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WHAT IS CWORKS?

CWorks is a computerized maintenance management system, which delivers various benefits

to organizations by delivering information to maintenance engineers and managers. These

benefits include:

Easy analysis of work order status.

Simplified management decisions with the availability of equipment maintenance
history.

Simplified and documented process for Supplier Management.

Readily available equipment preventive maintenance schedules.

Automatically generated preventive maintenance work orders.

An efficient and time-saving maintenance activity with CWorks’s centralized database

and communication.

CWORKS
FREE
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How Is It Used?

CWorks is used to keep track of all aspects of maintenance performed on assets, equipment,

locations and other items that make up your facility. It is flexible and easily customizable to

meet your needs. You decide how you want CWorks to track your maintenance;

1.2

Use it to store information about the things you maintain (e.g., equipment or locations)
and the resources used to maintain them (e.g., labor and parts.)

Use it to assign and schedule maintenance on your facility using the stored information.
Most importantly, use it to track the history and cost of maintenance performed on your

facility.

What Should You Do Before Starting?

Gather information about your maintenance facility based on the Masters list required
by the system. For examples assets, locations and etc.

Organize your assets according to a hierarchical structure if required.

Enter your basic data into CWorks. You do not have to set everything up at once, but
certain information must be entered before you can issue a work order.

Other information’s can be added on as you use CWorks.

Now you are ready to use CWorks to manage your maintenance.

Remember that maintenance management involves significant amounts of data. We advise

that you do not try to do everything at once.
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1.3 How Does CWorks Work?

1.3.1 CWorks Main Menu

FREE ¥ersion

Visit CWorks Club

(2 [ Computerized Maintenance
Management System

% ¥Work Orders

Assets Preventive

Masters

Locations

e

Reports

STEWS BERHAD Al Rights erved. Change Language

Figure 1: Main Menu

1.3.2 Description of CWorks Modules

1.3.2.1

Work Orders

The work order module provides the ability to view and manage all maintenance
activities. It provides an accurate basis for work order costing, analysis and
management of site activities. The work order module is integrated with the
Planned Maintenance module in order to integrate scheduled preventive
maintenance work with ad-hoc breakdown work. Work orders can also be raised
for non-asset activities, such as changing a light bulb, repairing a leaking roof or
plumbing problems. The module enables the capture of all Direct issue and

labour costs and utilization.
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Assets

The Asset module provides the facility to record and manage your organization’s
assets. It stores data on every asset that you want to maintain a record of
maintenance activities. The following screens are available in the Asset module;
e Asset List Summary
e Current Asset Register
¢ New Asset Registration
e Additional Info. - Information about the registered asset can be listed in
this section.
e Relationship - Enables an asset tree to be built using the parent-child
relationship.

e Work Order History - List of all work orders opened on an asset.

Location

The Location module provides the facility to record and manage your facility’s
physical locations. It stores data on every location that you want to maintain a
record of maintenance activities. The following screens are available in the
Location Register;

= Location List Summary

= Current Location Register

= New Location Registration

Preventive

This Preventive Maintenance module describes how to schedule and generate
preventive maintenance work orders within CWorks. A preventive maintenance
(PM) master and schedule specifies work to be performed based on an elapsed
time interval monitoring. PM schedules can be set-up for either an asset or a

physical location.
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1.3.2.6

1.3.2.7

.

1.3.2.8
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Employee

The employee module provides the facility to record and manage your employee
data. It stores data for every personnel employed in your company and records
maintenance activities performed by employee. You can also view assets for

which an employee is authorized or trained to operate and maintain.

Reports

This module provides a range of management reports. Reports produced by
CWorks are a combination of related data contained in the system. Reports are
used for management information purposes, documentation and accounting of

the productivity and performance of the maintenance departments.

Masters

This module captures all your basic maintenance data which is required to start
your CWorks. Below are the masters:-
e Department e Misc

e Failure Code Work Priority List
Work Status List

Work Type List
Warranty/Contract List
Asset Status List

Work Trade List

Asset Criticality List

e Asset Category
e Suppliers/Contractors

e Assets

O O O O O 0O O

e Locations

e Employee / Requester

Exit

To close or exit from CWorks program.
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1.4 Mouse & Keyboard Functions

In CWorks user guide the following terms are used to describe mouse actions and

keyboard functions:

1.4.1 Mouse Actions

Action Result

Click Press and release the left mouse button.
Double-click Click the left mouse button twice.
Right-click Press and release the right mouse button.

Put a Check in the Box Move the mouse pointer over a check box and click
it to activate or deactivate it. Turn on a box by

putting a check in it.

1.4.2 Keyboard Functions

Action Result

<Tab> Move the focus of the cursor to the next available
control.

<Enter> Either moves the focus of the cursor to the next

available control or commits a transaction.

<Delete> Remove selected data from fields and some
datasheets.
<ESC> Stops a function.
Save ] Click on this button to save any changes
Close I Click on this button to exit from the screen. In a

“"New"” screen (for registering a new record), clicking
this button will close the screen without saving the
record. In a "“Current” screen (for viewing and
modifying existing records), clicking this button will
prompt the user for confirmation to save or discard

the changes (refer “Confirm Save” screen below).

Confirm Save Ll Click “Yes” to save the changes and exit the screen

L) Do vouwish to sava the record ? or No to exit the screen without saving the changes.

‘fes Mo |
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1.5 How To Log Into CWorks

Upon launching the CWorks application file, the screen below would pop-up. The system
will automatically refresh the database link. To change the database, refer to “"How To

Change The Database Source File.”

Connect To Data Source

Refreshing Database Link

Progress [

Status :

Figure 2: Connect to Database

If the system cannot find the database file (CworksFoc_db) or (CworksFoc_Sample_db)

a message box would pop-up for user to provide a valid link.

Connect To Data Source

Current Data Source :|C:".C‘.".fFREE".CworksFoc_db.mdb |

Browse Data Source

Data Source Location :| | = |

1 The Current Link I= Invalid.

System Could Mot Detect a Database.Please Provide a valid Link

Figure 3: Invalid Link
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WORK ORDERS

What Are Work Orders?

Work orders are written records of maintenance activities. They are used to assign

maintenance to the areas and equipment that make up your maintenance program.

Work orders contain information about a maintenance activity, such as where and how
it is to be done, who is supposed to do it and supplies needed to complete the task.
They keep track of your maintenance activities and store valuable time and cost
information that is used in reports. All tracked maintenance histories in CWorks are

based on the information stored in your work order records.

Creating work orders for all your maintenance activities is the key to an efficient
maintenance program.

Work Orders are created for two primary reasons:

1. Unscheduled work that is requested by tenants, customers, employees, and
supervisors.
2. Regularly scheduled or preventive maintenance that is performed on a routine

basis.

CWorks can create both types of work orders.
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A work order can be opened on an asset, a physical location or when services are

required.

Click w button on the Main Menu page (see Figure 1). The Work Order List page

(as seen below) will be displayed.

Work Order #

Work Type Work Status AssetMo Problem Description Requester Act
0000000076 Reimbursable Open Repainting wall at Block A phase « HASRINA ABDUL HALIL (I
0000000074 Inspection Open Cracked wall inside male toilet no HASRINA ABDUL HALIL
0000000069 Manual Preventive | Open 0006 Plan Preventive Maintenance For ¢ DAMIEL SCHMIDT
0000000068 Manual Preventive | Open 0000z Flan Preventive Maintenance For/ JAMILAH OMAR
0000000067 Manual Preventive | Open TVOOoA Telephone notfunctioning at med HASRINA ABDUL HALIL
0000000066 Breakdown Open 0ooo10 Leaking at Peanut Storage Tank M DAVID NG
0000000064 Caorrective Open PO0O0OG Printer Mot Functioning At Preside ROSLIHASHIM
0000000062 Breakdown Open Faulty eletrical wiring/equipment ¢ JIVARAJA AL MADASOM
0000000059 Preventive Open PO8-LVD-4A-A LV DISTRIBUTION
0000000057 Preventive Open PM Blanchers
0000000056 Preventive Open PM Blanchers
0000000054 Preventive Open PM Blanchers
0000000053 Preventive Open FPM Blanchers
0000000052 Preventive Open PM Blanchers
0000000051 Preventive Open PM Blanchers
0000000050 Preventive Open P A-Line -
™| »
New WorkOrder | Print WO by batch | View Al |  ExporttoExcel | Close |

Advance Search | List Sorting

No. of Records

Work Type
Work Status
Work Trade
Workorder No
Requester
Asset No

WO Priority
Failure Code

’—| ]ﬂ Prob. Desc.

’—| 1!_!] Location Desc

PM No.

,.._i PM Task No.
| Kl Received Date |

[ | |xytststartDate [ |

[ 1 | ActCloseDate|

—F T o

Start Date

|
|l
%
| 7o | M| x
S — T
| o] | g L
[ | | ||y =1 |

Search Reset

Figure 4: Work Order List

Click the "New WO" button. This will bring you to a blank Work Order form as shown in

Figure 5. A New Work Order screen can also be activated in the Current Work Order

screen by clicking the same button.
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2.3 How To Fill In A New Work Order
Upon activation of the New Work Order screen, the Work Order # will display
000000000. Only upon saving the work order, will the system generate a work order
number.
Work Order |Wurk Order Closing |
Work Order # 0000000000 Received Date/Time  [08/10/2005 4:12:30 PM__| || Employee/Requester Information
Work Status [Open =] ||EmoRes [ ]
Problem Telephone No | |
Description Fax No | |
MobileNo | |
Assign to [ 1= workType] ] || E-Mat | |
RequiredDate [ | Vvork Priority |
PMNo - |
P Task No | |
Asset / Location Infomation
Location No | ]| |
Asset No | ]| |
AssetStatus | |  Warranty/Contract
Warranty End Date
Asset Location
Notes to j j
Technician
RecevedBy | -]  wworkOrder Trade [ -1
| Close |
Figure 5: Sample Work Order
1. Fill up all the fields in the first section. Fields are described below:
Fields Description
Work Order # Automatically generated by the system upon saving the record.
Received System date and time.
Date/Time

Work Status

Problem
Description
Assign to
Required Date
Work Type

System defaults status to "Open". The current work order status
describes which stage the work is in.

Describe the details of the problem for this particular work order.

Assigning an employee for the work order
Enter a required date and time if applicable.
Select a work type for the work order. Additional work types can

be defined in the Master module (Miscellaneous — Work Type.)
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Fields Description

Work Priority Define the level of urgency assigned to a particular job. This data is
set in the Master module. The system-default data are as follows.
They can be added but cannot be removed. Normal, Urgent,
Emergency, Routine, Safety

PM No. Identifier of the PM Schedule master record.

PM Task No. Identifier of the PM Task master record.

2. Fill up all the fields in the Employee/Requester Information section. Fields are

described below:

Fields Description
Emp/Req. Select the person who requested for the work order /service from
Name the list. The person could be an employee of the organisation or a

customer to the organisation.

Users can also view a list of employees/requesters, obtain details,
amend current employees/requester data and add a new
employee/requester into the master database by clicking on this
right button ﬂ, which is located to the right of the field. To add
new employee, refer to How To Add A New Employee/Requester for
the field explanation.

Telephone No Default based on data set in employee/requester master.

Fax No Default based on data set in employee/requester master.
Mobile No Default based on data set in employee/requester master.
E-mail Default based on data set in employee/requester master.
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3. Fill up all the fields in the Asset/Location Information section. Fields are described

below:

Fields Description

Location No Select the location where the problem is originating from. Work
orders can be created based just on a location.

Asset No Choose from the list. a code assigned to an asset/ equipment
and its description. This data is set in the
asset module.

Asset Status Default based on data set in asset master. This field describes

the status of the asset.
Warranty/Contract Default based on data set in asset master. This field specifies

whether the asset maintenance is under warranty or contract.

Warranty End Default based on data set in asset master. This is the warranty
Date expiry date.

Notes to Asset (See Figure 6)

Technician Default based on data set in asset and line master. Field is used

to describe additional important information pertaining to the
asset.
Location (See Figure 7)
Default based on data set in asset master. Field is used to
describe additional important information pertaining to the
location.
Recieved By Defaults to the log-in person who created the work order.
Work Order Trade Trade or section that is primarily responsible for the work.

This data is set in the Misc.- masters.

Save | Click on this button to save any changes
Close | Click on this button to close the screen without saving the record
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2.3.1 How To Enter Notes To Technicians

2.3.1.1 Notes to Technician: Asset

This field is used to describe additional important information pertaining to the asset.

This field can be updated by clicking on =] button. The screen below would pop-up.

Users can change the data here and the system will automatically update the asset
master record.

EES Notes To Technician X|
Asset # | GRTONNGT)  |[AIR CONDITIONER - SPLITAVALL |
Notes To
Technician
Close |
Figure 6: Notes to Technician - Asset
2.3.1.2 Notes to Technician: Location

This field is used to describe additional important information pertaining to the location.

This field can be updated by clicking on 2| button. The screen below would pop-up.

User can change the data here and the system will automatically update the line
master record.

iNotes To Technician - Location

Location# | D1GFODG || AZE - DRIVERS ROOM
Notes To Repainting would be carried out frorm 21/08/05 to 28/08/05 -
Technician .

Close |

Figure 7: Notes to Technician - Location
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What Is Work Order Closing?

When a work order is created, its default status is "Open” and cannot be changed. The
work order closing tab can be used when first opening a work order. This tab allows
users to enter additional remarks or to establish the estimated start / end dates to
complete the work order. Entering estimated start dates are useful as they can assist in
monitoring and planning work orders. Work order estimated start dates can be
searched in the work order list form.

New Work Order

Work Order | Work Order Closing :

Work Order #

Work Status [Open [=]

Date  Time Details Estimated PM Target Start Date
Assessment [ | | | [ [ |
Start | | E | | | | PMTarget Comp. Date

End | B ] | | |

Handover Date/Time | | E| | Estimated Duration
Failure Code | [ |  AcceptedBy[ |

Cause
Descriptions

Action Taken

Prevention
Taken

Save ‘ Close ‘

Figure 8: Work Order - “"WO Closing” Tab
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How To View And Modify Existing Work Orders

Click the work order icon in the main menu (see Figure 1), and a Work Order list form
would pop-up. The Work Order list form displays open, closed and cancelled work

orders. To view all work orders in the list form, click the “View All” button.

