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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

) 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:

@) you retain no copies of the Software or any accompanying documentation
(i1) 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

Put in the CD-ROM containing EZ Maintenance

The CD should auto load the installation menu.

Click on the Install button.

Click on the Install EZ Maintenance button.

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

LR Wb e

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).

The CD should auto load the installation menu.

Click on the Install button.

Click on the Install EZ Maintenance button.

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.

kW

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>



Workstation: 1. Right click on My Computer and select Map Network Drive.
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.

0 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.



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
pt. 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:
3



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.



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 boeld 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:

Fin

EZ
Maintenance 2

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

Password Enktry

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”.



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:

i
E maintenance’

EQUIPMENT MAINTENANCE VEHICLE SERVICE

Setup Setup
Equipment To Maintain EOEOV R Vehicles to Service

Maintenance Due Customers Service Due
Print Maintenance Due List of States I Print Service Due

Maint.History i V& " I Serv. History View/Approve Edit
| Print Vehicle Service Log

Print Maintenance History

UTILITIES

PRINT BAR CODED LABELS Dratarences Tire Mileage and Rotation

User Passwords Print Tire Position Report
Serial Number
Drivers
Internal Control Number Import Data o

Repack Database Expiring Driver’s Licenses

Add User Licenses Expiring Vehicle Licenses

About

Link It =

SOFTW ARE EZ Miaintenance Software by Link R Software Corporation
© Copyright January 2002-2005 by Link R Software Corporation. Alf rights reserved.

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:

EQUIPMENT MAINTENANCE

Print Maintenance Due

Maint.History View/Approve Edit
Print Maintenance History

PRINT BAR CODED LABELS

Serial Number
Internal Control Number

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



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:

VEHICLE SERVICE

Setup

Vehicles to Service

Service Due

Print Service Due

Serv. History View/Approve Edit

Print Vehicle Service Log

Tire Mileage and Rotation

Print Tire Position Report

Drivers
e

Expiring Driver’s Licenses

Expiring Vehicle Licenses

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.

Inventory & Purchasing

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:

UTILITIES

Preferences

User Passwords

Import Data

Repack Database

Add User Licenses

About




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.

Company Info

Customers

List of States




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:

Company Name

Street Address & City, State, Zip Code
Main Phone Number

Main Fax Number

Main Email Address

Company Website URL

Company Logo (Image File)

O O O O O O O

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

Company Name ILlnk It Software Inc,

Address] |2354! Lyans Ae
Adiress? | suite 200-B
Clry ISa nta Clarita
s [or

£ip I'§1321-?561

Phoxe Mo I{E18;|-5H 3970
Fax MNe I{EE‘I »-286 0020

Email Address Isales@linﬁibsnflwale.-:nm
Wabsite Address Iwww ez-maintanance.com

Logo Select Lngn
Link It T
SOFTWARE Remave Logo

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:




5
CUSTOMER LIST LocateBy | @ custiD  Name
" Phone
Click colurmn heading to sort
Cust. ID Business Name Phone =
i Hess Machinery (555)-521 1234
2 Sim's Limo (661)-286 0046
3 Kane Confections (661)-286 0021
NEW petete | 1<) <[ > |- 1] eRINTUIST | customer Labels| cLose |

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):

Cust. ID Business Name Phone =
CL Hess Machinery (555)-521 1234
2 Sim's Limo (661)-286 0046
3 Kane Confections (661)-286 0021

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

* CustlD " Name
" Phone

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:

5
ID
b O —

COMPANY INFORMATION

Main I Other Contacts

CONTACT

BUS. PHONE | { )-

ADDRESS

BUS. FAX )

WEB |

CITY

E-MAIL |

STATE/PROVINCE
ZIPIPOSTAL CODE | -

COUNTRY [

Customer Notes | Technical Notes

0K Print | Mailing Label Cancel

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

ID
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:

Main Other Contacts
CONTACT |Bob Hess BUS. PHONE | (555) 521-1234
ADDRESS |55689 Evergreen BUS. FAX (555) 123-4567
WEB www.hessmach.com
E-MAIL hob@hessmach.com
CITY Townsville DBA
STATE/PROVINCE |IL
ZIPIPOSTAL CODE |56874-
COUNTRY [Us
| Customer Notes [ | Technical Notes
Long time customer
some equipmentis housed here

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:

Main Other Contacts
| TYPE NAME TITLE PHONE FAX -
WBiling Adam Technical Support  [(661)-286 2154 (661)-286 3322
Technical Jason Tehcnical Support  [(661)-207 9950 (661)-286 3322
~
< | [
New Other Contact Delete Other Contact |

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:

15
= ID __1
Modify Customer Info. , r——

I COMPANY INFORMATION
Main I Other Contacts
CONTACT |Bob Hess BUS. PHONE | (555) 521-1234
ADDRESS (55689 Evergreen BUS. FAX (555) 123-4567
WEB www.hessmach.com
E-MAIL hoh@hessmach.com
CITY Townsville DBA
STATE/PROVINCE |IL
ZIPIPOSTAL CODE |56874-
COUNTRY |Us
Custarner Notes ‘ Technical Notes
Long time customer
some equipment is housed here
OK Print Mailing Label Cancel

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 specity, 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 states
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 States =

mouse. Then click on the Edit button. A AK - Alaska

window will pop up prompting you to type in a AL - Alabama

new name for the state. Once you have finished AR Arkansas

making your changes, click on the OK button to ot .

. BC - British Columbia Edit

accept your changes (or click the Cancel button CA-Califomia =

to abort). CO- Colorado Delete |
o Delete button: this button allows you to delete a CT- Conneticut _ T |

currently entered state. To delete a state, first DE - District of Columbia —

select a state from the list that you would like to ELE_'F?;';":are

delete by clicking on it with your mouse. Then GA- Georgia

click on the Delete button. A window will pop HI- Hawaii

up prompting you to confirm that you indeed 14 lowa

want to delete the state. Click on the OK button D =1daho i

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:

Maintenance Due & |

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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Service & Maintenance Due Now
Select an entry and press enter or double click to see detail
y

Vehicles

Equipment Maintenance Due for Today - (0)
Equipnent Maintenance Past Due - (10)

Report

' Due Today
" Past Due
Al

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):

Equipment Maintenance Due for Today - (2)
Equipnent Maintenance Past Due - (8)

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):

Equipnment Maintenance Due for Today - (2)
... INTERNAL CONT NO | TYPE
605 | Daily
- 505 | Daily
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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):

Equipment Maintenance Past Due - (8)
INTERNAL CONT NO | TYPE | DATE DUE | HOURS LEFT
600 | Daily | 12/18/04 | 50
502 | Daily | 12/18/04 | O
102 | 30 Day | 01713705 | O
304 | 30 Day | 01/13/05 |
101 | 30 Day | 01/13/05 |
605 | 30 Day | 01/13/05 | -25
600 | 30 Day | 01/16/05 | -100
304 | Annual | 12/14/05 | 0O

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

Vehicle Serwvice Due for Today - (2)

Vehicle Service Past Due - (8)

Usage Flag: Advance Notice of Vehicle Service Due by Usage - (5)

High Fuel Consumption Vehicles - (3)

Expiring Vehicle Licenses - (5)

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):

Vehicle Service Due for Today - (2)
VEHICLE NO | TYPE
201 | Routine Maintenance
202 | Routine Maintenance

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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Vehicle Service Past Due - (8)

VEHICLE NUMBER | TYPE | DATE DUE | MILES LEFT
200 | Routine Maintenance | 01/13/05 | O

202 | Cooling System Maint | 02/12/05 | 10000

202 | Transmission Mainten | 02/12/05 | 12000

201 | Brake Maintenance | 03/14/05 | 14950

100 | Routine Maintenance | 03/20/05 | 3000

300 | Cooling System Maint | 06/18/05 | 6000

300 | Transmission Mainten | 12/09/05 | 4000

100 | Brake Maintenance | 06/07/06 | -3000

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):

Usage Flag: Advance Notice of Vehicle Serwvice Due by Usage - (5)
VEHICLE NUMBER | TYPE | DATE DUE | MILES LEFT

100 | Brake Maintenance | 06/07/06 | -3000

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):

Expiring Vehicle Licenses - (2)
VEHICLE NUMEER | LICENSE | EXPIRATION |
200 | 90yut3id | 06/20/07 |
202 | 2tup798 | 04/26/07 |

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:

[¢]

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.
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.

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”

EQUIPMENT MAINTENANCE

Setup

Equipment To Maintain

Maintenance Due

Print Maintenance Due

Maint_History View/Approve Edit

Print Maintenance History

PRINT BAR CODED LABELS

Serial Number
Internal Control Number

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

on how to create work orders for equipment maintenance.

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.

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.

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.

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 Cloese 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 Equipment Setup

perform in this section of the program:
SETUP

o Equipment Names: Clicking on the Equipment CEdlipment Names
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 Maintenance Types
into the program. See further down in this section for Materials
the sub topic “Entering Equipment Names” for in-
depth information.

o Equipment Classifications: Clicking on the Operations
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.

Equipment Classifications

Farts

Maintenance Profiles

Close

s

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 Ll

apply to each piece of equipment you enter into EZ Equipment Name =
Maintenance in order to identify what kind of ;SITE:'JEL
equipment they are. The equipment names are Sprinker
entered into the Equipment Names window: milling machine
light

: . elevator
To enter a new equipment name, click on the New =

button. This will create a blank entry at the end of New
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, Cancel |
select the one you’d like to edit by clicking on it Ok |

with your mouse and type to make the desired
change.

20



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
EQUIPMENT CLASSIFICATION

on the New button. This will create a blank
entry at the end of the list of classifications;

t}{pe the new equipment classification and then [ = Eamome claaa e ibng) 2]
hit the return key. ”
Factary
If you’d like to edit an existing equipment Warehouse
classification, select the one you’d like to edit Custamer Area

by clicking on it with your mouse and type to

make the desired change. -

If you’d like to delete an existing equipment Delete |
classification, select the one you’d like to — |
delete by clicking on it with your mouse and =

then clicking on the Delete button. Cancel |

0k
You can also print out a list of all of the ;l
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.

Maintenance Types E

MAINTENANCE TYPES

|| Maintenance Types |
B Daily
30 Day
B0 Day
a0 Day
B month
Annual

Delete I
Print I

Cancel |

Ok I

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.

U ¢

Material Number Material
HAAD AA Batteries
LB5 50 Watt Light Bulh
10W-40 40 Weight motor Oil
Pro589 5-Gallon Propane Tank
0100 Heavy Oil =
L100 Spray Lubricant
C100 Degreasing Agent (it
C101 Etching Acid

Delete

1%

Print

cancel |

0Ok

|

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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! New Inventory B

New Inventory Information

LI 02/13/2007
Preferred Yendor: _ﬂ

Item Number: ID Code 1:

Item Name/Description ID Code 2:
Inventory Type:
Equip. or Vehicle:

Manufacturer:

Unit: _ Quantity on Hand:

Minimum Level:

Cost: $0.000000
% Markup: 0.000000
Price: $0.000000

- -

Maximum Level:

Reorder Quantity:

Warehouse
Location:

| Cancel |

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.

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

Date: Enter the date on which tracking for this item began.

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.

Manufacturer: Enter the manufacturer of the item you are
entering.

Unit: Enter the name of the unit which you are using to measure
the quantity of this item (e.g. “gallons”, “bundles”).

Cost: Enter the cost per unit for this item.

% Markup: If you sell items directly out of your inventory, then
this is the extra percentage you charge the customer.

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.

Long Description: A longer and more detailed explaination of
the item.

ID Code 1: If you have another ID code by which you track an
inventory item, enter it here.

ID Code 2: If you have another ID code by which you track an
inventory item, enter it here.

Inventory Type: From the drop-down box, select whether the
item is a material, a part, or neither.

Equip. or Vehicle: Select whether the inventory item is used in
only equipment maintenance, only vehicle maintenance, or
whether it is used in both.

Quantity on Hand: Enter the quantity of the item you currently
have in your actual inventory.

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.

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.

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.

‘Warehouse Location: Enter the actual physical location where
this item is stored.



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.

|
Modify Inventory Information

Item Number: ciot ID Code 1: 000563 11

Name/Description: Etching Acid ID Code 2: A002
Date: 12/15/2004 m Inventory Type: Material

Preferred Vendor: EI EcuipsorVehidle’ T
Manufacturer: Chem Labs West

Unit: Ounces Quantity on Hand:
Cost: $25.000000 Minimum Level:

Price: $25.000000 Reorder Quantity:

% Markup: 0.000000 Maximum Level:

Long Description: concentrated Muriatic acid for ‘I:Ia"alt'"‘{‘e
metal etching. 3.5 Molar geaton.
Aquatic solution. PH: 0

Print | OK I Cancel |

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.

¢ D
Part Numb Part e
»2G Calf Elevator Support Cahle
54 ForkLift Palette Blade

New
Edit

Delete
Print

Cancel
OK

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:

|
New Inventory Information

Item Number: ID Code 1:

Item Name/Description ID Code 2:

DEIEEN 12,14/2007 Inventory Type: Replacement Part

Preferred Vendor: Equip. or Vehicle: Equipment

Manufacturer:

Quantity on Hand:

(=
=
=

Cost: $0.000000 Minimum Level:

% Markup: 0.000000 Maximum Level:
Price: $0.000000 Reorder Quantity:

‘Warehouse
Location:

Long Description:

Print OK Cancel |
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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. ID Code 1: If you have another ID code by which you track an
Although you can enter any characters into this field, it is inventory item, enter it here.

recommended that you choose a brief code that consists of only

letters and digits.

Name/Description: Enter a name or a short description of the ID Code 2: If you have another ID code by which you track an

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

from whom you prefer to order this item. For a vendor to be a only equipment maintenance, only vehicle maintenance, or

selection here, you must have entered them into the Vendors whether it is used in both.

section of EZ Maintenance.

Manufacturer: Enter the manufacturer of the item you are Quantity on Hand: Enter the quantity of the item you currently

entering. have in your actual inventory.

