: 

Below that are several fields giving information about the piece of equipment for which this work order 

was created: 

o Equipment: This field displays the equipment name (i.e. the type of equipment). 
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o Manufacturer Serial No.: This field displays the manufacturer serial number. 

o Maintenance Date: This is the maintenance date, namely the day on which the maintenance was 

performed, which is actually the date on which the work order was closed. 

o Internal Control No.: This field displays the internal control number. 

o Location: Where the piece of equipment is located. 

o Brand: This is the brand of the piece of equipment. 

o Model: This is the model name of the piece of equipment. 

o Capacity: This is the capacity for the piece of equipment. 

There are also two fields called Notes and Exceptions.  The Notes field is where you include any details 

about the work order that aren’t appropriate for any of the other data fields on the work order.  The 

Exceptions field is where you note any deviations from the normal procedures or the normal materials or 

parts used in the work order.  If you included any notes or exceptions when you initially opened the work 

order, they will simply be carried over and be displayed here.  However, you can modify the contents of the 

Notes and Exceptions fields by clicking in them and typing the edits you’d like to make. 

There are also three fields called Performed By, Approved By, and Assigned To which show, 

respectively, who created the work order, who approved it, and to whom it was assigned for completion.  If 

each of these data items was entered when the work order was opened, those entries will simply be 

reflected here. 

Clicking on the Approved By field pops up a small window into which the username and the password of 

the person approving the work order is entered: 

Click in both the User Name and Password fields and type in the username and password respectively of 

the person approving the work order, then click on the OK button.  If you have changed your mind and do 

not want to approve the work order, then click on the Exit button. 

You can also mark the work order as having been assigned to somebody using the Assigned To drop-down 

box.  Click on the arrow on the right side of the box which will expand the list, and then click on the person 

to whom you want to assign the work order.  Please note that if you have already selected somebody to 

assign this work order to, this field will not be editable. 

The Equipment Reference Notes field shows any notes or comments about the piece of equipment: 
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There are also two fields called Scheduled Maintenance Date and Actual Maintenance Date which show 

the date on which the maintenance for which this work order was created was scheduled to take place and 

the date on which the work order was closed and the work was completed: 

The Customer field displays the ID of the customer for whom you are servicing this piece of equipment. 

The Usage Meter field displays the total amount of usage hours that have been logged to this point: 

There are also four fields called Total Labor (hrs), Labor Cost, Materials Cost, and Equipment Down 

Time (hrs).  Respectively, these fields display the total man hours worked during this maintenance, the 

total cost of the labor, the total cost of the materials used in the maintenance, and the amount of time for 

which the piece of equipment had to be taken offline for the maintenance to be completed. 

If you already entered the values for the Total Labor (hrs), Labor Cost, Materials Cost, and Equipment 

Down Time (hrs) fields while the work order was still open, the values that you entered then will be 

reflected here.  However, you can also edit these values as well or enter them if nothing has been entered 

yet.  Just click in the boxes and type/edit the values you wish to record. 

The last of the data fields in this window show what type of maintenance was performed for this work 

order (Profile and Type), the frequency of the maintenance (How Often), and when the next scheduled 

maintenance after the work order was scheduled to be completed (Next Maintenance Due). 
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At the bottom of the window is a print function that allows you to print the closed work order: 

To the left of the box you will see four circles called Full Report, Materials, Operations, and Parts.  By 

clicking on one of these circles, you can select whether you want to print the entire work order containing 

all of the materials operations and parts listed in the work order (Full Report), or whether you want to print 

a work order that contains only the materials, operations, or parts that are in the work order.  Click on the 

circle that represents your choice, and then click on the Print button to print the work order. 

At the bottom of the window are the OK and Cancel buttons.  When you have finished making changes to 

the work order and wish to save them, click on the OK button.  If you have changed your mind and do not 

want to save any changes, click on the Cancel button. 

Lastly, there is the View Details button which you can use to view all of the materials, operations, and 

parts used in a work order.  This is explained in the next part of this section. 

View Details Button

Clicking on the View Details button on the Approval window takes you to the Maintenance Details

window where you can view the materials, operations, and parts used in the work order: 

79



At the top of the window are four data fields: Maintenance Profile, which shows the maintenance profile 

of the piece of equipment for which this work order was created; Maintenance Type, which shows what 

type of maintenance this work order is for; WO #, which shows the number that was assigned to the work 

order; and Int. Control #, which shows the internal control number of the piece of equipment for which 

this work order was created: 

Below those data fields you will see three tabs named “Materials”, “Operations”, and “Parts to Maintain”.  

Clicking on the Materials Required tab will display a list of the materials that are used in this work order.  

The material number (Material Number), the material name (Material Name), and the quantity 

(Quantity) used is displayed for each material: 

If you click on the List of Operations tab, this will display the list of operations to be performed in this 

work order.  The place in the sequence of operations that particular operation is placed is shown (Sequence 

Number) along with the name of the operation (Operation Name). 
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Lastly, if you click on the Parts to Maintain tab, this will display the list of parts to check and/or replace 

in this work order.  The id number for the part which you use to identify it in inventory (Part Code) is 

shown along with the name of the part (Part Description). 

Print Maintenance History 

EZ Maintenance has a feature that allows you to print a complete maintenance history for a particular piece 

of equipment.  Clicking on the Print Maintenance History on the EZ Maintenance main menu takes you 

to a window that allows you to do this: 

When selecting a piece of equipment for 

which you want to print a maintenance history, 

you will have to select either the internal 

control number of the manufacturer serial 

number for that piece of equipment.   

Notice that in this window are two drop-down 

boxes called Internal Control No. and 

Manufacturer Serial No..  To choose a piece 

of equipment by selecting its internal control 

number, use the Internal Control No. drop-

down box.  Click on the arrow on the right 

side of the box to expand the list and then click 

on the internal control number of the piece of 

equipment for which you want to print a maintenance history.   

Or, to choose a piece of equipment by selecting its manufacturer serial number, use the Manufacturer 

Serial No. drop-down box.  Click on the arrow on the right side of the box to expand the list and then click 

on the manufacturer of the piece of equipment for which you want to print a maintenance history. 
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Once you have selected either an internal control number of a manufacturer serial number of a piece of 

equipment, then click on the OK button to print out the maintenance history for it.  Otherwise, click on the 

Cancel button if you have changed your mind and would like to cancel printing. 

Print Bar Coded Labels 

EZ Maintenance has a feature that prints out bar coded labels (which can be printed as stickers) for the 

pieces of equipment you have entered into the program, which can then be found easily by “swiping” the 

barcode using search features found throughout EZ Maintenance.  This feature is represented by the two 

buttons under Print Bar Coded Labels on the EZ Maintenance main menu. 

The first button, namely the Serial Number button, takes you to a 

section of the program where you can print out bar coded labels 

that contain the serial number of a piece of equipment.  The second 

button, namely the Internal Control Number button, takes you to 

a section of the program where you can print out bar coded labels 

that contain the internal control number of a piece of equipment. 

Printing Bar Coded Labels with Serial 

Numbers 

Clicking on the Serial Number button on the EZ Maintenance main menu opens up a window where you 

can print bar coded labels for pieces of equipment that contain their serial numbers 

There are two options for printing the bar coded labels.  

You can print a sheet(s) containing one label for each 

piece of equipment, or you can print a single label for a 

selected piece of equipment.  Notice that in the center 

of the window there are two circles called Print All and 

Print Selected Serial Number.  If you want to print 

the sheet(s) containing one label for each piece of 

equipment, then click on the Print All circle.   

However, if you want to print a single label for a 

selected piece of equipment, you must do two things.  

First, click on the Print Selected Serial Number circle.  

Notice that the drop-down box below that will turn 

from being inactive/”grayed out” to being active.  Click 

on the arrow on the right side of the drop-down box to 

expand the list of serial numbers, and then click on the manufacturer serial number of the piece of 

equipment for which you want to print the bar coded label. 

Once you have selected whether you want to print a sheet(s) containing one label for each piece of 

equipment or a single label for a selected piece of equipment, then click on the Print button to print the bar 

coded label(s).  If you have changed your mind and do not want to print, then click on the Cancel button. 
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Printing Bar Coded Labels with Internal Control Numbers 

Clicking on the Internal Control Number button on the EZ Maintenance main menu opens up a window 

where you can print bar coded labels for pieces of equipment that contain their internal control numbers.   

There are two options for printing the bar coded 

labels.  You can print a sheet(s) containing one label 

for each piece of equipment, or you can print a single 

label for a selected piece of equipment.  Notice that 

in the center of the window there are two circles 

called Print All and Print Selected Internal 

Control Number.  If you want to print the sheet(s) 

containing one label for each piece of equipment, 

then click on the Print All circle.   

However, if you want to print a single label for a 

selected piece of equipment, you must do two things.  

First, click on the Print Selected Internal Control 

Number circle.  Notice that the drop-down box 

below that will turn from being inactive/”grayed out” 

to being active.  Click on the arrow on the right side 

of the drop-down box to expand the list of internal 

control numbers, and then click on the internal control number of the piece of equipment for which you 

want to print the bar coded label. 

Once you have selected whether you want to print a sheet(s) containing one label for each piece of 

equipment or a single label for a selected piece of equipment, then click on the Print button to print the bar 

coded label(s).  If you have changed your mind and do not want to print, then click on the Cancel button. 
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CHAPTER 5 – VEHICLE SERVICE MODULE 

The Vehicle Service Module is the section of EZ Maintenance that you use to track and control 

maintenance for your vehicles.  The Vehicle Module is represented by the eleven buttons on the right side 

of the EZ Maintenance main menu: 

These eleven buttons represent actions you can perform within the 

Vehicle module: 

o Setup: Clicking on the Setup button takes you to a section 

of the program where you setup the Vehicle Module.  This 

must be done before you begin to track and control 

maintenance for your vehicles.  See further down in this 

chapter for the topic “Vehicle Module Setup” for in-depth 

information. 

o Vehicles to Service: Clicking on the Vehicles to Service

button takes you to a section of the program where you enter 

your vehicles into EZ Maintenance.  See further down in 

this chapter for the topic “Entering Vehicles & Usage Logs” 

for in-depth information. 

o Service Due: Clicking on the Service Due button takes you 

to a section of the program where you can see upcoming 

maintenance events and open work orders and create work 

orders (both routine work orders and unscheduled work 

orders for unexpected break-downs).  See further down in 

this chapter for the topic “Service Due” for in-depth information.  Also see the topic “Vehicle 

Work Orders” for in-depth information on how to create work orders for vehicle maintenance. 

o Print Service Due: Clicking on the Print Service Due button takes you to a section of the 

program where you can print a report showing all maintenance events that are due during a date 

range.  See further down in this chapter for the topic “Print Service Due” for in-depth information. 

o Serv.History View/Approve/Edit: Clicking on the Serv.History View/Approve/Edit button 

takes you to a section of the program where you can view the entire history of work orders for 

vehicles.  See further down in this chapter for the topic “Service History / Work Order Approval” 

for in-depth information. 

o Print Vehicle Service Log: Clicking on the Print Vehicle Service Log button takes you to a 

section of the program where you can print a complete work order history for a specific vehicle.  

See further down in this chapter for the topic “Print Vehicle Service Log” for in-depth 

information. 

o Tire Mileage and Rotation: Clicking on the Tire Mileage and Rotation button takes you to a 

section of the program where you can track the mileage and rotation history for the tires on your 

vehicles.  See further down in this chapter for the topic “Tire Mileage and Rotation” for in-depth 

information. 

o Print Tire Position Report: Clicking on the Print Tire Position Report button takes you to a 

section of the program where you can print a complete tire rotation and mileage history for a 

specific tire.  See further down in this chapter for the topic “Print Tire Position Report” for in-

depth information. 

o Drivers: Clicking on the Drivers button takes you to a section of the program where you can track 

your company’s drivers, their drivers licenses, and any incidents they have been involved in or any 

citations they have received.  See further down in this chapter for the topic “Entering Drivers into 

EZ Maintenance” for in-depth information. 

o Expiring Drivers’ Licenses: Clicking on the Expiring Drivers Licenses button takes you to a 

section of the program where you can print out a list of drivers licenses that are expiring within a 

number of days that you specify.  See further down in this chapter for the topic “Expiring Drivers’ 

Licenses Report” for in-depth information. 
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o Expiring Vehicle Licenses: Clicking on the Expiring Vehicle Licenses button takes you to a 

section of the program where you can print out a list of vehicle licenses that are expiring within a 

number of days that you specify.  See further down in this chapter for the topic “Expiring Vehicle 

Licenses Report” for in-depth information. 

Vehicle Module Setup 

The setup section of the Vehicle Module of EZ Maintenance is where you enter data which you will use 

later to specify the maintenance requirements for the vehicles that you enter into the program.  To access 

this section of the program, click on the Setup button under Vehicle Service on the main menu of EZ 

Maintenance.  This will open a window containing a menu of eight buttons plus a Close button that you can 

click on to return to the EZ Maintenance main menu. 

Each of these seven buttons represents an action you can 

perform in this section of the program: 

o Vehicle Names: Clicking on the Vehicle Names

button takes you to a section of the program where 

you enter general names for the types of vehicles 

which you will choose from when entering new 

vehicles into the program.  See further down in this 

section for the sub topic “Entering Vehicle Names” 

for in-depth information. 

o Vehicle Classifications: Clicking on the Vehicle 

Classifications button takes you to a section of the 

program where you enter names for classifications 

that you can assign to your vehicles to aid you in 

tracking them.  See further down in this section for 

the sub topic “Entering Vehicle Classifications” for 

in-depth information. 

o Service Types: Clicking on the Service Types

button takes you to a section of the program where 

you enter names that you give to scheduled recurring maintenance events.  See further down in 

this section for the sub topic “Entering Service Types” for in-depth information. 

o Materials: Clicking on the Materials button takes you to a section of the program where you 

enter into your inventory the materials which you use to perform maintenance on your vehicles.  

See further down in this section for the sub topic “Entering Materials” for in-depth information. 

o Parts: Clicking on the Parts button takes you to a section of the program where you enter into 

your inventory replacement parts for your vehicles.  See further down in this section for the sub 

topic “Entering Parts” for in-depth information. 

o Services: Clicking on the Services button takes you to a section of the program where you can 

enter names for individual services that are done when performing one of the service types.  See 

further down in this section for the sub topic “Entering Services” for in-depth information. 

o Operations: Clicking on the Operations button takes you to a section of the program where you 

enter the operations you will perform when doing vehicle maintenance.  See further down in this 

section for the sub topic “Entering Operations” for in-depth information. 

o Service Profiles: Clicking on the Service Profiles button takes you to a section of the program 

where you can enter descriptions of maintenance for vehicles with similar maintenance 

requirements.  See further down in this section for the sub topic “Entering Service Profiles” for in-

depth information. 
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Entering Vehicle Names 

The Vehicle Names section of setup the Vehicle Module is where you enter the names that you will apply 

to each vehicle you enter into EZ Maintenance in order to identify what kind of vehicles you are working 

with.  The vehicle names are entered into the Vehicle Names window: 

To enter a new vehicle name, click on the New

button.  This will create a blank entry at the end of 

the list of vehicle names; type the new vehicle name 

and then hit the return key. 

If you’d like to edit an existing vehicle name, select 

the one you’d like to edit by clicking on it with your 

mouse and type to make the desired change. 

If you’d like to delete an existing vehicle name, select 

the one you’d like to delete by clicking on it with your 

mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently 

entered vehicle names by clicking on the Print 

button. 

When you are finished working with vehicle names, click on the OK button to exit and accept all of the 

changes you made.  If you want to exit and discard all of the changes you made, then click on the Cancel

button. 

Entering Vehicle Classifications 

The Vehicle Classifications section of setup for the Vehicle Module is where you enter classification 

names which you apply to vehicles you enter into the program to in order to aid you in tracking them.  The

classifications are entered into the Vehicle Classifications window: 

To enter a new vehicle classification, click on the 

New button.  This will create a blank entry at the end 

of the Vehicle Classifications list; type the new 

vehicle classification and then hit the return key. 

If you’d like to edit an existing vehicle classification, 

select the one you’d like to edit by clicking on it with 

your mouse and type to make the desired change. 

If you’d like to delete an existing vehicle 

classification, select the one you’d like to delete by 

clicking on it with your mouse and then clicking on 

the Delete button. 

You can also print out a list of all of the currently 

entered vehicle classifications by clicking on the 

Print button. 

When you are finished working with vehicle classifications, click on the OK button to exit and accept all of 

the changes you made.  If you want to exit and discard all of the changes you made, then click on the 

Cancel button. 
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Entering Service Types 

The Service Types section of setup for the Vehicle Service Module is where you enter names for regularly 

performed or emergency vehicle maintenance events.  The service types are entered into the Service Types

window: 

To enter a new service type, click on the New

button.  This will create a blank entry at the end of 

the Service Types list; type the new service type 

and then hit the return key. 

If you’d like to edit an existing service type, select 

the one you’d like to edit by clicking on it with 

your mouse and type to make the desired change. 

If you’d like to delete an existing service type, 

select the one you’d like to delete by clicking on it 

with your mouse and then clicking on the Delete

button. 

You can also print out a list of all of the currently 

entered service types by clicking on the Print 

button. 

When you are finished working with service types, click on the OK button to exit and accept all of the 

changes you made.  If you want to exit and discard all of the changes you made, then click on the Cancel

button. 

Entering Materials 

The Materials section of the setup section for the Vehicle Maintenance module is where you enter the 

materials you expect to use in your vehicle maintenance.  The materials you enter here are included in your 

inventory.  The difference between entering your materials directly into the Inventory section of EZ 

Maintenance (see chapter 6 “Inventory Module”) and entering them here is that, when you enter them here, 

they are automatically designated as being materials that are used only for vehicle maintenance. 
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Entering a New Material 

To enter a new material, click on the New button.  This will open up the New Inventory window where 

you will enter the details of the new material you are entering: 

Notice that the drop-down selection boxes for Inventory Type and Equip. or Vehicle have already been 

selected with “Material” and “Vehicle” respectively; as you might expect, if you change these, the item will 

not appear in the Materials section of the Vehicle Module Setup. 

To enter data into each of these fields (except for Preferred Vendor, Inventory Type, Equip. or 

Vehicle), just click inside the box and type your entry.  The Preferred Vendor, Inventory Type, and 

Vehicle fields are drop-down boxes; to enter data into these, click on the arrow on the right side of each to 

expand the list and then select your desired entry.  The table below summarizes the meaning of each of 

these data items: 

Item Number: This is a unique code that identifies the item.  

Although you can enter any characters into this field, it is 

recommended that you choose a brief code that consists of only 

letters and digits. 

ID Code 1: If you have another ID code by which you track an 

inventory item, enter it here. 

Name/Description: Enter a name or a short description of the 

item here. 

ID Code 2: If you have another ID code by which you track an 

inventory item, enter it here.

Date: Enter the date on which tracking for this item began. Inventory Type: From the drop-down box, select whether the 

item is a material, a part, or neither. 

Preferred Vendor: From the drop-down box, select the vendor 

from whom you prefer to order this item.  For a vendor to be a 

selection here, you must have entered them into the Vendors 

section of EZ Maintenance. 

Equip. or Vehicle: Select whether the inventory item is used in 

only equipment maintenance, only vehicle maintenance, or 

whether it is used in both. 

Manufacturer: Enter the manufacturer of the item you are 

entering. 

Quantity on Hand: Enter the quantity of the item you currently 

have in your actual inventory. 

Unit: Enter the name of the unit which you are using to measure 

the quantity of this item (e.g. “gallons”, “bundles”). 

Minimum Level: Enter the lowest quantity of this item you want 

to allow.  If the amount on hand of the inventory item goes below 

this level, it will be flagged as low on the inventory listing 

window. 

Cost: Enter the cost per unit for this item. Maximum Level: Enter the highest quantity of this item you

want to allow.  If you create a purchase order in which you order 

an amount of this item that would cause it to go above the 

maximum level, you will be warned that you are ordering too 

many. 
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% Markup: If you sell items directly out of your inventory, then 

this is the extra percentage you charge the customer. 

Reorder Quantity: Enter the quantity in which you want new 

orders of this item to be made.  When you are creating a purchase 

order containing this inventory item, the reorder quantity for it 

will be shown to guide the user placing the order. 

Price: This is the price of the item plus the markup percentage, 

the full price you will charge a customer if you sell them the item 

directly from your inventory. 

Warehouse Location: Enter the actual physical location where 

this item is stored. 

Long Description: A longer and more detailed explaination of 

the item. 

Please note that if you have not yet entered any vendors into EZ Maintenance, no selections will appear in 

the Preferred Vendor drop-down menu.  See chapter 6 “Inventory Module” for information on how to 

enter your materials and parts vendors into EZ Maintenance. 

If you want to print a report showing all of the details of the material you’ve entered, click on the Print

button.

When you are finished entering the information for the new material, click on the OK button to save the 

new material.  If you have changed your mind and you do not want to enter the new material, then click on 

the Cancel button. 