Double-clicking on any of the work order will activate the Current Work Order screen,
see . Users will be able to view and modify the detail on the particular work order in
this screen.

Note - Closed work orders cannot be modified.

Work Order # Work Type Work Status AssetMo Problem Description Requester Act

0000000076 Reimbursable Open Repainting wall at Block A phase « HASRINA ABDUL HALIL |

0000000074 Inspection Open Cracked wall inside male toilet no HASRINA ABDUL HALIL 7

0000000069 Manual Preventive | Open 0006 Plan Preventive Maintenance For ¢ DAMIEL SCHMIDT

0000000068 Manual Preventive | Open 0000z Flan Preventive Maintenance For/ JAMILAH OMAR

0000000067 Manual Preventive | Open TVOOoA Telephone notfunctioning at med HASRINA ABDUL HALIL

0000000066 Breakdown Open 0ooo10 Leaking at Peanut Storage Tank M DAVID NG

0000000064 Caorrective Open PO0O0OG Printer Mot Functioning At Preside ROSLIHASHIM

0000000062 Breakdown Open Faulty eletrical wiring/equipment ¢ JIVARAJA AL MADASOM

0000000059 Preventive Open PO8-LVD-4A-A LV DISTRIBUTION

0000000057 Preventive Open PM Blanchers

0000000056 Preventive Open PM Blanchers

0000000054 Preventive Open PM Blanchers

0000000053 Preventive Open FPM Blanchers

0000000052 Preventive Open PM Blanchers

0000000051 Preventive Open PM Blanchers

0000000050 Preventive Open P A-Line -

™ S m—— *
Hew WorkOrder Print WO by bat«:Qgiew AILD Export to Excel ] Close ]

No.of Records [ 57 |
Advance Search | List Sorting

Work Type = [y prob-De=c: |
Work Status [ ]| %y Location Desc
Work Trade .. | 7 PM No. | xy
Workorder Ho J ﬂ PM Task No. J ﬂ
Requester |ﬂ Received Date | | Tol |ﬂJ H
Asszet No [ .| %oy Est Start Date 1] To:lﬂﬂ
WO Priority I | Ky Act.Close Date| | To] Uﬂﬁ — |
Failure Code [ | .|y PMTarget To | | Fin =
_I Lj Slattiate l l l l‘J X Search Reset

Figure 9: Work Order List

The Current Work Order screen is shown below (see Figure 10). To modify the data,
just type over the current data and upon closing the form the system will prompt user

whether you wish to save the changes. Click “Yes” to save the changes and Exit or "No’

to exit the screen without saving the changes.
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Work Order )

Work Order |Work Order Closing | Labour | Direct Issue | Work Order Cost |

Work Order 2 0000000002 Received DateTime [11/042003 10:52:29 | || Employee/Requester Information

Work Status [Closed =1 || Empreq =l
Problem Lighting circuit faulty. Telephone No [089354885 |
[IEsETpliaN Fax No [0Eo3e4084 |
Assign to =l Work Type [Breakdawn =] |[Mobile N0 [0138635745 |
Required Date | | Work Priority [Marrmal ~| || E-Mail [gabriel pilus@hkktearmn |
PM No | - |
PMTaskNo | | |
Asset / Location Infomation
Location No TR | [4&E - EMERGENCY UNIT |
Asset No [ -] |
Asset Status | | warranty/Contract | |

Warranty End Date | |
Note to Asset ;Dcat.iﬂtl.'l e - —
e ERAINTnGg wi B carried aut fram
LAEINRCIED ‘j 1171012002 1510212002 j
Received By [Shafina Abdullah i | Work Order Trade [Electrical |
New WO | Close W0 | Close |

Figure 10: Sample Work Order

2.6 How To Use Search

A Search option is available in the Work Order List form. Its function is to enable

filtering of work orders by a combination of parameters defined by the user. In the

screenshot example below, work orders are filtered by Work Type “Breakdown” and

Work Status “Open.”

Advance Search | List Sorting

Work Type | |_... | % Prob. Desc. [ |

Work Status | | ... | 4 Location Desc | |

Work Trade |ﬂ PI No. =y

Workorder No =] | PH Task No. J ﬁ

Requester | || % Received Date | | Tol |ﬂﬂ

e | gestsrome | [ Ju|

WO Priority | | ...| %y ActClose Date]| | To | M| ®y

Failure Code | |Jﬂ PM Target | | -|-0| | T Find == |
ST J Search Reset |

Figure 11: Search
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Search can be done on:-

Work Type
Work Status
Workorder No
Prob. Desc.
Received Date

To do a search, click on the field of choice, enter the field contents and click on the

Search | button.

Advance Search | List Sorting

Work Order # Work Type Work Status Problem Description
Received Date

A=

User can also sort a search results, ascending or descending order, by clicking on the

A-xZ | button.
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2.7 How To Close A Work Order

When a job is completed, the work order in the system has to be closed. To close a
work order, click Work Order button on the Main Menu. Double-click on the work order
user wish to close from the list. Click on Work Order Closing tab and change the Work

Status to Close.

Work Or;
m Work Order ClOSiﬂwbour | Direct Issue | Work Order Cost

Work Order #

Work Status

Date/Time Details Estimated Actual PM Target Start Date
it g — O e . | e
sir | | — B ramcomsons

" B | | | | | 29-Nov-2006 |
Handover Date/Time | Estimated Duration |0.00
Failure Code =] |  Accepted By
Cause

Description

Action Taken ‘ ‘

Prevention Taken ‘ ‘

‘ Close WO ‘ ‘

Figure 12: Work Order - “"WO Closing” Tab

Fields Description

Work Status Upon completion of work order, set status to “Closed”
Estimated:

Assessment Date/Time Estimated date and time the work order is assessed.

Start Date/Time Estimated date and time work start.
End Date/Time Estimated date and time work completed.
Actual:

Assessment Date/Time Actual date and time that work was attended to.

Start Date/Time Actual date and time of start work order. Mandatory field.
End Date/Time Actual date and time work order completed. Mandatory field.
PM Target Start Date Target start date of a preventive maintenance work order.
PM Target Comp. Date Target complete date of a preventive maintenance work

order.
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Fields Description

Accepted By Requester who acknowledged the closed work order.
Handover Date/Time Specify a handover date for the work.

Estimated Duration Estimated duration time for the work order to complete.
Failure Code Choose from the list. A unique code can be assigned for each

breakdown work order. Failure codes are defined in the

masters.
Cause Description Memo field to describe the cause of the problem.
Action Taken Memo field to describe the action taken.
Prevention Taken Memo field to describe the prevention taken.
Close WO | Click on this button to close the work order. You will be

prompted whether you wish to save the changes. Click Yes to
save the changes and exit or No to exit the screen without
saving the changes. Note: Users cannot modify a closed work

order.
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Start Date/Time
End Date/Time
Comments

Hours
Normal
OT1, OT2, OT3

Total
Hours
Cost

Save

Delete

2.8 How To Add Labour In The Work Order
Employee and man-hour details are entered in the Labour tab of the Work Order form.
Click on "Work Order - Labour” tab to enter labour details.
Work Order /\
Work Order | Work Order Clofjng | Labour | Dighct issue | work Order Cost
Work Order # [ 0000000059 |
Employee " T<=l Hours Total
Start DatefTime | 1= | Normal | OT1 | OT2 [ OT3 Hours | Cost Save
EndDatefMime | =0 | 000 [ ooo [ ooo | o000 000 | 000
Comments [ ]
Employee Start Date/Time End Date/Time Mormal OT1 |0T2 OT3 |TotalHourg
ALEX LAl 17-Sep-2006 9:00:00 AM | 17-Sep-2006 11:00:00 AM | 2.00 0.00 |0.00 000 200
DAVID NG 17-Sep-2006 10:00:00 AM | 17-Sep-2006 1.00:00 PM | 3.00 0.00 |0.00 000 3.00
4 3
To delete record please hit [Backspace] key Total Hours : Total Cost :
| glosewo| |
Figure 13: Work Order - “Labour” Tab
Fields Description
Employee Choose from the list. Names of employees who executed the job. Users

can also add a new employee to the master database by clicking on the
Employee button, which is located to the right of the field.

Date and time the employee started on the work order.

Date and time the employee finished on the work order

Any comment written by the employee.

Normal working hours
Over time hours

Total hours for each employee
Total Cost for each employee depending on the rates set in the
employee masters.

Click on save button to save the record.

To delete an erroneous entry, select the record by clicking once on it

and hit the “Backspace” key.
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How To Add Direct Issue In The Work Order

Parts or services without a part that are used in a work order can be defined in the
Direct Issues tab. The Direct Issue tab allows users to key in details and parts used or
services used without any pre-definitions.

Click on the “"Work Order - Direct Issue” tab.

Work Order | Work Order Closing | Labour DirectIssue |Work Order Cost

Work Order # 0000000005

Date Service / Part Description PO Mo, Guantity Unit Price Total Price Save

i | [ ooo [ oeo |[ ooo |
Drate [Service / Part Description [P0 Mo [Quartity  JUnitPrice [ Total Price
‘ »
To delete record pleaze hit [Backspace] Total Cost :
Hew WO | Close WO | Close |

Figure 14: Work Order - “Direct Issue” Tab

Fields Description

Date Date when the transaction took place.

Service/Part Desc. Part used on the work order not from the Material module
PO No Purchase order number.

Quantity Quantity part used

Unit Price Price for the part

Total Parts Automatically calculated by the system.

Formula = Qty * Unit price

Save Click on the save button to save the record.

Delete To delete an erroneous entry, select the record by clicking

once on it and hit the “"Backspace” key.
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2.10 How to View Total Cost Of A Work Order

This section displays the total cost of a work order in local currency. This includes
labour cost, direct issue cost and parts cost. Click on “"Work Order - Work Order Cost”

tab.

 Work Order | wark order Closing | Labour | DirectIssue Work Order Cost

Work Orier # 0000000005

Total Labour Cost
Total Direct Issue Cost

Total Overall Cost

Hew WO | gloseWOl Close |

Figure 15: Work Order — “"Work Order Cost” Tab

Fields Description

Total Labour Cost The system will automatically display the total. The data is

from Labour tab.

Total Direct Issues The system will automatically display the total. The data is
Cost from direct issue tab.
Total Overall Cost Total cost for the particular work order. The system will

automatically display this figure.
Labour Cost + Direct Issues Cost + Part Cost = Overall cost

Page 26



CWorks Free User Guide

2.11 How To Print A Work Order

A work order form can be printed out from the system for reporting and operational

purposes. Select by double-clicking on work order which the user wish to print.

Work Order List
Work Order # Work Type Work Status AsszetMo Problem Description Requester Aot a
0000000076 Reimbursable Open Repainting wall at Block A phase « HASRINA ABDUL HALIL [
0000000074 Inspection Open Cracked wall inside male toilet no HASRINA ABDUL HALIL B
0000000069 Manual Preventive |Open 0006 Flan Preventive Maintenance For ¢ DAMIEL SCHMIDT
0000000068 Manual Preventive | Open ooooz2 Flan Preventive Maintenance For ¢ JAMILAH OMAR
0000000067 Manual Preventive | Open VOO Telephone not functioning at med HASRINA ABDUL HALIL
0000000066 Breakdown Open 000010 Leaking at Peanut Storage Tank i DAVID NG
0000000064 Corrective Open POOOOG Printer Mot Functioning At Preside ROSLI HASHIM
| 0000000062 Breakdown Open Faulty eletrical wiring/fequipment ¢ JIVARAJA AL NADASON
0000000057 Preventive Open FPM Blanchers
0000000056 Preventive Open FM Blanchers
0000000054 Preventive Open FM Blanchers
0000000053 Preventive Open FM Blanchers
0000000052 Preventive Open FM Blanchers
0000000051 Preventive Open FM Blanchers
0000000050 Preventive Open PM A-Line -
1P| r
New WorkOrder | Printwobybateh | View A | ExporttoExcel | Close |

Mo.ofRecords | 57 |
Advance Search | List Sorting

Work Type |—| ]Ej Prob. Desc. |
Work Status [ .| %y Location Desc
Work Trade B M e | XY
Workorder No __I ﬁ PM Task No. _] ﬂ
Requester ]1!] Received Date | | Tof |ﬂ !
Asset No [ .| | EstStartDate [ T0|:|ﬂﬁj
WO Priority [  |= | 1| ActClose Date | | Tof |ﬂﬂ — |
Failure Code [ | | iPMTarget To i| s
J ﬂ Slart fate l l l l‘ﬂ X Search Reset

Figure 16: Selecting Work Order for printing
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The current work order form would pop-up. Refer to screenshot below.

Work Order |Work Order Closing | Labour | Direct Issue | Work Order Cost |

Work Order # 0000000005 Recefved Date/Time |04/11/2003 Employee/Requester Information
WorkStaus ___ [open ) R —
Problem Standby Generator Preventive Maintenance Telephone No |:|
s L
Assignto [ ]z workType MobileNo [ ]
RequiredDate | | Work Prlurwm E-Mail L ]
PM No FMO01 ||Standby Generator Preventive Maintenance |
PMTaskNo  [E001 _~|[standby Diesel Generatar - Weekly |

Asset/ Location Infomation

Location No [n300000 _~| [GENERATOR ROGM |

Asset No [226000662 ~| [ETANDBY GEMERATOR |

Asset Status WarrantyiContract [Mone |
Warranty End Date | |

Note to Asset Location

Technician j j

Received By E Work Order Trade (Electrical ;l

uewwol Qlusewol Close |

Figure 17: Printing a Work Order

Click the “Print WO" button to print preview the work order form without Labour and
Direct Issue Details. A print form in this format is typically used when distributing new

work orders to employees.

In the print preview screen, the paper margins can be adjusted by clicking the Page

Setup button in the print toolbar.
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To print the work order, click the printer button on the toolbar.