Unit: Enter the name of the unit which you are using to measure Minimum Level: Enter the lowest quantity of this item you want

the quantity of this item (e.g. “gallons”, “bundles”). 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 =~ Reorder Quantity: Enter the quantity in which you want new
this is the extra percentage you charge the customer. 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, Warehouse Location: Enter the actual physical location where
the full price you will charge a customer if you sell them the item  this item is stored.
directly from your inventory.
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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|
Modify Inventory Information

Item Number: 2G Cab ID Code 1:

Name/Description: Elevator Support Cable ID Code 2:

Date: 12/14/2004 CActive | Inventory Type: Replacement Part
Preferred Yendor: Staples EI Equip. or Yehicle: Equipment

Manufacturer:

Unit: Quantity on Hand: 400.0
Cost: $15.000000 Minimum Level: 400.0

% Markup: 0.000000 Maximum Level: 200.0
Price: $15.000000 Reorder Quantity: 400.0

Long Description: 2 Guage, Braided Steel. Warshouse Section A, Isle 5, Tier 2

Print 0K Cancel |

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 OPERATIO
and descriptions for operations you perform
during maintenance events. The operations Operation Name ion Description |+
. . . Inspect Support Cables |Memo
are entered into the Equipment Operations Tl .
window: Test Sprinkler head Merno
Perform Load Test Mermna
. ) Replace Internal Lightinl Memao New
To enter a new operation, click on the New Update Computers__|Merna =
. . i Delets
button. This will create a blank entry at the HRen ave Pk LT Dageqienno i
. R eck Propane Tank  |Memo Print
end of the operations list; type the new Check Light Merna 2
operation name and then hit the return key. S
OK
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 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: MAINTENANCE PROFILE

o Create a New Maintenance Profile: Locate
Click on the New button to start

creating a new maintenance profile. Erofite Hame

Elevatar

See further down in this section for the Computer
Fork Lift
Ceiling Spotlight

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:

MAINTENANCE PROFILE

No. of Days

New Detail

Edit Detail

Delete Line l

Cancel I Ok |

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.

Type No. of Days Comments =
30 Day 30
Daily 1
Annual 365

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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MAINTENANCE PROFILE DETAIL

Maintenance Frequency
According to Elapsed Time According to Usage

evry IR = o e

Materials Operations Parts to Maintain

Material Number Material i [l

ey
Delete

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.

Materials I Operations l Parts to Maintain
Material Number Material Quantity =
10W-40 v ||40 weight motor Ol 30
LBS v ||50 Watt Light Bulb 1.0

New
— Delete I
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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:

Materials Operations Parts to Maintain
Sequence No. Operation Name Operation Description -
1 Replace Rollers v Mema
2 Perform Load Test v Memao

New
M 3 Inspect Support Cahles v Memo ||
Delete I

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:

Materials l Operations Parts to Maintain
Part Number Part I;
2G Cah _~||Elevator Support Cable
54 3 Hydraulic Doar

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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\ Materials or Operations report |

Choose one of the options

 Materials
" Operations
" Parts

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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MAINTENANCE PROFILE

Profile Name : 0408
UL L Standard Maintenance for a Forklift

Type
30 Day
Daily
Annual

New Detail

Edit Detail

Delete Line |

Cancel I

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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Equipment Listing

yp

Equipment ClassfFilter : Equipment Name
_j " Internal Contral No.
Leave Blank To View all Classes " Mfr. Serial No Locate I

C Internal Control No. l
" Mfr. Serial No

. Locate
i

Name, Profile (internal Control Number| M. Serial Number Classification |~
elevator Elevator 304 Kif76753 Customer Area
Forklit Fork Lift 600 h587-g Warehouse
computer Computer 101 Office
cormputer Computer 102 Office
Forklit Fork Lift 605 hj567-f Factory
light Ceiling Spotlight) 502 Factory
light Ceiling Spotlight| 505 ged450 Warehouse
New Edit Print Usage Log Print Log Close

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:

Equipment Name)| Profile internal Control Number|Manufacturer Serial Number | Equipment Classification |~
elevator Elevatar 304 kif76753 Custamer Area

Forklift Fork Lift 600 h587-g Warehouse

computer Computer 101 Office

computer Computer 102 Office

Forklift Fork Lift 605 hjs67-f Factary

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:

Equipment ClasskFilter :

g

Leave Blank To View all Classes

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:

% Equipment Name |
" Internal Contral No.

" Mir. Serial No Locate |

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:

" Internal Control No.j

" Mfr. Serial No
' : 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:

5
quip D
Internal Control No.: [305 Start Date : [oznomo07
Mfr. SerialNo.  : [Ki76753 Stacting 1izane 20000
auio D otio Maintenance Profile : |Elevalor 3

Name : elevator el Description : | Standard Maintenance for inc

Brand : Liftronic

Model : |Tubo1500 Commeits.s |1U Person capacity, in main customer lobhy area

c 10 Person

Covachy; D 0110172010 T ] 3000 1bs

Classification : I Customer Area T
~ - ed Yes Desig 0 Passenger
Unit Location : Main Lobby
P - 30 Day f Annual
Customize Captions
3 v
Type Elapsed Time Freq (Days) |Usage Frequency (Hrs)[ =«
30 Day 30 300. geproduce | | pim |
Annual 365 3000,
Delete Ccancel
— Ok

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.

Internal Control No.: [305
Mfr. SerialNo.  : [kii76753

Below those two fields are six others called Name, Brand, Model, Capacity, Classification, and Unit
Location:
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Name : |elevator -
| Liftronic

Brand

Model : |Turbo1500

Capacity : |1D Persan

Classification : l Customer Area :]

Unit Location : |Main Lobhy

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:

Start Date 5 | 021612007

Starting Usage [ 0.0

Maintenance Profile: | Z]

Description . |

o The Start Date ficld 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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o 10 Person capacity, in main customer lobby area

Below the Comments box there are six fields and below that and a Customize Captions button:

" TETOE A E GO 0170172010 g b 3000 ths
Certified? V| Passenger

Inspection Sche KN Day/ Annual

Customize Captions

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:

Equipment Custom Captions

Enter caption for first label : Warranty Date
Enter caption for second label: | LEGUANED]
Enter caption for third label : Certified?

Enter caption for fourth label : Designation

Enter caption for fifth label : Inspection Sche

Enter caption for sixth label :

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:

e ]

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:

Type Elapsed Time Freq (Days) |Usage Frequency (Hrs)| =
30 Day 30 0.00000000
Annual 365 0.00000000

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:

Reproduce I Print |

Delete | Cancel |

Ok |

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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\ Edit Maintenance Requirements 1]

quip D - -
Internal Control No.: | 204 Start Date B |12,1 /2004
M. Serial No. = |Kif76E753 Starting Usage | 0.0

Maintenance Profile : [F1=/10- |
q D Des ptio

Name : |elevator x I fonlng
Brand : |Lironic

Comments : Ih 0 Person capacity, in main customer / lobby area

Model : |Turbo1500

Capacity: |10 Person Afanty Date S Ry RTI 103000 Ibs
Classification : ICustomerArea [ ertined Yes Designatio Passenger
Unit Location:  [iyain Lobby peciic < [30 DayAnnual

Customize Captions
3 v

Type Elapsed Time Freq (Days) |Usage Frequency (Hrs)| =

30 Day 30 0.00000000 -

Annual 365 0.00000000 M] E'_'“'I
Delete cancel |

. o |

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:

40



Internal Control No. : Name  [Forkit |
— |
[Date Meter Usage (Hrs.) ILogged By Operator Job Notes. =
12114104 0 0.0
12114104 110 10, Etic Re-Stacking noise noted
12116/04  [15 5 Etic loading
01/03/05 7 2] Adam tacki Palette blade needs check
02/20/07 22, 5 Adam loading
-
4 »
Delete Print Cancel 0K

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:
Date Meter Usage (Hrs.) Logged By (Operator [Job Notes -
12/14i04 0.00000000 0.0
12/14i04 10.00000000 10.0|manager Eric Re-Stacking Squeeking noise noted
12/16i04 15.00000000 5.0|manager Eric loading
01/03/05 17.00000000 2.0{manager Adam re-stacking Palette hlade needs check
02/20/07 22.00000000 5.0|manager Adam loading

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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Int. Control Number [605

Date

Last Meter Reading Houre Current Meter 32.0 Hours Usage 10.0 Hours

Operator

Notes

0212012007

|Jason Job [jgading

No incidents to reporll

Cancel
OK

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:

[¢]

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.

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.

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.

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.

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.

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.
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:

Usage Log

Start Date S DV prilirs
End Date s iy Fi il

Glog |

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 Clese 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 - DY Equpimen:
button takes you to a section of the program where By Date
you can view maintenance due where all maintenance

events are grouped together based on what piece of By Usage
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

Close
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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:

Maintenance Schedule

By Date

By Usage

Close

Click on the By Equipment button to view maintenance due by equipment. This will open up the
Maintenance Due Sorted by Equipment window:

Due Sorted By Equip =
UK ORD R
& Equi Name
" Internal Control No. " Internal Contral No.
" Mfr. Sr. No. o N
" Maintenance Profile Locate |
Reports
Name | Internal Control No. Classificati Customer B
MForkit 600 \Warehouse 2  Full Report Print
Forkif 605 Facto 2 ¢ Materials Selected
Y 0 2 e
computer 101 Office 1  Parts Work Orders
computer 102 Office 1
elevator 304 Customner Area 3 Select AlWOs | Unselect AllWOS
light 502 Factory 3
Work 0 Frequency Next Due Frequency Hours Till Next &
Order No. [[3 AssignedTo Maintenance Type (Days) Date (Usage) WMaint.
6 [} Annual 365 12/14105 0.0 0.0
) 8 =] 30 Day 30 01713105 50.0 50.0
T Daily 1 12115104 50.0 50.0
=

New Unscheduled Work Order |  Create Edit Work Order | Assign Work Orders l Print List Calendar | Close I

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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Equipment Name | Internal Control No. Classification Customer B
» Forklift 600 Warehouse 2
Forklift 605 Factory 2
computer 101 Office 1
computer 102 Office 1 -
elevator 304 Customer Area 3
light 502 Factory 3 v

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:

‘ 'EE’qlrJiipment Name
" Internal Control No.

" Mifr. Sr. No.
" Maintenance Profile| Locate |

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. Ifthere 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:

" Internal Control No.
" Mfr. Sr. No.

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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Work p'::ﬂ Assigned To Maintenance Type Frequency Next Due Frequency Hours Till Next -

Order No. il {Days) Date {Usage) Maint.
L ™ |ravi Annual 365 12/14/05 0.0 0.0
8 I |Jeny 30 Day 30 01/13/05 50.0 50.0
O Daily 1 1215104 50.0 50.0

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:

Reports

& Full Report

Print
" Materials o

Selected
Work Orders

(" Operations
g Parts

Select AllWOs | Unselect All WOs

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 A1l 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:

Maintenance Schedule q

By Usage

Close

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

! Maintenance Due Sorted By Date x|

" Mir. Serial No.

€ Intemal Control No. Locate

" Work Order Number|

Reports Select Work Orders To Print
" Mir. Serial N @ FullReport | | gy
3 lect All WOs Print
 Internal Control No. aaatale Selected
o Operations
Work Order Number 2 Pgns AllWOs | Work Orders
Click column heading to sort
INext Due Date| “‘:""g'" 5 2 Assigned To L ﬁ:"ml Mfr. Serial No. i i Type Fr:g:;cy E
o 121504 [ 605 hj567-1 Forklift Daily 10
12/17/04 10 T~ |Jason 505 geds0 light Daily 10
12/18i04 O 600 h587-g Forklift Daily 1.0
12/18/04 El T [Eric 502 light Daily 1.0
0171305 [ 102 computer 30 Day 30.0
01/13/05 8 ™ [Jason 304 KIT6753  |elevator 30 Day 300
01/13/05 & T [dudith 101 30 Day 300
01/13/05 [ 605 hj567-f Forklit 30 Day 30.0
01/16/05 [ T [Eric 600 h587-g Forklift 30 Day 30.0),

New Unscheduled Work Order Create Edit Work Order | Assign Work Orders Print List ] Calendar ] Close |
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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:

Next Due Date| Nllv:llll(l)).el < % Assigned To i (’:'((:l.ﬂlol Mfr. Serial No. [Equij Name| Mait Tvpe Fl:zg:;:)cy =
of 1211504 B8] 605 hj567-f Forklift Daily 1.0
10 ™ |Jason 505 ged5s0 light Daily 1.0
] 600 h587-g Forklift Daily 1.0
9 ™ |Eric 502 light Daily 1.0
r 102 computer 30 Day 30.0
8 [ |Jason 304 kif76753 elevator 30 Day 30.0
7 ™ |Judith 101 computer 30 Day 30.0
O 605 hj567-1 Forklift 30 Day 30.0
6 I~ |Eric 600 h587-g Forklift 30 Day 30.0]

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  Mifr. 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:

* Mfr. Serial No.

" Internal Control No. Locate |

| T Work Order Number|

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:

" Mifr. Serial No.
" Internal Contral No.
| © Work Order Number

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:

Reports Select Work Orders To Print
@ FullReport | I gejact AlWOS Print
" Materials selected
(" Operations
 Parts Unselect All WOs | Work Orders

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 A1l 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 Cloese button:

Maintenance Schedule )

By Date

By Usage

Close

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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{ Maintenance Due Sorted By Usage

WORK ORDERS

€ Internal Control No.