Editing an Existing Material 

To edit an existing material, at the Materials window, select the material you want to edit by clicking on it 

with your mouse and then clicking on the Edit button.  This will open up the Modify Inventory 

Information window. 

When you are finished changing the information for the material, click on the OK button to save your 

changes.  If you want to exit and discard all of the changes you’ve made, then click on the Cancel button. 

Deleting an Existing Material 

To delete an existing material, at the Materials window, select the material you want to delete by clicking 

on it with your mouse and then clicking on the Delete button.  This will pop up a small window asking you 

to confirm that you indeed want to delete the material: click on Yes to proceed with deleting the material or 

click on No if you have changed your mind and do not want to delete the material. 

90



Printing a List of Materials 

You can also print out a list of the materials that you use for vehicle maintenance by clicking on the Print

button.

When you are finished entering materials, click on the OK button.  Clicking on the Cancel button exits 

without saving any changes. 

Entering Replacement Parts for Vehicle Maintenance 

The Parts section of the setup section for the Vehicle Maintenance module is where you enter the parts you 

expect to use in your vehicle maintenance.  The parts you enter here are included in your inventory.  The 

difference between entering your parts directly into the Inventory section of EZ Maintenance (see chapter 

6 “Inventory Module”) and entering them here is that, when you enter them here, they are automatically 

designated as being parts that are used only for vehicle maintenance. 

Entering a New Part 

To enter a new part, click on the New button.  This will open up the New Inventory window where you 

will enter the details of the new part you are entering: 
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Notice that the drop-down selection boxes for Inventory Type and Equip. or Vehicle have already been 

selected with “Part” and “Vehicle” respectively; as you might expect, if you change these, the item will not 

appear in the Parts section of the Vehicle Module Setup. 

To enter data into each of these fields (except for Preferred Vendor, Inventory Type, Equip. or 

Vehicle), just click inside the box and type your entry.  The Preferred Vendor, Inventory Type, and 

Vehicle fields are drop-down boxes; to enter data into these, click on the arrow on the right side of each to 

expand the list and then select your desired entry.  The table below summarizes the meaning of each of 

these data items: 

Item Number: This is a unique code that identifies the item.  

Although you can enter any characters into this field, it is 

recommended that you choose a brief code that consists of only 

letters and digits. 

ID Code 1: If you have another ID code by which you track an 

inventory item, enter it here. 

Name/Description: Enter a name or a short description of the 

item here. 

ID Code 2: If you have another ID code by which you track an 

inventory item, enter it here.

Date: Enter the date on which tracking for this item began. Inventory Type: From the drop-down box, select whether the 

item is a material, a part, or neither. 

Preferred Vendor: From the drop-down box, select the vendor 

from whom you prefer to order this item.  For a vendor to be a 

selection here, you must have entered them into the Vendors 

section of EZ Maintenance. 

Equip. or Vehicle: Select whether the inventory item is used in 

only equipment maintenance, only vehicle maintenance, or 

whether it is used in both. 

Manufacturer: Enter the manufacturer of the item you are 

entering. 

Quantity on Hand: Enter the quantity of the item you currently 

have in your actual inventory. 

Unit: Enter the name of the unit which you are using to measure 

the quantity of this item (e.g. “gallons”, “bundles”). 

Minimum Level: Enter the lowest quantity of this item you want 

to allow.  If the amount on hand of the inventory item goes below 

this level, it will be flagged as low on the inventory listing 

window. 

Cost: Enter the cost per unit for this item. Maximum Level: Enter the highest quantity of this item you

want to allow.  If you create a purchase order in which you order 

an amount of this item that would cause it to go above the 

maximum level, you will be warned that you are ordering too 

many. 

% Markup: If you sell items directly out of your inventory, then 

this is the extra percentage you charge the customer. 

Reorder Quantity: Enter the quantity in which you want new 

orders of this item to be made.  When you are creating a purchase 

order containing this inventory item, the reorder quantity for it 

will be shown to guide the user placing the order. 

Price: This is the price of the item plus the markup percentage, 

the full price you will charge a customer if you sell them the item 

directly from your inventory. 

Warehouse Location: Enter the actual physical location where 

this item is stored. 
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Long Description: A longer and more detailed explaination of 

the item. 

Please note that if you have not yet entered any vendors into EZ Maintenance, no selections will appear in 

the Preferred Vendor drop-down menu.  See chapter 6 “Inventory Module” for information on how to 

enter your materials and parts vendors into EZ Maintenance. 

If you want to print a report showing all of the details of the part you’ve entered, click on the Print button.

When you are finished entering the information for the new part, click on the OK button to save the new 

part.  If you have changed your mind and you do not want to enter the new part, then click on the Cancel

button. 

Editing an Existing Part 

To edit an existing part, at the Parts window, select the part you want to edit by clicking on it with your 

mouse and then clicking on the Edit button.  This will open up the Modify Inventory Information

window. 

When you are finished changing the information for the part, click on the OK button to save your changes.  

If you want to exit and discard all of the changes you’ve made, then click on the Cancel button. 

Deleting an Existing Part 

To delete an existing part, at the Parts window, select the part you want to delete by clicking on it with 

your mouse and then clicking on the Delete button.  This will pop up a small window asking you to 

confirm that you indeed want to delete the part: click on Yes to proceed with deleting the part or click on 

No if you have changed your mind and do not want to delete the part. 

Printing a List of Parts 

You can also print out a list of the parts that you use for vehicle maintenance by clicking on the Print

button.
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When you are finished entering parts, click on the OK button.  Clicking on the Cancel button exits without 

saving any changes. 

Entering Services 

The Services section of setup for the Vehicle Module is where you enter individual services that must be 

carried out when a service type is performed (see further up for the subtopic “Service Types”).  The

services are entered into the Services window: 

Each service that you enter must include two items: a code for the service (a short or abbreviated name) and 

a description of the service itself. 

To enter a new service, click on the New button.  

This will create a blank entry at the end of the 

services list; type a service code and then hit the 

return key.  After hitting the return key, the 

cursor will be placed in the area immediately to 

the right of where you typed the service name, 

which is in the Description column.  Here, type 

a description of the service you just entered. 

You can also edit existing services.  To edit a 

service code, simply click on the service code 

you’d like to change and then type to make your 

changes.  You can edit a description for a service 

similarly. 

If you’d like to delete an existing service, select 

the one you’d like to delete by clicking on it with your mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently entered services by clicking on the Print button. 

When you are finished working with services, click on the OK button to exit and accept all of the changes 

you made.  If you want to exit and discard all of the changes you made, then click on the Cancel button. 

Entering Operations 

The Operations section of setup for the Vehicle Module is where you enter names and descriptions for 

operations performed during the completion of a service (see above for the subtopic “Services”).  The

operations are entered into the Vehicle Operations window: 

To enter a new operation, click on the New

button.  This will create a blank entry at the end 

of the operations list; type the new operation 

name and then hit the return key. 

After you’ve created a new operation, you must 

also create a description for the operation.  To do 

this, double click on the word “memo” to the 

right of the operation; this will pop up a window 

into which you will type the operation 

description.  Type in the description and then 

click on the Close button when you are finished.  

Notice that the word “memo” to the right of your 
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new operation is now spelled with a capital ‘M’.  The capital ‘M’ indicates that the operation has a 

corresponding description.  It is important to create a description for every operation because the operation 

description is printed on work orders. 

You can also edit existing operations.  To edit an operation name, simply click on the name you’d like to 

change and then type to make your changes.  To edit a description for an operation, double click on the 

word “memo” (or “Memo”), type to make your changes, and then click the Close button when finished. 

If you’d like to delete an existing operation, select the one you’d like to delete by clicking on it with your 

mouse and then clicking on the Delete button. 

You can also print out a list of all of the currently entered operations by clicking on the Print button. 

When you are finished working with operations, click on the OK button to exit and accept all of the 

changes you made.  If you want to exit and discard all of the changes you made, then click on the Cancel

button. 

Entering Service Profiles 

The Service Profiles section of EZ Maintenance is where you enter descriptions of what maintenance is 

performed on vehicles and how frequently it is performed.  Service profiles are not meant for a one specific 

vehicle, but rather they are applied to a group of vehicles all sharing the same maintenance requirements. 

There are four main operations that you can perform from 

the Service Profile window: 

o Create a New Service Profile: Click on the New

button to start creating a new service profile.  See 

further down in this section of the manual for 

further explanation on creating a new service 

profile. 

o Edit a Service Profile:  Select a service profile by 

clicking on it, and then click on the Edit button to 

make changes to the service profile you selected. 

o Delete a Service Profile:  To delete a service 

profile, select a service profile by clicking in it and 

then clicking on the Delete button. 

o Print a List of All Service Profiles: You can print 

a list of all of the service profiles currently entered 

into EZ Maintenance by clicking on the “Print” 

button. 

When you are finished working with service profiles, you may click the Close button within the Service 

Profile window. 

Creating a New Service Profile 

As described above, to begin creating a new vehicle service profile, click on the New button within the 

Service Profile window.  This will open the Vehicle Service Profile Details window: 
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Before you can proceed here, you must enter a name for the new service profile in the Profile Name box 

by clicking on it and then typing in the name.  You can also enter a description of the service profile into 

the Description box if you wish. 

In the middle of the window you will see two tabs called List of Required Services and Checklist of On 

Board Parts & Supplies.  The first tab we will discuss is the Checlist of On Board Parts & Supplies.

Clicking on this tab opens up a list of items that you need to ensure that you have before performing this 

maintenance: 

Note that the items that are in this list are not inventory items.  Rather, this list is appropriate for listing 

tools and other items that are used in the maintenance but not “used up”.  To add a new item to the list, 

click on the New button to the right of the list.  This will add a blank entry to the end of the list and place 

the cursor in it; type the name of the item that you’d like to include on the checklist. 

If you want to delete an item from the list, click on the item you wish to delete and then click on the Delete 

Line button.  To print a copy of the checklist, click on the Print button. 
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Next, if we click on the List of Required Services tab, this will display a list of all of the actual service 

types that are to be performed in this maintenance profile: 

The types themselves are listed in the Type column, as well as—for each one--the frequency in which it is 

scheduled to occur in number of months (No. of Months), the usage units that need to be logged after 

which it becomes due (Usage Units), and any comments left about each (Comments). 

Notice that to the left of the service types there are three buttons: 

o New: clicking on the New button lets you add a new service type to the profile.  This will be 

explained in depth further down in this section. 

o Edit: You can edit an existing service type by selecting it from the list by clicking on it and then 

clicking on the Edit button.  If there are no service types currently in the list or you do not have 

one selected currently, the button will be inactive and “Edit” will be displayed in gray text. 

o Delete: You can delete an existing service type by selecting it from the list by clicking on it and 

then clicking on the Delete button. 

At the bottom of the window are four more buttons: 

o OK: Click the OK button to save your changes and return to the Service Profile window. 

o Delete: Clicking on the Delete button will delete the service profile you are currently entering or 

editing and return you to the Service Profile window. 

o Print: Clicking on the Print button will print out a report showing all of the services currently 

entered in this service type. 

o Cancel: Clicking on the Cancel button exits back to the Vehicle Service Profile Details window 

without saving your changes. 

Adding a Service Type to a Profile 

Clicking on the New button in the Vehicle Service Profile Details window opens up the Add Service 

Profile Detail window where you enter details about the new service type: 
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Before you can proceed here you first must select a name for the service type you are adding from the Type

drop-down box.  Click on the small arrow to the right side of the box to expand it and then click on a 

selection. 

Next you will need to enter the frequency at which the maintenance is performed; you will need to enter the 

frequency in terms of both time (in months) and usage (in a unit you’ve arbitrarily chosen).  The 

maintenance will be scheduled to be performed based on which ever of the two is met first: 

To enter the time frequency at which this maintenance is performed, click in the box to the left and then 

type in the number of moths.  To enter the usage frequency at which this maintenance is performed, click in 

the right box and then type in the number of hours. 

You can also enter any comments about this maintenance into the Comments box by clicking in it and then 

typing any desired comments. 

Below that you will see a list of the individual services: 
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For each service listed the Service Code is displayed along with the Service Description, and to the right 

of the list of services there are three buttons: 

o New: clicking on the New button lets you add a new service to the profile.  This will be explained 

further down in this section (“Adding a Service to a Service Type”). 

o Edit: You can edit an existing service by selecting it from the list by clicking on it and then 

clicking on the Edit button.  If there are no services currently in the list or you do not have one 

selected currently, the button will be inactive and “Edit” will be displayed in gray text. 

o Delete: You can delete an existing service by selecting it from the list by clicking on it and then 

clicking on the Delete button.  If there are no services currently in the list or you do not have one 

selected currently, the button will be inactive and “Delete” will be displayed in gray text. 

At the bottom of the window are four more buttons: 

o OK: Click the OK button to save your changes and return to the Vehicle Service Profile Details

window. 

o Delete: Clicking on the Delete button will delete the service type you are currently entering or 

editing. 

o Print: Clicking on the Print button will print out a report showing all of the services currently 

entered in this service type. 

o Cancel: Clicking on the Cancel button exits back to the Vehicle Service Profile Details window 

without saving your changes. 

Adding a Service to a Service Type 

Clicking on the New button on the Vehicle Service Profile Details window opens up the Service Details

window: 

Before you can proceed here, you must first select the service code from the Service Code drop-down box.  

Click on the arrow on the right side of the box to expand the list and select the service code you want. 

You can also add a description for this service to the Service Description box.  Just click inside the box 

and type the description. 
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Next, we must enter the materials to be used, the parts to be maintained, and the operations to be performed 

in this maintenance.  In the middle of the window you will see three tabs named “Materials”, “Operations”, 

and “Parts to Service”.  Clicking on the Materials tab will display a list of the materials that are used in 

this maintenance: the material number, the material name, and the quantity used is displayed for each 

material. 

To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed during this 

maintenance: 

To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation

column.  Next specify what step # this operation is by clicking on the cell in the Sequence No. column and 

typing in the step #.  You can delete an operation from the list by clicking on it to select it and then clicking 

on the Delete button. 

Lastly, if you click on the Parts to Maintain tab, this will display the list of parts to check and/or replace 

during this maintenance: 
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To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

At the bottom of the window, there are four buttons: 

o OK: Click OK to save your changes and return to the Vehicle Service Profile Details window. 

o Delete: Clicking on the Delete button will delete the service you are currently entering or editing. 

o Cancel: Clicking on the Cancel button exits back to the Vehicle Service Profile Details window 

without saving your changes. 

Entering Vehicles & Usage Logs 

After pressing the Vehicles to Service button on the main menu of EZ Maintenance, you will be taken to 

the List of Vehicles to Service window: 

Here you can see all of the vehicles for which you currently using EZ Maintenance to track and control 

maintenance.  There is a list at the top of the window that shows each vehicle: 
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For each vehicle listed you can see the vehicle number which you use to keep track of it in EZ Maintenance 

(Vehicle #), the type of vehicle it is (Vehicle), the license plate number of the vehicle (License Plate), the 

expiration date of the license (Lic. Expiration), and—if you are maintaining the vehicle for a customer—

the ID # of the customer for whom you are maintaining the vehicle (Customer). 

When you select a vehicle from the list by clicking on it, the information within the Vehicle Information

portion of the window will be filled in.  This part of the window contains many data items about the vehicle 

you have selected: 

Vehicle: This is the vehicle name (i.e. what type of vehicle it is) 

of the vehicle you have currently selected. 

VIN: This is the VIN (vehicle identification number) of the 

vehicle which you have selected. 

Vehicle Class: This is the classification with which you have 

chosen to label the vehicle you have selected. 

Registered To: The person or business to which the vehicle 

which you have selected is registered. 

Make: The make of the vehicle which you have selected. License Plate: This is the license plate number of the vehicle 

which you have selected. 

Year Built: The year in which the vehicle you have selected was 

built. 

License Expiration Date: This is the expiration date of the 

license or registration of the vehicle which you have selected. 

No. of Passenger Seats: This is the number of passenger seats in 

the vehicle you’ve selected. 

State Where Registered: This is the state in which the vehicle 

you have selected is registered. 

Transmission: This is the type of transmission which the vehicle 

you selected has. 

Customer: This is the ID number of the customer for whom you 

are servicing the vehicle which you selected. 

Vehicle #: This is the vehicle number of the vehicle you selected 

which you use to track it in EZ Maintenance. 

Comments: Here are any comments entered about the vehicle 

you have selected. 

There are also a couple of search features in the List of Vehicles to Service window which can help you 

locate a specific vehicle or group of vehicles in EZ Maintenance.  The first is the Vehicle Class Filter

drop-down box at the very top of the window: 
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This drop-down box allows you to list all of the vehicles and only those vehicles that belong to a certain 

classification you selected.  To do this, click on the arrow on the right side of the drop-down box to expand 

the list, and then click on the name of the classification you wish.  Notice that the list of vehicles will be 

updated with all of the vehicles and only those vehicles which belong to the classification you selected.  If 

you want to view all of the vehicles you have entered into EZ Maintenance without regards to classification 

(which is the default), then select “None” from the drop-down list. 

The second search feature on the List of Vehicles to Service window allows you to search for a specific 

vehicle if you know its license plate number or its vehicle number (to clarify, this is not the VIN, but rather 

the number you use to track this vehicle internally in EZ Maintenance.): 

In the box containing this search feature, you’ll see two circles called Vehicle 

No. and License Plate, either of which you click if you want to search by 

vehicle number or license plate respectively.  After you’ve chosen whether you 

want to search by vehicle number or license plate number, then click in the box 

below and type the vehicle number or license plate number (depending on what 

you chose) of the vehicle which you want to locate in EZ Maintenance.  Then 

click on the Locate button; if a vehicle that matches what you typed exists in 

the system, it will be selected in the list. 

On the right side of the window there are three buttons, Usage Log, Print Log, and Print Vehicle 

Information:

o Usage Log: Clicking on the Usage Log button will allow you to enter mileage and fuel usage logs 

for vehicles that you’ve entered into EZ Maintenance.  Entering usage logs will be explained in 

depth further down in this section (see the sub topic “Entering and Printing Usage Logs”). 

o Print Log: Clicking on the Print Log button lets you print a record of the usage logs entered for a 

selected vehicle within a certain date range, or the amount of usage logged within each state that 

the vehicle was operated in.  Printing usage logs will be explained in more detail further down in 

this section (see the sub topic “Entering and Printing Usage Logs”). 

o Print Vehicle Information: The Print Vehicle Information button lets you print an information 

sheet for a selected vehicle.  Click on a vehicle from the list to select it, and then click on the Print 

Vehicle Information button to print the report. 

At the bottom of the window are four more buttons: 

o New: Clicking on the New button allows you to enter a new vehicle into EZ Maintenance.  

Entering new vehicles into the program will be explained in depth further down in this section (see 

the sub topic “Entering Vehicles into EZ Maintenance”). 

o Delete: The Delete button allows you to delete a vehicle from EZ Maintenance.  To delete a 

vehicle, first select it from the list by clicking on it and then click on the Delete window.  A small 

window with a prompt will ask you to confirm whether or not you want to delete the vehicle; click 

on the Yes button to delete the vehicle, or click No if you have changed your mind and do not 

want to delete it. 

o Edit: The Edit button allows you to change the information for an existing vehicle in EZ 

Maintenance.  To do this, first select a vehicle from the list by clicking on it, then click on the Edit

button.  Editing vehicles will be explained in depth further down in this section (see the sub topic 

“Editing an Existing Vehicle”). 
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o OK: Clicking on the OK button will exit you from the List of Vehicles to Service window and 

back to the EZ Maintenance main menu. 

Entering Vehicles into EZ Maintenance 

As described above, to enter a new vehicle into EZ Maintenance, click on the New button at the List of 

Vehicles to Service window.  This will open the Vehicle Information window where you will enter 

various pieces of information about the vehicle you are entering as well as what kind of maintenance is 

required for it: 

You will notice that there are many different fields in the upper left hand corner into which you can enter 

information about the new vehicle: 

The table below summarizes the meaning of each of these data items: 
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Customer: This is the ID number of the customer for whom you 

are servicing the vehicle which you selected. 

Vehicle #: This is the vehicle number of the vehicle you selected 

which you use to track it in EZ Maintenance. 

Vehicle: This is the vehicle name (i.e. what type of vehicle it is) 

of the vehicle you have currently selected. 

VIN: This is the VIN (vehicle identification number) of the 

vehicle which you have selected. 

Vehicle Class: This is the classification with which you have 

chosen to label the vehicle you have selected. 

Registered To: The person or business to which the vehicle 

which you have selected is registered. 

Make: The make of the vehicle which you have selected. License Plate: This is the license plate number of the vehicle 

which you have selected. 

Year Built: The year in which the vehicle you have selected was 

built. 

License Expiration Date: This is the expiration date of the 

license or registration of the vehicle which you have selected. 

No. of Passenger Seats: This is the number of passenger seats in 

the vehicle you’ve selected. 

State Where Registered: This is the state in which the vehicle 

you have selected is registered. 