CWORKS CMMS - [Work Drder print Form] !

i3 Fle Help

WORK ORDER

Work Order No : 0000000005
Work Order Status . Open

‘WarkTrade : Electrica
Work Type © Preventive

ork Priority . Normal

Received by

Received Date i Time : 04/1172003
Reguired Date / Time :

PM Target Start Date © 04/14/2003

Assigned {o

Reguester

Phone Mumber :
Py Target End Date : 042002003

T

Problem Description : Standby itor Preventive Mail

L

]

Maotes To Technician
(A sset)

Motes to Technician
(location)

Failure Code
Asgset Mo
Asset Name

836000669
STANDBY GENERATOR

Task Mo : E001
Location Mo : 0900000
GENERATOR ROOM

Location Mame

Cause Description

Assessment by Assessment DaterTime
Parts and Labour Details
Part Na Part Description / lzsue Type @D Lol | Qty Used |Gty Returmed

# [ = Direct lssue | | = Invertary

Pager il e[t vl 4

///
/
a S

iZlos

Page Setup Send to

printer

Closes the

window

Figure 18: Toolbar - Printing

=181

.8 X
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2.12 How To Print A Batch Of Work Orders

Work Order List
Work Order # Work Type Work Status AssetMo Froblem Description Requester
0000000076 Reimbursable Open Repainting wall at Block A phase « HASRINA ABDUL HALIL
0000000074 Inspection Open Cracked wall inside male toilet no HASRINA ABDUL HALIL
0000000069 Manual Preventive | Open 00oe Flan Preventive Maintenance For ¢ DAMIEL SCHMIDT
0000000068 Manual Preventive  Open o000z Plan Preventive Maintenance For ¢ JAMILAH OMAR
0000000067 Manual Preventive | Open VOO0 Telephone not functioning at med HASH . .
0000000066 Breakdown Open 000010 Leaking at Peanut Storage Tank h DAVl Click to print by batch
0000000064 Corrective Open POO0OOG Frinter Mot Functioning At Preside ROSUY
0000000062 Breakdown Open Faulty eletrical wiring/equipment ¢ JIVARFFommT oo
0000000057 Preventive Open PM Blanchers
| 0000000056 Preventive Open FM Blanchers
0000000054 Preventive Open FM Blanchers
0000000053 Preventive Open FM Blanchers
0000000052 Preventive Open FM Blanchers
0000000051 Preventive Open FM Blanchers
0000000050 Preventive Open PM A-Line -
< [ - G
HNew WorkOrder Gint WO by batch View All | Export to Excel | Close |
~————
No. of Records
Advance Search | List Sorting
Wark Type [ ..| s Prob.Desc. |
Work Status ;56 Locatondlesc
Work Trade T ine M Mo =y
Workorder No J ﬂ PM Task No. _.J ﬂ
Requester .. Received Date | | Tof |ﬂ ﬂ
O — T L m— Y —
WO Priority .. | 1| Act.Close Date| | Tol | m| %y
; Find == |
FalreCode [ ] .|xyPMTermet | | ol | m| =
Blariaic J Search Reset

Figure 19: Printing Work Order By Batch

The screen below would pop-up and users can specify the range of work order number

to print.
ES! Batch Printing x|
Work Order No
From | =]t | -1
Cancel
Figure 20: Batch Printing
Click on to view the work order forms.
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3. ASSETS

3.1 How To Add A New Asset

Click on %button on the Main Menu, see Figure 1. A listing would pop-up.

Asset# [Asset Description [Asset Status [Lacation Mo [Location Dez =
QBE000236 AR COMDITIOMER - SPLITAYALL Active 01GFO01 AEE - EMERT
286000238 AR COMDITIOMER - SPLITAWALL Active 01 GFO10 AEE - PLAST
886000303 AR COMDITIONER - SPLITAMALL Active 01 GFO01 ALE - EMERT
aas000307 AR COMDITIOMER - SPLITAWALL Active 01 GFO01 AEE - EMERT
8860002862 AR COMDITIOMER - SPLITAMALL Active 01GFO0g ALE - DIRTY
QEE000863 AR COMDITIOMER - SPLITAWALL Active 01 GFO0G AEE - DRIVE
aaE000384 AUTOCLAVE Active 16GFO27 CEED - INST
886000356 AUTOCLAVE Active 16GFO32 CESD - AUTT
286000394 AUTOCLAVE Active TEGFO30 CEED- 1350
Q86000395 AUTOCLAVE Active 01 GFO01 AEE - EMERT
886000396 AUTOCLAVE Active 01 GFO01 ALE - EMERT
aaE000421 AUTOCLAVE Active 16GFO16 B30 - STEF
geE000524 AUTOCLAVE Active TEGFO32 CEED - AUTC
Q86000525 AUTOCLAVE Active 16GFO32 CEED - AUTE
286000538 AUTOCLAVE Active 16GFO26 CEE0 - SUP
886000539 AUTOCLAVE Active 16GFO32 CESD - AUTT
RRARNNNARA ALITOC AVE Artive ARGFN3? CRAN - ALTCT
‘. »

Asset No Asset Description Asset Status Search | A7 New Asset

Location No Location Description

| | View Al | cwose |

Figure 21:Asset List

To add new assets, click _ HNew Asset | button. A New Asset screen would pop-up.

Asset | Relationship | Additional Info |

Figure 22: New Asset

Asset No [ 1 Contractor [ 1=
Asset Description | | || warrantyiContract | |
Location [ || | | wearranty Expiry Date | |
Department [ | | || WarrantyiContract Notes
Asset Category | B | |
Asset Status |:
Criticality [ Asset Notes
Auth. Employee | ]zl
Hotes To
Technician

Siprs E—

Purchase Price
Manufacturer | | Date Acquired [ ]
Model Number | | Current Value
Serial Number | | Date Disposed [

Save | Close |
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Description

Asset No
Asset Description

Location

Department

Asset Category

Asset Status

Criticality

Auth. Employee

Notes to Technician

A unique number assigned to an asset.

Enter a description for the asset

Choose from the list. Code assigned to a location and its

description. This data is set in the masters.

Choose from the list. Code assigned to a department and its description.
This data is set in the masters.

Choose from the list. Different types of assets are grouped together under
an asset category. This enables easy management of asset data and
retrieval. This data is set in the masters.

Choose from the list. The current asset status describes which operational
state the asset is in. A code assigned to an asset status and its description.
This data is set in the masters.

Options are:

Active = an asset which is currently in service and on site

In-active = an asset which is not in service

Disposed = an asset which has been taken out of service permanently.

Lost = an asset which cannot be accounted for in an audit, therefore no
disposable details.

In-storage = an asset which is currently in service but not kept on site.
Note : If there is any OPENED PM work order, system will prompt a
message when user wants to change the status.

Choose from the list. Defines the criticality depending on the usage of the
equipment. A code assigned to a criticality and its description. This data is
set in the masters.

Choose from the list. Authorised Employee is an employee which has been
given the rights and accountabilities for that particular asset. A code
assigned to an employee with its description. This data is set in the
masters. User can also add a new employee to the master database by
clicking on the button, which is located to the right of the field.

This field is used to describe additional important information pertaining to

the asset. User is allowed to update this field from the work order.
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Description

Model Number
Serial Number
Manufacturer

Contractor

Warranty/Contract

Warranty Expiry
Date
Warranty/Contract
Notes

Asset Notes
Supplier

Purchase Price

Date Acquired
Current Value

Date Disposed
save |

Close |

Enter the model number of the asset which can be obtained from the
warranty card or on the asset nameplate.

Enter the serial number of the asset which can be obtained from the
warranty card or on the asset nameplate.

Enter the manufacturer of the asset in this field.

Choose from the list. A contractor is an external company which is
authorized to service and maintain an equipment. A unique code assigned
to a contractor and its description. This data is set in the masters.

Choose from the list. A unique code assigned to a warranty/contract and its
description. This data is set in the masters.

Options are:

Warranty = assets which are within the manufacturer warranty period.

Contract = assets which are under service contracts

Enter the date of the warranty expiry.

Enter additional notes on the warranty or contract, if applicable.

Enter additional notes on the warranty or contract, if applicable .

Choose from the list. A supplier is a company which supplies the assets.

A unique code assigned to a supplier and its description. This data is set in
the masters. User can also add a new supplier to the master database by
clicking on the =l button, which is located to the right of the field.

Enter the purchase price of the asset.

Enter the date the asset was acquired.

Calculated field based on a linear depreciation rate.

Current Value = Purchase Price - [{(Today’s Date) — (Date Acquired)}

/ Estimated Life]

Enter the date when the asset was disposed (if applicable)

Click on this button to save any changes

Click on this button to close the screen without saving the record

Note: Once an asset has been registered, the system would not allow removal of the asset

number. However, details on the asset can be modified.
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3.2 How To Add Additional Information For A Particular Asset

Additional Info )

Asset | Relationship

assetNo | Il |

Additional Info 1: Additional Info 11:

Additional Info 2: Additional Info 12:

Additional Info 3: Additional Info 13:

Additional Info 4:

|

|

|

[ Additional Info 14:
Additional Info 5: [

|

|

|

|

|

| |
| |
| |
| |
Additional Info 15: | |
| |
| |
| |
| |
| |

Additional Info 6: Additional Info 16:

Adiditional Info 7: Additional Info 17:

Addtional Info 8: Additional Info 18:

Addtional Info 9: Additional Info 19:

Addtional Info 10: Additional Info 20:

Save | Close |

Figure 23: Assets - “"Additional Info” Tab

Click on "Assets - Additional Info tab”. Using the fields Additional Info 1 through 20,
enter any additional information regarding the particular asset which the customer may
require. These fields can be used for customizing the information to be stored for your

assets.
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How To View and Modify Existing Assets

CWorks allows the user to view existing assets in the system. If the user finds any
incorrect data or wishes to change any of the fields, they could modify the data as

required.

Click % button on the main menu (see Figure 1). Asset listings would pop-up. It will

show the user a list of all the assets in the database.

Asget# [As5et Description [ Asset Status [ Location Mo [Location Dec =
886000236 AR COMDITIOMER - SPLITAWALL Active 01GFO0M AEE - EMERC_
286000238 AR COMDITIOMER - SPLITAALL Active 01GFO10 AGE - PLAST
286000303 AR CORMDITIOMER - SPLITAALL Active 01GFOM AEE - EMERC
aggooo3or AR COMDITIOMER - SPLITMALL Active 01GFOM ALE - EMERT
a8E000862 AR COMDITIOMER - SPLITMALL Active 01GFO08 AEE - DIRTY
BBE0008E3 AR COMDITIOMER - SPLITMALL Active 01 GFO0G ALE - DRIVE
286000384 AUTOCLAVE Active TEGFO2Y CE8D - IMST
286000386 AUTOCLAVE Active TEGFO32 CEED- AUT
286000354 AUTOCLAVE Active TEGFO30 CE8D - I55L
a8E000395 AUTOCLAVE Active 01GFOM ALE - EMERT
86000396 AUTOCLAVE Active 01GFo0 ALE - EMERC
86000421 AUTOCLAVE Active TEGFO16 CS5D - STEF
286000524 AUTOCLAVE Active TEGFO32 CEE0D- AUT
286000525 AUTOCLAVE Active TEGFO32 CEED- AUT
28E000538 AUTOCLAVE Active TEGFO2E CS50- 5P
86000539 AUTOCLAVE Active 16GFD32 CEED- AUT
iqﬁqﬂmﬁq ALITOC AFE Artive 1RGFNAT CRRD-AUI -
Asset No Asset Description Asset Status Search | AT |

Location No Location Description

| | viewall |

Figure 24: Asset List

Double-click on any of the assets to view and modify details on the particular asset.

The screen below will appear, see Figure 25.
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Asset | Relationship | Additional Info | Work Order History |

Asset No. Contractor [Applied Industrial Resou ~ ] ]
Asset Description AR CONDITIONER - BPLITWALL ||| Warranty/Contract [arranty -]
Location [01GFO01 - |[AGE - EMERGENCY UNIT | || Warranty ExpiryDate  |05/22/2003 |
Department [104 _+||pccidents & Emergencies | || Warranty/ContractNotes
AssetCategory  [100-001 = ][AIR CONDITIONER - SPLITM
Status Active v
Criticality Harmal M Asset Notes
Auth. Employee  [Eddie Cunningham |
HNotes To
Technician
Supplier [Applied Industrial Resources ~ | 3]
Purchase Price
Manufacturer  [CARRIER INC | Date Acquired
Model Number  |[CARRIER 42J5-012 | ATETETE ]
Serial Number 4003678 | Date Disposed ]

To modify the fields in any tabs, simply put in the changes and click

Figure 25: Sample of Current Asset

Close

A message

box would pop-up requesting confirmation. Click “Yes” to save the changes or "No” to

undo all changes.
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3.4 How To Add The Relationships Of A Particular Asset To Other
Assets
Some assets may be part of a hierarchy, in that it is the child of one asset and a sibling
of another. This information is particularly important when an equipment breaks down,

it can be replaced by a similar asset in the hierarchy. It can also be used to describe a

system (refer to example below).

Following is an example of a Relationship tree and how it is handled in CWorks.

EXAMPLE:
Fire Engine
Parent Asset
001
Rescue Prime Water
Ladder Mover Pump Siblings Asset
System 003 004

Figure 26: Example of Asset Relationships
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CWorks Screen Representation: Assets 002, 003 & 004 are saved as Siblings to the
Parent (001)

Current Asset

asset  Relationship |p.u ional Infn|Wnrk Order History

AssetNo | 886000236 | [AIR CONDITIONER - SPLITWALL |
Parent 886000238~ | [AIR CONDITIONER - SPLITWALL |

Sibling Description

[ K|

Close |

Figure 27: Current Asset - Relationship

Asset No 001 - Fire Engine, will appear automatically as the “Parent” asset when in any

of the sibling Asset Forms. This avoids erroneous assigning of Relationships.

EET T \ote: To delete an entry, highlight the

Asset Relationship | Additional Info | Work Order History| | — Unique no and hit the "Delete” key.

AssetNo | 886000238 | [AIR CONDITIONER - SPLITAWA
Parent (886000238 - | [AIB-EONDITIONER - SPLITAVA

Mnescrimiun
k1))

Figure 28: Deleting Relationship

Fields Description
Parent Automatically.
Sibling Choose from the list. A code assigned to an asset and its description.

This data is set in the masters. This asset is of parallel relation to the
asset picked.

Status Displays the status of the asset
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3.4.1 How To View And Modify Relationship On A Particular Asset

3.5

3.6

Refer to "How To Add The Relationships Of A Particular Asset To Other Assets™

How To View And Modify Additional Info On A Particular Asset

From the Current Asset page (see Figure 25), select the Additional Info tab. To modify
any field in the page above, simply put in the changes and click Close. A message box
would pop-up requesting for confirmation. Click “Yes” to save the changes or “No” to

undo all changes.