" Work Order Number|

ocate

Reports Select Work Orders To Print
© Mfr. Serial N
@ Full Report 2
" Internal Control No. e Select AlWOs Print
" Work Order Number iOrsrations Selected

© Pants  nselect Al wos | Work Orders

Hours Left

Frequency |4

Assigned To Mfi.Serial No. |Int. Control No. i i Type (Hours)

W.0.
Number

-2.0

hj567-f 605 Forklift 30 Day 50.0

h587-g 600 Forklift Daily 8.0

o
[m] hj567-1 605 Forkiift Daily 8.0
|} 502 light Daily 24.0
[m] yedsl 505 light Daily 24.0
[m] b587-g 600 Forkiift 30 Day 50.0
[m] K76753___ |304 elevator 30 Day 300.0
! k76753 [304 elevator Annual 3000.0
=

101 computer 30 Day

3000.0]

New Unscheduled Work Order Edit Work Order | Assign Work Orders | Print List Ica!emiu I gnsel

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:

Hours Left "mg;[ P:::n Assigned To Mfr.Serial No. (Int. Control No. i Name|Mail Type F';n)‘:ﬁ';?y =
-2.0 r hj567-1 605 Forkiift 30 Day 50.0
20 T b587-g 600 Forkiift Daily 8.0
8.0 T hj567-f 605 Forkiift Daily 8.0

240 T 502 light Daily 240

24.0 T gedsl 505 light Daily 240

44.0 T b587-g 500 Forkiift 30Day 50.0

160.0 T KTB753___ |304 elevator 30Day 300.0

2860.0 T KTE753__ |304 elevator Annual 3000.0
3000.0 r 101 computer 30 Day 3000.0)
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 MIfr. 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:

g

¢ Internal Control No. Locate |

" Work Order Number

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:

" Mifr. Serial No.
" Internal Contral No.
| C Work Order Number

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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Reports Select Work Orders To Print

@ Full Report Select All WOs Print
" Materials Selected
" Qperations

| ~ Parts B unselect Allwos | Work Orders

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 A1l 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:

Modify Or Close Equipment Maintenance Work Order N

Work Order Work Order No. F
Equipment | Customer
Equipment: | elevator Brand: Liftronic Location: |Main Lobby Equipment Reference Notes:
Internal Control No. : 304 Model: | Turbo 1500 Log Usage meter Reading: To be used only in
Manufacturer Serial No.: [ire7sa Capacity: Im Person 0.0 warehouse area.
Notes: v |Ensure cable checking Actual
Exceptions: [ [\yogifications o the standard pr Combletion Date: 0312412007 [02r2272007
Performed By: manager Days since last service: I 30 I
Bpproved By: - - Usage Meter I 0.0 | 0 L it
3 ANAGER

bl Usage since last service 0 I 0.0 03/24/2007
Assigned To: Jerry v| T~ Work Order is Closed
Total Labor (lrs): 2.0 Parts and Materials Cost: 46.0 Reports
Labor Cost: Equipment Down Time(hrs): i i

=L i re) 25 i Full Report
" Materials -
Maintenance Profile: I Elevator No. of Days:  Operations Print
-
Maintenance Type: ] 30 Day 30 Parts
Materials I Operations | Parts Edit...
Material No. Name Quantity
LBS 50 VWatt Light Bulb 2.0
10W-40 40 Weight motor Oil 50

H Cancel Ok H

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 No. I a

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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Equipment: [ elevator Brand: ILIﬂronic Location: |Main Lobby Equipment Reference Notes:

Internal Control No. : 304 Model: |Turbo 1500 Log Usage meter Reading: To be used onlyin

Manufacturer Serial No.: [\i75753 ~ Capacity: W ) warehouse area.

Equipment: This field displays the equipment name (i.e. the type of equipment)

Internal Control No.: This field displays the internal control number.

Manufacturer Serial No.: This field displays the manufacturer serial number.

Brand: This is the brand of the piece of equipment.

Model: This is the model name.

Capacity: This is the capacity for the piece of equipment.

Location: Where the piece of equipment is located.

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.

O O O O O O O O

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:

CUSTOMER NAME Sim's Limo |
ADDRESS [55874 Lakeview Dr CITY [Frazier Park | STATEIPROVINGE |CA |
ZIPIPOSTAL CODE [94621- |counTry [Us

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:

Notes: v IEnsure cable checking

Exceptions: [v |M0diﬂcations ta the standard pr
Performed By: Imanager

Approved By: lw ANAGER

Assigned To: IJerry Z|

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:

Scheduled Actual
Completion Date: I 0372412007 I 0272212007

Days since last service: | 30 ||
Usage Meter | 0.0 | 30.0
Usage since last service | 0.0 |

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:

| 0372412007

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:

Total Labor (hrs): I 2.0 Parts and Materials Cost: | 46.0

Labor Cost: | 50.0 Equipment Down Time(hrs): | 25

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).

Maintenance Profile: | Elevator No. of Days:

Maintenance Type: I 30 Day I 30

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:

Materials Operations Parts
Material No. Name Quantity
LB5 50 Watt Light Bulb 20
10W-40 40 VWeight motor Qil 5.0

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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Materials Operations Parts

Sequence No. Operation Name Operation Description =
1 Replace Rollers Mema
2 Perform Load Test Memo

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:

Materials Operations Parts
Part Number Part Quantity
2G Cab Elevator Support Cahle 1.0

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:

Reports

| Full Report
" Materials :
" Operations Print

_ " Parts

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:

I~ 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:

Maintenance Details E

Maintenance Details

Maintenance Profile: |Elevalol A | 16
Maintenance Type: ]Annuaf Int. Control I 304

Materials I Operations [ Checklist of Parts to Service

[ material Number Material Ouantity [~

o[ 1ow-40 40 Weight motor Oil 3.000000
50 Watt Light Bulb 5.000000

I

I

"u

Delete Ok Cancel

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.

Materials Operations I Checklist of Parts to Service
Material Number Material Quantity —
o 10vy-40 40 Yeight motor Oil 3.000000 New
LBS 50 Yvatt Light Bulb 5.000000
Delete |

: Ma

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:

Materials Operations Checklist of Parts to Service
Sequence Number Operation Operation Description —
» 1|Replace Rollers Memo New I
2|Perform Load Test Memao
Delete |

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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Materials Operations Checklist of Parts to Service

Sequence Number Operation Operation Description 2
) 1|Replace Rollers Merno | New
2|Perform Load Test Memao

Delete |

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:

Replace ?

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:

New Equipment Maintenance Work Order

W0|'|( I]l‘der Work Order No.
internat controt No.: 304 7| Brand: |Liftronic Location [ Main Loby
Manufacturer Serial No,| Ki76753 j Modek:[Turbo 1500 li(ull:))en:ol: ?:;::;ce Notes
[Equi elevator Capacity: | 10 Person customerarea
Notes : v ]Replace light bulb
Exceptions: [ ]Mndiﬂcations to the standard procedures n Actual Maintenance Date : 02/262007
Performed By: |manager
Approved By: Imm IAGER [~ Closed
Total Labor (his): 1.00 Parts and Materials Cost: 26.00000000000
Labor Cost: $40.0000 Equipment Down Time (hrs): 0.00
Maintenance Profile : ] Elevator L] Type: | Annual %
Materials I Operations | Parts
Material No. M ial Quantity b=
10w-40 40 Weight motor Oil 3.000000 Edit...
LBS 50Watt Light Bulb 1,000000
~
Cancel Print Ok

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 No.

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:

Internal Control No.: |04 j Brand: | Lifronic Location:IMain Lobby

Manufacturer Serial No.| /775755 | Modek:| Turbo 1500

Equipment Reference Notes
2 10 person capacity,
Equipment: | elevator ke I 10 Person Icustomer area

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:

Equipment: This field displays the equipment name (i.e. the type of equipment).

Brand: This is the brand of the piece of equipment.

Model: This is the model name.

Capacity: This is the capacity for the piece of equipment.

Location: Where the piece of equipment is located.

Equipment Reference Notes: Any comments entered about the piece of equipment will be
displayed here.

O O O O O O

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:

Notes: ¥ |Replace light bulb

Exceptions: [ |Modifications to the standard procedures n

Performed By : ]manager

Approved By: ] IAGER

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 (A ctual
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:

Total Labor (hrs): 1.00 Parts and Materials Cost: 26.00000000000
Labor Cost: $40.0000 Equipment Down Time (hrs): 0.00
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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:

Maintenance Profile : | o0 EI Type: [Annual L]

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:

Materials Operations Parts
Material No. Material Quantity =
10w-40 40 Weight motor Oil 3.000000
LB5 50 Watt Light Bulb 1.000000

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:

Materials Operations Parts
Sequence No. Operation Operation Description -
1 Replace Rollers Memao
2 Perfarm Load Test Memo

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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Materials Operations Parts

26 Cahb Elevator Support Cable 1.0

:”I Part Number Part Quantity
Il
Il
I

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:

Maintenance Details

Maintenance Details

Maintenance Profile: I Elevator WO =
Maintenance Type: | ~Annual Int. Control # | 104

Materials I Operations ] Checklist of Parts to Service

Material Number Material Quantity |~
10W-40 40 Y¥Weight motor Oil 3.000000
50 Yatt Light Bulb 5.000000

u

Delete Ok Cancel

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.

Materials I Operations I Checklist of Parts to Service
Material Number Material Quantity |~
ol 10vy-40 40 Yeight motor Oil 3.000000 New
LBS 50 Yvatt Light Bulb 5.000000
Delete |

: Ma

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:

Materials Operations Checklist of Parts to Service
Sequence Number Operation Operation Description -
W 1|Replace Rallers Mema | New |
2|Perform Load Test Memo
Delete |

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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Materials Operations Checklist of Parts to Service

Part Number Part Replace ? Oty 2
| 2G Cab Elevator Support Cahle Replace 1,UUUUD| New

Delete

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:

Replace ?

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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Modify Or Close Equipment (Existing) Maintenance Work Order E

Work Order Work Order No. 12
Equipment Customer
Equipment | elevator Brand: |Llﬂronic Location : ]Main Lobby Equipment Reference Notes
Internal Control No. : |304 Model: ITurbo 1500 Log Usage meter Reading: 10 person capacity, customer
Manufacturer Serial No.: |kif75753 Capacity: lm Person 0 ared
Notes: ¥ [Replace light bulb AL
Exceptions: ¥ [odifcations to the standard pri  Completion Date: [ [0212672007
Performed BY: [manager Days since last service: I ] ]
o Dr WA AoER Usage Meter I 0.0 ] #Sun O ude
Lo P b Usage since last service [ | 02/26/2007
Assigned To: 1T~ Work Order is Closed
Total Labor (hrs): | 1.0 Parts and Materials Cost: | 41.0 Reports
Labor Cost: 40,0 Equipment Down Time (hrs): 0.0 & Full Report
" Materials _
Maintenance Profile : ] Elevator No. of Days: " Operations | Print Selected
C Parts
Maintenance Type: |Annua| 0
Materials I Operations | Paits Edit...
Material No. Name Quantity =
T0W-40 40 Weight motor Oil 30
LBS 50 Watt Light Bulb 1.0
T

| Cancel Ok |

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):

[~ Closed

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:

[~ 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:

@ Mir. Serial No.

€ Internal Control No. Locate

| Work Order Number,

= Reports Select Work Orders To Print
;‘ M. Serial No. ,— @ Full Report N
Internal Control No.  Materials Select Al WOs Print
" Work Order Number o Selected
o Unselect AllWOs | Work Orders
5 .
——— °%
Ne;ta‘Deue ;‘:;’;;::‘ N:l.l(l:'e( Equipment Name L& ﬁ:“ml Mfr. Serial No. | Maintenance Type Assigned To g =
12/15/04 50.0 3 Forklift 605 hj567-f  |Daily ravi -~
12/17/04 0.0 light 505 geds50 Daily -
12/18/04 50.0 Forklit 600 h587-g Daily EiE
W 1218104 0.0 8 light 502 Daily Manager -~
01/13/05 0o 7 [computer 102 30 Day Jeny I ™
01/13/05 0.0 elevator 304 76753 |30 Day =T
01/13/05 0.0 computer 101 30 Day i | r -

Print List Close I

Notice that in the center of the window you can see the list of all upcoming and overdue maintenance
events:

Neg‘ a‘Deue : :;:r;;’ii::‘ ngér Equipment Name ot ﬁ:"nm Mfr. Serial No. | Maintenance Type Assigned To T o =
12115104 500 6 Forklitt 605 hj567-f Daily ravi b [
1217104 0.0 light 505 geds0  [Daily =
12118104 50.0 Forklitt 600 h587-g Daily e [

ol 12118104 0o 8 light 502 Daily Manager I [
01/13/05 0o 7 computer 102 30 Day Jerry 1= v
01113105 00 elevator 304 kif76753 30 Day I [
01113105 0o computer 101 30 Day b r -

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
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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:

& Mir. Serial No.

" Internal Control No. Locate |

" Work Order Number

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:

" Mfr. Serial No.
" Internal Contral No.
| Waork Order Number

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:

Reports Select Work Orders To Print
@ FullReport | | seject AIWOs | Print
" Materials
" Operations Selected
| C Parts | |Unselect Al WOs Work Orders

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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i Projected Maintenance Calendar E =10 5]
The Calendar display jected maint only. ~
44| 4| December04 | p »I

Woark Orders in pro'gress will not appear here.
Su Mo TuWe Th Fr Sa

Equipment Maintenace

12 3 4

Next Due |Equipment Type Inte] = 5 6 7 8 911
12118i04 |light Daily 502 12 13 14 15 16 17 18
12118i04 | Forklift Daily 60C ' 19 20 21 22 23 24 25

Icoi

726 27 28 29 30 31

Notes:

Forklift maintenance must be
completed today.

‘ Saturday, Dec. 18 Done

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:

Equipment Maintenace

Next Due |Equipment |Type Inte| =~
12118/04 |light Daily a0z
12118/04 |Forklift Daily 60C

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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A «I 4| December 04 I )l»l
41 SuMo TuWe Th Fr Sa
| 4
49 12 3 4
50085 6 7 8 9 1011
51112 13 14 15 16 17 18
52119 20 21 22 23 24 25

1126 27 28 29 30 31

9

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:

! Go To a Date x|

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:

Notes:

Forklift maintenance must be
completed today.

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.
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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 Start Due Date
Due Date will be shown on the report, and no maintenance
events that come after the value typed in End Due Date will be End Due Date
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:

approval

Work Order Record Approval

Locate

% Mfr. Serial No.
" Internal Control No. Locate

 Work Order Number,

olurmn he

| [t Serial No] Equipment [Work Order No. Assigned To Int.Control No.| _Profile App. By
Forklit 2 Manager 12i17/04 |600 Fork Lift MANAGER
b587-g Forklit Manager 12117104 (600 Fork Lift MANAGER
hj567-f Forklit Jerty 12/17/04 |605 Fork Lit MANAGER
light Manager 1217104 |502 Ceiling Spot| MANAGER
hj567-1 Forklit Jerty 02/27/07 |605 Fork Lift MANAGER
light ravi 02/27/07 |502 Ceiling Spot| MANAGER

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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[Mfr.Serial No. i Work Order No. i To Mn.Date [Int.ControlNo.| Profile | Location | App.By |4}

h587-g Forklitt 2 Manager 12/17/04 |600 Fork Lift MANAGER
h587-g Forklift 3 Manager 12117104 (600 Fork Lift MANAGER
hj567-f Forklift 4 Jerry 12117104 (605 Fork Lift MANAGER
light 5 Manager 12117104 (502 Ceiling Spot] MANAGER

hj567-f Forklift ] Jerry 0227107 605 Fork Lift MANAGER
C light 7 ravi 0227107 (502 Ceiling Spot] MANAGER

For each closed work order in the list, there are the following data items (going from left to right):

o  Mifr. 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:

& Mir. Serial No.