Transmission: This is the type of transmission which the vehicle 

you selected has. 

Set Advance Notice Flag for Usage at: This is where you enter 

the number of days you want to be notified in advance of your 

vehicle license expiring. 

Comments: Here are any comments entered about the vehicle 

you have selected. 

To enter information in all these fields except for Vehicle, Vehicle Class, and State Where Registered,

just click in the field with your mouse and type your entry.  To choose the Vehicle, Vehicle Class and 

State Where Registered, click on the arrow next to each box to expand each list and then choose your 

entry from each. 

There are four other fields to the right of the fields we just mentioned: 

o Service Start Date: This is the field where you enter the date from 

which you want maintenance to begin being scheduled.  Click on the 

box and type in the start date of maintenance. 

o Starting Usage Meter: is used when you want to have the vehicle’s 

usage meter start with a value greater than zero.  Click on the box 

and type in a a positive integer value (i.e. 20, 156, 25000). 

o Usage Units: This is the unit in which you are measuring usage.  

With vehicles, examples of typical entries in this field would be 

“miles” or “kilometers”.  Click in the box and type the unit in which 

you want to measure usage. 

o Fuel Units: This is the unit in which you are measure fuel usage.  

Examples of typical entries in this field would be “gallon” or “litre”.  

Click in the box and type the unit in which you want to measure fuel. 

o Min. Fuel Efficiency: This is the minimum fuel efficiency for the 

vehicle which you are entering into EZ Maintenance.  Click in the 

box and type in the minimum amount of usage units you expect to 

get for each unit of fuel used. 

Notice that after you type in the usage units and the fuel units that a box below the five aforementioned 

fields will automatically fill in with the correct units for measuring fuel efficiency. 

Now to the right there are six fields and below that and a Customize Captions button.  The six fields have 

captions that are customizable: 
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To change the captions, click on the Customize Captions button.  This will pop up a window into which 

you can type the captions which you’d like to appear by the six fields: 

Click in each field and type the captions you wish to appear by the six fields.  When you are finished, click 

on the Save button to save the captions you chose, or click Cancel to discard your changes if you’ve 

changed your mind.  Keep in mind that these customizable fields are not just for one specific vehicle and 

will display with the captions you chose anytime you are entering a new vehicle or editing one. 

The last piece of information we need to enter into the Vehicle Information window is the kind of 

maintenance which will need to be performed on this vehicle.  Notice that at the bottom of the window 

there is a Profile drop-down box, a Service Comments box, and a Service Requirements list: 
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To select what kind of maintenance is to be performed on this vehicle, you must select a service profile 

from the Profile drop-down box.  Click on the arrow on the right side of the box to expand the list of 

profiles and then click on the desired profile.  Once you’ve selected a maintenance profile, the Service 

Requirements list will automatically fill in with the list of service types within that maintenance profile, 

and the Service Comments box will fill in with comments or a description of the service profile you chose. 

Lastly, at the bottom of the window there are four buttons: 

Click on the OK button when you are finished entering the information for the new vehicle you want to 

enter, or click on Cancel to discard all information you have entered if you have changed your mind and 

you do not want to enter the vehicle into EZ Maintenance. 

Clicking on the Print button prints out a report showing each of the services which the maintenance you 

chose prescribes, along with the time and usage intervals on which they are scheduled. 

The Reproduce button represents a very useful feature that allows you to create another vehicle exactly 

like the one you have entered.  When you are finished entering all of the information for the new vehicle 

and you want to create another vehicle exactly like that one, click on the Reproduce button.  This will save 

the information for the new vehicle you are entering and re-open the Vehicle Information window with all 

of the same details as the last vehicle except that the Customer, Vehicle Number, VIN, and License Plate

fields will be blank as you will have to choose values for that data that is different from the last vehicle. 

Editing an Existing Vehicle 

You can use the Edit button at the List of Vehicles to Service window to change the information for a 

vehicle you currently have entered into EZ Maintenance.  Select a vehicle from the list by clicking on it and 

then click on the Edit button.  This will open the Vehicle Information window. 

This window functions similarly to the Vehicle Information window which you use to enter a new vehicle 

(see above “Entering Vehicles into EZ Maintenance”).  In this window you can change all of the 

information you previously entered except for the vehicle number (Vehicle Number), the VIN number 

(VIN), the license plate number (License Plate), the start date (Service Start Date), and the starting usage 

(Starting Usage Meter). 

When you are finished making the desired changes, click on the OK button to save the changes you made.  

If you have changed your mind, click on the Cancel button to discard any changes you’ve made. 
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Entering and Printing Usage Logs 

You can use the Usage Log button on the List of Vehicles to Service window to enter usage logs for your 

vehicles.  To start making log entries, select a vehicle for which you want to make an entry by clicking on it 

and then click on the Usage Log button.  This will open the Vehicle Usage Log window: 

At the top of the window there are four fields which display the vehicle number for the vehicle for which 

you are entering usage log entries, the make of the vehicle, its license plate number and the year in which it 

was built.  Below that there is a listing of log entries that have been made so far: 

Below the list of log entries there are five buttons: New, Delete, Print, Cancel, and OK.  To create a new 

log entry, click on the New button.  This will open up a window into which you enter the details of the new 

log entry: 
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The first field in this window (Vehicle Number) displays the vehicle number of the vehicle for which you 

are making the log entry.  The other fields in this window are: 

o Date: This is where you enter the date of the log entry.  Click on the box and type in the desired 

date in the format mm/dd/yyyy. 

o Last Meter Reading: This field displays the total number of miles driven that were logged for the 

vehicle at the time of the last log entry.  The number in this field cannot be changed. 

o Current Meter Reading: This is where you enter the total number of miles which the vehicle has 

been driven since being entered in EZ Maintenance.  Generally speaking, this value will be the 

same as the current odometer reading on the vehicle.  Click on the box and type in the number of 

miles. 

o Usage: This displays the number of miles that have been logged for the vehicle since the last log 

entry.  The value in this field is automatically calculated by taking the difference between the 

value in the Last Meter Reading field and the Current Meter Reading field, and it cannot be 

edited. 

o State: This is where you select the state in which the logged miles were driven.  Click on the right 

side of the box to expand the list of states and then click on the desired state. 

o Fuel Used: This is where you enter the amount of fuel consumed during the miles that were 

logged.  Click in the box and type a number up to two decimal places. 

o Fuel Efficiency: This displays the fuel efficiency for the miles logged.  This field is automatically 

calculated by dividing the value in the Usage field by the value in the Fuel Used field. 

o Notes: This is where you enter any comments on the log entry.  Click in the box and type any 

comments you wish to add to the entry. 

Once you are finished entering all of the information for the log entry, click on the OK button at the lower 

right hand corner of the window to add the log entry.  If you have changed your mind and do not want to 

add the log entry, click on the Cancel button to discard any entries you have made and abort adding the log 

entry. 

Service Due 

The Service Due section of EZ Maintenance is where you can see upcoming maintenance events and work 

orders as well as create new work orders.  To go to this section of the program, click on the Service Due
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button under Vehicle Service on the EZ Maintenance main menu.  This will open up a small window with 

three buttons including a Close button, clicking on which will bring you back to the EZ Maintenance main 

menu: 

The other three buttons enable you to view what maintenance is 

due in three different ways: 

o By Vehicle: Clicking on the By Vehicle button takes 

you to a section of the program where you can view 

maintenance due where all maintenance events are 

grouped together based on what piece of vehicle they 

are for.  See further down for the sub topic “Viewing 

Service Due by Vehicle” for in-depth information. 

o By Date: Clicking on the By Date button takes you to a 

section of the program where you can view all 

maintenance events for all vehicles organized in 

chronological fashion.  See further down for the sub 

topic “Viewing Service Due by Date” for in-depth 

information. 

o By Usage: Clicking on the By Usage button takes you to a section of the program where you can 

view all maintenance events for all vehicle sorted in order of how close each maintenance event is 

to being due based on the amount of usage units logged for the vehicle.  See further down for the 

sub topic “Viewing Service Due by Usage” for in-depth information. 

Viewing Service Due by Vehicle 

One way of viewing upcoming and due vehicle maintenance events is “by vehicle”.  To view maintenance 

due by vehicle, first click on the Service Due button on the EZ Maintenance main menu.  This will open up 

a small window with three buttons plus a Close button: 

Click on the By Vehicle button to view maintenance due by vehicle.  This will open up the Service Due by 

Vehicle window: 
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Firstly, notice that all of the vehicles you have currently have entered into EZ Maintenance are listed in the 

center of the window: 

When you select one of the vehicles from the list in the middle of the window by clicking on it, the list at 

the bottom of the window will be updated with the upcoming or due maintenance events for that vehicle: 

For each vehicle service event, the following data items are shown (going from left to right): 

o Work Order No.: If a work order has been created for this event, the number of the work order is 

shown here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Type: What kind of maintenance this scheduled event is (i.e. service type). 

o Frequency (Months): How frequently this maintenance occurs (in number of months). 

o Next Due: When this maintenance is due to be performed.  If the scheduled maintenance goes 

beyond the due date, the due date shown here will be shown in red text.

o Frequency (Usage): How frequently this maintenance occurs (in number of usage units logged, 

such as miles). 

o Miles Until Next Service.: The number of usage units (such as miles) that must be logged for this 

vehicle until it is due for its next maintenance. 

Also notice that between the Work Order No. column and the Assigned To column there is a column with 

the header To Print that contains a checkbox in every row.  If you want to print the work orders for 
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scheduled maintenance events, the corresponding checkbox for that event must be checked.  Printing work 

orders is discussed further down in this section. 

Above the list of vehicles there is a search box which you can use to either to locate a particular vehicle in 

EZ Maintenance if you know its vehicle number, or you can locate a work order if you know the work 

order number: 

To search for a particular vehicle, first click on the circle called Vehicle No..  Then click on the box to the 

right and type the vehicle number of the vehicle which you want to locate, and then click on the Locate

button.  If a vehicle with the vehicle number which you typed exists in EZ Maintenance, it will be selected 

from the list. 

To locate a work order, first click on the circle called Work Order No..  Then click on the box to the right 

and type the number of the work order which you want to locate, and then click on the Locate button.  If 

there is a work order for a maintenance event which has the number that you typed, it will be selected in the 

list of maintenance events. 

At the upper right hand corner of the window is a box where you can print the work orders which you have 

selected: 

When you print work orders here, you can choose to print either a full work order or a simpler one that 

contains only the items you want to include.  Notice that there are two circles called Full Report and 

Custom Report.  To print a full work order for all checked work orders, click on the Full Report circle 

and then click on the Print Selected button.   

To print a custom work order containing only the items you want to include, first click on the Custom 

Report circle.  Then, from the four checkboxes below Custom Report, check (by clicking with your 

mouse) the items which you want to include on the work order: the services included in the work order 

(Serv. Summary), the parts in the work order (Parts to Service), the materials in the work order 

(Materials), or the operations needed to perform each service (Operations).  Once you have selected the 

items you wish to appear on the printed work order, click on the Print Selected button to print all checked 

work orders. 
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You can also click on the Select All or Unselect All buttons to check all work orders or ensure that all 

work orders are unchecked, respectively. 

Lastly, at the bottom of the Service Due by Vehicle window, there are five buttons (plus a Close button 

that allows you to exit from this section of EZ Maintenance) corresponding with other tasks you can 

perform here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.

o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event.  

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Service Due by Vehicle window, click on the Close

button. 

Viewing Service Due by Date 

One way of viewing upcoming and due vehicle maintenance events is “by date”.  To view maintenance due 

by date, first click on the Service Due button on the EZ Maintenance main menu.  This will open up a 

small window with three buttons plus a Close button: 

Click on the By Date button to view maintenance due by date.  This will open up the Service Due by Date

window: 
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Notice that in the middle of the window is a list of all upcoming and due maintenance events for all 

vehicles you have entered in the program: 

For each maintenance event, the following data items are shown (going from left to right): 

o Next Due Date: When this maintenance is due to be performed.  If the scheduled maintenance 

goes beyond the due date, the due date shown here will be shown in red text.

o W.O. No.: If a work order has been created for this event, the number of the work order is shown 

here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Vehicle Number: This is the internal identifying number for the vehicle for which this 

maintenance event is scheduled. 

o Vehicle.: This is the vehicle name (i.e. type of vehicle) of the vehicle for which this maintenance 

event is scheduled. 

o Type: What kind of maintenance this scheduled event is. 

o Frequency (Months): How frequently this maintenance occurs (in number of months).

Also notice that between the Work Order No. column and the Assigned To column there is a column with 

the header To Print that contains a checkbox in every row.  If you want to print the work orders for 
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scheduled maintenance events, the corresponding checkbox for that event must be checked.  Printing work 

orders is discussed further down in this section. 

Above the list of vehicles there is a search box which you can use to either to locate the maintenance events 

for a particular vehicle in EZ Maintenance if you know its vehicle number, or you can locate a work order 

if you know the work order number: 

To search for the maintenance events for a particular vehicle, first click on the circle called Vehicle No..

Then click on the box to the right and type the vehicle number of the vehicle which you want to locate, and 

then click on the Locate button.  If a vehicle with the vehicle number which you typed exists in EZ 

Maintenance, the first maintenance event listed will be selected.  Now, if you click the Locate Next button, 

the next maintenance event that listed for that vehicle will be selected.  You can repeatedly use the Locate 

Next button in this fashion to scroll through all of the maintenance events for a particular vehicle. 

To locate a work order, first click on the circle called Work Order No..  Then click on the box to the right 

and type the number of the work order which you want to locate, and then click on the Locate button.  If 

there is a work order for a maintenance event which has the number that you typed, it will be selected in the 

list of maintenance events. 

At the upper right hand corner of the window is a box where you can print the work orders which you have 

selected: 

When you print work orders here, you can choose to print either a full work order or a simpler one that 

contains only the items you want to include.  Notice that there are two circles called Full Report and 

Custom Report.  To print a full work order for all checked work orders, click on the Full Report circle 

and then click on the Print Selected button.   

To print a custom work order containing only the items you want to include, first click on the Custom 

Report circle.  Then, from the four checkboxes below Custom Report, check (by clicking with your 

mouse) the items which you want to include on the work order: the services included in the work order 

(Serv. Summary), the parts in the work order (Parts to Service), the materials in the work order 

(Materials), or the operations needed to perform each service (Operations).  Once you have selected the 
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items you wish to appear on the printed work order, click on the Print Selected button to print all checked 

work orders. 

You can also click on the Select All or Unselect All buttons to check all work orders or ensure that all 

work orders are unchecked, respectively. 

Lastly, at the bottom of the Service Due by Vehicle window, there are five buttons (plus a Close button 

that allows you to exit from this section of EZ Maintenance) corresponding with other tasks you can 

perform here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.

o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event.   

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Service Due by Vehicle window, click on the Close

button. 

Viewing Service Due by Usage 

One way of viewing upcoming and due vehicle maintenance events is “by usage”.  To view maintenance 

due by usage, first click on the Service Due button on the EZ Maintenance main menu.  This will open up a 

small window with three buttons plus a Close button: 

Click on the By Usage button to view maintenance due by usage.  This will open up the Service Due by 

Usage window: 
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Notice that in the middle of the window is a list of all upcoming and due maintenance events for all 

vehicles you have entered in the program: 

For each maintenance event, the following data items are shown (going from left to right): 

o Miles Left: This is the amount of usage units (such as miles) that need to be logged until the 

vehicle is due for maintenance.  If the amount logged goes beyond the point at which the vehicle is 

scheduled for maintenance, this number will be displayed as a negative number in red text

showing the number of usage units that have been logged since the piece of vehicle became due 

for maintenance. 

o W.O. No.: If a work order has been created for this event, the number of the work order is shown 

here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: If a work order has been created and it has been assigned to an employee, the name 

of the employee is displayed here. 

o Vehicle Number: This is the internal identifying number for the vehicle for which this 

maintenance event is scheduled. 

o Vehicle.: This is the vehicle name (i.e. type of vehicle) of the vehicle for which this maintenance 

event is scheduled. 

o Type: What kind of maintenance this scheduled event is. 

o Frequency (Months): How frequently this maintenance occurs (in number of months). 
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By default, the list of maintenance events is sorted by Miles Left in descending order.  However, you can 

sort the list by any of the data items mentioned above by clicking on the column headers. 

Also notice that between the Work Order No. column and the Assigned To column there is a column with 

the header To Print that contains a checkbox in every row.  If you want to print the work orders for 

scheduled maintenance events, the corresponding checkbox for that event must be checked.  Printing work 

orders is discussed further down in this section. 

Above the list of maintenance events there is a search box which you can use to either to locate the 

maintenance events for a particular vehicle in EZ Maintenance if you know its vehicle number, or you can 

locate a work order if you know the work order number: 

To search for the maintenance events for a particular vehicle, first click on the circle called Vehicle No..

Then click on the box to the right and type the vehicle number of the vehicle which you want to locate, and 

then click on the Locate button.  If a vehicle with the vehicle number which you typed exists in EZ 

Maintenance, the first maintenance event listed will be selected.  Now, if you click the Locate Next button, 

the next maintenance event that listed for that vehicle will be selected.  You can repeatedly use the Locate 

Next button in this fashion to scroll through all of the maintenance events for a particular vehicle. 

To locate a work order, first click on the circle called Work Order No..  Then click on the box to the right 

and type the number of the work order which you want to locate, and then click on the Locate button.  If 

there is a work order for a maintenance event which has the number that you typed, it will be selected in the 

list of maintenance events. 

At the upper right hand corner of the window is a box where you can print the work orders which you have 

selected: 

When you print work orders here, you can choose to print either a full work order or a simpler one that 

contains only the items you want to include.  Notice that there are two circles called Full Report and 

Custom Report.  To print a full work order for all checked work orders, click on the Full Report circle 

and then click on the Print Selected button.   
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To print a custom work order containing only the items you want to include, first click on the Custom 

Report circle.  Then, from the four checkboxes below Custom Report, check (by clicking with your 

mouse) the items which you want to include on the work order: the services included in the work order 

(Serv. Summary), the parts in the work order (Parts to Service), the materials in the work order 

(Materials), or the operations needed to perform each service (Operations).  Once you have selected the 

items you wish to appear on the printed work order, click on the Print Selected button to print all checked 

work orders. 

You can also click on the Select All or Unselect All buttons to check all work orders or ensure that all 

work orders are unchecked, respectively. 

Lastly, at the bottom of the Service Due by Usage window, there are five buttons (plus a Close button that 

allows you to exit from this section of EZ Maintenance) corresponding with other tasks you can perform 

here: 

o New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create 

an unscheduled work order.

o Create/Edit Work Order: Select a maintenance event by clicking on it with your mouse and then 

click on the Create/Edit Work Order button to create a work order for that maintenance event.

The Create/Edit Work Order button also allows you to edit work orders that are currently open.  

To do this, select a maintenance event from the list by clicking on it and then click on the 

Create/Edit Work Order button.

o Assign Work Orders: Click on the Assign Work Orders button to open up a window where you 

can see all scheduled maintenance events and easily assign them to personnel.

o Print List: Click on the Print List button to print a list of all upcoming maintenance events.

o Calendar: Click on the Calendar button to open up a window containing a calendar which lets 

you view the maintenance events due on any given day or during a specified date range.

When you are finished and wish to exit from the Service Due by Usage window, click on the Close button. 

Vehicle Work Orders 

Two types of vehicle work orders can be opened in EZ Maintenance: 

1. Routine or “Scheduled” work orders: these are work orders for preventive maintenance that occurs 

on a periodic basis. 

2. Non-routine emergency or “Unscheduled” work orders: these are work orders that are created for 

unexpected reasons like sudden vehicle breakdowns.  Unscheduled work orders are not scheduled 

but rather created as the need arises. 

In this topic, both scheduled and unscheduled vehicle work orders are discussed as well as a special feature 

you can use to easily and quickly assign work orders (see the subtopic “Assign Work Orders” below) and a 

maintenance calendar you can use to see what maintenance is due on any given day (see the topic 

“Maintenance Calendar” below) 

Scheduled Vehicle Work Orders 

This section discusses how to open a scheduled vehicle work order, how to close a scheduled work order, 

and how to change the materials, replacement parts, and operations prescribed in the work order. 
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Opening a Scheduled Work Order 

To open a new scheduled work order, you must select a vehicle and use the Create / Edit Work Order

button when viewing service either by vehicle, by date, or by usage (see the topic further up in this chapter 

called “Service Due” for more information on how to do this).  This will take you to the work order 

window: 

At the top right corner of the window you will see two fields called No. and Date that display, respectively, 

the number that this work order has been assigned and the date on which the work order was created: 

Work order numbers are integers and are automatically assigned to work orders by EZ Maintenance in 

sequential order starting with the number 1.  As such, the first work order created would be work order #1, 

the second would be #2, the third would be #3, and so on and so forth. 

Immediately below the work order number field, you’ll see two tabs called Vehicle and Customer.