How To View Work Order History On A Particular Asset

When a work order is raised on a specific asset, the system will automatically display all
work orders related to the asset. This is very useful when trying to generate a history of
all work done on an asset. Click on any registered assets and select the Work Order

History tab (see Figure 29)

A list of all work orders raised on the asset will be displayed. Among other information

displayed is work order status, received date, start date, end date.

Current Asset

'ork Order History

AssetNo | 886000669 |[STANDBY GENERATOR |

 Asset | Relationship | Addtional Info

Workorder No Status Problem Description Recemved Date Start Date -
|[Replace fan helting |[04r11/2003 10:55:00 Aw|[1 03172003 10:00:00 AN—

[ noooonooos |[open |[Standhy Generator Preventive Maintena || oamtizonz |

[ 0000000006 ][0pen |[Standby Generator Preventive Maintena || naitizona |

[ nnooooonn? J[open ||5tandby Generator Preventive Maintena || 041172003 i

[ 000000009 J[open |[Standhy Generator Preventive Maintena || naizazong |

[ noooonootn J[open |[Standhy Generator Preventive Maintena || naizarzonz |

[ 0000000011 ][open |[Standby Generator Preventive Maintena || nazazona |

[ nnooooont 2 J[open ||5tandby Generator Preventive Maintena || 052872003 i

[ noooonoot4 J[open |[Standhy Generator Prevertive Maintena || 0i1aons |

lluuuuuuuu15 llonen |IStandby Generator Preventive Maintena 1l 01/13/2008 I‘ Llj

Close |

Figure 29: Work Order History
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3.7 How To Do Search On Asset Information

A Search option is available in the Asset List form. Its function is to enable filtering of

assets by a combination of parameters defined by the user.

Asset No Asset Description Asset Status

LocationNo B Location Description
‘ ‘ Yiew All Close

Search | A2 | New Asset

Figure 30: Advance Search

Search can be done on:-

Asset No.
Asset Desc.
Location No.
Location Desc.
Asset Status

To do a search, click on the field of choice, enter the field contents and click on the

Search | button.

User can also sort a search results, ascending or descending order, by clicking on the

A-xZ | button.
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CWorks Free User Guide

LOCATION

How To Add A New Location

Locations can be organised by assigning codes. This would help users locate buildings,

floors and rooms easily. Users can also use location codes to raise service work order.

Click on @ in the Main Menu, see Figure 1. Location listing would pop-up.

Location Liskt

Location Mo [ Location Description [ Department N
1000000 MECHARICAL PLAMTS Engineering
01 GFo0 AEE - EMERGEMCY UMIT Accidents & Emergencies
01GFO02 AEE - TOILET Accidents & Emergencies
01GFO03 AEE - WASHIMG ROOM Accidents & Emergencies
01GFO04 AEE - RESTROOM Accidents & Emergencies
01GFO0a AEE - TOILET Accidents & Emergencies
01 GFO0GR AEE - DRIVERES ROOM Accidents & Emergencies
01 GFoO7 AEE - SWITCH GEAR ROO Accidents & Emergencies
01 GFo0g AEE - DIRTY UTILITY RO Accidents & Emergencies
01GFO0a AEE - CLEAMN UTILITY ROCM Accidents & Emergencies
01GFO10 AEE - PLASTER ROOM Accidents & Emergencies
01GFO11 OFD - ETORE QOut-Fatients Department (O
01GFO12 CPD - COUMTER Cut-FPatients Department (O
01GFO13 RECORDS UMNIT - RECORD ROOHM Administratian
01GFO14 ADMIMISTRATION - TELEPHONE OPERATORS ROOM Administration -
Location No Location Description Search | e New Lum
Department
| | Wiew All | Close |

Figure 31: Location List

To add a new location, click

up.

button. A New Location screen would pop-

New Location

Location No |
Description | |
Departtment - |

Note To
Technician

Save | Close

Figure 32: New Location
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4.2

Fields Description

Location No Assign a unique number to the new location you wish to
register.

Description Enter a description of the location.

Department Choose from the list. User could be assigned a department

Notes To Technician

5o |

Close I

to a location. This data is set in the department - masters.
This field

information pertaining to the location.

is used to describe additional important

Click on this button to save any changes.

Click on this button to close the screen without saving the

record.

How To View And Modify A Location?

Click

button on the main menu, a Location List will pop-up. It will show you a list

of all the locations in your database. Once a location has been registered, the system

would not allow removal of the location number. However, details on the location can

be modified.
Location List
Location Mo |Location Description [Deparment -
1000000 MECHAMICAL PLANTS Engineering |
MGFIM AEE - EMERGEMCY LINIT Acrcidents & Emergencies
0 GFO02 ABE - TOILET Accidents & Emergencies
01GFO03 ABE - WASHING ROOM Accidents & Emergencies
01GFO04 ABE - RESTROOM Accidents & Emergencies
01 GFO0S ABE - TOILET Accidents & Emergencies
M GFO0A ARE - DRIVERS ROOM Accidents & Emergencies
M GFOOY ABE - BWITCH GEAR ROCM Accidents & Emergencies
01GFO0S ABE - DIRTY UTILITY ROOM Accidents & Emergencies
01GFO0a ABE - CLEAMN UTILITY ROOM Accidents & Emergencies
01GFOT0 ABE - PLASTER ROOM Accidents & Emergencies
MM GFO11 QOPD- STORE Cut-Patients Department (O
01GFO12 OPD - COLUNTER Out-Patients Department (0
01GFO13 RECORDS UNIT- RECORD ROOM Administration
01GFOT4 ADMIMNISTRATION - TELEFHOME QPERATORS ROOM Administration 7
Location No Location Description
Department
| | View All | Close |

Figure 33: Location List
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Double-click on any of the locations and you are able to view and modify details on the
particular location. The Current Location screen, see Figure 34, would pop-up. Modify
the fields in the form and click Close. You will be prompted whether you wish to save
the changes. Click “Yes” to save the changes and exit or "No” to exit the screen without

saving the changes.

Current Location
Location No 01GFO14 Notes To Technician
Location Description [ADMINISTRATION - TELEPHONE OPERATORS RY
Department No [101  ~|[administration |
Work Order History
Workorder No Status Recenved Date Problem Description Start Date
[m0ooooo003 || Closed || 041172003 ||Raof leaking at Administration - Opers || 020232004 9:00:00 AM

Figure 34: Current Location
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4.3 How To Filter Out Location Information

Location List

Location Mo [Lacation Description [Departrment -
01GF002 AGE - TOILET Accidents & Emergencies |
01GF003 AGE - WASHING ROOM Accidents & Emergencies

M GFO04 AEE - RESTROOM Accidents & Emergencies

0 GFO0A AEE - TOILET Accidents & Emergencies
01GFO06 ALE - DRIVERS ROOM Accidents & Emergencies
01FO007T AGE - SWITCH GEAR ROOM Accidents & Emergencies

0 GFo0: AEE - DIRTY UTILITY ROOM Accidents & Emergencies

0 GFo09 AEE - CLEAN UTILITY ROCM Accidents & Emergencies
01GFO010 AGE - PLASTER ROOM Accidents & Emergencies
01GF011 OFD - STORE Out-Patients Department (O
01GF012 OFD - COUMTER Out-Patients Department (O
01GEF013 RECORDS UNIT - RECORD ROOM Adrninistration

GFO14 TRATION - TELEPHOME OPERA il Adr tion
01GF0149 OFD - EAMINATION ROOM 1 Out-Fatients Department (O
01GF016 OFD - EXAMINATION ROOM 2 Out-Patients Department (O *

Location No Location Description

Department
| | View Al | cose |

ﬁearchl A->Z | Hew Lucationl

Figure 35: Search Options

The above options will allow you to filter or narrow down your search result. The
options are :

e Location No

e Location Description

e Department

To do a search, click on the field of choice, enter the field contents and click on the

Search | button. User can also sort a search results, ascending or descending order,

by clicking on the A--Z | button.
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PREVENTIVE MAINTENANCE

Preventive Maintenance activities in CWorks can be scheduled either by fixed time
intervals or by meters / condition monitoring. The following components are available

in the Preventive Maintenance Screen.

e PM Task List - Displays the PM Task List master. New PM Tasks can be added and

existing PM Tasks can be viewed or modified in this section.

e PM Schedule - Displays the master list of PM Schedules. New PM schedules can be

added or existing PM schedules can be viewed or modified in this section.

e PM Generation - Automatic generation of fixed time based PM Work Orders is

accomplished via this screen.

e Close - Exits the menu.

~
Preventive Maintenance GET MORE C
SUPPORT
==,@ ATCWORKS =
CLUB -
ads by Google
Diagnostic Software
Power Generation
Remote Qperations &
Maintenance Detection
werw ESRGHech.com
PM Task List
e & =N
l - * eWorkOrder CMIMS
Web Based Facility
Management for Retail
and Restaurant chains.
PM Schedule PM Generation weew_bigskytech com/eworkorder
Preventive
Maintenance
Find Info, Resources &
Guides For Preventive
Close Maintenance
baokbyte.com
e AR~ . 3.
>
[Click on vindow ta siew in full soreen]

Figure 36: PM Main Menu
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5.1 How To Register a New PM Task

Click on the Preventive icon in the main menu, see Figure 1. Click on @ in the PM

main-menu, see Figure 37. The PM Task screen (as seen below) would pop-up.

| PM Task

Task Mo [Task Description [Est Labour Hours
EO02Z Ly Distribution-Morthly & GET MORE
10001 Air-Cond Window Unit- Weekly 1
M10002 Air-Cond Window Unit- Monthly 15 SUPPORT
Ph-001 PD Blowers 10 AT CWORKS
PM-002 ESh's 10 CLUB
PM-003 Wacuum Systemn 5
PM-004 RTU Units 5i
Ph-005 Blanchers 10
Phi-006 PM Praduction Line 10
PH-003 Blanchers 10 s by Google
Preventive
Maintenance
Get Work Order &
Service Solutions.
Efficient & Affordable.
Free Tourl
worw WorkTrack.com
The ElevatorOne
Solution
Software for elevator,
escalator, moving
sidewalk service
companies.
www.sophlogic com
Preventive
Maintenance
CMMS for all
Browse nmdreds of free preventive maintenance checklists for vour facility <Glick here> industries. Prevent
breakdowns.maintain
PM Task No [ PM Task Name search_| MM‘ — e
Estimated Labor Hour pmmeE
[ b
4| 4
[Click an windowta viewin full sereen]

Figure 38: PM Task List

Click on | Mew PM Task | in the PM Task List screen to activate the New PM Task screen.

New PM Task

PM Task No ] GETMORE =

SUPPORT
PM Task N:
Estir::ted ir::uur Hours l:| AT CWORKS
i CLUB B
PM Checklist

Ads by Google

Preventive
Maintenance

Manage Senice Orders &
Waorkforce. Award
Winning Web-Based

P S h

< | >

Save Close

[Click on window to viewinfull screem]

Figure 39: New PM Task
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Field Description

PM Task No Identifier of the PM Task master record.
PM Task Name
Estimated Labour Hours

PM Checklist

Description of the PM Task master.
The estimated labour hours to complete the PM Task.
The list of tasks to be carried out for this PM

5.1.1 How To View And Modify An Existing PM Task
Click on “"PREVENTIVE" button on the main menu, a PM submenu would pop-up.

Click on @ The PM Task screen (below) would pop-up. It will show you a list of all the PM

Tasks in your database.

| Faskra [Task Descriplion [Est Labour Hours
E00Z2 LY Distribution-mManthly GET MORE
Wi10001 Air-Caond Window Unit - Weekly
w0002 Air-Caond Window Unit - Monthhy SUPPORT
Pr-001 FO Blowers AT CWORKS
FPr-002 ESM's CLUB
PM-003 “Yacuum System
Fhi-004 RTU Units
Fr-005 Blanchers
Fh-008 P Production Line
Pr-009 Blanchers . -
Double click on the required
record to view and modify
details of the PM Task
TITE TTEVATOronE
Solution
Software for elevator,
escalator, moving
sidewalk semice
companies.
www.sophlogic. com
Preventive
Maintenance
CMMS for all
Browse furrdreds af free preventive maintenarce ofreckiists for vour fecility <Click frere.> industries Prevent
breakdowns, maintain
PM Task No P Task Name Search | A-Z ‘ New PM Task View Al Close cqupment
Estimated Labor Hour e mme ssarsinG 2
[ s
< >
[Click an window to view in full screen]

Figure 40: PM Task List
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5.1.2 How To Modify PM Tasks

To modify an existing PM Task, double click on the required record in the PM Task List screen.

To modify the task descriptions, double click on the record to be amended, see Figure 39.

Note: Once a PM Task has been registered, the system would not allow removal of the PM Task
number. However, details on the PM Task can be modified. The Current PM Task screen will
appear, see Figure 41. Modify the fields in the form and click Close.

| Current PM, Task

PM Task No o022 I GET MORE
PM Task Name [Lv Distribution-Monthly SUPPORT
Estimated Labor Hours AT CWORKS
PM Checklist 1. Surge Suppressors | CLEB

1.1 Check all surge suppressors

1.2 Base and insulated aluminium conductor (over head line) where The contents of the task will
applicable Monthly

1.3 Engure that no tree branches touching the live conductors be displayed here. Make the

2. Paperor#LPE or PYC insulated armoured underground cables

Womthly necessary amendments and
21 Check all cahle route markers - replace if found missing / damaged

click “Save”

Close Cfhwara b
4 | »

[Click on windowto view in full screen]

Figure 41: Current PM Task
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5.2 How To Filter A PM Task

PM Task No PM Task Name Search | AsZ | NewPMTask | View Al Close

Estimated Lahor Hour

Figure 42: Search Options

Below the PM Task listing screen, there is a bar which will allow users to filter or narrow
down the search result. The options are:

e PM Task No

e PM Task Name

e Estimated Labour Hours

To do a search, click on the field of choice, enter the field contents and click on the
button. | Search | also sort a search results, ascending or descending order, by clicking

on the P button.
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5.3 How to Add New PM Schedule

‘E:
Click on U in the main PM menu, see Figure 36, the screen (below) see Figure 42

would pop-up. It will show you a list of the entire PM schedule in your database.