" Internal Control No. Locate |

O Work Order Number|

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:

m‘l’ﬂmﬂ%

Equipment : | elevator Brand: |Liftronic
Manufacturer Serial No.: [(j76753 Model: | Turbo 1500
Maintenance Date : |02/27/2007 Capacity: |10 Person
Internal Control No.: |304 Performed By : |manacger

Location : Approved By: | MANAGER

Assigned To: [ -, v
Notes : Ensure cable checking
Equipment Reference Notes
Exceptions : | Modifications to the stanc 10 person capacity, main lobby customer
area
Scheduled Maintenance Date : |02/28/2008 Totalllabor (rs): '—25
Actual Date: 53712007 Labor Cost: 400
Customer ke Confections Materials Cost : 26.0
Usage Meter 150.0 Equipment Down Time (hrs) : 3.0
Profile : |Elevator
Type: |Annua| v Closed
Next Maintenance Due : |02/27/2008 How Often: 365
@ Full Report
~ " Materials Print OK
View Details || ~ Operations Prin F—
Llgals =

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 No. :
11

Below that are several fields giving information about the piece of equipment for which this work order
was created:

Equipment : { elevator
Manufacturer Serial No. : I Kif7TBT53

Brand: ILIﬂrnnic
Maintenance Date : |032/27/2007

Internal Control No. : |3u4 Model: |Turbn 1500

Location : | Capacity: |1IZI Person

o Equipment: This field displays the equipment name (i.e. the type of equipment).
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Manufacturer Serial No.: This field displays the manufacturer serial number.

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.

Internal Control No.: This field displays the internal control number.

Location: Where the piece of equipment is located.

Brand: This is the brand of the piece of equipment.

Model: This is the model name of the piece of equipment.

Capacity: This is the capacity for the piece of equipment.

o O

O 0O 0O O O

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.

Performed By : Imanauer
Approved By: |MANAGER

Assigned To: I‘_|,9,,<,‘,- j

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:

User Name | IGEGELEL

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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Equipment Reference Notes

10 person capacity, main lobby customer
area

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:

Scheduled Maintenance Date : |02I28!2008

Actual Maintenance Date : I 0212712007

The Customer field displays the ID of the customer for whom you are servicing this piece of equipment.

Customer Kane Confections

The Usage Meter ficld displays the total amount of usage hours that have been logged to this point:

Usage Meter 150.0

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.

Total Labor (hrs): | 25

Labor Cost: | 40.0

Materials Cost : | 26.0

Equipment Down Time (hrs) : | 3.0

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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Profile : | Elevator

Type: |Annua| v Closed

Next Maintenance Due : | 0272772008 How Often: 365

At the bottom of the window is a print function that allows you to print the closed work order:

& Full Report
. " Materials ] OK
View Details || ~ o0 rations Print —C'mcel
" Parts ‘ =

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:
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Maintenance Details =

Maintenance Details

Maintenance Profile: | Elevaior WO = "
Maintenance Type: IAnnual Int. Control # | 104

q I List of Operations l Checklist of Parts to Service

Material Number Material Name Quantity |~
10W-40 40 Weight motar Ol 3.000000
LB5 50 Watt Light Bulb 1.000000

New'

Delete

"u

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:

Maintenance Profile: [ (vaior WO #: | 11
Maintenance Type: l Annual Int. Control I 304

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:

Materials Required | List of Operations I Checklist of Parts to Service
Material Number Material Name Quantity [~

10W-40 40 Weight motor Oil 3.000000 New

LBS 50 Vatt Light Bulb 1.000000

Delete

« Fa

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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Materials Required List of Operations Checklist of Parts to Service

Sequence Number Operation Name Operation Description -

Replace Rollers Memo New

Perform Load Test Memao
Delete |

%)

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).

Materials Required ] List of Operations Checklist of Parts to Service

Part Code Part Description Serial No. |~

26 Cab Elevator Support Cable New
Delete

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:

i Maintenance of selected equipmen :

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 Internal Control No. : I :I

number for that piece of equipment.

Notice that in this window are two drop-down
boxes called Internal Control No. and Manufacturer Serial No.: I— :‘
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 Ok | Cancel '
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

PRINT BAR CODED LABELS

button, namely the Internal Control Number button, takes you to Serial Number

a section (?f the program where you can print qut bar cod&?d labels T
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. Bor Code Label

You can print a sheet(s) containing one label for each
piece of equipment, or you can print a single label for a Print Serial Number
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 & Print All
the sheet(s) containing one label for each piece of " Print Selected Serial Murmber
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. Cancel |
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 Print Internal Control Number

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,  Print Selected Internal Control Murnker

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: VEHICLE SERVICE

Setup

Setup: Clicking on the Setup button takes you to a section
of the program where you setup the Vehicle Module. This

Vehicles to Service

must be done before you begin to track and control Service Due
maintenance for your vehicles. See further down in this Print Service Due
chapter for the topic “Vehicle Module Setup” for in-depth Serv. History View/Approve Edit
information. Print Vehicle Service Log

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 R EanEaAnt R ation
this chapter for the topic “Entering Vehicles & Usage Logs” Print Tire Position Report
for in-depth information.

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 EXpUnaenicie Livenses
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.
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.
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.

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.

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.

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.

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.

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.

Drivers

Expiring Driver’s Licenses
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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 vehicle Setup ]

perform in this section of the program:

o Vehicle Names: Clicking on the Vehicle Names VEHICLE SETUP
button takes you to a section of the program where
you enter general names for the types of vehicles HE s
which you will choose from when entering new Wehicle Classifications
vehicles into the program. See further down in this Service Types
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 Service Profiles
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.

Parts

Services

Operations
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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. -
Vehicle Name i

. . .o . MVan ||
If you’d like to edit an existing vehicle name, select Passenger Car
the one you’d like to edit by clicking on it with your Light Truck

d type to make the desired change EorkLi e
mouse an typ &c. Lohg Haul Truck Delete
If you’d like to delete an existing vehicle name, select Print
the one you’d like to delete by clicking on it with your cancel
mouse and then clicking on the Delete button. 0K

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 & = o ld alil

vehicle classification and then hit the return key.

Vehicle Classification o

If you'd like to edit an existing vehicle classification, EETIITE !
select the one you’d like to edit by clicking on it with LA Warehouse .
your mouse and type to make the desired change. New

Delete
If you’d like to delete an existing vehicle (el
classification, select the one you’d like to delete by C;m:el
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 ervice Tynes.
button. This will create a blank entry at the end of
the Service Types list; type the new service type . . ne
and then hit the return key.
Service Type =

Routing Maintenance
Transmission Maintenance
Engine Overhaul

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. Cooling Syster Mainienance

Hydraulics Maintenance Delete
If you’d like to delete an existing service type, Wamanty:senice —_—
select the one you’d like to delete by clicking on it RS VAL I
with your mouse and then clicking on the Delete Cancel
button. OK

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.

Material Number Material =

»LB5 50 YWatt Light Bulb
KN 1 Qil Filters
10W-40 40 Weight motor Oil
H23 Head Gasket
B76 Brake Pads Edit
V45 Valve Seats
a7 Brake Shoes Delete
BELT! Main Belt print
BELT2 Belt Kit
ANTI 04 Antifreeze Coolant Cancel
C32 Auto Transmission Fluid 0K
TRS7 Transmission Filter
TRN2 Transmission Cleaner
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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:

| New Inventory

New Inventory Information

Item Number: ID Code 1:

Item Name/Description ID Code 2:
5T (12/28/2007

Preferred Vendor:
Manufacturer:
Unit:
Cost:

% Markup:

Price:

Warehouse
Location:

Long Description:

Print

Inventory Type:

Equip. or Yehicle:

Quantity on Hand:
Minimum Level:

Maximum Level:

Reorder Quantity:

Cancel I

|

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.

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

Date: Enter the date on which tracking for this item began.

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.

Manufacturer: Enter the manufacturer of the item you are
entering.

Unit: Enter the name of the unit which you are using to measure
the quantity of this item (e.g. “gallons”, “bundles”).

Cost: Enter the cost per unit for this item.
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ID Code 1: If you have another ID code by which you track an
inventory item, enter it here.

ID Code 2: If you have another ID code by which you track an
inventory item, enter it here.

Inventory Type: From the drop-down box, select whether the
item is a material, a part, or neither.

Equip. or Vehicle: Select whether the inventory item is used in
only equipment maintenance, only vehicle maintenance, or
whether it is used in both.

Quantity on Hand: Enter the quantity of the item you currently
have in your actual inventory.

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.

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 ~ Reorder Quantity: Enter the quantity in which you want new

this is the extra percentage you charge the customer. 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, ‘Warehouse Location: Enter the actual physical location where

the full price you will charge a customer if you sell them the item  this item is stored.

directly from your inventory.

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.

|
Modify Inventory Information

Item Number: 0100 ID Code 1:
Name/Description: Heavy Oil ID Code 2:

Date: 12/15/2004 m Inventory Type:
Preferred Vendor: ﬂ Equip. or Vehicle:

Manufacturer: Lubritech

Unit: Quantity on Hand:
Cost: $0.500000 Minimum Level:

% Markup: 0.000000 Maximum Level:
Price: $0.500000 Reorder Quantity:

Long Description: Heavy Qil for packing ball :_Valell_loqse o
hearings etc. ocation: _

Print OK Cancel |

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.
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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.

Part Number Part &
W1 Transmission
P1 Power Steering A
c1 Air Conditioning System
R1 Rear Differential
E1 Engine

Delete

Print

Cancel

0K

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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New Inventory Information

Item Number: ID Code 1:

Item Name/Description ID Code 2:
UEICE 02/28/2007

Preferred Vendor:

Manufacturer:

(=3
3
=

Cost:
% Markup:

Price:

Long Description: L
Location:

Cancel

Warehouse

Inventory Type:

Equip. or Yehicle:

Quantity on Hand:
Minimum Level:
Maximum Level:

Reorder Quantity:

Replacement Part

I
—
I
—
—
—

E—

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.

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

Date: Enter the date on which tracking for this item began.

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.

Manufacturer: Enter the manufacturer of the item you are
entering.

Unit: Enter the name of the unit which you are using to measure
the quantity of this item (e.g. “gallons”, “bundles”).

Cost: Enter the cost per unit for this item.

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

this is the extra percentage you charge the customer.

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.
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ID Code 1: If you have another ID code by which you track an
inventory item, enter it here.

ID Code 2: If you have another ID code by which you track an
inventory item, enter it here.

Inventory Type: From the drop-down box, select whether the
item is a material, a part, or neither.

Equip. or Vehicle: Select whether the inventory item is used in
only equipment maintenance, only vehicle maintenance, or
whether it is used in both.

Quantity on Hand: Enter the quantity of the item you currently
have in your actual inventory.

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.

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.

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.

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.

|
Modify Inventory Information

Item Number: ID Code 1: 1823792

Name/Description: RS '° Co'c2 56/79123

Date: Inventory Type: Replacement Part
Preferccd Vendor. TSN  Eaup. o Vehicle: [T
Manufacturer:

Unit: m Quantity on Hand:

Cost: $2,000.000000 Minimum Level:
% Markup: 2.500000 Maximum Level:
Price: $2,050.000000 Reorder Quantity:

Long Description: Toyota truck engine. ‘d:::':l?c?:'se

Print OK Cancel |

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

Services

Senvice Code Description
Full Brake Cormplete brake jok, all wh
Qilifitter Oil and filter change
Qil Ol thange anly, no filter
Trans1 Transmission chack, fluid New
CoolingfMush Cooling systermn flush Delete
Trans2 Trans fluid and filter chang
Belthose Belt and hose check and rg Print
Plughwire Spark plug and wire replaci Cancel
Filter1 Replace allilters
Timing1 Timing check and adjustm OK
Enginel Engine Cwerhaul

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:

¥ehicle Operations .

OPERATIO

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

Operation Name

Operation Description

i

Brakes Replace Calipe

memao

Trans drain fuid

memao

Brakes Replace Pads

mermo

Brakes Fill With Fluid

merno

Trans Clean Pan mermo

Brakes Turn Rotars merno

Trans Damage Check |[memao Delete
Oil Replace Filter memo Print
Qil Fill Crankease memo

Trans gasketfilter replaimema Cancel
Trans refil merna oK
Remove Wires

memao

Coolant Drain

memao

Remove Spark Plugs

ermo




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 |— Tovats

button to start creating a new service profile. See

further down in this section of the manual for Profile Name 2

further explanation on creating a new service Passenger Car Maintenance

Proﬁle. g:?fjﬂ:;mtenace

o [Edit a Service Profile: Select a service profile by Light Truck Maintenance
clicking on it, and then click on the Edit button to Long Haul Truek Weintenance Ell
make changes to the service profile you selected. Delete

o Delete a Service Profile: To delete a service Print
profile, select a service profile by clicking in it and Close
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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: ¥ehicle Service Profile Details :

Vehicle Service Profile

List of Required Services Checklist of On Board Parts & Supplies

Type No. of Months | Usage Units Ci it =

New

Edit

Delete Line: I

Delete Print

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:

List of Required Services Checklist of On Board Parts & Supplies
Checklist =
Flashlight
Medical Kit -
Car Jack —
Jumper Cahles Delete Line

Tool box Print |

K|

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:

List of Required Services Checklist of On Board Parts & Supplies
Type No. of Months | Usage Units Comments —

Routine Maintenance 3 3000

Cooling System Mainte 6 6000 This is especially important in ¢

Transmission Mainten 12 12000 Do this immediately iftransmisg

Hydraulics Maintenance 36 36000  |If brake pedal sinks to the floor Edlit

i

Delete Line

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:

[¢]

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.

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. Ifthere 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.
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:

OK: Click the OK button to save your changes and return to the Service Profile window.
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.