Clicking on the Vehicle tab displays some data fields that give information about the vehicle for which you 

are creating the work order: 

o Vehicle: This is the vehicle name (i.e. what type of vehicle it is) of the vehicle for which you are 

creating the work order. 
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o Vehicle #: This is the vehicle number of the vehicle for which you are creating the work order 

which you use to track it in EZ Maintenance. 

o License Plate: This is the license plate number of the vehicle for which you are creating the work 

order.

o VIN: This is the VIN (vehicle identification number) of the vehicle for which you are creating the 

work order. 

o Make: The make of the vehicle for which you are creating the work order. 

o Year Built: The year in which the vehicle for which you are creating the work order was built. 

o Transmission: This is the type of transmission which the vehicle for which you are creating the 

work order has.. 

o Log Odometer Reading: This is the total number of usage units which have been logged for the 

vehicle for which you are creating the work order. 

o Vehicle Reference Notes: Any comments entered about the vehicle will be displayed here. 

Clicking on the Customer tab displays some data fields containing information about the customer for 

whom you are servicing the vehicle (unless the vehicle is your own, in which case these fields would be 

blank).  The customer ID number is shown in the CUSTOMER field as well as the vendor’s name, their 

street address, city, state, zip code, and country: 

Below the Vehicle and Customer data fields and to the left there are also five fields which describe notes 

about the work order as well as who is creating the work order, who approved it, and to whom the work is 

actually assigned: 

o Notes: This is where you enter any notes about this work order.  Click inside the box to the right 

and type any notes you wish to leave.  The checkbox next to the field in which you type the notes 

will be automatically checked to indicate that there are notes for this work order. 

o Exceptions: This is where you indicate that there are changes made to what is usually prescribed 

in this maintenance.  Click inside the box to the right and type any exceptions you want to note.  

The checkbox next to the field in which you type exceptions will be automatically checked to 

indicate that there are exceptions for this work order. 

o Performed By: This field displays who created the work order and is automatically filled in with 

the user name of the person who created it. 

o Approved By: This field displays the person who approved the work order.  The person 

approving the work order would click in this field, which causes a window to pop up prompting 

them for their username and password.  After their username and password have been entered, 

that users name will be displayed here as the person by whom this work was approved. 

o Assigned To: From this drop-down box you choose the person to whom you want to assign to be 

responsible for the work indicated on the work order.  Click on the arrow on the right side of the 

box to expand the list and then click on the person whom you want to assign the work. 
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To the right of the previous five fields are four pairs of data fields which relate to when the work was 

scheduled to be performed versus when it was actually performed: 

o Completion Date (Scheduled and Actual): The left field in this pair shows the date on which the 

work was scheduled to be completed while the right shows the current date. 

o Days Since Last Service (Scheduled and Actual): The left field in this pair shows the number of 

days that were supposed to have elapsed since the last service for the vehicle to be due for 

maintenance while the right shows the number of days that have actually elapsed. 

o Odometer: The left field in this pair shows the number of usage units that were supposed to have 

been logged (for the entire life of the vehicle so far) for the vehicle to be due for maintenance.  In 

the right field you type the amount of total usage units for which the vehicle has been operated.  

This may include usage units between the last log entry and when this work order was created: in 

other words, usage units that haven’t been logged yet, in which case EZ Maintenance will 

calculate the difference between the amount you enter here and the last log entry and 

automatically make a new log entry containing that difference.  Otherwise, you can simply enter 

the amount in that is contained in the Log Odometer Reading field above. 

o Miles since last service: The left field in this pair shows the number of usage units that were 

supposed to have been logged since the last time this vehicle was serviced for it to be due for 

maintenance.  The right field shows the actual amount of usage units that have been logged since 

the last service. 

To the right of these four pairs of fields is the date on which the next scheduled maintenance is due along 

with a few options that allow you to choose whether or not the maintenance will be scheduled on a 

weekend day or not: 

Click on the circle called All Days Valid to allow scheduling on a weekend day if necessary.  Click on the 

circle called Sat,Sun Excluded to disallow scheduling on either weekend day, or click on the circle called 

Sun Only Excluded to disallow scheduling on Sundays but allow on Saturdays.  In any case, if the 

scheduled maintenance is scheduled to fall on a day on which maintenance is disallowed to be scheduled, 

the maintenance will be scheduled on the last day possible before the day or days on which scheduling is 

disallowed.  The date displayed will be changed to reflect the adjusted schedule if rescheduling is 

necessary. 
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Also on the work order window are four fields in which you can record the man hours worked for this 

maintenance (Total Labor Hours), the cost of the hours worked (Labor Average Cost), the amount of 

time the vehicle had to be in the shop to perform the maintenance, (Vehicle Down Time(hrs)), and the cost 

of the parts and materials used in this maintenance (Total Materials Cost), and Click in any of these fields 

and type the desired values: 

Below those four fields you’ll see two more fields that display the maintenance profile for the vehicle for 

which the work order is being created (Service Profile) and the type of maintenance that is being 

performed (Service Type): 

At the very bottom of the window is a list of all of the services that are included in the service type for 

which this work order is being created, and, for each service, the service code is shown (Service Code)

along with the description of the service (Service Description): 

Further down in this section we’ll describe how to view and change the materials, parts, and operations 

used in each of the services listed here. 

At the lower right hand corner of the window is a box where you can print the work orders which you have 

selected: 

When you print work orders here, you can choose to print either a full work order 

or a simpler one that contains only the items you want to include.  Notice that 

there are two circles called Full Report and Custom Report.  To print a full 

work order for all checked work orders, click on the Full Report circle and then 

click on the Print Selected button.   

To print a custom work order containing only the items you want to include, first 

click on the Custom Report circle.  Then, from the four checkboxes below 

Custom Report, check (by clicking with your mouse) the items which you want 

to include on the work order: the services included in the work order (Serv. 

Summary), the parts in the work order (Parts to Service), the materials in the 

work order (Materials), or the operations needed to perform each service 

(Operations).  Once you have selected the items you wish to appear on the printed work order, click on the 

Print Selected button to print all checked work orders. 

123



At the bottom of the work order window are the OK and Cancel buttons.  When you have entered all of the 

information necessary for the work order and want to save it, click on the OK button.  If you have changed 

your mind and do not want to create the work order, click on the Cancel button. 

Closing a Scheduled Work Order 

When the work that is prescribed in the work order has been physically completed and you want to mark 

the work order as closed, first check the checkbox in the center of the work order screen called Work 

Order Is Closed:

After you have clicked on the Work Order Is Closed checkbox, then click on the OK button to save the 

work order and close it.  The closed work order would then be added to the maintenance history (see 

further down in this chapter for the topic “Service History / Work Order Approval” for more information 

on this). 

If you would like to simply open a work order and then save it without closing it, then just click on the OK

button while leaving the Work Order Is Closed checkbox unchecked. 

Changing the Materials, Parts, or Operations 

You can change the materials, parts, and operations used in each service on a work order by using the Edit

button which is next to the list of service on the work order window.  First, select the service whose 

materials, parts, and operations you want to change by clicking on it with your mouse, and then click on the 

Edit button.  This will open up the Service Details window: 

At the top of the window are two fields showing the service which you are editing (Service Code and 

Service Description). 
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Below those data fields you will see three tabs named “Materials”, “Operations”, and “Checklist of Parts to 

Service”.  Clicking on the Materials tab will display a list of the materials that are used in this work order: 

the material number, the material name, and the quantity used is displayed for each material. 

To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed in this work 

order: 

To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation 

Name column.  Next specify what step # this operation is by clicking on the cell in the Sequence Number 

column and typing in the step #.  You can delete an operation from the list by clicking on it to select it and 

then clicking on the Delete button. 

Lastly, if you click on the Checklist of Parts to Service tab, this will display the list of parts to check 

and/or replace in this work order: 
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If you need to replace a malfunctioning part that was found during the inspection process of a work order, 

click on the area below the Replace column header and on the same row as the part you want to replace.  

This will expand a drop-down menu with two options, Replace and Service:

Click on Service if the part simply needs to be serviced, but not replaced with another.  Click on Replace if 

you want to mark the part as needing to be replaced with another during this maintenance.  Then click on 

the area below the Quantity header and on the same row as the part you want to replace and type in the 

amount of replacement parts you will need.  When you close the work order, the amount you type here will 

be automatically deducted from your inventory of that part. 

To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

When you are finished changing the parts, materials, and operations in the work order, click on the OK

button to save your changes.  If you have changed your mind and do not want to save the changes you 

made, click on the Cancel button to discard any changes and return to the work order. 

Unscheduled Vehicle Work Orders 

This section discusses how to open a scheduled vehicle work order, how to change the materials, 

replacement parts, and operations prescribed in the work order, and how to edit and close the unscheduled 

work order. 

Opening an Unscheduled Work Order 

To open a new unscheduled work order, you must click on the New Unscheduled Work Order button 

when viewing maintenance either by vehicle, by date, or by usage (see the topic further up in this chapter 

called “Service Due” for more information on how to do this).  This will take you to the unscheduled work 

order window: 
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At the top right corner of the window you will see two fields called No. and Date that display, respectively, 

the number that this work order has been assigned and the date on which the work order was created: 

Work order numbers are integers and are automatically assigned to work orders by EZ Maintenance in 

sequential order starting with the number 1.  As such, the first work order created would be work order #1, 

the second would be #2, the third would be #3, and so on and so forth. 

At the top of the window you’ll also see some data fields that give information about the vehicle for which 

you are creating the work order: 

First, however, you must select the vehicle for which you want to create the unscheduled work order by 

selecting either its vehicle number from the Vehicle No. drop-down menu.  Click on the arrow to the right 

of the box to expand the list of vehicle numbers, and then click on the vehicle number of the vehicle for 

which you want to create the work order.  Notice that the other fields (whose meaning is described below) 

automatically fill in with information about the vehicle you have selected: 

o Vehicle: This is the vehicle name (i.e. what type of vehicle it is) of the vehicle for which you are 

creating the work order. 
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o Vehicle #: This is the vehicle number of the vehicle for which you are creating the work order 

which you use to track it in EZ Maintenance. 

o License Plate: This is the license plate number of the vehicle for which you are creating the work 

order.

o VIN: This is the VIN (vehicle identification number) of the vehicle for which you are creating the 

work order. 

o Make: The make of the vehicle for which you are creating the work order. 

o Year Built: The year in which the vehicle for which you are creating the work order was built. 

o Transmission: This is the type of transmission which the vehicle for which you are creating the 

work order has.. 

o Log Odometer Reading: This is the total number of usage units which have been logged for the 

vehicle for which you are creating the work order. 

o Vehicle Reference Notes: Any comments entered about the vehicle will be displayed here. 

Below the vehicle data fields and to the left there are also four fields which describe notes about the work 

order as well as who is creating the work order and who approved it: 

o Notes: This is where you enter any notes about this work order.  Click inside the box to the right 

and type any notes you wish to leave.  The checkbox next to the field in which you type the notes 

will be automatically checked to indicate that there are notes for this work order. 

o Exceptions: This is where you indicate that there are changes made to what is usually prescribed 

in this maintenance.  Click inside the box to the right and type any exceptions you want to note.  

The checkbox next to the field in which you type exceptions will be automatically checked to 

indicate that there are exceptions for this work order. 

o Serviced By: This field displays who created the work order and is automatically filled in with 

the user name of the person who created it. 

o Approved By: This field displays the person who approved the work order.  The person 

approving the work order would click in this field, which causes a window to pop up prompting 

them for their username and password.  After their username and password have been entered, 

that users name will be displayed here as the person by whom this work was approved. 

To the right of these fields are the Completion Date / Actual field and the Odometer Reading / Actual

field.  The Completion Date / Actual field displays the date on which this work order is being created (the 

current date), and the Odometer Reading / Actual field is where you enter the current odometer reading 

for the vehicle for which you are creating the work order; just click in the Odometer Reading / Actual box

and type in the odometer reading. 

Below that there are four fields in which you can record the man hours worked for this maintenance (Total 

Labor Hours), the cost of the hours worked (Labor Average Cost), the amount of time the vehicle had to 

be in the shop to perform the maintenance, (Vehicle Down Time), and the cost of the parts and materials 

used in this maintenance (Total Materials Cost), and Click in any of these fields and type the desired 

values: 
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Unscheduled work orders are created from scratch and are not for a specific kind of maintenance per se.  

As such, you will need to select what kind of maintenance this work order will contain.  You can do this by 

selecting the type of maintenance you want to prescribe from the Service Profile and Service Type drop-

down boxes.  Click on the arrow on the right side of each box to expand each and make your selection: 

Once you have selected the service profile and the service type you want, the list immediately below will 

fill in with the list of services that are included in the service type you selected: 

Further down in this section we will show how to use the Edit button (to the right of the list of services) to 

change the materials, operations, and parts in each service for the work order you are currently creating. 

At the right side of the window are three buttons: Print, OK, and Cancel.  Click on the Print button to 

print out a full work order.  Click on the OK button to save the work order, and click on Cancel if you have 

changed your mind and do not want to create the work order. 

Changing the Materials, Parts, or Operations 

You can change the materials, parts, and operations used in the services listed in the unscheduled work 

order by using the Edit button which is to the right of the list of services in the unscheduled work order 

window.  To change the materials, parts, or operations for a particular service, first select that service from 

the list by clicking on it and then click on the Edit button.  This will open up the Service Details window: 
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At the top of the window are two fields showing the service which you are editing (Service Code and 

Service Description): 

Below those data fields you will see three tabs named “Materials”, “Operations”, and “Checklist of Parts to 

Service”.  Clicking on the Materials tab will display a list of the materials that are used in this work order: 

the material number, the material name, and the quantity used is displayed for each material. 

To add a new material to the list, click on the New button.  A new blank entry will be created in the 

materials list.  To specify what material you want to add to the materials list, select its material number 

(how it is referred to in inventory) from the drop-down box in the Material Number column.  The name of 

the material will automatically display in the Material column.  After you’ve selected which material you 

want to add, then you must enter the quantity that is to be used in the maintenance: click on the cell in the 

column named Quantity and type in the desired quantity.  To delete a material from the list, select it by 

clicking on it and then click on the Delete button. 

If you click on the Operations tab, this will display the list of operations to be performed in this work 

order: 
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To add a new operation to the list, click on the New button.  A new blank entry will be created in the 

operations list.  Select the operation you wish to add to the list from the drop-down menu in the Operation 

Name column.  Next specify what step # this operation is by clicking on the cell in the Sequence Number 

column and typing in the step #.  You can delete an operation from the list by clicking on it to select it and 

then clicking on the Delete button. 

Lastly, if you click on the Checklist of Parts to Service tab, this will display the list of parts to check 

and/or replace in this work order: 

If you need to replace a malfunctioning part that was found during the inspection process of a work order, 

click on the area below the Replace column header and on the same row as the part you want to replace.  

This will expand a drop-down menu with two options, Replace and Service:

Click on Service if the part simply needs to be serviced, but not replaced with another.  Click on Replace if 

you want to mark the part as needing to be replaced with another during this maintenance.  Then click on 

the area below the Quantity header and on the same row as the part you want to replace and type in the 
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amount of replacement parts you will need.  When you close the work order, the amount you type here will 

be automatically deducted from your inventory of that part. 

To add a new part to the list, click on the New button.  Then select the number of the part (how it is 

referred to in inventory) from the drop-down menu in the Part Number column.  The name of the part will 

automatically display to the right in the Part column.  To delete a part from the list, select it by clicking on 

it and then clicking on the Delete button. 

When you are finished changing the parts, materials, and operations in the work order, click on the OK

button to save your changes.  If you have changed your mind and do not want to save the changes you 

made, click on the Cancel button to discard any changes and return to the work order. 

Editing and Closing an Open Unscheduled Work Order 

Once an unscheduled work order has been opened, you can return to the work order by viewing 

maintenance either by vehicle, by date, or by usage and then selecting the work order by clicking on it and 

clicking on the Create/Edit Work Order button.  This will open up the Scheduled Service - Work Order 

window: 

In this window you can make the changes you desire.  For all intents and purposes, this window functions 

like the window where you create a regular scheduled work order (see above topic “Scheduled Vehicle 

Work Orders”). 

Unscheduled work orders can be closed in two ways: the first is by using the Work Order Is Closed

checkbox in the window in which you originally created the unscheduled work order: 

You would use this method if you want to close the unscheduled work order immediately after opening it, 

so that you open and close the work order within the same window.  To do this, click on the Work Order 

Is Closed checkbox to check it.  Then click on the OK button.  The work order will then be closed and will 

132



appear in your maintenance history (see further down in this chapter for the topic “Service History / Work 

Order Approval” for more information on this). 

The second method of closing an open unscheduled work order involves finding the work order by viewing 

maintenance either by vehicle, by date, or by usage will open the Scheduled Service - Work Order 

window, in the center of which you will see a checkbox called Work Order Is Closed.  Click on the Work 

Order Is Closed checkbox to check it.  Then click on the OK button.  The work order will then be closed 

and will appear in your maintenance history. 

Assign Work Orders 

EZ Maintenance has a feature that allows you to view all upcoming and overdue maintenance events and 

quickly and easily create work orders for them and assign those work orders to the employee of your 

choice.  Here, first the layout of this section of the program is described, and then it is explained how to use 

it to quickly and easily assign work orders. 

When you view maintenance either by vehicle, by date, or by usage, you will notice that at the bottom of 

the window in which you are viewing maintenance is a button called Assign Work Orders.  Clicking on 

this button takes you a window in which you can view all upcoming and overdue maintenance events at a 

glance: 

Notice that in the center of the window you can see the list of all upcoming and overdue maintenance 

events: 
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For each maintenance event, the following data items are shown (going from left to right): 

o Next Due: When this maintenance is due to be performed.  If the scheduled maintenance goes 

beyond the due date, the due date shown here will be shown in red text.

o W.O. Number: If a work order has been created for this event, the number of the work order is 

shown here.  If no work order has been created yet, no work order number will be displayed. 

o Assigned To: This box displays the person to whom this maintenance event / work order has been 

assigned.  Further down in this section it will be explained how to use this to quickly and easily 

create work orders and assign to them to your personnel. 

o Vehicle Number: This is the internal identifying number for the vehicle for which this 

maintenance event is scheduled. 

o Vehicle.: This is the vehicle name (i.e. type of vehicle) of the vehicle for which this maintenance 

event is scheduled. 

o Type: What kind of maintenance this scheduled event is. 

o Frequency (Months): How frequently this maintenance occurs (in number of months). 

Also notice that between the Work Order No. column and the Assigned To column there is a column with 

the header To Print that contains a checkbox in every row.  If you want to print the work orders for 

scheduled maintenance events, the corresponding checkbox for that event must be checked.  Printing work 

orders is discussed further down in this section. 

Above the list of maintenance events there is a search box which you can use to either to locate the 

maintenance events for a particular vehicle in EZ Maintenance if you know its vehicle number, or you can 

locate a work order if you know the work order number: 

To search for the maintenance events for a particular vehicle, first click on the circle called Vehicle No..

Then click on the box to the right and type the vehicle number of the vehicle which you want to locate, and 

then click on the Locate button.  If a vehicle with the vehicle number which you typed exists in EZ 

Maintenance, the first maintenance event listed will be selected.  Now, if you click the Locate Next button, 

the next maintenance event that listed for that vehicle will be selected.  You can repeatedly use the Locate 

Next button in this fashion to scroll through all of the maintenance events for a particular vehicle. 

To locate a work order, first click on the circle called Work Order No..  Then click on the box to the right 

and type the number of the work order which you want to locate, and then click on the Locate button.  If 
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there is a work order for a maintenance event which has the number that you typed, it will be selected in the 

list of maintenance events. 

At the upper right hand corner of the window is a box where you can print the work orders which you have 

selected: 

When you print work orders here, you can choose to print either a full work order or a simpler one that 

contains only the items you want to include.  Notice that there are two circles called Full Report and 

Custom Report.  To print a full work order for all checked work orders, click on the Full Report circle 

and then click on the Print Selected button.   

To print a custom work order containing only the items you want to include, first click on the Custom 

Report circle.  Then, from the four checkboxes below Custom Report, check (by clicking with your 

mouse) the items which you want to include on the work order: the services included in the work order 

(Serv. Summary), the parts in the work order (Parts to Service), the materials in the work order 

(Materials), or the operations needed to perform each service (Operations).  Once you have selected the 

items you wish to appear on the printed work order, click on the Print Selected button to print all checked 

work orders. 

You can also click on the Select All or Unselect All buttons to check all work orders or ensure that all 

work orders are unchecked, respectively. 

Lastly, at the bottom of the window, there are three buttons: Assign, Print, and Close.  The function of the 

Assign button is explained further on in this section.  Clicking on the Print button will print a complete list 

of all upcoming and overdue maintenance events including their corresponding work order number if a 

work order has been created for them.  Click on Close when you are finished in this window to exit. 

To quickly create work orders and assign them to personnel, you must use the drop-down boxes under the 

Assigned To column and the Assign button at the bottom of the window. 

To create a work order for a maintenance event and assign it to somebody, first locate the maintenance 

event for which you want to create the work order in the list of upcoming and due maintenance events.  