Ph Schedule List
2

Fhi Mo [FM Marme [PM Active [Task Mo [4s
Fhio01 Preventive Maintenance - Air-Cand ‘fes 10001 an GET MORE
BLI-001 Production B-Line Yes PH-006 SUPPORT
ALN-001 PM &Line es Phi-006 AT CWORKS
BLA-001 PMBlanchers ‘fes Phi-009
P52 Lw Distribution ‘fes E00Z22 PO cLue
ads by Google
Preventive

Maintenance

Get Work Order &
Senvice Solutions.
Efficient & Affordable.
Free Tourl

wew WorkTrack.com

The ElevatorOne
Solution

Software for elevator,
escalator, moving
sidewalk service
compani

phlog

Preventive
Maintenance
CMMS for all
&8 (I) #| | industries.Prevent

breakdowns, maintain
PMHNo PM Name Search | JL>ZQ

1 Close equipment.
Asset No PM Task No B s
Fleet Maintenance v

s techwareinc.com
£ | >
/ Tick o windaw o viewin T0ll sereen

Figure 43: Selecting PM Type

This will activate new PM Schedule screen as below.

| New PM Schedule

| PM Schedule |
[ chedule | GET MORE
PMNo I | work Type SUPPORT
M Narmo | | Work Trade AT CWORKS
CLUB
PM by Asset
Asset No [ ] |
Asset Location No [ [ | Ads by Google
[ Location 3 : Preventive
Physical Location Maintenance
[ I | Manage Service Orders & |
Workforce. Award
Winning Web-Based
Soft
Next PM Generation Type Task No [ Al D V?E[?T»sa- com
Schedule ElesuencyaU [ ]wmitiate Date The ElevatorOne
Frequency |:| Target Start Date Solution
O actua pays [0 Jrargotcomptenate [ | Software for slevator,
Work Period Days Mext Start Date [ [|escatator. moving
sidewalk senice
View PM Schedule companies.
¥
Save | Close ‘ [S
[Clisk on windowto view in full screen]

Figure 44: New PM Schedule
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Fixed time interval based PM Schedules for assets or physical locations are created in

the New PM Schedule screen. Upon completing all fields in the screen, click on Save to

save the record or Close to exit without saving the record.

Field Description

PM No Identifier of the PM Schedule master record.

PM Task Name Description of the PM Schedule master record.

Work Type Classification of type of work order. Defaults to Preventive. Read
only field.

Work Trade The trade or section that is primarily responsible for the work

PM by - Asset or
Location

Asset - Asset No &
Description, Location No

& Description

Location No &

Description

Next Generation Type

(tick boxes)

Multiple PM (tick box)

Task No

Frequency Unit

Frequency

(obtained from the Work Trade Master)

Selection option of whether the PM Schedule is to be scheduled by
Assets or Physical Locations.

Defines the asset on which the preventive maintenance is to be
done. The Location No identifies the location of the asset as defined
in the Asset Master. The asset must be registered in the Asset
Master for preventive maintenance scheduling. The Asset & Location
Descriptions are displayed from the Asset & Location masters
respectively. Select the asset no from the drop down list.

Defines the physical location on which the preventive maintenance
is to be done. The physical location must be registered in the
Location master for preventive maintenance scheduling. Select the
location no from the drop down list.

Defines whether the next generation of the preventive maintenance
work order shall be by the scheduled date or by actual work order
completion date.

A tick box to indicate whether the PM consists of multiple tasks.
Selecting this will activate the Multiple PM feature.

Defines the first preventive maintenance task to be assigned for the
schedule. The tasks are selected from the drop down list which
displays all registered tasks in the PM Task master.

Defines the frequency unit of the PM. Available units are Day (1
day), Week (7 days) and Month (28 days).

Defines the factor for which the Frequency Unit is multiplied to
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Field Description
provide the number of days that should elapse between generation
of PM work orders.

Days The number of days that should elapse between generation of PM

Work Period Days
Initiate Date

Target Start Date

Target Complete Date

Next Start Date

work orders. This is a read only field and is automatically calculated.
Formula:

Days = Frequency Unit (in Days) x Frequency

Defines the number of days, which shall be taken to complete the
PM Task. Defaults to 1 day.

Defines the system initiate date for the PM work order.

Defines the first Target Start Date of the PM record. The date
defined by the user must be greater than the last PM Generation
date.

This is a read only field, which is automatically calculated. It
displays the target completion date of the PM work order.

Target Complete Date = Target Start Date + (Work Period Days - 1
day)

This is a read only field, which is automatically calculated. It
displays the next target start date for the PM schedule.

For first generation

Next Start Date = Target Start Date + Days

For subsequent generation (in the Current PM Schedule Form)
for Next PM Generation by Scheduled Date;
Next Start Date = Target Start Date + Days

for Next PM Generation by Actual Date;

Next Start Date = Last PM WO Complete Date + Days
(Note: No Next Start Date will be displayed until the concerned PM

work order is closed)
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5.3.1.1 Next PM Generation Types

Next PM Generation Type

Schedule [ Actual

Figure 45: Next PM Generation Type

The Next PM Generation Type option allows users to specify the criteria for the Next PM

Start Date. Two options are available;

1. Schedule - the Next Start date will be based on the last PM work order Target
Start Date, irrespective of the work order status (Target Start Date + Frequency in
Days).

2.  Actual - the Next Start date will be based on the last PM work order Actual End
Date. No PM work orders can be generated until the last PM work order is closed. The

Next Start Date = Last PM WO Complete Date + Frequency in Days.

The default Next PM Generation Type is "Schedule”. To select Actual type, just click on
the Actual tick box in the New PM Schedule form. Once Actual type PM is selected,
users will note that no other Next Start Date will be given in the form. The Next Start
Date will be calculated and displayed only after the last PM work order for the schedule

is closed.

Note that the Next PM Generation Type cannot be amended once a PM schedule has

been saved. It can only be defined when a new PM schedule is created.
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5.3.2 How To View PM Plan Forecast Screen

Click on PM Schedule click on ¥iew PM Schedule | button.

New PM Schedule
~

Figure 47: PM Plan Forecast

| P Schedule | GET MORE
PM N0 [ | wark Type SURRORT
M Narmo | | Work Trade AT CWORKS
CLUB
PM by Asset
Asset No [ ] |
Asset Location No [ [ | Ads by Google
Location : “ Preventive
O Physical Location Maintenance
[ I | Manage Service Orders &
Workforce. Award
Winning Web-Based
Next PM Generation Type Task No [ | ?_PﬁTE[FT.ED -
Schedule ElesuencyaU fritfatoDate L 1 The ElevatorOne
Frequency |:| Target Start Date Solution
O Actual Days 0 Target C Date Software for elevator,
Work Period D T Mext Start Date [ | | escelator, maving
sidewalk senice
iew PM Schedule com
N 4 s
S— T P T ¥
Save Close ‘ < >
[Cliok on windowta view infull soreen]
Figure 46: Accessing PM Plan Forecast
The PM plan forecast would pop-up as below.
: ES PM Plan Forecast - Schedule x|
, PMHNo [ PMD03  |[ROOFING, CEILING & RAINWATER GOODS INSPE(
PM Sch Date [PM Seq [PMTaski [PMTaska o
[ 08/01/2005 11 cootz
080272005 0
080372005 0
08/04/2005 0
08/05/2005 i}
;| DBM0B2005 0
. |0Emyizong 0
08/08/2005 0
08/08/2005 0
0810/2005 i}
08M11/2005 0
081272005 0
.| 0B32005 0
' 081 4/2005 0
o |0Erar2004 0
081 B/2005 0
081 7/2005 0
! 08M18/2005 0
T |0BMarz005 0
082002005 0
082172005 0
082272005 0 -
4 »
Show mo?h Close |
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The PM Plan Forecast screen displays the forecast PM work order Target Start Dates for
the PM plan for all tasks (for a period of 1 year).
Note: If the complete 1 year schedule does not display in the form, click on the

Show more

button.

How To Filter Preventive Maintenance Schedules
PM No PM Name Search | A7 | View Al Close
Asset Ho PM Task No

Figure 48: Search Options

Below the PM Schedule listing screen, there is a bar which will allow users to filter or
narrow down the search result. The options are:

e PMNo

e PM Name

e Asset No

e PM Task No
To do a search, click on the field of choice, enter the field contents and click on the

Search | button.

User can also sort a search results, ascending or descending order, by clicking on the

A2 | button.
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5.5 How To Modify An Existing PM Schedule

PM Schedule List

Fhi Mo [FM Hame [PM Active [Task o [as !
Puioot Preventive Maintenance - Air-Cond fes 10001 oo GET MORE
BLA-001 Praduction B-Line fes Ph-006 SUPPORT
ALN-001 P A-Line es Ph-006 AT CWORKS
BLA-001 PM Blanchers fes Phi-009
PH0&2 Lw Distribution fes E0022 PO CLUB

ads by Google

Preventive

Maintenance

Get Work Order &
Service Solutions.
Efficient & Affordable
1

The ElevatorOne
Solution

Software for elevator,
escalator, moving
sidewalk service
companies.

Preventive

Maintenance

CMMS for all

industries Prevent
breakdowns maintain

PM No E PM Name Search | A>Z Hew P Scheduie] | View all Close ?‘3_5'_'9Tfm

[ AssetNo E) PM Task No

£

v

| Eleet Maintenance b
£ b

Tich o window 1o wiew i Tl soreen

Figure 49: PM Schedule List

In the PM Schedule List screen as above, double click on the PM record to be amended.
The Current PM Schedule screen, see Error! Reference source not found.49 will be
activated.

. Current PM Schedule

[ PM Schedule GETMORE
PMNo fBLI0D1 | work Type R
PM Name [Production B-Line | work Trade
CLUB
PM by Asset
| | \
] Asset | I | ads by Google
Location Physical Location M&H Systems
CMMSNew
Location No [Counng + |[Maintenance Deparment | ‘ Implementation &

Migrations Data
Construction & Cleansing

Next PM Generation Type Task Mo | PM-006 +] [PM Praduction Line |
— Frequency Unit Initiate Date [ oanemooe | pSsmuen
Frequency Target Start Date Maintenance
O actual Days 7 Target C Date CMMS for all
Work Period Days Next Start Date industries.Prevent
’ breakdowns,maintain
( L —

g ww. €

~—— ———

The ElevatorOne
Calutinem

< | ¥

[Click om windowte view in full
screen]

Close

Figure 50: Current PM Schedule
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5.5.1 How To Disable An Existing PM Schedule

¥ PM Status

To disable an existing PM schedule, click the PM Status tick box to

remove the tick. This will disable the PM schedule from further work order generation.

5.5.2 Amending The PM Schedule And Task

Make the necessary amendments to the Asset/Location No, Task No, Frequency fields
and the work period. To amend or shift the next PM work order generation date, the

following fields need to be edited;

5.5.2.1 For Scheduled Completion Date Type PM Generation:

Change the Target Start Date. The next PM work order will be generated according to
the edited Target Start Date.

5.5.2.2 For Actual Completion Date Type PM Generation:

Change the Next Start Date. The next PM work order will be generated according to
the edited Next Start Date. The last PM work order for the particular PM Schedule must

first be closed before amendments to the Next Start Date can be made.

Notes:
1. The amended dates must be larger than the last PM Generation “"To” date.
2. An existing PM Schedule next PM generation type (scheduled or actual
completion dates) cannot be amended in the Current PM Screen. To change the
generation type, the existing PM schedule shall have to be disabled and a new

PM schedule created.
Click Close to exit the form. You will be prompted whether you wish to save the

changes. Click “Yes” to save the changes and exit or "No” to exit the screen without

saving the changes.
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5.6 How To Generate PM Work Orders

4 ™

To generate PM work orders, click on 0 button in the PM Main Menu. The PM

Generation screen will be activated.

Last PM Generated Date Last Date Range of PMWO Generated Viow DR GET MORE s
[ 125312006 | To [ 02/28:2009 | S SUPPORT C
Date Range for PM to be generated AT CWORKS SL
[ vaofrzo08 | To [ 03072008 | CLUB -
P Mo |PM Name | Task Ma | 556t Mo |Phy L{
PMO0T Prewentive Maintenance - Air-Cond M10001 oonoz
BLN-001 Praduction B-Line FM-006 Louol
ALN-001 FM A-Line Ph-D06 Lun0f MBWCOOg]E
BLA-OO1 P Blanchers FM-009 Louol
M&H Systems
CMMSNew
Implementation &
Migrations Data
S ey
Preventive
Maintenance
L 21 | chms for all
PM based on Actual Complete Date Lﬁg:itd”:v:ﬁzf:aeiﬁain
P Mo | Pt Name [ Task ko |Asset Mo [Phy L equipment. )
The ElevatorOne
Solution
Software for elevator,
escalator, moving
sidewalk service
companies.
www.sophlogic.com =
< 3 = Il
— [Click on window to view in full sereen]
Figure 51: PM Generation
Field Description
Last PM Generation Displays the last PM work order generation date (read only
Date field).
Last Date Range of PM Displays the Target Start Date range of the last PM work
WO Generation (From - order generation (read only field)
To)

Date Range for PM to be Fields to input the next range of Target Start Dates. Any PM
generated (From - To) record which next PM Target Start Date falls within this

range will be identified for generation

Enter a date range and click on [ VenP# | t6 view the PMs which next Target Start

Dates fall within the defined range. Click on wl to generate the work orders.

The PM list will be updated with the work order number displayed for reference. To print

hardcopies of the generated PM work orders, click the Leiomwo | | eon Click Close to

exit from the screen.
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How To Add A New Employee/Requester

Click on Employee button

would pop-up.

on the Main Menu, see Figure 1. An employee listing

Employee / Requester List

EmpiRer Mo [ErmpiRey Marme |Designation [Departrnent ¥
0a0s701 JIVARALA AL MNADASOMN ELECTRICAL TECHMICIAM A Line Roaster GET MORE
0011271 JAMILAH OMAR ADMIN EXECUTIVE AlLine Roaster C
0309261 DAVID MG EMNGINEER MAMAGER AlLine Roaster SUPPORT
0502121 ALEX LA TECHNICIAN ALine Roaster ATCWORKS st
023 MANCY AMDERSOMN Accounts Receivable A Line Roaster CLUB p—
0000256 HASRIMA ABDUL HALIL CMMS EXECUTIVE B Line Roaster

0zo STEPHEM BTOESS Director of Logistics B Line Roaster

0400061 ROSLIHASHIM SECRETARY ALine Blanchers

g CHERYL FRAZIER Adm. Asst. President AlLine Blanchers

022 WILLIAM LESAK Production Supervisar A Line Roaster Ads by Google

024 JACK FERGUSON Production Supervisor B Line Roaster Preventive

016 MARK BELKMAP Production Supervisor Maintenance

014 KERRY RICE Production Supervisor Get Maintenance

021 TIMOTHY MIESTOCKEL Production Supervisor Management Software
0005633 DAMIEL SCHMIDT Quality Louisville Easy To Use & Powerful

Free Tour.
wiww. Werk Track.com
The ElevatorOne
Solution

Software for elevator,
escalator, moving
sidewalk senice

Preventive
Maintenance
CMMS for all
industries Prevent
breakdowns maintain

Emp/Req No.
Department

Emp/Req Name
[E Designation

Preventive
|  Search A>Z New Emp/Req Maintenance v
< >

[Click on windowio view in full sereen]

Figure 52: Employee/Requester List

To add a new employee / requester, | HewEmpReq | button. A New
Employee/Requester screen will be displayed.