Print: Clicking on the Print button will print out a report showing all of the services currently
entered in this service type.

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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SERVICE FREQUENCY

Every [0 months, or every [0 usage units (for example, miles), whichever

comes first

Comments: |

Service Code

New

Edit

Delete

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:

0Ok

| Delete | Print | Cancel |

Comments :

SERVICE FREQUENCY

Every I 12 months, or every I 12000 usage units (for example, miles), whichever

comes first

|Do this immediately if transmission fluid is brown.

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:

Service Code Service Description
Trans1 Transmission check, fluid change New I
Trans2 Trans fluid and filter change Edit |
Delete |
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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:

Service Details E

Vehicle Service Profile Details

H

Service Codel

Service Description : |

Materials

Operations Paits to Service

Material Number Material Quantity =

New I

Delete

Delete | Cancel |

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.

Materials Operations [ Parts to Service
Material Number Material Quantity -
C32 _x |Auto Transmission Fluid 4.0
TRE7 > ||Transmission Filter 1.0
TRNZ ~1|Transmission Cleaner 1.0 New |
I [ |
Il -

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:

Materials Operations Parts to Service
]]]] Sequence Number Operation Operation Description -

1 Trans drain fluid v ||memo

2 Trans Clean Pan v | memo

3 Trans gasketifilter replace ¥ ||memo New I

4 Trans refill v |{|memo Delete '
I
v

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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Materials Operations Parts to Service

Part Number Part A
_~||Transmission
R1 _~||Rear Differential I

New

HH Delete

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:

Velicle Class Fiter : || j

Leave Blank To View all Classes Reset Consumption Flag |
Vehicle # Vehicle License Plate _|Lic. Expiration [Customer | - o,
100 an 4utt098 12/20/04 2 e s 7 R
200 light fruck 90yut34 05/12/05 & Vehicle No
300 passenger car 84pr673 12i12i04 3 " License Plate
201 light truck St543ta 10114105 |
202 light fruck 2Mup798 04126105
Locate
Usage Log
Veticle : Vehicle Number: (100 SERVICE
Print Lo
Vehicle Class : [\ilshire Office VIN: [15)7rde Start Date ?
Make : [Ford Registered To : Sim's Limo 1211412004 Print Vehicle
Year Buitt: 2000 License Plate: | 4ut098 Information
License Expiration Date : 12/20/2004 Starting
No. of Passenger Seats :D Mileage
T . A State Where Registered : CA- California ljl
ransmission :
.
Comments :
New | Delete I Edit | OK | Cancel I

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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Vehicle Vehicle License Plate |Lic. Expiration |Customer —
100 an 4utt098 12120004 2
200 light truck 90yut34 05/12/05
300 nassenger car 84pre73 1212i04 3
201 light truck 8t543ta 10/14/05
202 light truck 2tup798 04/26/05

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 : Vehicle Number :
Vehicle Class : |El Segundo VIN:
Make : |Honda Registered To:

Year Built: | 2002
No. of Passenger Seats :

License Plate :

License Expiration Date :
State Where Registered:

300 SERVICE
458typu7 46r Start Date
Kane Confections -1 211452004
84pre73
1201212004 Starting
CA- California Moo

Customer | Kane Confections

Delivery vehicle.
Comments :

Vehicle: This is the vehicle name (i.e. what type of vehicle it is)
of the vehicle you have currently selected.

Vehicle Class: This is the classification with which you have
chosen to label the vehicle you have selected.

Make: The make of the vehicle which you have selected.

Year Built: The year in which the vehicle you have selected was
built.

No. of Passenger Seats: This is the number of passenger seats in
the vehicle you’ve selected.

Transmission: This is the type of transmission which the vehicle
you selected has.

Vehicle #: This is the vehicle number of the vehicle you selected
which you use to track it in EZ Maintenance.

VIN: This is the VIN (vehicle identification number) of the
vehicle which you have selected.

Registered To: The person or business to which the vehicle
which you have selected is registered.

License Plate: This is the license plate number of the vehicle
which you have selected.

License Expiration Date: This is the expiration date of the
license or registration of the vehicle which you have selected.
State Where Registered: This is the state in which the vehicle
you have selected is registered.

Customer: This is the ID number of the customer for whom you
are servicing the vehicle which you selected.

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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Vehicle Class Filter : LA Warehouse :]

Leave Blank To View all Classes

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 Locate By:

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 &+ Wehicle Mo
want to search by vehicle number or license plate number, then click in the box " Licehsa Plate

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. Locate |

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”).

103



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:

Service Requirements

Customer : Color

] I —
Vehicle : ﬁ] Vehicle Number : 03/07/2007

Collision cover

Vehicle Class : VIN: Starting Usage Meter —

a
Make : Registered To: Engine Size

S L I
License Plate : l—

YYear Built : Diesel or Gas

No. of Passenger Seats : License Expiration Date : Fuel Units

Flag for Usage at : Min. Fuel Efficiency

Transmission : _ State Where Registered :
Set Advance Notice ]

Comments : Customize Captions

Type. No Of Months Usage [~

q )

0K Reproduce Print Cancel

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:

Customer :

Vehicle Class: WX L L | 18trf490ur

Make

License Plate :

m Registered 1o [N E G

Year Built
No. of Passenger Seats ;_ License Expiration Date : [iIybIriilil)

Transmission : State Where Registered : M
Set Advance Notice
Flag for Usage at : m

Delivery truck.
Comments :

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 name (i.e. what type of vehicle it is)
of the vehicle you have currently selected.

Vehicle Class: This is the classification with which you have
chosen to label the vehicle you have selected.

Make: The make of the vehicle which you have selected.

Year Built: The year in which the vehicle you have selected was
built.

No. of Passenger Seats: This is the number of passenger seats in
the vehicle you’ve selected.

Transmission: This is the type of transmission which the vehicle
you selected has.

Comments: Here are any comments entered about the vehicle
you have selected.

Vehicle #: This is the vehicle number of the vehicle you selected
which you use to track it in EZ Maintenance.

VIN: This is the VIN (vehicle identification number) of the
vehicle which you have selected.

Registered To: The person or business to which the vehicle
which you have selected is registered.

License Plate: This is the license plate number of the vehicle
which you have selected.

License Expiration Date: This is the expiration date of the
license or registration of the vehicle which you have selected.
State Where Registered: This is the state in which the vehicle
you have selected is registered.

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.

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.

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).

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.

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.

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.

Senvice Start Date

03072007

Starting Usage Meter
a00
Usage Units

| miles
Fuel Units

| gallon
Min. Fuel Efficiency

| 20.00

(railesigallon) |

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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Color

Collision cover

Displacement

Diesel or Gas

Customize Captions

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:

¥ehicle Custom Captions E

Enter caption for first label :
Enter caption for second label :
Enter caption for third label
Enter caption for fourth label :

Enter caption for fifth label : Hyhrid
Enter caption for sixth label :

Save | Cancel |

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:

106



[T 11l Light Truck Maintenance e[ L Maintenance requirements for all light trucks

SERVICE REQUIREMENTS
Type No Of Months

Routine Maintenance
Cooling System Maintenance
Transmission Maintenance
Brake Maintenance

L

wr|m| =

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:

OK Reproduce Print Cancel

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:

License 84pr673

Vehicle:

Make

Date Meter State Usage [Usage Units Fuel [FuelUnits  [Fuel Cons  [Notes -
12/14/04 20000 0[Miles Gallons 0.00
03/07/07 25000|CA - California il 250.00|Gallons 20.00
03/07/07 27500|CA - California 2500|Miles 125.00|Gallons 20.00
03/07/07 32500|AZ - Arizona 250.00|Gallons 20.00
03/07/07 32600 |AZ - Arizana 100|Miles 5.00)|Gallons 20.00
1 »
Delete Print Cancel 0K

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:

Date Meter State Usage IUsage Units d Fuel [FuelUnits  [Fuel Cons |Notes -
12i14/04 20000 DIMiIeS Gallons 0.00
03/07/07 25000|CA - California SUIJIJIMiIes 250.00|Gallons 20.00
03/07/07 27500|CA - California ZSDIJIMiIes 125.00|Gallons 20.00
»03/07/07 32500 |AZ - Arizona SUDD]MiIeS 250.00|Gallons 20.00
03/07/07 32600 |AZ - Arizona 100(Miles 5.00{Gallons 20.00

-
4 »

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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Vehicle Number  [300

Date

Last Meter Reading 32600| Miles Current Meter 32760  Miles Usage Miles

State

Fuel Used

Notes

03/07/2007

AZ - Arizona &
10.00 Gallons Fuel Efficiency 16.0000

Note that fuel efficiency below normal Ieve\sl

Cancel
0K

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.

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.

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.

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.

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.

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.

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.

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 Clese 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 By Date |

are for. See further down for the sub topic “Viewing

Service Due by Vehicle” for in-depth information. &l
o By Date: Clicking on the By Date button takes you to a Close |

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:

Service Due

By Date |

By Usage I
Close I

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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Service Due By Vehicle -

ORK ORDER
Reports @ Full Report
" Custom Report:
Select All
[ Unselect All
" Work Order No. Locate I~ Operations
Print Selected
Click column heading to sort
Vehicle No. Vehicle Name VIN Vehicle Class =
100 van 15)y7rdf Wilshire Office
200 light truck 181rf490ur LA Warehouse
201 light truck 231ju984ji1 lw Wilshire Office
202 light truck B5r4tyB7ikm Wilshire Office
300 car 458typu7 461 El Segundo
1 >
Work 0 a Frequency Frequency  (Miles Till Next|| -
|Order No. (3 Assigned To Type (Months) Next Due {Usage) Service
[m] Routine Mail 3)|03/20/05 3000 3000
[m] Routine 3[03/20/05 3000 3000
5 [m] Cooling Systemn Mail 10{10/10/05 10000; -10000]
6 [m] i i 12]12/09/05 12000; -8000
[m] Brake 18|06/07/06 17000 -3000] _
New Unscheduled Work Order Create Edit Work Order Assign Work Orders Print List Calendar Close

Firstly, notice that all of the vehicles you have currently have entered into EZ Maintenance are listed in the
center of the window:

\Vehicle No. Vehicle Name VIN Vehicle Class -
100 van 15jy7ridf Wilshire Office

200 light truck 18trf490ur LA Warehouse

201 light truck 23rju884ji1 lw Wilshire Office

202 light truck 85r4ty67ikm Wilshire Office

300 passenger car 458typu7 461 El Segundo

4 » I

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):

[¢]

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.
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.

Type: What kind of maintenance this scheduled event is (i.e. service type).

Frequency (Months): How frequently this maintenance occurs (in number of months).

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.

Frequency (Usage): How frequently this maintenance occurs (in number of usage units logged,
such as miles).

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:

" Work Order No. Locate

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:

Reports | & ¢l Report

" Custom Report:
Select All |
Unselect All |

L L

Print Selected

L

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

O

New Unscheduled Work Order: Click on the New Unscheduled Work Order button to create
an unscheduled work order.

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.

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.

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

Service Due

Click on
window:

By Date

By Usage
Close

the By Date button to view maintenance due by date. This will open up the Service Due by Date
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Service due By Date

 Vehicle No. Reports [ £y Repont
 Work Order No. Locate  Custom Report:
Locate Next Ghn -

Select All

Unselect All
Print Selected
Click colurnn heading to sort
03/14/05) [m] 201 light truck Brake 3
03/14/05] r 202 light truck Brake 3
03/14/05} =] 200 light truck Brake 3
0320008 7 =] 100 van Routine 3
03/20/05] [m] 100 van Routine 3
»06/18/05 ] r 300 car__|Cooling System 6
10/10/05] 5 r 100 van Cooling System 10
12/09/0] 6 r 100 van T i i 12
12/09/05] [m] 300 car_ [T i 12
06/07/06} r 100 van Brake Maintenance 18
11/29/07| r 300 ssengercar_ |Hydraulics 36) o
New Unscheduled Work Order || Assign Work Orders Print List Calendar | Close

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:

e oo, [ Assmento | e | v e ]
031 4/05 [m 201 light truck Brake Maintenance 3
0314/05 [m] 202 light fruck Brake Maintenance 3
0311 4/05 r 200 light truck Brake Maintenance 3
03720/05 7 r 100 wan Routine Maintenance 3
03720/05 O 100 wan Routine Maintenance 2

o 06/18/05 g B 300 passenger car Cooling System Maintenance B
1001 0J05 5 O 100 van Cooling Systerm Maintenance 10
12/08/05 4] (] 100 van Transmission Maintenance 12
12i09/05 O 300 passenger car Transmission Maintenance 12|
OEI07/06 [ 100 ¥an Brake Maintenance 18
11129/07 [m] i) passenger car Hydraulics Maintenance 36 o

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

114



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:

{* Vehicle No. |

" Work Order No. _ Locate |

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:

Reports | & £l Report
" Custom Report:

Select All |
Unselect All |

L L

Print 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:

By Date |

By Usage |
Close |

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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Service due By Usage

OR ORD R
e Reports @ Full Report

 Work Order No. Locate € Custom Report:
Locate lext Select All = Sarv, Summary,

Unselect All e

I~ Operations
Print Selected
mitestert | WK MEM  accigneaTo | Vehicle Number Vehicle T Frequency | »

Order No. [[J = (Usage)
-10000 5 r 100 van Cooling System 10000
8000 6 r 100 van T ission Mai 12000
-3000. r 100 van Brake Mai 17000
3000 7 r 100 van Routine 3000,
» 3000 [m] 100 van [Routine Maintenance] 3000
4000 r 300 car T issi 12000
4950 [N 201 light truck Routine 5000/
5000 [H] 202 light truck Routine 5000
5000 r 200 light truck Routine 5000,
5000 r 200 light truck Cooling System Mai 10000

6000 8 T 300 passenger car Cooling Systern 6000 _
New Unscheduled Work Order Create/Edit Work Order Assign Work Orders Print List Calendar | Close

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:

. Work AEETs (A T, Vehicl Frequen -~
Miles left Order No. To Type (U‘;ag et):y —
-10000 5 [m] 100 van Cooling System Maintenance 10000

-5000 6 r 100 van Transmission Maintenance 12000
-3000 [N 100 van Brake Maintenance 17000
3000 7 r 100 van Routine Maintenance 3000|

» 3000 - 100 van Routine Maintenance 3000
4000 I 300 passenger car Transmission Maintenance 12000
4950 [N 201 light truck Routine Maintenance 5000
5000 [H] 202 light truck Routine Maintenance 5000
5000 O 200 light truck Routine Maintenance 5000
5000 r 200 light truck Cooling System Maintenance 10000
6000 g [ 300 passenger car Cooling System Maintenance 6000

= < — A

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).