Then look to the right for the drop-down box under the Assigned To column.  Click on the small arrow on 

the right side of the box to expand the list of people to whom you can assign the work order, and then click 

on the person whom you want to assign the work order.  Next, click on the Assign button.  Notice that the 

maintenance event you have selected now has a corresponding work order number under the W.O. 

Number column.  This means that the work order has been created and it is assigned to the person you 

selected.  Repeat this procedure on any remaining maintenance events for which you want to create work 

orders and assign them to somebody. 
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Using the Calendar Feature 

The calendar feature of EZ Maintenance allows you to view what maintenance events are due on any given 

day.  The Projected Maintenance Calendar window is shown below: 

At the left side of the window is a list of all the maintenance events that are scheduled for the day that is 

currently selected.  This list shows only those maintenance events for which a work order has not yet been 

created: 

For each maintenance event you will see the following data items: 

o Next Due: When this maintenance is due to be performed, which will be, of course, the date that is 

currently selected. 

o Vehicle.: This is the vehicle name (i.e. type of vehicle) of the vehicle for which this maintenance 

event is scheduled. 

o Profile: The service profile for the vehicle for which this maintenance event is scheduled. 

o Type: What kind of maintenance this scheduled event is. 

o Miles Left: This is the amount of usage units (such as miles) that need to be logged until the 

vehicle is due for maintenance.  If the amount logged goes beyond the point at which the vehicle is 

scheduled for maintenance, this number will be displayed as a negative number in red text
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showing the number of usage units that have been logged since the piece of vehicle became due 

for maintenance. 

At the upper right hand corner of the Projected Maintenance Calendar window is a calendar: 

You can click on one of the actual days to select it, and the list of maintenance events on the left side of the 

window will be updated with the maintenance events that are due on that day.  The day you selected will be 

highlighted in red text on the calendar itself, and it will also be displayed at the bottom of the window 

under the list of maintenance events. 

To move forward a week, click on the upper left hand corner of the calendar.  To move forward or 

backwards by one year, click on the >> or << buttons at the top of the calendar respectively.  To move 

forward or backward by one month, click on the < or > buttons at the top of the calendar respectively.  You 

can also go to any month of any year you wish by double clicking on any of the days in the calendar, which 

will pop up a window: 

Click on the arrow on the right side of the drop-down box called Month, which will expand the list of 

months, and then click on the month you want to select.  Then, in the box called Year either click in the 

box and type the year which you want to select or click on the up or down arrows on the right side of the 

box to advance the year forwards or backwards respectively.  Click OK when you have selected your 

desired month and year, or click Cancel to abort. 

Also notice that at the bottom left hand corner of the window there is a Notes box: 
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You can leave notes for any day by selecting a day from the calendar and then typing notes into this field.  

To leave notes, simply click inside the Notes box and then type your desired notes.  Now when that date is 

selected in the future, those notes will be displayed. 

Print Service Due 

Clicking on the Print Service Due button on the main menu of EZ Maintenance takes you to the Service 

Due by Vehicle window where you can print a report showing all upcoming and overdue maintenance 

events for vehicles: 

First you must choose the vehicle for which you want 

to print a maintenance report.  Here you can specify 

the vehicle for which you want to print the report by 

choosing its vehicle number from the Vehicle No.

drop-down box or by choosing its license plate 

number from the License Plate drop-down box.  

Click on the arrow on the right side of either drop-

down box to expand either the list of vehicle numbers 

or the list of license plate numbers of the vehicles 

which you’ve entered into EZ Maintenance.  Then, 

depending on which drop-down box you are choosing 

from, select either the vehicle number or the license 

plate number of the vehicle for which you want to 

print the maintenance report. 

Once you have selected either a vehicle number or a license plate number, then click the OK button to print 

the report.  Click on the Cancel button if you have changed your mind and do not want to print the report; 

this will take you back to the EZ Maintenance main menu. 

Maintenance History / Work Order Approval 

Clicking on the Serv. History View/Approve/Edit button on the main menu of EZ Maintenance takes you 

to the Service Record Approval window where you can view the entire history of closed work orders for 

vehicle maintenance, and where a supervisor can “sign off” on work orders to approve them: 
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Notice that in the center of the window there is a list that shows the entire history of closed work orders for 

vehicle maintenance: 

For each closed work order in the list, there are the following data items (going from left to right): 

o Work Order No.: This is the number that was assigned to the work order.

o Vehicle Number: This is the internal identifying number for the vehicle for which this work order 

was created.

o Vehicle License: This is the license plate number for the vehicle for which this work order was 

created.

o Completion Date: This is the date on which the work order was closed.

o Service Type:  What kind of maintenance for which this work order was created.

o Profile: This is the service profile which defines the maintenance requirements for the vehicle for 

which this work order was created.

o Assigned To: This is the person to whom the work order was assigned.

o Serviced By: This is the person who created the work order.

o Approved By: This is the person who signed off on the work order.

Above the list of vehicles there is a search box which you can use to either to locate a particular vehicle in 

the work order history if you know its vehicle number or license plate number, or you can locate a work 

order if you know the work order number: 
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To search for a particular vehicle by its vehicle number, first click on the circle called Vehicle No..  Then 

click on the box to the right and type the vehicle number of the vehicle which you want to locate, and then 

click on the Locate button.  If a vehicle with the vehicle number which you typed exists in EZ 

Maintenance, the last work order listed will be selected. 

Similarly, to search for a particular vehicle by its license plate number, first click on the circle called 

License.  Then click on the box to the right and type the license plate number of the vehicle which you 

want to locate, and then click on the Locate button.  If a vehicle with the license plate number which you 

typed exists in EZ Maintenance, the last work order listed will be selected. 

If you want to search for a work order, then click on the circle called Work Order Number.  Then click in 

the box to the right and type the number of the work order which you want to search for.  Then click on the 

Locate button.  If there is a work order in the history matching the number you typed in the search box, it 

will be selected in the below list. 

Lastly, at the bottom of the window are two buttons: Edit and Close.  To view the details of a particular 

work order or “sign off” on it, select the work order from the history list by clicking on it and then click on 

the Edit button (this is discussed in detail in the next part of this section).  To exit the Service Record 

Approval window and return to the EZ Maintenance main menu, click on the Close button. 

Work Order Approval / Editing

You can select a work order at the Approval window and then click on the Edit button to view additional 

details about these work orders, how to change some details if necessary, and how to “sign off” or approve 

a work order.  You will be taken to the Service Approval Edit window: 
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At the top right corner of the window you will see two fields called No. and Date that display, respectively, 

the number that this work order has been assigned and the date on which the work order was created: 

At the top of the window you’ll also see some data fields that give information about the vehicle for which 

the work order was created: 

o Vehicle: This is the vehicle name (i.e. what type of vehicle it is) of the vehicle for which you are 

creating the work order. 

o Vehicle #: This is the vehicle number of the vehicle for which you are creating the work order 

which you use to track it in EZ Maintenance. 

o License Plate: This is the license plate number of the vehicle for which you are creating the work 

order.

o VIN: This is the VIN (vehicle identification number) of the vehicle for which you are creating the 

work order. 

o Make: The make of the vehicle for which you are creating the work order. 

o Year Built: The year in which the vehicle for which you are creating the work order was built. 

o Transmission: This is the type of transmission which the vehicle for which you are creating the 

work order has.. 
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o Log Odometer Reading: This is the total number of usage units which have been logged for the 

vehicle for which you are creating the work order. 

o Vehicle Reference Notes: Any comments entered about the vehicle will be displayed here. 

Below the vehicle data fields and to the left there are also four fields which describe notes about the work 

order as well as who created the work order and who approved it.  These fields can be changed after the 

work order has been closed: 

o Notes: This is where you enter any notes about this work order.  Click inside the box to the right 

and type any notes you wish to leave.  The checkbox next to the field in which you type the notes 

will be automatically checked to indicate that there are notes for this work order. 

o Exceptions: This is where you indicate that there are changes made to what is usually prescribed 

in this maintenance.  Click inside the box to the right and type any exceptions you want to note.  

The checkbox next to the field in which you type exceptions will be automatically checked to 

indicate that there are exceptions for this work order. 

o Serviced By: This field displays who created the work order and is automatically filled in with 

the user name of the person who created it. 

o Approved By: This field displays the person who approved the work order.  The person 

approving the work order would click in this field, which causes a window to pop up prompting 

them for their username and password.  After their username and password have been entered, 

that users name will be displayed here as the person by whom this work was approved. 

To the right of the previous four fields are four pairs of data fields which relate to when the work was 

scheduled to be performed versus when it was actually performed: 

o Completion Date (Scheduled and Actual): The left field in this pair shows the date on which this 

work was scheduled to be completed while the right shows the date on which the work order was 

actually created. 

o Days Since Last Service (Scheduled and Actual): The left field in this pair shows the number of 

days that were supposed to have elapsed since the last service for the vehicle to be due for this 

maintenance while the right shows the number of days that had actually elapsed when this work 

order was created. 

o Odometer: The left field in this pair shows the number of usage units that were supposed to have 

been logged (for the entire life of the vehicle so far) for the vehicle to be due for this maintenance.  
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In the right field is total usage units for which the vehicle had been operated at the time of the 

creation of this work order. 

o Miles since last service: The left field in this pair shows the number of usage units that were 

supposed to have been logged since the last time this vehicle was serviced for it to be due this 

maintenance.  The right field shows the actual amount of usage units that had been logged since 

the last service. 

Also on the work order window are four fields in which you can record the man hours worked for this 

maintenance (Total Labor Hours), the cost of the hours worked (Labor Average Cost), the amount of 

time the vehicle had to be in the shop to perform the maintenance, (Vehicle Down Time(hrs)), and the cost 

of the parts and materials used in this maintenance (Total Materials Cost), and Click in any of these fields 

and type the desired values: 

Below those four fields you’ll see two more fields that display the maintenance profile for the vehicle for 

which the work order is being created (Service Profile) and the type of maintenance that is being 

performed (Service Type): 

At the very bottom of the window is a list of all of the services that are included in the service type for 

which this work order is being created, and, for each service, the service code is shown (Service Code)

along with the description of the service (Service Description): 

To the right of the list of services there is a View Details button.  If you select a service by clicking on it 

and then click on the View Details button, you can view all of the materials, operations, and parts included 

in that service.  (This is discussed in depth further down in this topic).

On the very right part of the window there is a box where you can print the work order that you are 

currently viewing.  You can select the items you want to include on the work order by checking the boxes 

called Parts to Service, Serv. Summary, Materials, and Operations:
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When you have selected all of the items you want to print on the work order, then click on the Print button; 

the work order will print with all of the items that you checked. 

Lastly, in the lower-right corner of the window there are two buttons: OK and Cancel.  Click on the OK

button save your changes, exit from the Service Edit Approval window and return to the list of closed 

work orders.  If you want to exit back to the list of closed work orders without saving your changes, then 

click on the Cancel button. 

View Details Button 

Selecting a service and then clicking on the View Details button on the Approval window takes you to the 

Service Details window where you can view the materials, operations, and parts used in the service on the 

work order: 

At the top of the window are two fields showing the service which you are viewing (Service Code and 

Service Description): 
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Below those data fields you will see three tabs named “Materials”, “Operations”, and “Checklist of Parts to 

Service”.  Clicking on the Materials tab will display a list of the materials that are used in this work order: 

the material number, the material name, and the quantity used is displayed for each material. 

If you click on the Operations tab, this will display the list of operations to be performed in this work 

order: 

Lastly, if you click on the Checklist of Parts to Service tab, this will display the list of parts to check 

and/or replace in this work order: 

Print Vehicle Service Log 

EZ Maintenance has a feature that allows you to print a complete maintenance history for a particular 

vehicle.  Clicking on the Print Vehicle Service Log button on the EZ Maintenance main menu takes you to 

a window that allows you to do this: 
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When selecting a vehicle for which you want to 

print a maintenance history, you will have to select 

either the vehicle number or the license plate 

number for that vehicle. 

Notice that in this window are two drop-down 

boxes called Vehicle No. and License Plate.  To 

choose a vehicle by selecting its vehicle number, 

use the Vehicle No. drop-down box.  Click on the 

arrow on the right side of the box to expand the list 

and then click on the vehicle number of the vehicle 

for which you want to print a maintenance history.   

Or, to choose a vehicle by selecting its license plate 

number, use the License Plate drop-down box.  

Click on the arrow on the right side of the box to expand the list and then click on the license plate number 

of the vehicle for which you want to print a maintenance history. 

Once you have selected either an vehicle number or a license plate number of a vehicle, then click on the 

OK button to print out the maintenance history for it.  Otherwise, click on the Cancel button if you have 

changed your mind and would like to cancel printing. 

Tire Mileage and Rotation 

EZ Maintenance has a feature that allows you to keep track of how the tires on your vehicles are rotated 

and the number of miles for which they are driven.  To use this feature, click on the Tire Mileage and 

Rotation button on the main menu of EZ Maintenance; this will open up the Tires window, which displays 

a list of all of the tires which you are currently tracking: 

Each tire has its own alphanumeric internal tracking number which is shown in the list of tires in the 

window.  If you want to search for a particular tire and know its number, use the search box at the top of 

the Tires window: 
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Click in the box to place your cursor in the box, and then type the tire number.  Then click on the Locate

button.  If a tire exists that matches the number you typed, then it will be selected in the list below. 

On the right side of the window are four buttons: 

o New: Click on the New button to enter a new tire into EZ Maintenance.  This will be discussed in 

detail further down in this section. 

o Edit: The Edit button lets you change the information for an existing tire.  To edit a particular tire, 

select that tire from the list by clicking on it, and then click on the Edit button.  This will be 

discussed in detail further down in this section. 

o Delete: The Delete button lets you delete a tire when you no longer want to track it.  To delete a 

tire, select that tire from the list by clicking on it, and then click on the Delete button. 

o Print: Clicking on the Print button lets you print out a list of all of the tires currently entered into 

the program. 

o Close: Clicking on the Close button exits from this section of the program and returns you to the 

EZ Maintenance main menu. 

Entering a New Tire 

As described before, you can use the New button on the Tires window to enter a new tire into the program.  

Clicking on the New button brings you to the Tire Rotation Record window where you enter the 

information about the tire you are entering into EZ Maintenance: 

At the top of the window are eight fields into which you enter information about the tire: 

o Tire No.: This is an internal tracking number that you arbitrarily choose in order to identify the 

tire you are entering.  Click in the box and type in the number you wish to use to identify the tire. 

o Name: This is where you enter the brand and type of tire. 

o Size: This is where you enter the size of the tire.  Click in the box and type in the size of the tire. 

o Lease Start: If this tire is leased, this is the date of the start of the lease.  Click in the box and type 

the start date of the lease in the format mm/dd/yyyy. 

o Miles on Tire: This field shows the total number of miles on the tire. 

147



o Tire Status: This is where you enter the current status of the tire.  Click in the box and type in the 

status which indicates the current state of the tire.  Later, you can also re-use the status name you 

typed by clicking on the arrow on the right side of the box and choosing the same name again. 

o Comments: Enter any comments about the tire here.  Click in the box and type in your desired 

comments. 

o Lease End: If this tire is leased, this is the date of the end of the lease.  Click in the box and type 

the end date of the lease in the format mm/dd/yyyy. 

Below the aforementioned data fields there is a table which is used to track the actual tire rotation:   

Each list item (or row) in the table represents each time a tire was rotated and gives additional information 

about the rotation including for how many miles the tire was driven in that position and the condition of the 

tire at the time of the rotation.  To the right of the table are three buttons which let you manage these 

entries: 

o Recalc: Clicking on the Recalc button adjusts the values in the Accum. Miles column to reflect 

newly added and deleted entries in the list. 

o New: Clicking on the New button adds a new blank tire rotation entry to the list.  See further down 

for information on how to enter the data for the new entry. 

o Delete: The Delete button lets you delete a tire entry rotation.  To delete an entry, click on it to 

select it, then click on the Delete button. 

For each tire rotation entry, there are several data items that are shown.  With the exception of the entries in 

the Mileage and Accum. Miles columns (which are calculated automatically), each time you create a new 

tire rotation entry you must enter the information about it.  Here’s a summary of the data items for each tire 

rotation entry (from left to right as seen in the table): 

o Date of Mo.: This is the date on which the rotation took place.   Click in the cell and type the date 

of the rotation in the format mm/dd/yyyy. 

o To Vehicle: This is the vehicle on which the tire was located for the miles that were logged here.  

The drop-down box here contains the vehicle numbers for all of the vehicles currently entered into 

EZ Maintenance.  Click on the arrow on the right side of the box to expand the list of vehicle 

numbers and click on the vehicle number that corresponds with the vehicle on which the tire 

is/was located. 

o To Position: This designates where on the vehicle the tire was located.  Examples of tire position 

are “front right”, “rear left”, etc.; these examples, of course, would not be entirely appropriate for 

vehicles with more than four wheels, in which case you would need to make up your own position 

designations.  To specify a designation, click in the box and type the designation you wish.  The 

designations you type are saved for later use.  Later, you can also re-use the tire position 

designation you typed by clicking on the arrow on the right side of the box and choosing the same 

one again. 

o Start Odom.: This is the odometer reading of the vehicle at the time when the tire is first placed at 

its new position on the vehicle.  Click in the cell and type the beginning odometer reading. 

o End Odom.: This is the odometer reading of the vehicle at the time immediately before the tire is 

rotated to another position on the vehicle.  Click in the cell and type the end odometer reading. 
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o Mileage: This is the total mileage driven with the wheel in one position.  This field is 

automatically calculated by taking the difference between the values in the End Odom. and Start 

Odom. fields. 

o Accum. Miles: This is the total mileage for the life of the tire so far.  This field is automatically 

calculated by adding the Mileage field to the value for Accum. Miles in the previous entry. 

o Status: This is the status of the tire at the end of having been in this position.  Click in the box and 

type the status. 

Once you have finished entering all the information for your new tire, click on the OK button at the bottom 

of the window to save all of the information you have entered, or click on Cancel if you have changed your 

mind and do not want to create the new tire.  If you want to save the tire you are entering and also want to 

enter another one, then click on the New button. 

You can also click on the Print button at the bottom of the window to print a report showing all tire 

rotation entries.  Clicking on the Delete button will discard all information you’ve entered so far and open 

up the Tire Rotation Record window again, but with no information entered. 

Editing an Existing Tire 

To edit an existing tire, you must use the Edit button on the Tires window as described at the beginning of 

this section.  Select a tire by clicking on it and then click on the Edit button.  This will open up the Tire 

Rotation Record window, which is similar to the window in which you enter a new tire, but with a few 

changes: 

The first change you may notice is that in the upper right hand corner of the window there is a box which 

you can use to locate a particular tire in the program if you know its tire number: 
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Type the tire number into the box and then hit the return key.  If a tire exists in EZ Maintenance with the 

number you typed in, the window will automatically be updated to display the information for that tire, 

which you can then edit. 

Also, the Tire No. field is disabled to prevent any changes.  The tire number may not be changed after the 

tire is created. 

Once you are finished making changes to the tire, click on the OK button at the bottom of the window to 

save your changes.  If you have changed your mind and do not want to save the changes you have made, 

then click on the Cancel button. 

Print Tire Position Report 

EZ Maintenance has a feature that allows you to print the entire rotation and mileage history for a specific 

tire which you have entered into the program.  To use this feature, click on the Print Tire Position Report

button on the EZ Maintenance main menu.  This will open up a small window: 

You must first select the tire for which you want to print the report.  

You do this by choosing the tire number that corresponds with the 

tire for which you want to print the report from the Tire Number

drop-down box in the center of the window.  Just click on the arrow 

on the right side of the box to expand the list of tire numbers, and 

click on the tire number for which you want to print the report.  Once 

you have selected the tire, then click on the Print button to print the 

report.  Or click on the Cancel button if you have changed your mind 

and do not want to print the report. 

Entering Drivers Into EZ 

Maintenance 

EZ Maintenance has a feature that lets you track your company’s drivers, their drivers licenses, and any 

incidents they have been involved in or any citations they have received.  To use this feature, click on the 

Drivers button on the EZ Maintenance main menu.  This will open up the Drivers window: 
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Notice that in the center of the window is a list of all the drivers that have been entered into EZ 

Maintenance so far: 

Each driver entered into EZ Maintenance has their own unique internal identification number that you 

choose when you enter them into the program.  If you want to search for a particular driver in the list and 

you know their driver number, you can use the search box in the upper-right hand corner of the window: 

Click in the box and type the driver number for the driver whom you want to search for, and then hit the 

return key.  If a driver with that number exists in EZ Maintenance, then it will be selected from the list 

below. 

Notice that there are also some buttons at the bottom of the window: the |<, <, >, >| buttons help you scroll 

through the list of drivers.  The |< and >| buttons take you to the very beginning and very end of the list 

respectively, while the < and > buttons move you backward and forward one driver respectively. 