New Employee/Requester

EL
Employee No I || | Department [ v GET MORE
Name [ || | office Location [ | SUPPORT
Address Email [ | AT CWORKS
Hand Phone | | CLUB
Designation | || | Hourty Satary [0.00 |
Work Phone | || | over Time 1 [0.00 |
Extension | || | over Time 2 [000 ||| Ads by Google
House Phone [ || | over Time 3 [0.00 ||| Preventive
Maintenance
Fax Ho. | || | category @ Employee [ Customer Get Maintenance
Management Software
Easy To Use & Powerful.
Free Tour. .
Save Close e Wk Tk e !
S 3
[Click on window to wiew in full screen]

Figure 53:

New Employee/Requester
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Description

Employee No
Name
Address
Designation

Telephone Ext No

Fax No
Mobile No.

House Phone

Department

Office Location
Email

Hourly Salary

Over Time 1-3
Category

M Employee [ Customer

Close

Note: Once an employee has been registered, the system would not allow removal of

the employee number.

Assign a unique number to the new employee or requester
you wish to register.

Enter the name of the employee or requester

Enter the address of the employee or requester

Enter the job or work designation of the employee or
requester

Enter the office phone number and phone extension where
employee or requester can be contacted

Enter the facsimile number of the employee or requester
Enter the mobile phone number of the employee or
requester

Enter the home phone number of the employee or
requester

Choose from the list. A unique code assigned to a
department and its description. This data is set in the
masters.

Enter the office location of the employee or requester
Enter the email address of the employee or requester
Enter the wage rates per hour for the employee or
requester

Enter the overtime rates for the employee or requester
When user ticks on “"Employee” means that he/she is part
of the maintenance organisation / department.

When user ticks on “Customer” means that he/she is not
part of the maintenance organisation / department and
functions as a customer to the maintenance organisation.
The person could also be an employee of the organisation
or a customer to the organisation.

Click on this button to save any changes

Click on this button to close the screen without saving the

record
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6.2 How To View And Modify An Employee/Requester Data

Click the Employee button on the main menu, an Employee / Requester List would pop-
up, see Figure 54. It will show you a list of all the employees or requesters in your
database. Double-click on any of the employees/ requesters and the Current
Employee/Requester screen would pop-up. The user will be able to view and modify the

Employee/Requester details in this screen.

Emp/Req Mo [Emp/Req Mame [Designation [Depariment
0005701 JIVARAIA AL NADASON ELECTRICAL TECHNICIAM A Line Roaster GET MORE
aot127 JAMILAH OMAR ADMIN EXECUTIVE #Line Roaster (
0309861 DAVID NG EMGINEER MANAGER ALine Roaster SUPPORT
0502121 ALEX LA TECHNICIAN #Line Roaster AT CWORKS st
033 MANCY ANDERSON Accounts Receivable ALine Roaster cLuB |
0000258 HASRINA ABDUL HALIL ChMS EXECUTIVE B Line Roaster
020 STEFHEM STOESS Director of Logistics B Line Roaster
0400061 ROSLIHASHIM SECRETARY #Line Blanchers
018 CHERYL FRAZIER Adm. Asst President ALine Blanchers
032 WILLIAM LESAK Praduction Supemisar A Line Roaster aas by Google
024 JACK FERGUSON Production Supenvisor B Line Roaster Preventive
016 MARK BELKNAP Praduction Superdsor Maintenance
015 KERRY RICE Production Supenisor Get Maintenance
021 TIMOTHY MIESTOCKEL Production Superisar Management Software
0005633 DAMIEL SCHMIDT Quality Louisville Easy To Use & Powerful
Free Tour.
wirw WorkTrack com
The ElevatorOne
Solution
Software for elevator,
escalator, moving
sidewalk senice
companies.
werw sophlogic.com
Preventive
Maintenance
CMMS for all
industries Prevent
breakdowns, maintain
EmpReq No. EmpReq Name ii&ngmegg{ e oo
Department Designation
Preventive
[ ] Search A>Z | View All New Emp/Req | Close | Maintenance v
< >
TEiich on wandow o wiew I Tl soreen]

Figure 54: Employee/Requester List

Apart from the employee data, you are able to view the assets assigned to the employee,
see Figure 55, as defined in the Asset Register. Modify the fields in the form and click
Close. You will be prompted whether you wish to save the changes. Click “Yes” to save

the changes and exit or "No” to exit the screen without saving the changes.

Current Employee f Requester
~

Emp/Req No 0309861 Department A Line Roaster v GET MORE
Emp.Req Name DAVID NG Office Location SELANNGOR | SUPPORT
Address MO 1. JLN SUTERA, 56324 Enall DAVDEOMAICOM J AT CWORKS
SERI KEMBANGAN, SELANGOR || | Mobile no. 80196630052
CLUB
Designation ENGINEER MANAGER Hourly Salary 15.00
Telephone No 603-86560041 Over Time1 3.50
Extension 637 Over Time2
House Phone 603-523100 Over Time3 ds by Google
Fax No E03-86568043 Category Employee Preventive
[ customer Maintenance

Get M ce

[ ReSars TSI NEe 0 TS EMpoyes Management Software
Easy To Use & Powerful.

» o Assat Dascription [ LT SR £ | || Free Tour
www. WorkTradk. com
(o010 |ILFT TRUCK - |[Lounos |[snoo0z22 =
The ElevatorOne
[nooo10 |[PEANUT STORAGE TANK NO 1 |[Lounnz1 Il ] Solution

[FaPooB | FIRE ALARM PAMEL | [Po8-FaC-CA |[sHo0on000s | Software for elevator,
escalator, moving
sidewalk senice
companies.

www saphlogic com

Preventive

i v
Close Maintenance v
g < ES

Tick on window to view in full soreen]

Figure 55: Current Employee/Requester Records
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6.3 How To Filter Out Employee Information

Emp/Req No. Emp/Reqy Name
Department Designation

| | Search | A-=7 ‘ Wiew All | Hew EmpJ‘Req‘ Close ‘

Figure 56: Search Options

The above options will allow you to filter or narrow down your search result. The

options are:

o Employee No

o Employee Name
o Designation

o Department

To do a search, click on the field of choice, enter the field contents and click on the

Search | button.

Users can also sort a search results, ascending or descending order, by clicking on the

A--Z | button.
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7. MASTERS

Frequently used codes and descriptions are recorded here for quick lookup by users.
Masters are updated during first-time usage and later, on an as and when basis. This
module captures all your basic maintenance data, which is required to start your

CWorks. CWorks require some basic data before it could fully function.

7.1 How to create master data

N
Click on this @/ and the screen below would pop-up.

7.1.1 Master - Department

Click on “"Master - Department” tab. This is the masters for "Department.”

Master List
~

Department | Failure Code | Asset Category | Suppliers/Cortractors | Assets | Location | Employes/Requester | Misc GET MORE
Hew Record Department List SUPPORT C
No. I ] ‘ No. ‘ Desc ‘ e ATCWORKS st
pesc. [ ] CLUB -
[oo1 | [AOMIN ]
S ‘ [0z s set ]
(EE] | [Chairman's Office ] oy Google
[oos | [5ek Men Keb Taman Tun Drlsm| Preventive
[a05 | [Corpurate Strateay ] Maintenance
Manage Senice Orders &
11 | eical 1 ] Workforce. Award
e | Gurgicalt ] Winning Web-Based
[1o0 |[Common Area ]
[105 | [Reeption Department ]
aintenance
mm | Pharmacy | CMMIS for all
[110 | [Aceaunts Department ] industries. Prevent
[z | [Caunry gt ] breakdowns, maintain
equipment
[126 | [Haemodialysis ] . Crnrms. e
[Coudat-o1 | [A Line Roaster ] D
[Couni1-0z_|[BLine Roaster ] Maintenance
Find Info, Resources &
[Lou002-01 ][ALine Blanchers J Guides For Preventive
[Eounns-0z | [Peanut Butter & Jelly Filler ] Maintenance
[z00 | fevare House ]
[Counuz02_ e Foaster \ 11 || P
<
i [Slick on wandow ta siew in full sereen]

Figure 57: Department Master List

Fields Description
Department No. A unique number assigned to a department
Department Desc. A name assigned to a department.

Save Click on Save button to save the record.
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Click on “Master - Failure Code” tab. This is the masters for “Failure Code.”

Master, Lisy

Depart:

New Record

Failure Code

Failure Desc

CWorks Free User Guide

bt | Failure Code | assel Category | SuppliersiContractars | Assets | Location | EmployeeRequester | Misc

Master - Failure Code

Failure Code List

Failure Code | Failure Description

[ADJ5 | [Equipment Adjusiment Required |
[ALin | [misalignment ]
[ALRM | [B1arm or Problem indicatar ]
[BRLK | [air Leak ]
[BRIP |[Braken Part ]
[BRNG | [Bearing Prablem ]
[BROK |[Part of Equipment is Physically Broj
[caLB |[Calibration Problem ]
[cuTto | [Equipment Cutting Out ]
[DIRT |[Dirt or Foreign Matter Froblam |
[JamD | [Equipment Jammed ]
[ttus |[Lack of Lubrication ]
[Lose |[Loose Balt ]
[MEHL | [Mechanical Seal Leak |
[MTRF | [Matar Fauity |
[ | [Excessive Maoise ]
[NPwiR | Mo Pawer |
[PLLK [Oil Leak ]
[oPER | [Operatar Errar ]

v

GET MORE
(

SUPPORT
ATCWORKS st
CLUB -
Ads by Google
Preventive

Maintenance

Manage Service Orders &
Workforce. Award
Winning Web-Based
Software

WorkTrack.com

Preventive
Maintenance
CMMS for all
industries.Prevent
breakdowns maintain

Preventive
Maintenance

Find Info, Resources &
Guides For Preventive
Maintenance

Pradirtiva Maintananra

-~

w

[Click on windowto viewin full soreen]
Close

Fields

Figure 58: Failure Code Master List

Description

Failure Code

Failure Desc.

Save

A unique number assigned to a failure

A description of the failure.

Click on Save button to save the record.
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7.1.3 Master - Asset Category

Click on “"Master — Asset Category” tab. This is the masters for “"Assets Category.”

- s ~
Asset Cat
Department | Failure Co S5 Boory | SuppflersiContractors | Assets | Location | EmployeeReguester | Misc GE T MORE
New Record Asset Category List SUPPORT C
Asset Category Code | | Code | Asset Cateyory Desc. A ATCWORKS st
CcLUB -

P S E—
[m10107 ] [AUDIO-VISUAL, EQUIPMENT, CAMERA |

Save [010114 ][2UDIO-VISUAL, EQUIFMENT, D DVD/]

[010207 ] [AUDIO-VISUAL, MATY, BOOSTER § AMFLI|

Ads by Google
[010207 ] [AUDIO-VISUAL, FROJECTOR, MOUNTIN] Piavaiiie
Maintenance
030601 ] [BUILDING AUTOMATION SYSTEM, PRINT Maintenance
l I EW. FRINT Manage Service Orders &
[040103 | [CONTROL AND AUTOMATION SYETEMS] Workforce. Award
[050107_][COMMUNICATION, DIGITAL GALL 5Y5TE] ‘é"‘g"‘”g Web-Based
oftware
[070103 | [ELECTRICAL APPLIANCES, WALL FAN | wwves WorkTrack com
[090202 | [ELECTRICAL FITTINGS, INTERNAL, EXIT| Preventive
Maintenance
[170308 |[ELECTRICAL SUPFLY, LY, TRANSFORM] CMMS for al
[130107][UGHTNING PROTECTION, ARRESTOR | industries Prevent

breakdowns, maintain

[150410 ] [OFFICE AUTOMATION, COMPUTER, SCA|
170104 ][SECURITY, CCTV, TELEVISION MONITOH
[190403 ] [AIR CONDITIONING, CHILLER, ROTARY |

Preventive
Maintenance
210103 | [EQUIPMENT, FOOD SERVICE, COFFEE | Laintenance
| |[Eauipur | Find Info, Resources &
[230305__|[FIRE PROTECTION, SUPPRESSION, HA| Guides For Preventive
[250201 ] INDUSTRIAL GAS, ARGON, ALARM/CON] [“"E'”TE”?_"_CE
270202 | [REFRIGERATION, FREEZER, DOMESTIC
[280105 ] [TRANSPORTATION, YEHICLES, MINI BUY v T T

[Click on window ta wiewin full soreen]
Close

Figure 59: Asset Category Master List

Fields Description

Assets Category Code A unique number assigned to a category code
Asset Category Desc. A name assigned to a category.
Asset Category List All the category code in your database

Save Click on Save button to save the record.
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Master - Suppliers/Contractors

Click on “Master — Suppliers/Contractors” tab. This is the masters for “"Contractor”

Master List

Senvices ‘

H

All the suppliers in

the database.

Hew Record UppliersiContractors List SUPPORT C
i SL
Supplier No ‘ Supplier No |5upp|\er MNarne ; AT CWORKS
z aon1 Ferguson Enterprises, Inc CLUB —
ST L [ ooz Bastian Material Handling
Contact Person | aon3 The Harmptan Group, LTD
Desil i | ao04 Fev-Test Systems
a005 Buffalo Air Handling Company
Add
e ‘ 0006 The Hamgton Group, LTD ds by Google
ooo7 REDtane Technology Preventive
City ‘ aoog Integrated Audia Visual Sdn Bhd Maintenance
State/Province ‘ aoog Transient Engineering Sdn Bhd Manage Senice Orders &
: oo Jennifer Jacobs Workforce. Award
PostiZip code [ o011 Jeanne Winning Web-Based
Country omz AlexTan Software
Telephone No. 00132 Amran Abdul Wahab o, WorkTrack. com
o014 Bearings Of Kentucky 2
Fax No. Preventive
oms Waukesha Chermy-Burrell Maintenance
CMMS for all

industries Prevent
breakdowns. maintain
equipment.