117



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:

{* Vehicle No.
" Work Order No. Locate

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:

Reports | & £ Report
" Custom Report:

Select All |

Unselect All

I
i

Print 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:

Scheduled Service - Work Order

Customer

[ 04 03/08/2007

Vehicle

Vehicle: lioht fruc Make: Dodae Vehicle Reference Notes

Vehicle No.: | 201 Year Built: 2001 Delivery vehicle.

License Plate: [ 15431 Transmission: |0

Log Odometer —

VIN: 23rju984iit lw Reading: 32050

Notes: v [oil senvice only Scheduled Actual
i 0141312005 03/08/200
14 to the stand € I [o3mar2007 Next Due Date
Serviced by: I—MANAGER Days since last service: | 30 ] Ul | o Al days Val
o dby: [Wenecer [ 37000 | PTYETYl | # SatSun Excluded
Apprwed ;vy' I I_I_lllles since last service: 5000 | 8120 # Sun Only Excluded
ssigned To: [Jery <] | Work Order s Closed - —
= ] -U1l1 3/2005
Total Labor Hours: 000 Vehicle Down Iime{hrs):'iwU
Labor Average Cost o TotaiMatersCost: | e
Services
Service Profile: [Light Truck Maintenance Service Type: [Routine Maintenance @ Full Report
 Custom Report:
List of Services | Checklist of Onboard Supplies I~ Serv. 8
[ [service code [Service. iptic ] I~ part
Oiliflter Oil and filter change r ﬂlﬂﬂ""\a
Transt Transmission check, fluid change ] Edit... | I=operations

Print Selected

Cancel OK

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:

Vehicle: lictht true Make: [Dodue Vehicle Reference Notes

Vehicle No.: 201 Year Built: I 2001 Delivery vehicle.
License Plate: | - Transmission: | Auto

Log Od =
VIN: [23riugs4iit w Reading: | 32050

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:

CUSTOMER NAME |Hess Machinery | ADDRESS | 55689 Evergreen Ct.

oy [Townsvile ZIPIPOSTAL CODE [56874-
STATE/PROVINGE [IL COUNTRY [Us

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:

Notes: v |0i| service only

Exceptions: [v IModiﬂcationsto the stand

Serviced by: |MANAGER
Approved by: | SER
Assigned To: | jery <]

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:

Scheduled Actual
Comnletion Date: 0171312005 | 02i0812007
Days since last service: | 30 | 0
Odometer: | 37000 | 35075
Miles since last service: | 5000 | 3075

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:

Next Due Date

O All days Valid
® Sat,Sun Excluded

® Sun Only Excluded

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:

Total Labor Hours: I 200  Vehicle Down Time(hrs):l 3.00

Labor Average Cost: I 80.00  Total Materials Cost: | 133.4900

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):

Service Profile: |Light Truck Maintenance Service Type: |Routine Maintenance

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):

Service Code Service Description —
» Beltthose Belt and hose check and replace
Qilffilter Qil and filter change

Tranct Trancmiccinn rharl fluid crhanna f
I 4 | »

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 ¥ Full Report

there are two circles called Full Report and Custom Report. To print a full " Custom Report:
work order for all checked work orders, click on the Full Report circle and then

click on the Print Selected button. I 3en Surnmany
™ Farts to Benice
To print a custom work order containing only the items you want to include, first ™ aterials

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. Print Selected |
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.

T Dperations

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:

I~ 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:

Service Details

Service Details

Service Code: [01l/ier

Service Description: [0 fiter chanoe

I Operati Checklist of Parts to Service

Material Number Material Quantity A
10W-40 40 Weight motor Oil 1.0
KN 1 Qil Filters 1.0

|
e

Delete | 0Ok Cancel I

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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Service Code : Im lifilter

Service Description : | Vil and filter change

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.

Materials I Operations l Checklist of Parts to Service
Material Number Material Quantity e
10W-40 40 Weight motor Oil 1.0 New
KN 1 Oil Filters 1.0
Delete |

i
: a

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:

Materials Operations I Checklist of Parts to Service
Sequence Number Operation Operation Description =
1 Qil Replace Filter memao New |
2 Oil Fill Crankcase mema |_|
Delete |

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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Materials Operations Checklist of Parts to Service

Part Number Part Replace ? Oty =
E1 Engine Serice 0.0 New |

P1 Power Steering Assembly Replace 1.0
J Delete

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:

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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Work Order

Vehicle: light truc Make: Dodge Vehicle Reference Notes
Vehicle No.: |201 ~| Year Built: 2001 Delivery truck
License Plate: [ 1171 i Transmission: |1
Log '—
VIN: [ 23riugg4iitiw Reading: 32000
Exceptions [V | Oil check only, do not char Scheduled Actual
Notes % [Make sure to check ire pri Combletion Date: [ 0310912007
Serviced by: |MANAGER Days since last Service: I
Approved by [ 1125 o - 34000
Miles since last service: I I 32000

I~ Work Order is Closed

Total Labor Hours: 3 Vehicle Down Time: 4
Labor Average Cost: 100.0000 Total Materials Cost: 133.4900

Services
Service Profile: | Light Truck Maintenance 3 Service Type: |Routine Maintenance - m
|||| Service Code Service ipti =
Belthose Belt and hose check and replace
Qilffilter Qil and filter change _ |
[llrans1 i ission check, fluid change B

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:

03/09/2007

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:

Vehicle: l licht truc Make: I Dodoe Vehicle Reference Notes
Vehicle No.: | 201 j Year Built: | 2001 Delivery truck
License Plate: [ 5154731 Transmission: [11/1-
Log Odometer I—“
VIN: | 23riugadii b Reading: 32000

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:

Exceptions vV |0i| check only; do not chat

Notes v |Make sure to check tire pn

Serviced by: |MANAGER

Approved by: | MANAGER

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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Total Labor Hours: | 3 Vehicle Down Time: | 4

Labor Average Cost: | 100.0000 Total Materials Cost: | 133.4900

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:

Service Profile; | Light Truck Maintenance EI Service Type: |Routine Maintenance LI

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:

Service Code Service Description =
Belthose Belt and hose check and replace
Qilifilter Qil and filter change
Trans1 Transmission check, fluid change
hd

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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Service Details

Service Details

Service Code: [Ciier

Service Description: [ &/ fiter change

Operations Checklist of Parts to Service

Material Number Material Quantity =
10W-40 40 Weight motor Oil
KN 1 Oil Filters

At the top of the window are two fields showing the service which you are editing (Service Code and
Service Description):

Service Code: [ 0illter

Service Description : IOiI and filter change

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.

Materi Operations [ Checklist of Parts to Service
Material Number Material Quantity =
10W-40 40 Weight motor Oil 1.0 New
KN 1 Qil Filters 1.0
Delete |

]
< | _'ILI

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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Materials Operations Checklist of Parts to Service

Sequence Number Operation Operation Description =
1 Oil Replace Filter memo New |
2 Qil Fill Crankcase memo |_|

Delete |

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:

Materials l Operations Checklist of Parts to Service

Part Number Part Replace ? Oty -~
E1 Engine Service 0.0 New |

P1 Power Steering Assembly Replace 1.0
J Delete

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:

Replace ?

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:

Scheduled Service - Work Order ]

gm

Vehicle Customer
Vehicle: licht truc Make: Dodge Vehicle Reference Notes
Vehicle No.: | 201 Year Buitt: 2001 Delivery truck
License Plate: Transmission: [0
Log Odometer = =
VIN: 23rju884ii1 hw Reading: 34000
Notes: IV |Make sure to checktire pn Scheduled Actual
Exceptions: [ [0il check only, do not char C ion Date: I I }DB’WMT Next Due Date
N Days since last service: Q All days Valid
Serviced by: |MANAGER
A we‘::" [manacer I I 34000 |y
Applr . 'y: 'Miles since last senvice: [ I 32000 un Only Excluded
ssigned To : Work Order is Closed ——
ET—
Total Labor Howrs: 300  Vehicle Down Time(hrs): 4.00
Labor Average Cost: 10000 Total Materials Cost: 133.4900
Services
Service Profile: [Light Truck Maintenance Service Type: [Routine Maintenance QlulFiEil
" Custom Report:
Listof Services I Checklist of Onboard Supplies
Service Code [Service 2
Beltthose Belt and hose check and replace 4
Qilffilter il and filter change Edit... 9 s
Tranct Trancrmiceinn chork firid channa id
4 > Print Selected
Cancel 0K

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:

[~ Work Order is Closed

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
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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:

Service due

ORK ORDER
Reports | & £yl Report
- li " Custom Report:
& Vehicle No. I~ Serv. Summary
" Work Order No. w ﬂl I~ Parts to Service
Locate Next I _Unseloct AlL | | yaterals
I~ Operations
Due |ordorto, [0 AssonedTo | yuni | venite T o |
0113105 [m] = 201 light truck Routine Maintenance 1
01/13/05] [m] ~||202 light truck Routine Maintenance 1
01/13/05(7 2 Jerry _~||200 light truck Routine Maintenance 1
02/12/05] r ~|201 light truck Transmission Maintenance 2
02/12/05]|8 2 Manager xj|202 light truck Cooling System Maintenance 2
021121059 2 ravi ~j|202 light truck Transmission Maintenance 2
02112105110 2 Jeny _~||200 light truck Cooling System Maintenance 2
02/12/05] r _~||200 light truck Transmission Maintenance 2
02015105 [m] ~j201 light truck Cooling System Maintenance 2| .

Print List

Notice that in the center of the window you can see the list of all upcoming and overdue maintenance
events:
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’I‘;:: 0[‘:’;':; o. [I% 5 Assigned To ’\‘I:III‘::;‘:: Vehicle Type F([’;::::ﬁ"':)y =
r >]|201 light truck Routine Maintenance 1
r = 202 light truck Routine Maintenance 1
¥ Taeny x||200 light truck Routine Maintenance 1] =
O x|201 light truck Transmission Maintenance 2
3 Manager ] 202 light truck Cooling System Maintenance 2
WV ravi 202 light truck Transmission Maintenance 2
v Jerry x]|200 light truck Cooling System Maintenance 2
02 [N ~||200 light truck Transmission Maintenance 2
02i151 [ |20 light truck Cooling System Maintenance 2| 5

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.O0. 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:

{* Vehicle No.
" Work Order No.

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:

Reports e Full Report

" Custom Report:
Select All |
Unselect All |

&l BU Y E

Print 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:

! Projected Maintenance Calendar

The Calendar displays projected maintenance only.

=10 ]

Waork Orders in progress will not appear here. j «| 4| February 05 | }l»l
Vehicle Maintenance I SujMoRTulWeRThERIRSS
12 3 45
Profile Type M. Till Nexd| = 716 7 8 910 11 12
»f Light Truck Maintg Cooling System 10000 113 14 15 16 17 18 19
Light Truck Maintg Transmission Ma| 12000 0120 21 22 23 24 25 26
Light Truck Maintg Cooling System 10000 2o 10 [ 27 28
Light Truck Maintg Transmission Maj 12000 11
Light Truck Maintg Cooling System 10000
Light Truck Maintg Transmission Ma 12000

o

Notes:

Truck maintenance must be

completed today.

pr]

Done

Satwrday, Feb. 12

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:
Profile Type M. Till Nexdt|~

» Light Truck Maintg Cooling System M 10000
Light Truck Maintd Transmission Ma 12000
Light Truck Maintd Cooling System M 10000
Light Truck Maintd Transmission Ma 12000
Light Truck Maintq Cooling System h 10000
Light Truck Maintg Transmission Ma 12000

For each

O

[¢]

maintenance event you will see the following data items:

Next Due: When this maintenance is due to be performed, which will be, of course, the date that is
currently selected.

Vehicle.: This is the vehicle name (i.e. type of vehicle) of the vehicle for which this maintenance
event is scheduled.

Profile: The service profile for the vehicle for which this maintenance event is scheduled.

Type: What kind of maintenance this scheduled event is.

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:

l «I {j December 04 I )‘»J
"/ Su Mo TuWe Th Fr Sa

49 12 3 4
005 6 7 8 9 10 11
51112 13 14 15 16 17 18
52019 20 21 22 23 24 25
1126 27 28 29 30 31
2

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:

+Go To a Date x|

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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Notes:

Truck maintenance must he
completed today.

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 X

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. Vehicle No.: | j
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, Ok | Cancel |
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.

License Plate: I Ztup7as j

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:

138



Service Record Approval B

£ Vehicle No.
" License Locate

" Work Order No.

Work Order|

Vehicle No. | Vehicle License |*

Date’ Service Type Profile Assigned To Serviced by | Approved by

No.
1]100 4utt09s 12/17/04 _ [Routine Mainte|Van Service manager MANAGER
2201 8t543ta 1217104 Cooling SysterjLight Truck M; manager MANAGER
3[300 B84pr673 12/20/04 Cooling Syster{Passenger C| manager MANAGER
4(100 4utt098 12/20/04 Routine Mainte[Van Service manager MANAGER
7202 03/13/07 Routine Mainte[Light Truck M: manager MANAGER
8/300 03/13/07 Cooling Syster{Passenger C manager MANAGER

Notice that in the center of the window there is a list that shows the entire history of closed work orders for
vehicle maintenance:

otk O1eT| vetiicte No. | Veticte License C'bPEO| Service Type | Profile AssignedTo | Servicedby | Approvedby |
1100 4uttDg8 12/17/04  |Routine Mainte|VVan Service manager MANAGER
2[201 8t543ta 12/17/04  |Cooling SysterjLight Truck M manager MANAGER
3|300 B4pr673 12/20/04 Cooling Syster(F C| manager MANAGER
4[100 4uttngg 12/20/04  |Routine Mainte[Van Service manager MANAGER
7202 03/13/07 Routine Mainte|Light Truck M manager MANAGER
» 8[300 03/13/07  |Cooling SysterjPassenger C| manager MANAGER

For each closed work order in the list, there are the following data items (going from left to right):

O
O

Work Order No.: This is the number that was assigned to the work order.