The remaining buttons are: 

o Print: Clicking on the Print button will print out a list of drivers and the licenses which each one 

holds. 

o New Driver: Clicking on the New Driver button allows you to enter a new driver into EZ 

Maintenance.  This is explained in depth further down in this section. 

o Edit: You can use the Edit button to change the information for an existing driver.  Select the 

driver from the list which you want to edit by clicking on it, and then click on the Edit button.  

This is explained in detail further down in this section. 

o Delete: You can use the Delete button to delete an existing driver.  Select the driver from the list 

which you want to delete by clicking on it, and then click on the Delete button. 

o Close: Click on the Close button to exit from this section of the program and return to the EZ 

Maintenance main menu. 

Creating a New Driver 

As described earlier, you can use the New Driver button to create a new driver in EZ Maintenance.  

Clicking on this button opens up the Driver Information window where you enter the information for the 

new driver: 
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In the upper right hand corner of the window there is a data field called Driver No..  This is where you 

enter the alphanumeric ID number which you use to track this driver internally and which will be used to 

identify this driver in EZ Maintenance.  Click on the box to place the cursor within it and then type the ID 

number you’d like to use. 

The remaining fields in the upper half of the window are used to record personal information about the 

driver: First Name, Last Name, Phone, SSN/ID, Date of Birth, Date of Hire, Address, City,

State/Province, Zip/Postal Code, and Country.  To enter information in all of these fields (except 

State/Province), click in the field and then type your entry.  To choose the state in the State/Province

drop-down box, click on the arrow on the right side of the box to expand the list of states and then click on 

the state you want to choose. 

The lower half of the Driver Information window is where you enter the licenses for each driver and track 

any incidents or citations.  Clicking on the Licenses tab displays a list of the licenses you have entered for 

this driver: 

For each license listed the name/type of the license is shown (License Name), the license number (License 

No.), the expiration date of the license (ExpirationDate), and the state in which the license is valid (State). 
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To add a new license to the list, click on the New License button.  This will open up a window into which 

you enter the information for the new license: 

The first field you see at the top of the window is the Driver Number field which displays the ID number 

of the driver for which this license is being created.  The other fields (into which you must enter 

information) are: 

o License Name: This is the name or type of the license.  This should tell you, for example, whether 

this license is issued for driving a passenger car, motorcycle, or large truck.  Click in the box and 

then type the license name. 

o License No.: This is the number of the license.  Click in the box and type the license number. 

o Expiration Date: This is the date on which the license expires.  Click in the box and type the date 

in the format mm/dd/yyyy. 

o State: This is the state in which the license was issued.  To choose the state, click on the arrow on 

the right side of the box to expand the list of states and then click on the state you want to choose. 

When you have finished entering all of the information for the new license, click on the OK button to add it 

to the list.  If you have changed your mind and do not want to add the new license, click on the Cancel

button. 

You can also delete existing licenses by using the Delete License button.  Just select the license you want 

to delete by clicking on it and then click on the Delete License button to delete it. 

If you want to change the information for an existing license, just click on the cell in the table containing 

the information you want to edit and then type to make your changes. 

Clicking on the Incidents tab displays the list of incidents for this driver: 
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For each incident listed there is an incident number (Incident No.), the date on which the incident occurred 

(Date), the type of incident (Type), and a description for the incident (Details).   

In the cells under the Details column there will be either “memo” or “Memo”; if the latter is shown, that 

means a description has been added for this incident, and if the former is show, that means no description 

has been added yet.  To view or edit the description, double click on the cell.  This will pop up a small 

window into which you can type a description.  Click the Close button when finished. 

To add a new incident to the list, click on the New Incident button.  This will open up a window into 

which you enter the information for the new license: 

The first field you see at the top of the window is the Driver Number field which displays the ID number 

of the driver for which this incident is being recorded.  The other fields (into which you must enter 

information) are: 

o Incident No.: This is an ID number you choose to identify this incident.  Click in the box and type 

the incident number you want. 

o Date: This is the date on which the incident occurred.  Click in the box and type the date of the 

incident in the format mm/dd/yyyy. 

o Type: This if the type of incident which occurred.  Click in the box and type the type of the 

incident. 

o Details: To add a description of this incident, you must double-click on the word “memo” here.  

This will pop up a small window into which you can type a description.  Click the Close button 

when finished. 

When you have finished entering all of the information for the incident, click on the OK button to add it to 

the list.  If you have changed your mind and do not want to add the new incident, click on the Cancel

button. 

You can also delete incidents by using the Delete Incident button.  Just select the incident you want to 

delete by clicking on it and then click on the Delete Incident button to delete it. 

Clicking on the Print Incidents button 

If you want to change the information for an existing incident, just click on the cell in the table containing 

the information you want to edit and then type to make your changes.  As mentioned earlier, if you want to 

edit the description, you must double click on the word “Memo”. 
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Lastly, at the bottom of the Driver Information window there are three buttons called OK, Print, and 

Cancel.  Click on the Print button to print a report that shows information for the driver as well as the 

licenses they own.  Click on the OK button when you have finished entering all of the information for the 

new driver and want to save it.  Click on the Cancel button if you have changed your mind and do not want 

to add the new driver. 

Editing an Existing Driver 

To change the information for an existing driver, use the Edit button on the Drivers window (as discussed 

earlier in this section).  Click on the driver you want to edit to select it and then click on the Edit button.  

This will open the Driver Information window: 

This window functions similarly to the window where you enter a new driver. 

When you have finished making any changes you want to make, then click on the OK button to save your 

changes.  If you have changed your mind and do not want to save your changes, then click on the Cancel

button to discard any changes you have made and return to the list of drivers. 

Expiring Drivers’ Licenses Report 

EZ Maintenance has a feature which lets you print a report that shows all of the drivers licenses for drivers 

which you have entered into EZ Maintenance which are 

expiring in a number of days that you specify.  To use this 

feature click on the Expiring Drivers Licenses button on 

the EZ Maintenance main menu.  This will open up a 

window where you can print this report: 

As stated earlier, this feature of the program lets you print a 

report that shows all of the drivers licenses which are 

expiring within ‘x’ number of days.  In the box in the center 

of the field, you would click in that box and type that value 

‘x’ (the number of days).  After you have typed that value, 

then click on the OK button to print the report, or click on 
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the Cancel button if you have changed your mind and do not want to print the report. 

Expiring Vehicle Licenses Report 

EZ Maintenance has a feature which lets you print a report that shows all of the vehicle licenses (i.e. 

registration) for vehicles which you have entered into EZ Maintenance which are expiring in a number of 

days that you specify.  To use this feature click on the Expiring Vehicle Licenses button on the EZ 

Maintenance main menu.  This will open up a window where you can print this report: 

As stated earlier, this feature of the program lets you print a 

report that shows all of the vehicle licenses which are expiring 

within ‘x’ number of days.  In the box in the center of the 

field, you would click in that box and type that value ‘x’ (the 

number of days).  After you have typed that value, then click 

on the OK button to print the report, or click on the Cancel

button if you have changed your mind and do not want to print 

the report. 
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CHAPTER 6 – INVENTORY & PURCHASING MODULE 

The Inventory Module of EZ Maintenance lets you track and control your parts and materials inventory, 

create requests for bid and create purchase orders.  To access the Inventory Module, click on the Inventory 

& Purchasing button on the EZ Maintenance main menu.  This will upon up a window containing a menu 

with seven buttons representing the actions you can perform within this section of the program plus a Close

button which you can click on to return to the EZ Maintenance main menu. 

As mentioned before, the seven buttons here all correspond with 

some action you can perform within this section of the program: 

o Inventory button: Clicking on the Inventory button takes 

you to a section of the program where you can enter new 

inventory items into EZ Maintenance for tracking, edit 

existing inventory items, and check items in and out of 

your inventory.  See further down in this chapter for the 

topic “Materials and Parts Inventory” for in-depth 

information. 

o Req. For Bid: Clicking on the Req. For Bid button takes 

you to a section of the program where you can create 

requests for bid.  See further down in this chapter for the 

topic “Requests for Bid” for in-depth information. 

o Purchase Order: Clicking on the Purchase Order button 

takes you to a section of the program where you can create 

purchase orders.  See further down in this chapter for the 

topic “Purchase Orders” for in-depth information. 

o Receiving: Clicking on the Receiving button takes you to 

a section of the program where you can receive materials 

against the purchase orders you’ve created.  See further 

down in this chapter for the topic “Receiving Inventory” for in-depth information. 

o Vendor: Clicking on the Vendor button takes you to a section of the program where you can enter 

the vendors from whom you purchase parts and materials (who can then be sent the purchase 

orders you create).  See further down in this chapter for the topic “Vendors” for in-depth 

information. 

o Terms: Clicking on the Terms button takes you to a section of the program where you can enter 

commonly used terms that specify arrangements you and your vendors agree upon when doing 

business.  See further down in this chapter for the topic “Terms” for in-depth information. 

o Preferred Status: Clicking on the Preferred Status button takes you to a section of the program 

where you can enter ratings you use to describe your vendors.  See further down in this chapter for 

the topic “Preferred Status (Vendor Ratings)” for in-depth information. 

Materials and Parts Inventory 

Clicking on the Inventory button takes you to the List of Inventory Items window where you can enter 

parts and materials that you use during equipment and vehicle maintenance: 
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Sorting and Searching Through Inventory 

In the List of Inventory Items window you can see a complete list of inventory items that you are 

currently tracking:   

Use the scroll bar to the right of the list to scroll through the complete list of items.  You can also click on 

the column headers Item #, Inventory Item, Inventory Type, Qty on Hand, and Flag to sort the list 

accordingly. 

The List of Inventory Items window also contains a search feature near the top of the window:   

You can search by either by Item # or the name of the inventory item.  Just type an item # or an item name 

into the yellow-colored box and then click one of the two circles called Item # and Inventory Item to 

search by item # or item name respectively.  The item which you are searching for will then be selected in 

the list. 
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There is also a Locate by Barcode feature at the top-right corner of the window:   

If the item which you are trying to locate has a corresponding barcode printed, you can search for it by 

clicking on the yellow-colored box and then “swiping” the barcode with your barcode scanner.  The item 

which you are searching for will then be selected in the list. 

Checking In, Checking Out, and Returning Inventory 

You can check in newly arrived stock, check out stock, and return unused items into your inventory from 

the List of Inventory Items window. 

To check in stock, select one of the inventory items in the list by clicking on it with the mouse.  Then click 

on the Check In button.  A window will pop up requesting you to enter some information: 

At the bottom of the window, enter the quantity you want to check in by clicking on the box named Check 

In Quantity and typing the amount you want to check in.  Also, enter the date on which the items were 

actually put into the physical stock in the Transaction Date box.  You can also enter where you will be 

stocking these items and, if needed, their expiration date in the Warehouse Loc and Expiration Date

boxes respectively.  When you are finished, click OK to check in the items or click Cancel to abort and not 

check in the items. 

To check out stock select one of the inventory items in the list by clicking on it with the mouse.  Then click 

on the Check Out button.  A window will pop up requesting you to enter some information: 
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Enter the quantity you want to check out by clicking on the box named Check Out Quantity and typing 

the amount you want to check out.  Also, enter the date on which the items were actually taken out of your 

physical stock in the Transaction Date box.  You can also enter the location of these items into the 

Warehouse Loc box.  When you are finished, click OK to check in the items or click Cancel to abort and 

not check out the items. 

To return unused stock back into the inventory select one of the inventory items in the list on the List of 

Inventory Items window by clicking on it with the mouse.  Then click on the Return button.  A window 

will pop up requesting you to enter some information: 

Enter the quantity you want to return by clicking on the box named Return Quantity and typing the 

amount you want to check out.  Also, enter the date on which the items were actually returned to your 

physical stock in the Transaction Date box.  When you are finished, click OK to return the items or click 

Cancel to abort and not return the items. 

Please note that if you are checking in new inventory against a purchase order created in EZ Maintenance, 

it is recommended to check in items using the Receiving section of the Inventory Module (see further down 

in this chapter for the topic “Receiving” for more information).  There you can receive the items against the 

purchase order. 
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Adding, Changing, and Deleting Inventory Items 

From the List of Inventory Items window, the New button allows you to add a new kind of item to the 

inventory.  Clicking on the New button opens up the New Inventory window where you can enter 

information about the new inventory item: 

You will notice that there are many different fields in this window into which you can enter information 

about the new inventory item.  To enter data into each of these fields (except for Preferred Vendor,

Inventory Type, Equip. or Vehicle), just click inside the box and type your entry.  The Preferred 

Vendor, Inventory Type, and Vehicle fields are drop-down boxes; to enter data into these, click on the 

arrow on the right side of each to expand the list and then select your desired entry.  The table below 

summarizes the meaning of each of these data items: 

Item Number: This is a unique code that identifies the item.  

Although you can enter any characters into this field, it is 

recommended that you choose a brief code that consists of only 

letters, digits, and underscores. 

ID Code 1: If you have another ID code by which you track an 

inventory item, enter it here. 

Name/Description: Enter a name or a short description of the 

item here. 

ID Code 2: If you have another ID code by which you track an 

inventory item, enter it here.

Date: Enter the date on which tracking for this item began. Inventory Type: From the drop-down box, select whether the 

item is a material, a part, or neither. 

Preferred Vendor: From the drop-down box, select the vendor 

from whom you prefer to order this item.  For a vendor to be a 

selection here, you must have entered them into the Vendors 

section of EZ Maintenance. 

Equip. or Vehicle: Select whether the inventory item is used in 

only equipment maintenance, only vehicle maintenance, or 

whether it is used in both. 

Manufacturer: Enter the manufacturer of the item you are 

entering. 

Quantity on Hand: Enter the quantity of the item you currently 

have in your actual inventory. 

Unit: Enter the name of the unit which you are using to measure 

the quantity of this item (e.g. “gallons”, “bundles”). 

Minimum Level: Enter the lowest quantity of this item you want 

to allow.  If the amount on hand of the inventory item goes below 

this level, it will be flagged as low on the inventory listing 

window. 

Cost: Enter the cost per unit for this item. Maximum Level: Enter the highest quantity of this item you

want to allow.  If you create a purchase order in which you order 

an amount of this item that would cause it to go above the 

maximum level, you will be warned that you are ordering too 

many. 

% Markup: If you sell items directly out of your inventory, then 

this is the extra percentage you charge the customer. 

Reorder Quantity: Enter the quantity in which you want new 

orders of this item to be made.  When you are creating a purchase 

order containing this inventory item, the reorder quantity for it 

will be shown to guide the user placing the order. 

Price: This is the price of the item plus the markup percentage, 

the full price you will charge a customer if you sell them the item 

directly from your inventory. 

Warehouse Location: Enter the actual physical location where 

this item is stored. 
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Long Description: A longer and more detailed explaination of 

the item. 

Please note that if you have not yet entered any vendors into EZ Maintenance, no selections will appear in 

the Preferred Vendor drop-down menu.  See further down in this chapter for the topic “Vendors” for 

information on how to enter your materials and parts vendors into EZ Maintenance. 

From this window you can also create a report containing all of the information fields about the inventory 

item by clicking on the Print button at the bottom of the window.   

Once you are finished entering all of the information, click on the OK button to save your changes.  If you 

have changed your mind and do not want to enter the inventory item, click on the Cancel button to abort. 

The Edit button on the List of Inventory Items window allows you to change information for a particular 

inventory item.  To edit an item, select the item you want to edit by clicking on the item in the list with 

your mouse to select it.  Then click on the Edit button, which will open up the Modify Inventory 

Information window where you can change information about the inventory item: 

This window is similar to the New Inventory window except for the fact that you cannot change the Item 

Number of the inventory item.  Once you are finished making all of the desired changes, click on the OK

button to save your changes.  If you have changed your mind and do not want to save the changes you 

made, click on the Cancel button to abort. 

The Delete button on the List of Inventory Items window allows you to remove an item from your 

inventory when you no longer want to track it.  To delete an item, select the item you want to delete by 

clicking on the item in the list with your mouse to select it.  Then click on the Delete button.  A window 

will pop up prompting you to confirm that you really want to delete the item.  Click on Yes to proceed and 

delete the item, or click on No to abort and not delete the item. 

Printing Bar Coded Labels 

The Inventory Module also allows you to print bar coded labels for your items.  To print the labels, click on 

the Print Bar Coded Labels button on the List of Inventory Items window.  This will pop up a small 

window: 
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Here you can choose whether you want to print a sheet of labels for all of your inventory items or for just 

one particular inventory item.  To do this, click on one of the circles next to either Print All Materials or 

Print Selected Materials.  If you chose Print Selected Materials, you must also choose the material for 

which you want to print a label from the drop-down box below.  When you are ready to print, click on the 

Print button. 

If you would like to make these labels stickers, the barcode printing feature is compatible with Avery 

sticker template 5161.  Just insert the sticker template sheet into your printer and print the labels as you 

normally would. 

When you are finished printing labels, click the Close button.  

Other Printouts Available 

From the List of Inventory Items window you can also print out a complete list of inventory items by 

clicking on the Print List of Materials button. 

You can also print out a list of inventory items that have fallen to low levels by clicking on the Print 

Materials to Order button. 

Requests for Bid 

Clicking on the Req. for Bid button takes you to a section within the Inventory Module that lets you create 

requests for bid that you can print out and send to your parts and materials vendors.  Once you click on the 

button, you are taken to the List of Requests for Bid window: 
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The first of the two tables in the List of Requests for Bid window is the list of requests that are currently 

open: 

You can sort this list by the purchase order number, the description of the purchase order, or by date by 

clicking on the column headers RFB#, Description, or Date respectively.  If you click on one of the 

requests for bid using your mouse, the table below the requests for bid called RFB Materials will fill in 

with a summary of the specific materials for which you want a bid and their quantities: 

You can also locate a request for bid quickly if you know its number.  Just type the number of the request 

into the yellow-colored window in the upper-right hand corner of the window called Locate RFB# and 

then hit the return key.  If it exists, the purchase order you are searching for will be selected. 

When you are finished in the List of Requests for Bid window, click on the CLOSE button to exit. 
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Creating a New Request for Bid 

To create a new request for bid, click on the New button at the List of Requests for Bid window.  This will 

open the New Request for Bid window where you enter the information for your new request: 

In the upper left hand corner of the window you will see three yellow-colored fields named RFB#, Date

and Description.  In the RFB# field, you will see a request for bid number that the program has 

automatically assigned to this request for bid.  The RFB# number cannot be changed by the user.  In the 

Date field you can put the date of the request for bid, and in the Description field you can type a 

description for the request. 

In the upper right hand corner of the window you will see a list of the vendors you have entered into the 

program so far.  This is where you choose the vendors to whom you want to send the request for bid.  

Under the column named Send RFB?, you will see some checkboxes, one for each vendor you have 

entered into the program.  For each vendor to whom you want to send the request for bid, click on that 

vendor’s corresponding checkbox. 

At the bottom of the window you will see the list of materials for which you are requesting a bid: 

To add a new material to the list, click on the New Detail button.  This will pop up the New RFB Material 

Info. window into which you input the information for the material you want to add to the list: 
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There are six data fields on this window: 

o Req. #: This is the number for the request for bid that the material you are entering is being added 

to.  This number is filled in automatically and cannot be changed. 

o Material #: This is where you select the material you want to add.  Click on the arrow on the right 

of the box to expand the list, and then select the item number of the material you want to add. 

o Material Name: This field is automatically filled in with the name of the material you selected in 

the Material # drop-down box. 

o Quantity: This is where you enter the quantity of the material for which you are requesting a bid.  

Click in the box and type in the amount. 

o Delivery Date: You can also specify when you would need to have this material delivered by in 

this field.  Click in the box and type the date on which you need this material delivered. 

o Long Description: In this box you can enter a long description for the material.  Click in the box 

and type the long description. 

Once you have entered all of the necessary information, click on the OK button to add the material to the 

list, or click the Cancel button to abort adding the material. 

The Edit Detail button on the New Request for Bid window allows you to change information about a 

material listed on the bid request.  To edit information for a material, click on one of the materials currently 

listed to select it and then click on the Edit Detail button.  This will pop up the Modify RFB Item Info.

window where you can change the information for the material: 
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This window works similarly to the window where you enter a new material (see further up in this section).  

When you have made all of the desired changes, click on the OK button to save your changes.  Click on the 

Cancel button to abort editing the item and abandon any changes you made. 

The Delete Material button on the New Request for Bid window lets you delete a material from the 

request for bid.  To delete a material, click on one of the materials currently listed to select it and then click 

on the Delete Material button. 

To print the request for bid, click on the Print RFB button.  This will print one copy of the request for bid 

for each vendor that you selected. 

When you are finished entering information for the request for bid, click on the OK button to save your 

changes.  Click on the Cancel button to abort creating the item. 

Editing or Deleting a Request for Bid 

You can edit a request for bid at the List of Requests for Bid window by clicking on one of the existing 

requests for bid with your mouse to select it and then clicking on the Edit button.  This will open up the 

Modify Request for Bid window: 
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This window functions the same as the New Request for Bid window.  When you are finished making the 

desired changes, click OK to accept your changes.  If you’ve changed your mind and do not want to save 

the changes you’ve made, click on the Cancel button to abort and abandon any changes you’ve made. 