Preventive
Maintenance

Find Info, Resources &
Guides For Preventive

v

Dradirtiva Maintananca

< >

[Click on window o view in full soreen]
Close

Figure 60: Suppliers/Contractors Master List

Double-click on any of the record in the list and user can view and modify details on the
particular record. To add new Suppliers/Contractors, click the "New Supplier” Button

and screen below will pop up.
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Current Supplier/Contractor

Supplierdo
Supplier Name
Contact Name
Designation

Address

City
State/Province
Post/Zip Code
Country
Telephone No
Fax No

Senices

[0o03 |
[The Hamptan Group, LTD. |

[Pete Zanger |

[Froject Manager |

Suite 165 39400 YWoodward Avenue

[Bloomfield Hills |
I |
[United States of America |
[(248) 644-3998 |
[(248) 645-0740 |

Architectural Design, Development, Engineering &
Construction.

Figure 61: New Supplier/Contractor

Description

Supplier No.
Supplier Name
Contact Person
Designation
Address

City
State/Province
Post/Zip code
Country
Telephone No.
Fax No.

Email

Services

Save

A unique number assigned to a supplier

The Supplier's name

Name of a person

Designation of the above persons

Contractor’s postal or company office address
City name

State name

Postcode

Country name

Contractor’s telephone number

Contractor’s fax number

Contractor’s e-mail address

Type of services given by this contractor

Click on Save button to save the record.
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7.1.5 Master - Location

Click on “Master - Location” tab. This is the masters for “Location”

Master List

Departmert | Fallure Code | Asset Category | SuppliersiContractors | Agsets | Location | fmployeeRequester | Misc GET MORE
New Record Location List SUPPORT C
Location Mo [Location Description AT CWORKS sL
oot Medical 1 - Room 204 CcLUB —
01-01-001 Executive Secretary Room
01-01-013 hiale Toilet 1
01-01-GFO03 Distribution Board Room
0102001 Administrative Office - President Office
0105006 Haemodialysis - Store Room Ads wGoosk I
01060018 Surgical 1- Bathroom 413 Preveniiue
0109002 FPharmacy - Wility Room Maintenance
F2Paintc Paint Shop - C-Line Manage Senice Orders &
Loudoz1 FeanutBlending Areal Workforce. Award
Lounog Production Ling Winning Web-Based
Loud0& Maintenance Deparment Software
Loudo? Quality Assurance Lab rack.com
Lounog Office o
Lounng \Narehnyse mﬁce
Loudto Mechanical Room CMMS for all
guﬂﬂ ooy industries Prevent
oul1 2 Other Inside Area breakdowns.maintain
Loudt 3 Otheromswde.i\rea equipment.
Luodd1s Peanut Blending Areaz www.Cmms techwan
Luo0oat Production Ling
All the |0cati0n in POG-F4A-A FRECINCT D8, FASA 44 BLOCK A Bravcniive
POS-F4C-CA FREGINGT D8, FASA 4C, BLOCK GA Maintenance
Find Info, Resources &
the data base. Guides For Preventive
Maintenance

Dradictiua Maintananea

[Clisk on windowto view in full soreen]
Close

Figure 62: Location Master List

Click on “"New Location” to add new records. Double click on the location on the right
and you will be able to modify the data. For field explanation please refer to How To
Add A New Location.
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7.1.6 Master - Assets

Click on “"Master — Assets” tab this is the masters for “Assets”

| Master List

Departmert | Faiiure Code | Asset Category | Suppliers/Contra ursi Assets iL ation || Employee/Requester | hiisc GET MORE
New Record Asset List SUPPORT C
Asset Mo [Asset Description AT CWORKS sL
New Asset 0 ULTRASOUND THERAFY GYSTEMS, PHTSIGAL THERAFTrapy CLUB -
nooooz AUDIO-VISUAL, EQUIFMENT, CAMERA |
aoooio FEAMUT STORAGE TAMIK MO 1
noooz2 AR CONDITIOMNIMG, SPLIT UNIT
aoooto LIFT TRUCK
noo6 GARBAGE COMPACTOR Ads WCOOSIZ
BO0S6E BUS Preventive
FAPODG FIRE ALARM PANEL Maintenance
FOOO0G FPRINTER Manage Service Orders &
FO8-LVD-4A-A LY DISTRIBUTION, BLOGK A FASA 44 Workforce. Award
SWwooonz STRETCH'WRAFPER Winning Web-Based
TVOO TELEPHOME Software
uTs002s ULTRASOUND THERAPY SYSTEMS www.WorkTrade. com
WO0253 AUDIO-VISLIAL, PROJECTOR .
WFODG WALL FAN mce
Pl CMMS for all
industries Prevent
breakdowns.maintain
. equipment.
All the asset in S O R
Preventive
the database. Maintenance
Find Info, Resources &
Guides For Preventive
Maintenance
bookbyte.com
Pradictiva Maintananca %
|

[Click on window to view in full sereen]
Close

Figure 63: Assets Master List

Click on “"New Assets” to add new records. Double click on the assets on the right and
you will be able to modify the data. For field explanation please refer to How To Add A

New Asset.
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7.1.7 Master - Employee/Requester

Click on “Master - Employee/Requester” tab This is the masters for “Employee/

Requester”

| Master List

| Department | Failure Code | Asset Category Supp\iersituntradursr Asse’li Vl:UE IN GET MORE
New Record Emplovee / Requester List SUPPORT C
Ernp/Red No [EmpiReq Mame ATCWORKS st
0000256 HASRINA ABDUL HALIL CLUB =
0005633 DAMIEL SCHMIDT |
naos7o1 JARAIA AL NADASOMN
011271 JAMILAH ChiAR
013 KERRY RICE
016 MARK BELKNAP ads by Google
ma CHERYL FRAZIER PrEETT
oz0 STEFPHEMN STOESS Maintenance
021 TIMOTHY MIESTOGKEL Manage Service Orders &
022 WILLIAM LESAlK Woarlkforce. Award
013 MAMCY ANDERSOMN Winning Web-Based
024 JACK FERGUSON Software
0309861 DAVID NG wnew. Work Tradk. com
04000617 ROSLIHASHIM Preventive
0502121 ALEX LA Maintenance
d CMMIS for all
industries Prevent
breakdowns, maintain
equipment.
All the employee / e G feewereine corm
. Preventive
requester in the Maintenance
Find Info, Resources &
Guides For Preventive
database- Maintenance
Dradictiva Maintananca %
Close [Click on windaw to view in full screen]

Figure 64: Employee Master List

Click on “"New employee” to add new records. Double click on the employee on the right
and you will be able to modify the data. For field explanation please refer to How To

Add A New Employee/Requester.
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7.1.8 Master - Misc

Click on “"Master — Misc” tab This is the masters for "Work Status, Work Priority, Part
Location, Work Type, Work Trade, Part Location, Payment Location, warranty/Contract,

Asset Criticality and Asset Status. ”

T »~
Department || Failure Code | Asset Category | SuppliersiCortractors | Assets || Location | EmployeeiRequefter | Misc =
s gory | Suppl ployesifecy ! | | GET MORE

i e——
SUPPORT C

Work Priority List Work Status List Waork Type List Warranty/Contract List AT CWORKS sL
Work Priority ) m Work Type b Warranty [ Contract A cLUB e
[ rarmal ] [ Open | [ Corrective | [ \iarranty |
[ Urgent ] [ Closed | [ Preventive | [ Contract |
[ Ernergency ] [ Cancelled | [ Breakdown | [ Mone ] ads by Gaogle
| Routine | | Waiting for Parts \ | Frojects \ \ \ = Preventive
Maintenance
Undo & Undo @ Undo 3 Undo 2 Manage Service Orders &
- —— Workforce. Award
asset Status List Work Trade Asset Criticality Winning Web-Based
Asset Status 2 Work Trade s Criticality Software
- waar Wk Track com
[ Active ] [ htechanical | [ Marmal ] =
- Preventive
[ In-Active | [ Electrical J [ Critical ] Maintenance
e | —c— | | — CMIS or
industries.Prevent
| Lost | | Insfrument | breakdowns, maintain
Undo B Undo v Undo

Preventive
Maintenance

Find Info, Resources &
Guides For Preventive
Maintenance

Pradirtiva Maintananra %

£

[Click on windovwto view in full sereen]
Close

Figure 65: Miscellaneous Master List

This master contains default data for CWorks to function. User cannot delete the
existing data but you could add more to it. Data entered into this master will be saved

upon exiting.

IMPORTANT NOTE: Changing the Misc-Masters directly from the database
table may have an impact on the smooth operation of CWorks CMMS. Please

contact us at info@cworks.com.my for further details or clarification.
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8. REPORTS

8.1 Reports Main Menu

Data entered into the system are retrievable in report format, depending on the type of
reports the user needs. Click on the Reports button in the CWorks Main Menu. The
screen below would pop-up and consists of all CWorks reports. Some reports will ask

user to key-in parameters. Click on “Preview” to view and print the report.

Report Name 7
Asset Details GET MORE

Asset List SUPPORT C
Contractor-Supplier Details ATCWORKS st
Contractor-Supplier List CLUB -
Department list

Employee-Requester Details

Employee-Requester List ds by Google

Physical Location List —

PM Task Checklist
PM Task list
Work Qrder Details

Maintenance
Manage Service Orders &
Workforce. Award

Winning Web-Based
Work Order List Software
Work Order Status Chart wivw. Wk Track cor

Preventive

Maintenance

Find Info, Resources &
Preview ‘ Close | Guides For Preventive
Maintenance

The ElevatorOne
Solution

Software for elevator,
Cworks Reports escalator, mong

sidewalk manufacturers

sophlegic.com

v
< >

[Click on windew ta viewin full scresn]

Figure 66: Reports Main Menu
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9. Frequently Asked Questions

9.1 How To Compact & Repair CWORKS application.

1. Depress the “Shift” key and launch CWorksFoc. Do not release the “Shift” key until
CWorks is launched. This will allow you to access the source codes.

2. At the menu bar click, Tools — Database Utilities - Compact and Repair

database.

e

Microsoft Access - [CworksFoc : Database (Access 2002 - 2003 file format)]
7 Fle Edb iew Inse

Type a question for he

N EH r:g) = | __,9-— N - | oo | x§ = - @)—H e | gloseH
_ . _ | Dotabase Lhites » | J %
T 0pen B Desion (5] Hew i
Jecurity 4 |( Compact and Repair Database. . )I
Objects B creats i y
Macra
‘ 1 Tables B crese -
: Ef GltoizeRy Al Make MDE Fil..
n_?ﬂ Queries ‘=J fareale : ﬁ
$ Asset Sptians... ¥
3 F o
j oS 3 iAssets ¥

@ Reports | |o AssetShatus
%4 Pages $ Critcality
3] Department

o Macros

} 3 direct

s 3 Employees
3 Falure Cause
4 Location
s Multiplerm

3 MuktiplePMTemp
s PM Checklist
3] PM Scheduls
| PMForecastTemp
4] PMGerDates
3] PMGenerate
M| PMGenTemp
s PMschTemp
30 ReportDB

2 sihlinn

Figure 67: Compact and Repair
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9.2 How To Change The Database Source File

A default Access 2000 database file is installed in the CWorks directory with each
installation of CWorks CMMS. CWorks CMMS can also be configured to a different
CWorks data source file in another directory.

Upon login into CWorks, the system will automatically connect to the database in the
same folder. If the system cannot find the database a message would pop-up
requesting for user to connect to the correct database.

Empty database filename is CworksFoc_db.mdb or sample database filename is
CworksFoc_Sample_db.mdb.

User can also change the data link manually from the main program by, selecting File in

the program menu bar and click on DataLink.

Connect To Data Source
CWORKS CMMS

Current Data Source :|D:ICWFreeICWurksFOC_SampIe_db.mdb |

File | Help
i Browse Data Source
DrataLink,
Exit mm) | | Data Source Lucatinn:ﬂ ‘ = |
Progress | | Connect
Status : Close

Figure 68: Connect To Data Source

The Connect To Data Source utility screen would pop-up. The current database source
is displayed at the top of the screen. To connect to a database stored in a different
directory or different computer within a network, define the location of the file in "Data
Source Location:” field. You can browse for the file by clicking ﬂ Select or specify
the database file path and click on Connect . A message will appear to confirm that the
connection is successful. To view a sample database, connect to CWorks Sample
Database c:\CWFree\CworksFoc_Sample_db.mdb

Page 81



CWorks Free User Guide

9.3 How To Delete Data From The Database

WARNNING: The system would not be able to retrieve back deleted information

therefore we would advice user to backup the database before deleting any information.

Also, do not delete any standard default data as it is connected to the standard reports
in CWORKS.

=8l
File Edit View Favorites Tools  Help
&Back + = - | @Search |EE3FoIders @“ﬁ o x @|-
Address I@ CiFree j o
Folders . . ] Name: Size: | Type # | Madified |
m Desktap L MSCOMCTL.OCR 1,057 KB ActiveiX Control 03/09{2004 12:00 AM
@] My Documents L serrun,dil 145KE  Application Extension  06/26{2001 6:06 P
23 my computer CWFree 8] Help File.crt IKE CNTFile 07/05/2004 5:04 PM
25 3% Floppy (4 ] Help File. GID 14 KB GIDFile 02152005 9:57 4M
coalli i Select anitem to view its description, @Help File 62 KE Help File 07/05/2004 5:04 PM
See dlso: Help File.hsc 141 KB HSC File 07052004 5:04 PM
| S ﬂaCWDrks 3KE Icon 07012004 1:09 PM
B My Hekwark, ST Install.iit 17KE IIT File 05312005 11:40 AM
M- cwpLus My Computer CwaorksFoc 4,860 KE  MDE File 08/22/2005 11:10 AM
[+ D CWPlusTry D CworksFoc_db 816 KB  MDE File 04/22/2005 11:06 AM
F-_] cwPRO CworksFoc_db2o0s 2,532 KB MDE File 08/22/2005 12:25 PM
@ cwsTD E] CWarksFOC_Sample_db 1,246 KB MDEFile 08/12/2005 3:51 PM
- Ty CiorksFochew 2,432 KB MDE File 08/22/2005 1118 PM
@7 pisk1 CWorksFochewl 13,192 KB MDE File 08/2z/2005 12:12 PM
1 Lam Soon E_JWorkOrderStatusChart 334 KB Microsoft Excel Wor...  04/16/2003 11:39 AM
®-_] Msocache CworksFoc 1KB  Microsoft Office Acc,,, 08/22/2005 11:10 AM
(-G PMYPRO @?.CWWIGFD:N&W 1KE  Microsoft Office Acc... 08/2Zj2005 1118 PM
[} g pravin CWFree 2KB  Shortout 07/18/2007 5:40 PM
-1 Program Files oworks license 13KE Text Document 07/05{2004 4:52 FM
R Wirite-up readme 2KB Text Document 071872007 5:30PM
i D WlTemp
oA - TR

i AW

Figure 69: Opening The Database

Go to Windows Explore

Click on CWFree directory

Click once on CworksFoc_db

Press on "SHIFT + ENTER"” on your keyboard together.