Vehicle Number: This is the internal identifying number for the vehicle for which this work order
was created.

Vehicle License: This is the license plate number for the vehicle for which this work order was
created.

Completion Date: This is the date on which the work order was closed.

Service Type: What kind of maintenance for which this work order was created.

Profile: This is the service profile which defines the maintenance requirements for the vehicle for
which this work order was created.

Assigned To: This is the person to whom the work order was assigned.

Serviced By: This is the person who created the work order.

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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&+ Vehicle No.

" License
" Wark Order No.

Locate

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 Clese. 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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Work Order

Vehicle: liaht true Make: Ford Vehicle Reference Notes
Vehicle No.: | 202 Year Built: 2003 Deliveryvehicle.
License Plate: [ 21755 Transmission: | suto
Log Odometer l—,
VIN: 85r4tyB7ikm Reading: 13000
Scheduled Actual

Exceptions [V | Check oil only; do not cha

« i . 01/13/2005 3/13/2007
Notes IV [Ensure tire pressure chec Date: I IU“' I
q Days since last Service: I 30 ] 819
Serviced by: [manager
o dby: [wanacen 0 [ 5000 | 13000
USRI Miles since last service: I 5000 I 13000
v Work Order is Closed Reports
Total Labor Hours: 4 Vehicle Down Time(hrs): 5 IV Parts to Service
Labor Average Cost: 2000000 Total Materials Cost: 133.4900 I genv. summary
I” Materials
Services I~ {operati
Service Profile: |Light Truck Maintenance Service Type: [Routine Maintenance Print

Service Code Service ipti =

[lleethose Belt and hose check and replace
[lloiniter 0il and filter change: View Details oK
[l[Trans1 Transmission check, fluid change

Cancel

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:

Vehicle: Jlicht truc Make: |Ford Vehicle Reference Notes
Vehicle No.: I 202 Year Built: 2003

License Plate: |2tut3793 Transmission: |.ﬂ-.utn

Log Odometer I—,
VIN: I 85rd4tyB7ikm Reading: 13000

Delivery vehicle.

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.

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..

e}
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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:

Exceptions v |Chetk oil only; do not cha

Notes v IEnsure tire pressure chec

Serviced by: |manager
Approved by: |MANAGER

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:

Scheduled Actual

Completion Date: |
Days since last Service: |
Odometer: |
Miles since last service: I

13000

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.

142



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:

Total Labor Hours: I 4 Vehicle Down Time(hrs): | 5
Labor Average Cost: I 20000  Total Materials Cost: | 13349

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):

Service Profile: |Light Truck Maintenance Service Type: |Routine Maintenance

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):

Service Code Service Description —
Belthose Belt and hose check and replace
Oilffilter Oil and filter change
Trans1 Transmission check, fluid change

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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Reports

IV Parts to Service
IV Serv. Summary
[~ Materials

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:

Service Details

Service Details

Service Code : | Qilifilter

Service Description : IOH and filter change

Operations Checklist of Parts to Service

Material Number Material Quantity |
10W-40 40 Weight mator Oil 1.0
KN 1 Qil Filters 1.0

|
e

At the top of the window are two fields showing the service which you are viewing (Service Code and
Service Description):

Service Code : | Oilffilter

Service Description: [ and filier change
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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.

Materials | Operations ] Checklist of Parts to Service
Material Number Material Quantity -
10W-40 40 Weight motor Oil 1.0 New
KN 1 Oil Filters 1.0
Delete |

i
‘ Fa

If you click on the Operations tab, this will display the list of operations to be performed in this work
order:

Materials Operations I Checklist of Parts to Service
Sequence Number Operation Operation Description =
1 Oil Replace Filter memo New |
2 Oil Fill Crankease memo |_]
Delete |

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:

Materials I Operations Checklist of Parts to Service

Part Number Part Replace ? Oty =
E1 Engine Sewice 0.0 New |

P1 Power Steering Assembly Replace 1.0
J Delete

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.

1 Service Log By Yehicle

Vehicle No.: | -

License Plate: |4uﬂ098 -

Ok | Cancel |

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:

Tires

Tire Number 2

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:

Locate |
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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:

[¢]

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.

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.

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.

Print: Clicking on the Print button lets you print out a list of all of the tires currently entered into
the program.

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:

Tire Rotation Record

Tire Rotation Record

Lease Start :

Tire No.:

| . I
I I

Miles on Tire

Size: Comments :

Lease End :

Tire Movement

Date of Mo. To Vehicle To Position Start Odom. [ End Odom. | Mileage |Accum. miles

Delete

Delete

At the top of the window are eight fields into which you enter information about the tire:

[¢]

(e}

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.
Name: This is where you enter the brand and type of tire.

Size: This is where you enter the size of the tire. Click in the box and type in the size of the tire.
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.

Miles on Tire: This field shows the total number of miles on the tire.
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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:

Date of Mo.|  To Vehicle To Position Start Odom. | End Odom. | Mileage |Accum. miles |Status| 4
M| 01/15/07 100 v || rear-left % 6232 11986 5754 11986 |warn |

0210307 {200 v ||| rear-right 51781 57888 6107 18093 |retread

0212807 [ 200 v |{| front-right i 57888 64010 6122 24215|good

4

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 Recale 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):

(@]

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.

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.

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.

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.

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:

Tire Rotation Record

Tire Rotation Record

Locate:

Tire No.: I

(00 [Dunlop d208 Tire Status : _

Size: ¥Eipal Comments :
T EL N 01/01/2007 Lease End: |LCLLEFI:]

Tire Movement

[[pate of Mo.]  Tovenicle |  ToPosition _ |Start Odom.] End Odom. [ Mileage [Accum. miles [Status
01807 [ro0 “[[rearten 6232 11086 5754 11986[wom —

02103107 | 200 =] rear-riant 51781 57888 6107 18003 retread _,
022807 |200 <[ rontriant 57888 54010] 6122 24215]good New

Delete | Print | Cancel |

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:

Tire No.:
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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. ficld 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 Position
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 cancel |
and do not want to print the report.

Tire Number: 01

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:

[ioivers =lolx|
Locate:
Click column heading to sort | L5 I |
Driver No. _ [First Name [Last Name |Address City State Zip Code  |Phone -
»01 Eric Sim 23658 Apple |Saugus CA - Californi{91390 (661)-286 004
02 Adam Kane 50886 Ridge{Valencia CA - Californi|91350 (661)-286 002
03 Nicolas Oizumi 40206 VictoryCanyon Country [CA - Californi|91346 (661)-245 8819
04 Jason Gero 22590 San FqSaugus CA - Californi{91350 (661)-315 089

< S

‘ 1<| <[> [>1] Pprintuist | wewbriver | i Delete Close ||
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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:

Driver No.  [First Name |Last Name |Address City State Zip Code Phone —
» 01 Etric Sim 23658 Apple |Saugus CA - Californi| 91390 (661)-286 0044
02 Adam Kane 50886 Ridgel{valencia CA- Californi{ 91350 {661)-286 002
03 Nicolas Qizumi 40206 Victon{Canyon Country [CA - Californi{91346 {661)-245 8811
04 Jason Gero 22580 San F{Saugus CA- Californi{91350 (661)-315 0897

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:

Driver No.:

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 Clese: 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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-iolx]

Driver No. First Name Last Name Phone
I I I o -
Address City
SSN/ID |
State/Province
Date of Birth ]
i Zip/Postal Code
Date of Hire
Country
i %
Licenses Incidents
License Name License No. irati 2

New License
Delete License

] Ein

| 0K Print Cancel ||

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:

Licenses Incidents
License Name License No. ExpirationDate [State —
Class C d2049460 02/05/05 CA- Califomia
Class M1 42049460 02i05/05 CA- California

New License
Delete License

« ~u

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:

RI= Y

Driver Number I.. 1

License Name Iclass G

License No. | 42049460
Expiration Date 02/05/05
State | ca- california :J
0K | Cancel l

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:

Licenses Incidents
Incident No. Date Type Details =
1|01/25/06 Accident hMemo
2|07/01/06 Citation Memo
3(08/02/06 Citation Memo
Delete Incident I
Print Inci
~]
4 »
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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:

=loix

Driver No. I.,,

Incident No. 2
Date 07/01/2006

Type | citation

Details I Memao

OK | Cancel

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”.

154



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:

_inix
Driver No. First llame Last llame Phone
[o1 [Eric [ sim [ 861)286-0048
Address city
SANUD, 23658 Apple Tres Pl [saugus
Saugus Ca
91330 State Province
Date of Birth CA- Califomia |
03/24/1984 ZipPostal Code
91390
Date of Hire
0410112004 S
us
Licenses Incidents
License Name License No. irati =
Class C d2043460 02/05/05 ICA- California
Class M1 42049460 02/05/05 [CA= California
New License
Delete License
;I‘l
I OK I Print I Cancel I I

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 =181x|
feature click on the Expiring Drivers Licenses button on
the EZ Maintenance main menu. This will open up a Expiring Drivers Licenses
window where you can print this report:
As stated earlier, this feature of the program lets you print a Lead Time |3U (Days)
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

Close |
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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 -0l x|

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

Expiring Vehicle Licenses

on the OK button to print the report, or click on the Cancel Lead Time |3u (Days)
button if you have changed your mind and do not want to print
the report.

Ok | Close |
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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 [A Inventory & Purchasing P ] 5|
some action you can perform within this section of the program: '

o Inventory button: Clicking on the Inventory button takes e
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 | Inventory
topic “Materials and Parts Inventory” for in-depth
information. Res; oroi

o Req. For Bid: Clicking on the Req. For Bid button takes Purchase Order
you to a section of the program where you can create .
requests for bid. See further down in this chapter for the feecng
topic “Requests for Bid” for in-depth information. \eridor

o Purchase Order: Clicking on the Purchase Order button
takes you to a section of the program where you can create LA
purchase orders. See further down in this chapter for the Preferred status
topic “Purchase Orders” for in-depth information.

o Receiving: Clicking on the Receiving button takes you to Close
a section of the program where you can receive materials Copyright Link it Sofware 2001-2005, Al Rights Reserved

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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i List of Inventory Items . x|

List of Inventory Items LocateBy | & tem# C iventoryltem | Locate by Bar Code

Click column heading to sort

ftemz [nventory ltem Inventory Type | Oty onHand | Flag [ ||N =Normal Quantity Level
Engine Replacement Par 1 i

ANTI1 04 Antifreeze Coalant_[Material 13.000000|N D= Dangari Quacktiy L ovel
)C32 Auto Transmission [Material 11.000000|N

TRS7 Transmission Filter|Material 9.000000|M

TRNZ2 Transmission Clea(Material 9.000000|N _Print List of Materials |

B22 Brake Fluid DOT3 |Material 15.000000 N |l Print Materials to Order
New [ Edit | Delete | < I : I > | > I Print Bar Coded Labels

Transactions

Transaction DateTransaction Type [Check Out Qty. |[Checkn Qty. |Return Qty. [~ Check In
12/20i04 Check Out 4.000000

Check Out

Return
’J' r
< X
Close

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:

ftem = Inventory item Inventory Type | OtyonHand | Flag 4
! ForkLift Palette Blad Replacement Part 1.000
CLEANZ2 Engine ane Brake g Material 15.000000|N
Pro589 5-Gallon Propane T|Material 5.000000|N
Heawy Oil Material ] J
L100 Spray Lubricant  |Material 8.000000 (N
C100 Degreasing Agent |Material 5.000000 (N =

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:

@~ ttem#  Inventory ltem

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:

Locate by Bar Code

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:

x|
Inventory Item Check In
Inventory Item: Cost:

Name: Brake Fluid DOT3 Minimum Level:
Unit: [Quats ] Maximum Level:
Manufacturer: I Reorder Quantity:
— [T r~ertoy Type:
Date: 12/14/2004 ID Code 1: 1D Code 2: [N
Quantity on Hand: ” ‘Warehouse Location:
Long Description:
Transaction Type ICheck In Person IManager
Warehouse Loc | LA
Check In Quantity 30.0  Transaction Date IU?IUZIZUUT

Expiration Date 02/02/2008
0K Cancel

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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X
Inventory Item Check Out

Inventory Item: Cost:
Name Etching Acid Minimum Level: [T
Unit: |Ounces | Maximum Level:
Manufacturer: Reorder Quantity: [N

Vendor: [T "Vertey Tvee:
Date: 1D Code 1: [N D Code 2: [
Quantity on Hand: | Warehouse Location: [N

Long Deseription:

Transaction Type | Check Out Person | Manager

Warehouse Loc LA
T jon Date | 02022007

Check Out Quantity| 100

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:

x|
Inventory Item Returned

Inventory Item:  [SI] Cost: $25,000000
Name: Minimum Level: NI 1]

Unit: Maximum Level:
Manufacturer: Chem Labs West Reorder Quantity: m

Vendor: [T | Inventory Tvpe: | VET I
Date: 12/15/2004 1D Code 1: [N 1D Code 2: [N
Quantity on Hand: [INIRET]  warehouse Location: [N

Long Description: concentrated Muriatic acic

Transaction Type IRE"-I"' Person |Manager

Quantity Returned Transaction Date |02/02/2007

0K Cancel

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:

{New Inventory
New Inventory Information

Item Number: ID Code 1:

Item Name/Description ID Code 2:

DECE (12,/02/2007 Inventory Type:

Preferred Vendor: Equip. or Vehicle:

Manufacturer:

Quantity on Hand:

=
3
£l

Cost: Minimum Level:

% Markup: Maximum Level:

Price: Reorder Quantity:

Warehouse
Location:

Long Description:

Print [ OK I Cancel |

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.

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

Date: Enter the date on which tracking for this item began.

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.

Manufacturer: Enter the manufacturer of the item you are
entering.

Unit: Enter the name of the unit which you are using to measure
the quantity of this item (e.g. “gallons”, “bundles”).

Cost: Enter the cost per unit for this item.

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

this is the extra percentage you charge the customer.

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.

ID Code 1: If you have another ID code by which you track an
inventory item, enter it here.

ID Code 2: If you have another ID code by which you track an
inventory item, enter it here.

Inventory Type: From the drop-down box, select whether the
item is a material, a part, or neither.