You can delete a request for bid at the List of Request for Bid window by clicking on one of the existing 

requests for bid with your mouse to select it and then clicking on the Delete button.  A window will pop up 

confirming that you really want to delete the request; click Yes to confirm and proceed with deleting it, or 

click No to abort and not delete the request for bid. 

Purchase Orders 

Clicking on the Purchase Order button takes you to a section within the Inventory Module that lets you 

create purchase orders that you can print out and send to your parts and materials vendors: 
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In the Purchase Order List window, you can see the list of current purchase orders, and below that you 

can see the list of materials to order which are contained in a purchase order.  If you select a purchase order 

from the list by clicking on it, the bottom of the two tables show will be updated with the list of materials in 

the purchase order you selected: 

You can locate a purchase order quickly if you know its number or ID of the vendor from whom you’re 

ordering.  Just click on the yellow-colored box in the upper right hand corner of the window and then type 

the purchase order number or vendor ID.  Then click on one of the small circles called P.O.# or Vendor 

ID.  If it exists, the purchase order you are searching for will be selected. 

You can also print a report showing all of the purchase orders for orders to be delivered within a certain 

date range.  In the middle of the right part of the Purchase Order List window there is a box labeled 

Enter Delivery Date Range.  Click on the box called Start Date and type in the lower end of the date 

range in which you want to search.  Then click on the box called End Date and type the upper end of the 

date range in which you want to search.  Then click on the PRINT button to print the report.

You can print a report showing all of the currently open purchase orders by clicking on the Report button 

at the bottom of the window. 

When you are finished in the Purchase Order List window, click on the CLOSE button to exit. 

Creating and Printing a New Purchase Order 

To create a new purchase order, click on the New button on the Purchase Order List window.  This will 

open the New Purchase Order window where you can enter information for the purchase order you want 

to create: 

Along the top of the New Purchase Order window and to the left there is a box called PO # that contains 

the number by which the purchase order is referred.  This number is automatically chosen by EZ 

Maintenance and cannot be edited; purchase order numbers are chosen in sequence and each purchase order 

has a unique number. 

Further to the right there is a box which you can check by clicking on it called Closed?.  When you wish to 

close this purchase order this box must be checked.  Further again to the right is another box called PO

Date.  EZ Maintenance automatically puts the current date into this box, although you may edit this date by 

clicking in the box with your mouse and then typing in the desired date. 
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You must also select the vendor to whom you are sending the purchase order.  This is done at the left-hand 

side of the New Purchase Order window: 

To choose a vendor, select one of the vendor IDs from the drop-down box called Vendor ID.  The rest of 

the contact information for that vendor will automatically fill in below.  You can also select the terms for 

payment from the drop-down box called Terms if you have a special arrangement with the vendor you 

selected.  The Terms drop-down box will be empty unless you have entered terms in the Terms section of 

the Inventory module (see further down in this chapter for the topic “Terms” for more information).  To the 

right of the section where you enter the vendor contact information is another section containing two tabs 

called Contact Info and Order Totals:

Clicking on the Contact Info tab will open up a section where you can enter the contact details of whom 

the vendor should contact about the order as well as the delivery date of the purchase order and a line to 

enter the person by whom this purchase order was created.  Click on any of these fields with your mouse 

and type to enter or edit information contained in them. 

Clicking on the Order Totals tab will open up a section with two fields called FOB and Order Total.  The 

Order Totals field is filled in automatically with the total cost of the order. 

At the bottom of the New Purchase Order there is a listing of all of the materials which you are ordering: 
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To enter a new material into the purchase order, click on the New Detail button at the bottom of the 

window.  This will pop up the New Purchase Order Material window where you enter the information 

about the material you want to add: 

There are several data fields in the New Purchase Order Material window: 

o PO No.: This is the number of the purchase order to which this material is being added.  This 

number is filled in automatically and cannot be edited. 

o Material No.: Here you select the material you want to add to the purchase order by selecting it’s 

corresponding material number from the drop-down list.  Click on the arrow on the right side of 

the box to expand the list of material numbers and then click on the material number you wish to 

select. 

o Material Name: This field fills in automatically with the name of the material whose material 

number you selected in the Material 

No. field.  You can also edit the 

material name if necessary by clicking 

in the box with your mouse and then 

typing. 

o Reorder Quantity: This field is 

automatically filled in with the 

recommended re-order quantity for the 

inventory item you wish to order. 

o Quantity Ordered: This is where you 

enter the quantity of the item which you 

want to order.  Click in the box and type 

the quantity you wish to order from the 

vendor. 

o Unit Price: This is where you enter the 

price per unit which you and the vendor 

agreed upon.  Click in the box and type 

the unit price at which you are ordering 

the material. 

o Extended Price: This field is 

automatically filled in with the unit 

price multiplied by the total number of 

units being ordered. 

o Quantity Received: This is the total 

number of units that have been received against the purchase order so far. 

o Quantity Due: This field is automatically filled in with the difference between the quantity 

ordered and the quantity received so far. 

o Promised Delivery Date: This is the delivery date which the vendor provided you for delivery of 

the material.  Click in the box and type the promised delivery date. 

o Delivery Date: Enter the actual delivery date into this field.  Click in the box and type the actual 

delivery date. 

o Long Description: Enter a long description for the material you are adding to the purchase order. 

When you are finished entering information for the material, click on the OK button to add the material to 

the purchase order.  If you’ve changed your mind and you don’t want to add the material, then click on 

Cancel to abort and discard any information you have entered. 

To edit a material on a purchase order, select the material by clicking on it and then clicking on the Edit

button.  This will pop up the Modify Purchase Order Material window which functions like the New 

Purchase Order Material window described above.  When you are finished editing the material, click on 

the OK button to accept and save your changes or click on Cancel to abort and discard any changes you 

have made. 
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To print out the actual purchase order, click on the Print PO button.

When you are finished entering all of the information into the purchase order, click on the OK button to 

save the purchase or click Cancel to abort creating the purchase order. 

Editing a Purchase Order 

You can also edit existing purchase orders.  At the Purchase Order List window, select a purchase order 

from the list by clicking on it and then click the Edit button.  This will open up the Modify Purchase 

Order window where you can make changes the purchase order you selected: 

When you are finished making changes to the purchase order, click on the OK button to save the changes 

you’ve made, or click the Cancel button to discard any changes you’ve made. 

Receiving Inventory 

Clicking on the Receiving button takes you to a section of the program that lets you receive inventory 

items that you have ordered from a vendor against your purchase orders.  The main window of this section 

of EZ Maintenance is the Receiving PO Items into Inventory window: 
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In this screen you will see a table containing a list of all of your currently open purchase orders.  You can 

also locate a particular purchase order by clicking in the yellow-colored box at the top right hand corner of 

the screen called Locate PO, typing the number of the purchase order you are looking for, and then hitting 

the return key. 

When you are finished receiving materials, you can click the CLOSE button to exit from the Receiving

section. 

Receiving Materials Against a Purchase Order

To receive materials against a particular purchase order, click on a purchase order from the list to select it, 

and then click on the Receive button.  This will open the Receiving Purchase Order Materials window: 

In the upper right hand corner of the screen there are two fields called PO # and PO Date which display the 

purchase order number and the date on which the purchase order was created respectively. 

In the middle-left part of the screen is the contact information for the vendor.  To the right of that is a 

section with two tabs called Contact Info and Order Totals.  Clicking on the Contact Info tab will show 

you the contact info of the person whom the vendor was directed to contact regarding the purchase order.  

Clicking on the Order Totals tab shows FOB plus the grand total for the order. 
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At the bottom of the Receiving Purchase Order Materials window is a list showing all of the materials 

ordered in this purchase order: 

To receive an item, select it from the list by clicking on it and then clicking on the Receive button.  This 

will pop up the Receiving PO Materials Into Inventory window: 

At the top of the window the Material #, Description, and the Long Description are shown for the 

material.  The other three fields you must enter information into are: 

o Date Received: This is the date on which the materials are being received.  This field is 

automatically filled in with today’s date, but you can edit the date by clicking inside the box and 

typing the desired date. 

o Enter Quantity Received: This is the quantity that is being received.  Click on the far left side of 

the box to place your cursor in it and type the amount being received. 

o Expiry Date: Enter the expiration date for the materials being received into this field.  Click in the 

box and type the expiration date. 

If you want to print a sheet of bar coded labels for this item, click on the Print Bar Coded Sticker button.  

If you would like to make these labels stickers, the barcode printing feature is compatible with Avery 

sticker template 5161.  Just insert the sticker template sheet into your printer and print the labels as you 

normally would. 

When you are finished, click on the Close button to receive the item in the quantity you specified.  To 

cancel without receiving any items, leave the Enter Quantity Received field blank and click Close.

The Edit Events button at the Receiving Purchase Order Materials window lets you view and edit all of 

the receiving events that have happened for a particular material on a purchase order.  Clicking on the Edit 

Events button takes you to the Receiving Material Inventory window: 
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At the top of the window, in the Material # and Material Name fields you will see the catalog number and 

the name of the material you are receiving respectively.  Below that you will see a list of all of the times on 

which materials were received against this purchase order: 

You can change the date and the quantity received for the events listed here.  Each line on the list 

represents a time or event on which materials were received against the purchase order.  To edit one of the 

events, just click on either the date or the quantity that was received and type your correction.  You can also 

add a new event to the list by clicking on the Add New Line button on the right side of the window.  Doing 

so will pop up a window into which you can enter the date of the receiving event and the quantity that was 

or is being received: 
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Click on the Date box and type in the date on which the item was or is being received.  Click on the 

Quantity Received box and type the quantity that is being received; make sure that the quantity being 

received is not greater than the quantity shown in the Quantity Left box (you cannot receive more 

materials than you ordered.)  When you have finished, click on the OK button to add the event, or click 

Cancel if you have changed your mind and do not want to add a new event. 

To delete a receiving event click on an event to select it and click the Delete button. 

You can also print out a bar coded sticker for this item by clicking on the Print Barcoded Sticker button. 

When you are finished editing receiving events, click on the Close button. 

At the Receiving Purchase Order Materials window, there is also a button called Backlog/Variance 

Report which allows you to view a report which shows the difference between the quantity ordered and the 

quantity received against the purchase order for each of the materials on the purchase order. 

Vendors 

Clicking on the Vendor button takes you to a section of the program where you enter the vendors from 

whom you purchase parts and materials.  When you create purchase orders and requests for bid, you will 

select whom to send them to from the list of vendors you input here.  The main section of the Vendor

section of EZ Maintenance is the List of Vendors window: 

In the center of the List of Vendors window there is the list of all of the vendors you’ve currently entered.  

Above that there is a search box labeled Locate By:

You can search for a particular vendor by clicking on and typing either the vendor’s ID number or their 

name into the yellow-colored box and then clicking on either of the circles called Vendor ID or Name.  If 

the vendor has been entered into EZ Maintenance, it will be selected from the list. 
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The New, Edit, and Delete buttons allow you to enter new vendors into the program, change information 

for existing vendors, and delete vendors from the program respectively.  Their functions are described 

below in this document. 

Clicking on the Vendor List button prints out a list of the vendors you have currently entered into the 

program that shows their vendor ID, name, and phone number.  Clicking on the Vendor Labels button 

prints out mailing labels for your vendors. 

When you wish to exit the Vendor section of EZ Maintenance, click on the Close button. 

Creating a New Vendor 

To enter a new vendor into EZ Maintenance, click on the New button at the List of Vendors window.  This 

will take you to the New Vendor Information window: 

At the top of the window are two boxes named Vendor ID and Name.  Click in these boxes and type the 

ID number and the name of the vendor respectively.  These are required fields and must be filled in to save 

the new vendor you are entering. 

At the left side of the window there are several fields that need to be filled in with the vendor’s contact 

information: 

o Address: This is where you enter the street address for the vendor.  Click in the box and type in 

the address here. 

o City: This is where you enter the city in which the vendor is located.  Click in the box and type in 

the city here. 

o State / Province: This is where you enter the state in which the vendor is located.  Select a state 

from the drop-down box by clicking on the small arrow to the side to expand the list, and then 

clicking on one of the entries in the list.  However, if you do not have the US Address checkbox 

checked, this will be a field that you can type an entry into. 

o ZIP / Postal: This is where you enter the zip or postal code for the vendor.  Click in the box and 

type in the zip or postal code here. 

o Country: This is where you enter the country in which the vendor is located.  Click in the box and 

type in the country here.  
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o Phone: This is where you enter the main 

contact phone number for the vendor.  Click in 

the box and type in the phone number here.  If 

you have the US Address checkbox checked, 

you are restricted to entering phone numbers 

of the format (xxx) xxx-xxxx where ‘x’ is a 

digit.  If it is unchecked, you can enter the 

special characters ‘+’ (plus sign), ‘-‘ (dash), 

and ‘.’ (dot), and parentheses are not required. 

o Fax: This is where you enter the main fax 

phone number for the vendor.  Click in the box 

and type in the fax number here.  If you have 

the US Address checkbox checked, you are 

restricted to entering fax numbers of the 

format (xxx) xxx-xxxx where ‘x’ is a digit.  If 

it is unchecked, you can enter the special 

characters ‘+’ (plus sign), ‘-‘ (dash), and ‘.’ 

(dot), and parentheses are not required. 

o Email: This is where you enter the main email for the vendor.  Click in the box and type in the 

email here. 

There are also two other drop-down boxes called Terms and Preferred Status.  If you have a special 

arrangement for payment and delivery with this vendor, select it from the Terms drop-down menu.  Select 

the rating you have for this vendor from the Preferred Status drop-down menu. 

To the right of the section of the New Vendor Information window where you enter the vendor’s main 

contact information is a section where you can enter additional contacts for the vendor: 

To add another contact to the list, click on the Add button.  This will pop up a window into which you 

enter information for the new contact: 
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Here you can enter: a name for the contact, their title, their address, their phone number, their email 

address, and additional information.  Just click on the fields with your mouse and type in your entries.  

When you are finished entering information for the contact, click on the OK button to accept your entries.  

If you have changed your mind and do not want to add the contact, then click on the Cancel button. 

You can also edit an existing contact by using the Edit button (to the right of the Add button).  Just select 

the contact you want to edit from the list by clicking on it and then click on the Edit button. 

At the bottom left hand corner of the New Vendor Information window is a large box called Notes where 

you can leave some notes about the vendor you are entering.  Just click in the box and type any notes you’d 

like to leave about this vendor. 

At the bottom right hand corner of the New Vendor Information window are four buttons: OK, Cancel,

Print, and Mailing Label.

Clicking on the Mailing Label button will print out a sheet of mailing labels with the vendor’s address on 

them.  Clicking on the Print button will print out the vendor information along with all additional contacts 

for the vendor. 

Click on the OK button when you are finished entering information for the Vendor.  Click on the Cancel

button if you have changed your mind and you do not want to enter the vendor. 

Editing or Deleting Vendors 

To edit the information for a vendor, select a vendor from the list at the List of Vendors window by 

clicking on it and then clicking on the Edit button.  This will open up the Modify Vendor Information 

window: 

179



The Modify Vendor Information window functions much like the New Vendor Information window.  

When you are done making changes to the vendor you are editing, click on the OK button to save your 

changes.  If you do not want to save your changes, click on the Cancel button to abort and discard any 

changes you’ve made. 

You can delete vendors as well: select a vendor from the list at the List of Vendors window by clicking on 

it and then clicking on the Delete button.  This will remove the vendor from EZ Maintenance. 

Terms 

The Terms section of EZ Maintenance is where you enter short descriptions of arrangements you have 

with your vendors for purchasing materials: 

To make a new entry, click on the New button.  This will 

pop up a window into which you will type your new terms.  

Click in the box and then type your entry.  When you are 

finished, click on the OK button to save the new terms.  If 

you have changed your mind and you do not want to enter 

it, then click Cancel.

To edit an existing entry, click on one of the terms in the list 

to select it and then click on the Edit button.  This will pop 

up a window with a box containing the entry you want to 

edit.  Click on the box and then type to make your changes.  

When you are finished, click on the OK button to accept 

and save your changes.  Click on the Cancel button to abort 

and discard any changes you’ve made. 

You can click on the Print button to print a report of all of 

the terms you currently have entered into EZ Maintenance. 

Click on the Close button to exit the Terms section when you are finished. 
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Preferred Status (Vendor Ratings) 

The Preferred Status section of EZ Maintenance is where you enter ratings you use to describe the 

vendors from whom you purchase materials and replacement parts. 

To make a new entry, click on the New button.  This will pop 

up a window into which you will type your new rating.  Click 

in the box and then type your entry.  When you are finished, 

click on the OK button to save the new rating.  If you have 

changed your mind and you do not want to enter it, then click 

Cancel.

To edit an existing entry, click on one of the statuses in the list 

to select it and then click on the Edit button.  This will pop up 

a window with a box containing the entry you want to edit.  

Click on the box and then type to make your changes.  When 

you are finished, click on the OK button to accept and save 

your changes.  Click on the Cancel button to abort and discard 

any changes you’ve made. 

You can click on the Print button to print a report of all of the 

ratings you currently have entered into EZ Maintenance. 

Click on the Close button to exit the Preferred Status section when you are finished.
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CHAPTER 7 – ADMINISTRATIVE UTILITIES 

EZ Maintenance includes some utilities that are represented by the five buttons just below the center of the 

main menu of the program: 

These buttons can be summarized as follows: 

o Preferences: Clicking on the Preferences button takes you 

to a section of the program where you can adjust certain 

aspects of how EZ Maintenance works to tailor it to your 

company’s needs.  See further down in this chapter for the 

topic “Setting Preferences” for in-depth information. 

o User Passwords: Clicking on the User Passwords button 

takes you to a section of the program where you can add, 

change, or delete existing user login names and passwords 

for EZ Maintenance.  See further down in this chapter for 

the topic “Password Maintenance” for in-depth 

information. 

o Import Data: Clicking on the Import Data button takes 

you to a section of the program where you can quickly import information about your equipment, 

vehicles, inventory and other data in Excel spreadsheet form instead of entering all these items 

into EZ Maintenance manually.  See further down in this chapter for the topic “Import Data 

Utility” for in-depth information. 

o Add User Licenses: Clicking on the Add User Licenses button takes you to a section of the 

program where you can increase the number of users that can access EZ Maintenance over your 

network simultaneously.  See further down in this chapter for the topic “Registering Additional 

User Licenses” for in-depth information. 

o About: Clicking on the About button opens up a window that shows what version of EZ 

Maintenance you have (see further down for the topic “About”).

Setting Preferences 

EZ Maintenance includes a section where you can adjust settings that affect how the program works to suit 

your company’s needs.  To access the “Preferences” section of EZ Maintenance, click on the Preferences

button on the main menu of EZ Maintenance.  This will open up the Preferences window: 

There are four aspects of the program which you can 

adjust from this window: 

o Address & Phone Format: Clicking on the 

U.S. circle restricts zip codes to the format 

xxxxx-xxxx and phone numbers to the format 

(xxx) xxx-xxxx, where x is a digit.  Clicking 

on the International circle allows you to have 

zip codes with letters and phone numbers can 

include special characters such as "+" and ".". 

o Date Format: Here you can choose in what 

format you want dates to be displayed 

throughout the application.  Click on the DMY

circle to display dates in the format day-

month-year; click on the MDY circle to 

display dates in the format month-day-year; 

click on the YMD circle to display dates in the 

format year-month-day. 

o Number of Displayed Decimal Places for 
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Equipment Usage: Here you can set the precision with which equipment usage is entered into the 

program and viewed.  For example, entering "1" allows tenths of a unit to be entered; "2" allows 

hundredths of a unit to be entered, and etc.  Click in the box and type in the desired precision. 

o Inventory Preferences: This setting allows you to set whether you want full inventory control, 

whether you want to just track prices, or whether you want to disable the inventory section 

entirely; click on one of the circles called Full Inventory Tracking, Price List Only, or None

respectively. 

When you are finished setting your preferences, click on the Close button at the bottom of the window to 

return to the EZ Maintenance main menu. 

Password Maintenance 

The Password Maintenance section of EZ Maintenance is where you can create new user passwords and 

manage existing user passwords.  You can enter this section of the application by clicking on the User 

Passwords button on the main menu of EZ Maintenance.  This will open up the Password Maintenance

window which contains a menu of buttons: 

The functions of the buttons are as follows (all of these 

except the Close button are explained in depth further 

down in this section): 

o New: Allows you to create a new login username 

and password. 

o Edit: Allows you to change the access level for 

an existing password. 

o Change Password: Allows you to change the 

password for a given user login username. 

o Delete: Allows you to delete an existing login 

username and password so that it can no longer 

be used. 

o List: Displays a summary of the existing login usernames and their corresponding passwords and 

access levels. 

o Close: Click on the Close button to exit back to the EZ Maintenance main menu. 