The below screen would pop-up.
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EMicroso[t Access - [CworksFoc_db : Database {Access 2000 file format)] 1= =|
jl File Edit Yiew Insert Tools Window Help Type aquestionforhelp  » @ X
DZERSRAVIERB 9 -5 R pe FE4- 108

E‘:J (Create table in Design view =] workstatus
@J Create table by using wizard = WorkTrade
@_‘J Create table by entering data

=] gt Categories

Forms

i Reparts

Assebotatus

Criticality

1. Click on g P

tables 2 Macros
G&%  Modules

Department

2. Double click on

direct

Emplovess

asset table

Groups Failure Cause

Lacation
MulkiplePt
MultiplePTemp
P Checklist

P Schedule
PMForecastTemp
PMEenDates
PMiGenerate
PMiEEnTemp
PMSrhTRmn

L#| Favorites

i o [ i O N O [

Figure 70: Opening Assets Table

B Microsoft Access - [Assets : Table] =181x]
_] File Edit wiew Insert Format Records Tools  Window  Help Type aquestionforhelp = - & X
- B S QY % G @ B2 AT BT 4l DA @

[ [ Assetid ] Asgget Description [ AsgsetMumber | Employes 1D [ Ermployeeta | LocationMo [ LocationlD [ Asseal

425 AR CONDITIOMNER - SPLITAMALL 6000236 005 01 GF001
0 1]

L] 464 VEHICLE - AMBULANCE GO6000245 0212 0300000

L] 475 Wehicle 1 G86000300 o7 01 GFO0G

L] 427 | AIR CONDITIOMNER - SPLITAMALL G86000303 [u]us) 01 GFO01

|| 428 AIR CONDITIOMNER - SPLITAMALL 886000307 o5 01 GFO0

|| 431 AUTOCLAVE 886000334 o5 16GFO27

|| 432 AUTOCLAVE 886000336 o5 16GFO32

L] 433 AUTOCLAVE 886000324 o5 16GFO30

L 434 AUTOCLAVE 886000395 o5 01 GFO0

L 435 AUTOCLAVE 886000396 o5 01 GFO0

L] 445 FIRE EXTINGLUISHER - DRY POWDER 886000402 o4 01 GFO14

L] 446 FIRE EXTINGUISHER - DRY POWDER 886000403 oo4 01 GFO022 i

|| 436 AUTOCLAVE 886000421 o5 1E6GFOE

|| 437 AUTOCLAVE 886000524 o5 16GFO32

|| 433 AUTOCLAVE 886000525 o5 16GF032

L] 433 AUTOCLAVE 886000533 oS 16GF026

|| 440 AUTOCLAVE 886000539 oS 16GFO32

L 441 AUTOCLAVE 886000569 oS 16GFO32

L] 442 AUTOCLAVE 886000570 aos 16GFO32

| 443 AUTOCLAVE S8B8E000581 oos 16GF026

L] 457 WWASHER - BED PARN 856000629 ooz 16GF024

|| 458 WWASHER - BED PARN 856000639 ooz 16GF024

|| 459 WASHER - BED PARN 856000641 ooz 16GF024

|| 470 WASHER - BED PARN 856000657 ooz 16GF024

|| 453 STANDEY GEMERATOR 856000669 0900000

L 471 WWASHER - BED PARN 886000675 ooz 16GF024

|| 447 FIRE EXTINGUISHER - DRY POWDER 886000787 oo4 01GF025

| 448 FIRE EXTINGUISHER - DRY POWDER 856000788 oo4 01GFDM2

L] 449 FIRE EXTINGUISHER - DRY POWDER 886000789 oo4 01GFO01

|| 450 FIRE EXTINGUISHER - DRY POWDER 856000790 oo4 01GF022

|| 451 FIRE EXTINGUISHER - DRY POWDER 856000793 oo4 01GFO06 =

Figure 71: Deleting Data
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9.4 How To Setup CWorks In A Network Environment

e————

?" Data Switch
Al III
Server / Main PC | |
Computer 1 Computer 2 Computer 3
Figure 72: Network Environment

o Step1l
= Install *.exe (installer file) into computer 1, 2 & 3.

o Step?2
= Install *.exe (installer file) into the server / main PC and share the

directory.
o Step3

= Delete CworksFoc_db.mdb in computer 1, 2 & 3 but DO NOT delete in the
server / main PC.
o Step4
= Click on CWorks icon on desktop for computer 1. Before key-in the user
name & password click on FILE —> Data Link at the menu bar. In data
source location, find for cworkFoc_db.mdb file in the server /main PC and
click connect. Repeat this for computer 2 & 3. With this setup, the system

will save all the data into a central database.
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9.5 How To Export Data From CWorks And Import Data Into CWORKS

1) Go to Windows Explorer

h‘ Windows Exp

2) Find for CWORKS directory called

CWFREE = For CWorks FREE version

Author: Microsoft Corporation

=101
File Edit View Favorites Tools Help ﬁ
¢aBack + = - | @Search ||:E]F0|ders ®| E @_‘; ] | '
Address I[:l CWFree j @Go
Folders X | 1 el =1 Marne Size | Type
£ Local Disk (D:) ;I I'D L CdcwFres File Folder
EI@ C'WFree L CJuplaad File Folder
] CWFres CWFree MSCOMCTL.OCK 1,057 KB ActiveX Contr
D upload scrrun. dil 145 KB  Application Ex
F-_] CWPLSD WorkOrderStatusChart Help File.crt 3KB CNTFile
B0 CWRLLS Microsoft Excel Workshest Help File. GID 14KEB  GID File
-0 CWPlusTry | modiied: 04/16{2003 11:39 Am &Help File 62KB Help File
F-_] CWPRO ) Help File.hsc 141 KB HS5C File
8- CWSTD dlzer3hig Froworks SKE Icon
B CTry Aktributes: {normal) Install. it 17KE 1T File
#-_] DIsk1 CworksFoc 4,860 KB MDE File

{27 Lam Soon CworksFoc_db 816 KB MDE File
50 Msocache 1,246 KE  MDE File
-G PMEPRO 0 334 KB Microsoft Exce
B pravin 12 CyaarksFoc 1KE  Microsoft OfFi
B3 Program Fils CWFree 2KB  Shortcut
E-1 Write-up E cwaorks license 13KB  Text Documer

-1 wWUTemp 2] readme 2KB  Text Documer

I:I--r@ Compact Disc (E:)
(=] Control Panel
My Metwork Places
: .J; Entire Metwork =
B _— d | ol
|Type: Microsoft Excel Worksheet Author: Microsoft Corporation Size: 334 KB |334 KB |@. My Computer v

Figure 73: Searching For File

3) Find for a file called
CworksFoc_db = For CWorks FREE version
4) Click once on the above file
5) SHIFT + ENTER on the file(Depress and Hold the shift key)

6) The screen (refer below) would pop-up.
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icrosoft Access - [CworksFoc : Database (Access 2002 - 2003 file format)] —|= 1'
; File Edit Wew Insert Tools ‘Window  Help Typeaquestionforbelp  » _ & X
N EHNDSQAVI4B@a 9 'i%'iﬁ'imwig‘éig'ff_ﬁl'i@!' udQDSEH
lFopen B€pesion Tnew | X | 2o

Chjects E  create table in Design view +5  workstarus
| 1 Tables EJ Create table by using wizard — +[5  WorkTrads
E:J s %J reate table by entering data
= Forms
i Reports
*ﬁ Pages +  Criticality
2 Macros +E  Department
1 direct
2% Modul
@& Gl +[5] Employess
+ Failure Causs
] Location
+  MultiplePm
+]  MultiplePMTemp
+  PM Checklist
+E PM Scheduls
+E PMFarecastTemp
+ PMGEnDates
+  PMGEnerate
+E PMGEnTemp
+[  PMSchTemp
=+ ReportDE
+ sbling
+  suppliers
Ee| WarrantyContract
+[5  Work Type
+  WorkorderLabor
= workorders
+[  WorkPricrity
Sraups
Ready MM
iﬂstart”J ng m .\*‘ e = > J @CWFrae | @CWDrksUserGuideFree | =aLocal Disk (D:) "@Micrnsnft Access - [.. ‘C@E@%@wmﬁ) 4:55 P

Figure 74: Opening Database
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7) For example you want to Export Asset data. Click on “assets”

8) Click on File-> Export

L K

a
=]

File | Edt ‘“iew Insert Tools ‘Window Help

Mew.. .
open...
Get External Data

Close

Save A5,

Back Up Database. ..

Chrl+M M. . B e

o)

E Microsoft Access - [CworksFoc : Database (Access 2002 - 2003 file format)]

| = | =8 A - @aj = Qose!

Chrl+0

Expart...

. S N ! ’r_l ‘Eﬂ\?

K1

e
[

File Search...

Print Prexiew

Print...

Send To

Database Properties

1 DACWFree\CworksFoc.mdb
2 DAPMYPRO\PMYPrD. mdb

3 DACWPROYW CworksPro.mdb

4 DA CWPROYCworksProSample_db.mdb

Exit

Chrl+P

+] PMGenTemp

+ PMschTemp
+E ReportDE

3 workStatus
1+ workTrade

Figure 75:

Export Function
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Microsoft Access - [CworksFoc : Database {Access 2002 --2!]D3}fi|£ form

; File Edit Yiew Insert Tools ‘Window Help

NEEHRN SRV 4@ '5'1—7'1&-53?3-5r',‘c-f'i;’ﬁ‘??i;-ﬁsvi'@!ifu = Qlose!

Tvpe.

Lgopen B2 Design mew | X |

Ohjects @J Create table in Design view =] WaorkStatus

+[2] Failore Cause

+  Location @
3 MultiplePM My Documents
$  MulkiplePMTer L
4+ PM Chechlist [3
+ PMschedule My Compukter
+] PMForecastTt
4+ PMGenDates

+ PMGenerate | iy Hebwork

ile name: 556t

e | PMEenTemp Places

ERTT I ort Table 'assets' To..
S Queries 2 create table | I@ My Documents £ - Tools ™
#[  Asset Catego —
=5 Forms ; W
4] Assets [:I i
i Reports | |9 pssetStatus My Recent {3y Pictures
“a PRgE= . Crticalty O %] My Received Fles
7 Macros 4+ Department m My wehs
# direct - %Outlauk
: FModul Serurit
A ik s Emplovess Deskkop ~ ety
__]cnntact

Cancel |
£

Figure 76: Saving File

”

10) Save in: "Where you want the file to be saved in
File name: “File name”
Save as type: Microsoft Excel Click on SAVE
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1) For example you want to Import asset data. (Note : Before importing any data into

IMPORT Data

CWorks Free User Guide

CWORKS, ensure that the excel format fields are the same as the CWORKS table fields)

2) Right click on the WHITE space and choose IMPORT

DEED

=

; File Edit Wew Insert Tools ‘Window Help

LV X Ba @9 E |

Microsoft Access - [CworksFoc : Database (Access 2002 - 2003 file format}]

=2 & @ ! im g gose!

Type a guestion For help

=l=1:

LA -

Hopen B Desion Shew | X | 2o ‘._E'

Objects

Tables

=
=
=
@
‘-a
2
&

Queties
Farms
Reparts
Pages
Macros

Modules

22|
&
=]
L=
|
=
|
B
|
B
|
+3
|
=]
|
B
+3
B
=]
L
|
L=
|
B
3
B
=]
+E
|

Creabe table in Design view  +0]  workShakus
Create table by using wizard  +5]  WorkTrads

Create table by entering data

Asset Categaries

Assetgtatus
Criticality
Department
direct
Employees
Failure Cause
Location
MultiplePr
MultiplePMTemp
P Checklist

PM Schedule
PMForecastTemp
PMzenDates
PMGenerate
PMzenTemp
PMSchTemp
ReportDE
Sibling

Suppliers
‘Warranky Contrack
‘Wwork Type
‘WorkorderLabor
Wworkorders
‘workPriority

Wiew 3

Arrange [cons ¥

_% Import...

% Link Tables...
xjj Relationships. ..

ﬂ ‘Wisual Basic Editor

Figure 77: Import Link
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3) Choose
Look in: “Where is the Excel format SAVED"”

File name: “File name”
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Files of type: Microsoft Excel

i I e s W 2 Y

+3
+
+3
»
+3
|
+
s
N
+
+3
+
+3
»
+
|
+
+
N

Create table in Design view

Create table by using wizard

oy [mport

22 Workstatus
3 WorkTrade

Asset Cate I@ My Documents 55 - Tooks~
Assets My eBooks
hssetatat |1 My Music
Criticality My Recent [ My Pictures
Departmer LReents 1My Received Files
direct - 10y Webs
Employees h\ﬂ = OUHD.Dk
Dieskkap ] security
Failure Cav
Lacation @
MultiplePr
MultiplePh My Documents
P Checkli
PM Schedu "ui"
PMForecas | My Computer
PrGentat
PMGenerat = o I j e |
PMGenTen | My Hebw :
BMSchTem Places Files of type: IMicrosoFt Office Access j Cance]
ReportDE \
sibling
Suppliers
WarrantyContract
‘Work Type
WarkorderLabor

Figure 78: Saving File

4) Click on IMPORT then follow the systems instruction until the end.
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