Equip. or Vehicle: Select whether the inventory item is used in
only equipment maintenance, only vehicle maintenance, or
whether it is used in both.

Quantity on Hand: Enter the quantity of the item you currently
have in your actual inventory.

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.

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.

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.

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:

x
Modify Inventory Information

Item Number:

Name/Description:

DEICH
Preferred Vendor:

Manufacturer:
Unit:
Cost:

% Markup:

Price:

Long Description:

cim
Etching Acid
12/15/2004

Chem Labs West

Ounces
$25.000000
0.000000
$25.000000

concentrated Mu
metal etching. 3.

SIETE

ID Code 1:

ID Code 2:
Inventory Type: Material
Equip. or Vehicle: Equipment
Quantity on Hand:

Minimum Level:

Maximum Level:

Reorder Quantity:

‘Warehouse
Location:

I Cancel |

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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i
Print Material Bar Code

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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|
List of Requests for Bid
Click column heading to sort Locate RFB=
RFBZ Description Date = I
1 Request From Staples for|12/14/04
2 200Ft. Item: 2g Cab 12/14i04
RE Cleanefs and Lube sentt|12/20/04
RFB Materials
Material # Name Oty 2
0100 Heavy Oil 20
L100 Spray Lubricant
c100 Degreasing Agent 4
New | Edit I Delete | [ 1 I > |> | ” CLOSE |

The first of the two tables in the List of Requests for Bid window is the list of requests that are currently
open:

RFB= Description Date =
M1 Request From Staples fon12/14/04
2 200Ft. Item: 29 Cab 12114104
3 Cleaners and Lube sentt{12/20/04

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:

Material # Name Oty —
0100 Heawy Oil 20
L100 Spray Lubricant B
C100 Degreasing Agent 4

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:

x4
Request For Bid (New Screen)
RFBH# Date SendRFB? | Vendor ID Vendor Name =
I:l 02/05/2007 o] Staples Staples
Description — Fry's Fry's Electronics
- Autozone Autozone
— Napa Napa Auto Parts
i Bob's Boh's machinery -
Material # Material Name oty Delivery date |~
New Delaill Edit Detail | DeleteMaterial Print RFB | 0K | Cancel |

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 ficld 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:

Material # Material Name Oty Delivery date [;
0100 Heavy Oil 20.000000(12/25/04
L100 Spray Lubricant 6.000000(12/25/04
C100 Degreasing Agent 4.000000(12/25/04

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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+ New RFB Material Info. 1 |

New Material Information

Material # l E‘]
|

Material Name |

Quantity |

Deey 0t

Long
Description

OK Cancel

There are six data fields on this window:

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.

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.
Material Name: This field is automatically filled in with the name of the material you selected in
the Material # drop-down box.

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.

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.

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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X
Modify Material Info.

Material # |c1 00

-]

Material Name |Degreasing Agent |

Quantity | 4
Delivery Date | 12125/2004
Long Degreasing Agent used for clearing old oil and

Description | 4irt off parts befare re-lubing.

OK | Cancel

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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\ Modify Request for Bid B=|
Request For Bid (Edit Screen)
RFB# Date Send RFB? Vendor ID Vendor Name ]
I:I 12/20/2004 I~ Staples Staples
Deserntion I~ Fry's Fry's Electronics
Cleaners and Lube sent to v Autozone Autozone
Napa and Autozone v Napa Napa Auto Parts =l
v Bob's Bob's machinery v
Material # ial Name Oty Delivery date l;
0100 Heavy Oil 20.000000|12/25/04
L100 Spray Lubricant 6.000000{12/25/04
HC100 Degreasing Agent 4.000000(12/25/04
QeleteMateliall Print RFB | OK | Cancel |

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:

R

List of Purchase Orders Locate By | p.0.#

Vi
Click column heading to sort ‘endor 1D

H

POz Vendor ID PODate |-
1|Bob's 12114104 =
Enter Delivery Date range
2[Fiy's 1218108 __ Enter Delivery Date ranae

y 3[Napa 12/2004 | Start Date

- PRINT

gurchase Order Materials

Material # Material Name Quantity =
M C100 Degreasing Agent 4

c101 Etching Acid 15

L100 Spray Lubricant 5

New Edit Report | 1| < | > ]>|ﬂ CLOSE |
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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:

4
New Purchase Order
[Poa [ 4] sou| | I Closed? PO Date [02/0572007 ]|
vendor 0 | NG - Contact Info | Order Totals
Name:
Address Contact | I

Phone () & Documentation

Requirements '

Fax
I” Cert. of Conformance

State/ ZIPiPostal
Province % Delivery Date [ TestData

Country
Phone ) Fx [ ) Ordered By | J
Temms e

Nl[ Material# [ MaterialName | QuantityOrdered | Price | ExtendedPrice | |

City

|

uewnetail[ Edit Detail |

© Print PO | 0K | cancel

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:

Name
Address

City
States I ZIP/Postal |
Province Code

Country |

Phone I = |Fx|1

Terms I LI

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:

Contact Info | Order Totals
Contact | I
Phone (3 - Documentation
|____Requirements |
= 0 I Cert. of Conformance
Delivery Date [~ Test Data
OrderedBy | |

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:

i Mateiay | Moo Name _ Quaniy Oerea _prce [ brendeaprce o

o |C100 Degreasing Agent 4.000000 12.00 48.00(/
c10 Etching Acid 15.000000 25.00 375.00)/ f
L100 Spray Lubricant 5.000000 3.50 17.50(1 4

s
L | :
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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 New Purchase Order Material
in the box with your mouse and then
typing. Ii

o Reorder Quantity: This field is P o =
automatically filled in with the Material No. I
recommended re-order quantity for the Material Name [
inventory item you wish to order. Reorder Quantity |

o Quantity Ordered: This is where you -

. . . Quantity Ordered |
enter the quantity of the item which you
want to order. Click in the box and type L Brice I
the quantity you wish to order from the Extended Price [
vendor. Quantity Recefved |

o Upit Price: Thls is where you enter the Quantity Due |
price per unit which you and the vendor Dromised DEIvEDy
agreed upon. Click in the box and type Date | 1
the unit price at which you are ordering Delivery Date | i
the material.

o Extended Price: This field is Long
automatically filled in with the unit Description |
price multiplied by the total number of
units being ordered. Dir |

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:

\ Modify Purchase Order . . x|
Modify Purchase Order
[ Pou | 3] I Closed? PO Date [12/202004 ] |
Vendor D [Napa Contact Info [ Order Totals
Name Napa Auto Parts
Contact |Tv|er Durden |
Address [ 45678 Plum Cyn
Phone (661) 286-0046 Documentation
City Canyon Courtry Fax = CRW%':"”
State/ ZiFrPosal ert. of Conformance
povnce (A Joose 191350 | H poveryDate[01252004] | - rost ata
Country Ci

a
Phone | (861) 321-654:|Fx | (661) 456-7830

I -

Ordered By | Eric

c100 Degreasing Agent 4.000000 12.00 48.00( 1
c101 Etching Acid 15.000000 25.00 375.00) 1
L100 Spray Lubricant 5.000000 3.50 17.50(/ 1

New Detail l Edit Detail

printpo | oK

| Cancel

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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_Iol
List of Purchase Orders
: < Locate PO,
Click coluran heading to sort
PO# | vendorID Bus. Name PO Date | Del. Date Ordered By —
» 1|Bob's [Bob's machinery 12114104 I
2|Fry's Fry's Electronics 12114104 i1
3|Napa Napa Auto Parts 12120104 0172504 Eric
Receve [ 1| < | > [>1]] crose |

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:

[ Recening Purchase rder Materils A
. & PO # PO Date
Receive PO Materials 1272072001
‘ Cantact Info | Order Totals
Vendor ID [Napa
Name Napa Auto Parts Contact |Tvler Durden I
Rcesel] 45678 Plum Cyn Phone (661) 286-0046 | Docamentation |
Fax —equrenents
City Calivo Coltkry I” Cert. of Conformance
State/ Zip/Postal Delivery Date| 01/25/2004
oo [01252006 ] | - rogipaa
Phone OrderedBy | Eic |

Fax
= —
aterial# | Material Name | Qty. Ordered | Qty. Rec. |Date Rec. Unit Price Extended Price

G100 Degreasing Ayent 4 4| ¢ 12.00 48.00
c101 Etching Acid 15 14[02m107 25.00 375.00
L100 spray Lubricant 5 0[ozn77 350 17.50

>
«| o

Receive |Edit Events|BacklogVariance Reporll 0K |

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:

aterialit| Material Name | Qty. Ordered | Qty. Rec. [DateRec.|  UnitPrice | Extended Price
G100 Degreasing Agent 4 41 ¢ 12.00 43.00
C101 Etching Acid 15 14020107 25.00 375.00
H|L100 Spray Lubricant 5 0020707 3.50 17.50
I >
< >

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:

g
Material #[c100 Description : [ pegreasing Agent
Long . Degreasing Agent used for clearing old
Description: | il and dirt off parts hefore re-lubing.
Date Received : 02/07/2007  Enter Quantity Received : |4, , ,
Expiry Date 12i31/2010
i Print Bar Coded Sticker (Avery 5161) | Close |

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:

174



\ Receiving Material Inventory [ l]

RECEIVING EVENTS
Material Material
# c101 Name | Etching Acid

Date Quantity Received =

02/07/07 a Add New Line

0125107 4
02101507 2

< of]

Receiving log
Date Range:l i

[ 11

ErintBarCodedStickerl Delete | Close |

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:

Date Quantity Received -
02/07/07 8
0172507 4
02101107 2
« "

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:

JRT=TE

Quantity Left I 5.000000
Date |02:07;200?
Quantity Received I 5.000000

oK | Cancel |
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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:

 List of Yendors 8 x|

Locate By i & VendorID ¢ Name

Vendor List 1

Click column heading to sort

Vendor ID Name Phone A
Staples Staples (555)-123 9876
Fry's Fry's Electronics (555)-987 1234
Autozone Autozone (661)-741 8529
»Bob's Boh's machinery (555)-123 4567

Delete ||<| <[> || Vendor List | Vendor Labels| CLOSE |

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:

 VendorID Name‘

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:

=
New Vendor VendorlD Name
Address Contact Information
City Name Title Address  Phong=
State/Praince j

ZIPiPostal |
Code -
Country |

V] US Address?
Phone s

Fax €)n < | >’._|'
Email

Terms Preferred Status Add | Edit I

[ 5| ]

Notes OK ~
Mailing
Cancel Label
Print

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.

Address 89562 Tamarack Ln.
ity Lake Havasu City
State/Province | ax j
LIPIFostal
Sh 48522- |
Country United States

LS Address?
Phone (955 123-4567
Fax (555) 987-6543
Ermail sales@hohsmachinery.co
Terms Freferred Status
onetts =] [Good -]

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:

Contact Information

Name Title Address ’hont
Joshua Stevel T S Technical| 89562 Taman {555,
plan Thompso|Sales 89562 Taman(s52;
Rehecca Ora|Customer Rg30521 State §{553;

i

Edit I

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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[ iNewContact x|

New Contact Information

Vendor ID IBob'S

Name I.Joshua Stevens

Title [ 1T s Technical Support

Address  |gg562 Tamarack Ln.

Phone |(555)—123 4567

Email |jush@bobsmachinery.com
Other I
0K I Cancel |

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:
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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.

[irems
Terms
Terms
2110 Met 30
10 Met1s

Cue Upon Receipt

-

Edit

Print | glnsel

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.

: Preferred Status

Preferred Status

Preferred Status

w|Bad Credit

Do not Use

Good

High Priority

e | Edit |

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:

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.

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.

Import Data: Clicking on the Import Data button takes

UTILITIES

Preferences

User Passworis

Import Data

KEepack Datalase

Add User Licenses

About

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.

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.

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 ".".
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.

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):

Password Maintenance

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 Clese: 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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New User

User Name : 313

Password :

Verify Password :

Access Level :

User Type:

Cancel | Close |

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.
Supervisors Cannot:
Supervisor o Edit User Passwords

o Check In/Check Out Inventory

Users Cannot:
User 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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Edit Acess Level i

User Name :

Access Level: ==

LAl e System Administratc

save | cancel | close |

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:

Change Password

Username:

Old Password:

New Password:

Confirm Password:

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:

Delete User 1

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:
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Username Password Access Level User Type -
Manager start 3 System administrato
Adam 509943 1 User
Jason greenvalley 2 Supervisor

Etic eslinkit 2 Supervisor
Judith sanchez 1 User

Close |

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: IMPORT DATA

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 Import Equipment
vehicles into EZ Maintenance. See further down in Import Vehicles
this section for the sub topic “Importing Usage
Logs” for in-depth information.

o Import Equipment: Clicking on the Import Impart Customers
Equipment button brings you to a section of the

o dmportlogs

Import Inventory lterms

o - . Irmport Wend
Import Utility where you can import your equipment Sl
into EZ Maintenance. See further down in this Wiew Error Log
section for the sub topic “Procedure for Importing Close

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:

EZ Maintenance EE X|

A data import module is available for EZ Maintenance. Please call your sales representative, or Link It Software Sales at (661) 286-0043, or E

Mail Link It at sales@linkitsoftware.com.

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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From the EZ Maintenance main menu, click on the Import Data button.

You will now be at the Import Data menu. Click on the Import Logs button.

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.

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.
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.
2.
3.

From the EZ Maintenance main menu, click on the Import Data button.

You will now be at the Import Data menu. Click on the Import Equipment button.

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.

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.

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.

Ealbal e

From the EZ Maintenance main menu, click on the Import Data button.

You will now be at the Import Data menu. Click on the Import Vehicles

button.

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.

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.

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.

3.

From the EZ Maintenance main menu, click on the Import Data button.

You will now be at the Import Data menu. Click on the Import Inventory Items button.

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.

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.

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.

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.

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.

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.

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.

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.
2.
3.

From the EZ Maintenance main menu, click on the Import Data button.

You will now be at the Import Data menu. Click on the Import Vendors button.

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.

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.

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:

\ EZ Maintenance Registration - =10l x|

To register your additional licenses, make sure your PC is connected to the
internet. Fill in the data below, then click on the OK button.

Key Code 1: || Key Code 2: |

0K | Cancel |
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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 ficlds 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:

Application change complete

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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