Creating a New Username and Password 

Clicking on the New button on the Password Maintenance window opens up the New User window 

where you enter the information for the new login username and password you are creating: 
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First you must choose the username for the new user you are creating.  Your username can contain any 

kind of characters and numbers, but it cannot contain a space.  Click in the User Name box and type in the 

username you have chosen. 

After you have chosen the username, then you must choose a password.  Like the username, it can contain 

any kind of characters and number, but it also contain spaces.  Click in the Password box and type in the 

password you have chosen.  Then click in the Verify Password box and type the password again to verify 

it. 

Lastly, you need to choose the type of access that this user has.  This enables you to limit their access to 

certain parts of the program.  To choose the access level, click on the arrow on the right side of the Access 

Level drop-down box to expand the list of user levels, and then click on the appropriate level.  Here is a 

summary of what the different user types allow: 

System Administrator No Restrictions; access to all parts of the software. 

Supervisor 

Supervisors Cannot: 

o Edit User Passwords 

o Check In/Check Out Inventory 

User 

Users Cannot: 

o Enter, Change, or Delete Inventory Items 

o Users Inherit all Supervisor Restrictions 

Once you have entered all of the information for your new user, then click on the OK button to add the new 

user.  If you have changed your mind and you don’t want to add a new user, then click on the Cancel

button. 

Changing a User’s Access Level 

Clicking on the Edit button on the Password Maintenance window opens up the Edit Access Level

window where you can change the access level for a user: 
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First you must choose the user whose access level you want to change from the User Name drop-down 

menu.  Click on the arrow on the right side of the box to expand the list of users that are currently entered 

into EZ Maintenance, and then click on the user whose access level you want to change.  Then click in the 

Password box and type the password for that user. 

Then choose the users new access level.  To choose the access level, click on the arrow on the right side of 

the Access Level drop-down box to expand the list of user levels, and then click on the appropriate level.  

See further up in this section for an explanation of the different user levels. 

Once you have chosen the new access level, then click on the OK button to add the new user.  If you have 

changed your mind and you don’t want to change the user’s access level, then click on the Cancel button. 

Changing a User’s Password 

Clicking on the Change Password button on the Password Maintenance window opens up the Change 

Password window where you can change the password for a user: 

First you must choose the user whose password you want to change from the Username drop-down menu.  

Click on the arrow on the right side of the box to expand the list of users that are currently entered into EZ 

Maintenance, and then click on the user whose access level you want to change.  Then click in the 

Password box and type the password for that user. 
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Next you must choose the new password for the user.  The password can contain any kind of characters and 

numbers and spaces.  Once you have decided upon a password, click in the New Password box and type in 

the new password.  Then click in the Confirm Password box and type the password again to verify it. 

Once you have entered the new password, click on the Save button to save your changes.  If you have 

changed your mind and do not want to change the password, then click on the Cancel button. 

Deleting a User 

Clicking on the Delete button on the Password Maintenance window opens up the Delete User window 

where you can delete a user from the program so that they can no longer log in: 

First you must choose the user whom you want to delete from the User Name drop-down menu.  Click on 

the arrow on the right side of the box to expand the list of users that are currently entered into EZ 

Maintenance, and then click on the user whom you want to delete. 

After you have selected the user whom you want to delete, then click on the Delete button at the bottom of 

the window.  If you have changed your mind and do not want to delete a user, then click on the Close

button instead. 

Viewing a List of All Users 

Clicking on the List button on the Password Maintenance window opens up the Users List window 

where you can view a list of all of the users currently entered into the program: 

187



Each row in the list represents a single user, and for each user the actual username is displayed 

(Username), the corresponding password (Password), and the access level (Access Level) and user type 

(User Type). 

Clicking on the Print button at the bottom of the window will print out a report listing all of the users.  

When you are finished here, then click on the Close button. 

Import Data Utility 

EZ Maintenance has a Data Import Utility that allows you to quickly import information about your 

equipment, vehicles, inventory and other data in Excel spreadsheet form instead of entering all these items 

into EZ Maintenance manually.  To access this feature of the software, click on the Import Data button on 

the EZ Maintenance main menu.  This will open up a window with a menu of eight buttons: 

The first six buttons represent kinds of data that you can 

import into EZ Maintenance: 

o Import Logs: Clicking on the Import Logs button 

brings you to a section of the Import Utility where 

you can import usage logs for your equipment and 

vehicles into EZ Maintenance.  See further down in 

this section for the sub topic “Importing Usage 

Logs” for in-depth information. 

o Import Equipment: Clicking on the Import 

Equipment button brings you to a section of the 

Import Utility where you can import your equipment 

into EZ Maintenance.  See further down in this 

section for the sub topic “Procedure for Importing 

Equipment Information” for in-depth information. 

o Import Vehicles: Clicking on the Import Vehicles

button brings you to a section of the Import Utility 

where you can import your vehicles into EZ Maintenance.  See further down in this section for the 

sub topic “Procedure for Importing Vehicle Information” for in-depth information. 

o Import Inventory Items: Clicking on the Import Inventory Items button brings you to a section 

of the Import Utility where you can import the materials and replacement parts from your 

inventory into EZ Maintenance. See further down in this section for the sub topic “Procedure for 

Importing Inventory Information” for in-depth information. 
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o Import Customers: Clicking on the Import Customers button brings you to a section of the 

Import Utility where you can import information on the customers from whom you maintain 

equipment and/or vehicles.  See further down in this section for the sub topic “Procedure for 

Importing Customers” for in-depth information. 

o Import Vendors: Clicking on the Import Vendors button brings you to a section of the Import 

Utility where you can import information on the vendors from whom you purchase materials and 

replacement parts into EZ Maintenance.  See further down in this section for the sub topic 

“Procedure for Importing Vendor Information” for in-depth information. 

Clicking on the View Error Log button (second from the bottom) allows you to check whether or not an 

attempt to import information into EZ Maintenance was successful or not.  See further down for the sub 

topic “View Error Logs” for in-depth information. 

Click on the Close button to return to the EZ Maintenance main menu. 

If You Are Unable to Open the Import Utility 

When you click on the Import Data button on the EZ Maintenance main menu, you may receive the 

following message: 

If you receive this message, then your copy of the program does not include the import utility.  To purchase 

the import utility, please contact your sales representative at Link It Software at (818) 574-3970. 

Using the Excel File Templates 

Included with the EZ Maintenance Import Utility are several Excel file templates in which the data you 

want to import into EZ Maintenance must be entered prior to running the import utility. These files are 

located in the folder in which you installed EZ Maintenance. This section describes the files and 

instructions for entering data into them. 

Summary of Excel File Templates 

The following table lists the filenames of the Excel File Templates along with their respective functions. 

Please note: it is not recommended that these filenames be modified by the user. 

Filename Contents 

“Equipment_Information.xls” Contains information for the pieces of equipment 

for which you would like to set up scheduled 

maintenance. 

“Vehicle_Information.xls” Contains information for the vehicles for which you 

would like to set up scheduled maintenance. 

“Inventory_Information.xls” Contains information about the items in your 

inventory. 

“Customer_Information.xls” Contains information about your customers. 

“Customer_Additional_Information.xls” Contains additional contact information for your 

customers. 
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“Vendor_Information.xls” Contains information about the vendors from whom 

you order materials. 

“Vendor_Additional_Information.xls” Contains additional contact information for the 

vendors from whom you order materials. 

Entering Data into the Excel File Templates 

In the first row of each of the Excel file templates included with the import utility is a header describing the 

abbreviations which define what kind of data can be entered into a particular field. For example, if a 

column has the header “(max 50-C)”, that means that only character (non-numeric) data will be accepted in 

that field and that a maximum of 50 characters is allowed. If data is not entered in the prescribed format, 

the EZ Maintenance import utility may not recognize the data correctly, so it is important that data be 

entered in the format indicated. Also, if you wish to delete an item from one of the Excel file templates, be 

sure that you delete the entire row and not just individual data items. 

Importing Usage Logs 

The EZ Maintenance import utility also allows importing of usage logs for equipment and vehicles. The 

following section will describe the procedure for accomplishing this as well as how to prepare the data for 

import. 

Using the “Odometer.csv” File 

Before you begin to import usage logs into EZ Maintenance, you must enter the information you desire to 

be imported into the file “Odometer.csv”. This file can be edited using Excel and is located in the folder in 

which you installed EZ Maintenance. Information must be entered in the following format, with each 

record occupying a single row, and each piece of data, such as the date, occupying a single cell: 

For Equipment: 

Date [MM/DD/YYYY], Internal Control Number [I], Odometer Reading 

For Vehicles: 

Date [MM/DD/YYYY], Vehicle Number, Odometer Reading, State, Fuel Used 

For example, if we logged in vehicle #406 in California on June 3rd, 2005 with an odometer reading of 

131,320 miles and having used 15 gallons of fuel since the last recorded log: it would be inputted into the 

“Odometer.csv” file as follows (with the commas in this case separating the individual data): 06/03/2005, 

406, 131320, CA, 15 

Note that commas are omitted from numbers entered into the “Odometer.csv” file (i.e., Fifty-five thousand, 

three hundred sixty-five is entered as 55365 and not 55,365). 

If you enter multiple logs for a single vehicle or piece of equipment, they must be entered in descending 

order according to date. If, when the import utility is processing the data in “Odometer.csv”, it encounters a 

log entry for a date that is chronologically less than the last log read by the program, it will ignore that log 

entry, although it will continue to process further entries in the file. Also, it is not necessary to have log 

entries in the file grouped together according to the vehicle or piece of equipment they refer to. And it is 

important that you do not combine log entries for equipment and vehicles into one file; they may only be all 

for pieces of equipment or all for vehicles. 

Procedure for Importing Usage Logs 

When you have entered the information into the “Odometer.csv” file and are ready to import the usage logs 

information, launch the EZ Maintenance application and use the following procedure to import this data 

into EZ Maintenance: 
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1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Logs button. 

3. Now click on the button with the ellipsis immediately to the right of the text field labeled Path. 

Then select the “Odometer.csv” file. The file and pathname you selected will appear in the 

aforementioned field. 

4. Now select whether you want to import usage logs for equipment or vehicles. Select Import 

Vehicle Usage or Import Equipment Usage depending on what type of information the 

“Odometer.csv” file contains. Once you have selected the appropriate option, click the OK button. 

5. You will receive a prompt informing you of the number of records from “Odometer.csv” that 

were imported successfully, and you will be returned to the Import Data menu. 

If you would now like to import usage logs for equipment instead of vehicles or vice-versa, delete the 

records from the “Odometer.csv” file, enter the usage logs data in “Odometer.csv” for the equipment or 

vehicles you wish to import in the prescribed format, and repeat the above procedure. 

Procedure for Importing Equipment Information 

Important: Before you begin importing any equipment via the import utility, please make sure you have 

created maintenance profiles for those pieces of equipment you would like to import into EZ Maintenance.  

Each new piece of equipment imported into the application must be assigned a corresponding maintenance 

profile. Please refer to chapter 4 “Equipment Maintenance Module”/”Equipment Module Setup”/”Entering 

Maintenance Profiles” for information on how to create maintenance profiles. 

1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Equipment button. 

3. You will now be at the Equipment Information window. Before proceeding further we must 

locate the Excel file in which the equipment information is located. To begin this, click on the 

Import Data from Excel button. 

4. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Equipment_Information”. The file and pathname you 

selected will appear in the aforementioned field. Click the OK button. You will be returned to the 

Equipment Information window. This completes locating the Excel file in which the equipment 

information is located. 

5. Now that we have located the Excel file with the equipment information, we must import this 

information into EZ Maintenance. To begin this, click the Import Data into EZM button. You 

will be taken to the Import Data into EZM window. Here equipment information can be 

imported in two ways; each piece of equipment can be imported individually, or the equipment 

can be imported in groups: 

o To import information for one piece of equipment at a time, begin by selecting the One 

Record at a Time option. Then click on the selection box labeled Internal Control No. The 

internal control numbers for the equipment listed in the Excel document will appear. Select 

the number corresponding with the piece of equipment you wish to import. Then click on the 

selection box labeled Profile Name and select the maintenance profile for this piece of 

equipment. Then click the Import button. This piece of equipment will now have been 

imported into the application. Repeat this procedure until the desired records have been 

imported into EZ Maintenance. 

o To import information for multiple pieces of equipment, begin by selecting the Group of 

Records option. Equipment can be imported in groups according to their name or their 

classification: select the appropriate option. Depending on whether you are importing by 

name or classification, click on the selection box labeled either Equipment Name or

Equipment Classification. Select the name or classification belonging to the group of 

equipment which you wish to import. Then select the maintenance profile from the Profile 

Name selection box for this group of equipment. Then click the Import button. The group of 

equipment will now have been imported into the application. Repeat this procedure until the 

desired records have been imported into EZ Maintenance. 
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Procedure for Importing Vehicle Information 

Important: Before you begin importing any vehicle information via the import utility, please make sure 

you have created service profiles for those vehicles you would like to import into EZ Maintenance. Each 

new vehicle imported into the application must be assigned a corresponding service profile. Please refer to 

chapter 5 “Vehicle Service Module”/”Vehicle Module Setup”/”Entering Service Profiles” for information 

on how to create service profiles. 

1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Vehicles 

3. button. 

4. You will now be at the Vehicle Information window. Before proceeding further we must locate 

the Excel file in which the vehicle information is located. To begin this, click on the Import Data 

from Excel button. 

5. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Vehicle_Information”. The file and pathname you 

selected will appear in the aforementioned field. Click the OK button. You will be returned to the 

Vehicle Information window. This completes locating the Excel file in which the vehicle 

information is located. 

6. Now that we have located the Excel file with the vehicle information, we must import this 

information into EZ Maintenance. To begin this, click the Import Data into EZM button. You 

will be taken to the Import Data into EZM window. Here vehicle information can be imported in 

two ways; each vehicle can be imported individually, or the vehicles can be imported in groups: 

o To import information for one vehicle at a time, begin by selecting the One Record at a 

Time option. Then click on the selection box labeled Internal Control No. The vehicle 

numbers for the vehicles listed in the Excel document will appear. Select the number 

corresponding with the vehicle you wish to import. Then click on the selection box labeled 

Profile Name and select the service profile for this vehicle. Then click the Import button. 

This vehicle will now have been imported into the application. Repeat this procedure until the 

desired records have been imported into EZ Maintenance. 

o To import information for multiple vehicles, begin by selecting the Group of Records option. 

Vehicles can be imported in groups according to their name or their classification: select the 

appropriate option. Depending on whether you are importing by name or classification, click 

on the selection box labeled either Vehicle Name or Vehicle Classification. Select the name 

or classification belonging to the group of vehicles which you wish to import. Then select the 

service profile from the Profile Name selection box for this group of equipment. Then click 

the Import button. The group of vehicles will now have been imported into the application. 

Repeat this procedure until the desired records have been imported into EZ Maintenance. 

Procedure for Importing Inventory Information 

Important: Before you begin importing inventory information via the import utility, make sure that you 

have first imported all vendor information. For instructions on how to import vendor information, please 

see further down for the sub topic “Procedure for Importing Vendor Information”. 

1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Inventory Items button. 

3. You will now be at the Inventory Information window. Before proceeding further we must 

locate the Excel file in which the equipment information is located. To begin this, click on the 

Import Data from Excel button. 

4. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Inventory_Information”. The file and pathname you 

selected will appear in the aforementioned field. Click the OK button. You will be returned to the 

Inventory Information window. This completes locating the Excel file in which the equipment 

information is located. 
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5. Now you are ready to import inventory information into EZ Maintenance. Click on the Import 

Data into EZM button. This will import all of the records for inventory information in the Excel 

file into the application. 

Procedure for Importing Customer Information 

The following is the procedure for importing your customer information into EZ Maintenance using the 

import utility: 

1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Customers button. 

3. You will now be at the Customer Information window. Here we can either decide to import 

customers or additional contacts for those customers. Please note that main customer information 

must be imported prior to importing additional contacts. Being that this is the case for most users 

who are using this utility for the first time, these instructions will proceed under the assumption 

that no main customer information has yet been imported. 

4. Click on the Main Customer option. Now we must locate the Excel file in which the main 

customer information is located. To begin this, click the Import Data from Excel button. 

5. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Customer_Information”. The file and pathname you 

selected will appear in the aforementioned field. Click the OK button. You will be returned to the 

Customer Information window. This completes locating the Excel file in which the main 

customer information is located. 

6. Now you are ready to import the main customer information into EZ Maintenance. Click on the 

Import Data into EZM button. This will import all of the records for main customer information 

in the Excel file into the application. 

7. Now that we have completed importing the main customer information into the application, we are 

ready to also import the additional contacts for those customers. Select the Additional Contacts 

option, then click on the Import Data from Excel button. 

8. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Customer_Additional_Information”. The file and 

pathname you selected will appear in the aforementioned field. Click the OK button. You will be 

returned to the Customer Information window. 

9. Click on the Import Data into EZM button. This will import all of the records for additional 

customer contacts in the Excel file into the application. 

Procedure for Importing Vendor Information 

The following is the procedure for importing your vendor information into EZ Maintenance using the 

import utility: 

1. From the EZ Maintenance main menu, click on the Import Data button. 

2. You will now be at the Import Data menu. Click on the Import Vendors button. 

3. You will now be at the Vendor Information window. Here we can either decide to import 

vendors or additional contacts for those vendors. Please note that main vendor information must 

be imported prior to importing additional contacts. Being that this is the case for most users who 

are using this utility for the first time, these instructions will proceed under the assumption that no 

vendor information has yet been imported. 

4. Click on the Main Vendor option. Now we must locate the Excel file in which the main vendor 

information is located. To begin this, click the Import Data from Excel button. 

5. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Vendor_Information”. The file and pathname you 

selected will appear in the aforementioned field. Click the OK button. You will be returned to the 

Vendor Information window. This completes locating the Excel file in which the main vendor 

information is located. 
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6. Now you are ready to import the main vendor information into EZ Maintenance. Click on the 

Import Data into EZM button. This will import all of the records for main vendor information in 

the Excel file into the application. 

7. Now that we have completed importing the main vendor information into the application, we are 

ready to also import the additional contacts for those vendors. Select the Additional Contacts 

option, then click on the Import Data from Excel button. 

8. Now click on the button with the ellipsis immediately to the right of the text field labeled Select 

the File. Then select the Excel file named “Vendor_Contact_Information”. The file and pathname 

you selected will appear in the aforementioned field. Click the OK button. You will be returned to 

the Vendor Information window. 

9. Click on the Import Data into EZM button. This will import all of the records for additional 

vendor contacts in the Excel file into the application. 

View Error Logs 

While using the import utility, whenever information is imported from Excel or imported into EZ 

Maintenance using the Import Data from Excel and Import Data into EZM buttons respectively, you 

will receive a message box prompting you to “Please View Error Log File”. There are two error log files 

corresponding with each type of information to import: Equipment, Vehicles, Inventory, Customers, and 

Vendors. One error log file records activity for importing data from Excel, and the other records activity for 

importing data into EZM. These error log files provide information on whether an import operation 

proceeded successfully. Once prompted as above after performing an import operation, you may view the 

accompanying error log file by clicking on the View Error Log button. 

A history of error logs can be viewed by entering the import utility and clicking on the View Error Log 

button. You will be taken to a window where you can choose to view log files for a variety of import 

operations. First choose whether you would like to see a report for importing data from Excel or importing 

data into EZM. Then click on the button for the type of information whose import activity you would like 

to view. A history of all of the import logs for that particular import operation will appear. 

From this same window it is also possible to clear the error logs entirely by pressing the Clear All Error 

Log button. Use this feature carefully as once the error logs are cleared, you will not be able to retrieve this 

information. 

Registering Additional User Licenses 

EZ Maintenance offers the option of purchasing additional user licenses which allow more people to use 

the software simultaneously.  To add user licenses to the software after you have purchased them, click on 

the Add User Licenses button on the EZ Maintenance main menu.  This will open the EZ Maintenance 

Registration window: 
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This window is used only for registering additional user licenses, and it is not used for registering it for a 

full install (i.e. server install) on a particular computer or for registering it for use on a workstation. 

Important: You must be connected to the internet while you attempt to register your additional user 

licenses.

When you purchase additional user licenses, you will be sent a pair of numerical registration codes, one of 

which is called the “License ID” and the other the “Password”.  You enter the License ID into the Key 

Code 1 field and the Password into the Key Code 2 fields that are in this center of this window.  Click in 

each field and enter the appropriate numerical code. 

Once you have correctly entered the codes, click on the OK button.  EZ Maintenance will attempt to 

register your additional user licenses.  If registration was successful, you will see the following message in 

the upper-left hand corner of the screen: 

Once registration has succeeded, the amount of people able to simultaneously access the software will be 

incremented by the number of additional user licenses you purchased. 

If you wish to leave the EZ Maintenance Registration window without registering any additional user 

licenses, click on the Cancel button. 

To purchase additional user licenses, call your sales representative at (818) 574-3970. 

About 

Clicking on the About button on the EZ Maintenance main menu opens up a window which gives the 

current version of the software: 
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