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Log on
To https://dev2.maintstar.co/desktop

Enter Your User Id and Password and Select your
Work Group

Enter your Id and password
Select the ‘Profile’ you want to log into from the drop down. You may have only

one profile, or you will have more than one if you have a production and a test

environment for example.
Press ‘SUBMIT”. You will be taken to the Home Screen.
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https://dev2.maintstar.co/desktop

New Concept: The Workgroup

The’ Workgroup’ is a new concept in version 15.

It is in some ways like the “Modules” in version 14 and earlier. The “Modules”
separated the system into different groups of assets that different agency
departments would be working with. Each of these modules had their own set
of work orders and PMs. The ‘Modules” in version 14 were preset in the system
for Water, Storm Water, Streets, Sewer, Parks and the Regular work order.

In version 15, MaintStar now allows you to create your own groups. They are
now called “Work Groups”. You can define your work groups the way you
structure your business. You are no longer forced into the preset categories.

If your street crew also maintains storm water assets, they can be combined in
one work group. If you had several groups sharing the regular work order, each
of these groups can now have their own workgroup identity with select assets,
screen layout and printed work order form, independently. The workgroups are
created in the setup module and will be described in a different document.




System Home Screen

= MAINT: AR DASHBOARD

Date We Type Assigned To
09/02/2020

08/27/2020 ASPHALT Maria

. The Hamburger in the upper left of the screen toggles the menu for full
width or condensed view.

. The label: “Full Menu” expands the menu. The label will change to “My
Menu”. Click on “My Menu” to change to a short version of the menu.
Click on the section headers to expand or contract them.

. The Label at the top shows what screen you are on. You can set the
dashboard or a map as the home screen.

. The Arrow in the upper right, opens a sliding panel. The panel can be set
to be the dashboard or a map. Note that the dashboard automatically
displays data for the workgroup selected in the workgroup dropdown. Hold
down your mouse to stretch the map wider. Note: You can open the map
while you are looking at work orders or in other parts of the system.

. Log off the system. This is the selection of which work group is displayed.




Work Orders

1. Click on the menu section Work Order.

= MAINTS AR
2. Then click the first menu item: Work
Order. Full Menu:
The Work Order screen will open. £ Home (B3MI
B Work Order
NOTE: There are two different views of the work S
order screen. WO Calendar
. . WO Reports
The Grid view has a search table at the top of the .
emplate
screen and the selected work order from the oM R
eports
table is shown at the bottom of the screen. PM lssue WO

Project

The Card view shows the work orders from the
Crew

filtration in little cards to the left of the work Checklist

order. Backflow

Mass Deletion

You can switch between the two views with the

1 Work Request

icon on the lower right of the screen.

b Accnt




Work order in the List view
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The Work Order Screen

Table View

© CEN— 2]

Section 1. The Search Section
e The work order Search Section sits on top of the screen. It displays or
hides a filtered list of work orders. Click on the label “List “to display or
hide the list.

iter: Open Work Orders (

open and close the search table

e The work orders that are in the list will be seen in the list while you are
in the list view mode. The same work orders that are in the list will be
displayed as cards while you are in the card view mode.

Which mode works best for you is something for you to decide. The card view is
great when you have a shorter list of work orders to work with. The cards are
great when you want to move from one to another by clicking the card directly.
The card view displays thumbnail pictures of your primary attachment.

The list view shows you more information in the grid table. You can move up
and down through the work orders with the left and right arrows.



e Here the list is shown open. The work order that is highlighted in the list
is displayed in the Work Order section below. The arrows move you up
and down through the workorders in the search list. This is very similar
the “Make a scrolling list” feature that was very popular in previous
versions of MaintStar.

To filter the list, click on the word ’filter’.

List Filter: Open Work Orders (444), My WO -~ +

List open ion WO Type Priority Assigned To wip Statu: Issued ™ Closed

. Open Filters DA - o o
F000023972 hedule ACDT DELEON o o
F000023971 hedule ACD DELEON o o
F000023970 Floor - 1 FLOOR ACD DELEON o 0
F000023969 Floor - 1 FLOOR ACD DELEON o 0
F000023968 OR ACD DELEON o 0
F000023967 Selected Wo OR ACD DELEON [ 09/04/2C
FO00023966 displays below % ACD DELEON o 09,
F000023947 o oM Colin® o 09/04/2020

& F000023948° M HS ColinP SCHED o 09/04,/2020

This will open some search fields. Here you can select open close or both
for Status. Asset ID, Activity and other fields. The results list will change
automatically as you make selections.

List Filter: Open Work Orders (3)*, My WO L +

) Open ) Closed ® Both

Wo # WO Type CM - CORRECTIVE - WO Description
Assigned To - 2 Assetld House Asset Type  House - All Village | ~ @
Location - o Address -
Mgmt Unit - o Activity - Q - &
Material - 0 Contractor - Add filter To
b B SAVE B SAVE AS conditions
WO # ed To WiIp Status Issued ™
APER o] 07/0
000002120 u save filter s o]

00000207 o]




Add / Remove columns (Open Work Orders)

ooz m
Wo # | WO Type CM L} WO Description |
Assigned To 20 Asset Id AN | Asset Type House o
Location aw Address | Wip | |
Mgmt Unit Cl | Activity ] Technician Lo |
Material o n Contractor L} Issued From To
Add New Field

Account
Action Taken
Actual Finish

Asset Descr.
Asset Notes
Asset Sub Status
Asset UDF1
Asset UDF2
Closed

Color

Crew Leader

You can add additional fields to search on with the wrench tool. Click the
wrench and you get a pop-up window. Here you can add an additional
field to the search as needed.




Section 2. The Work Order Tabs

4)

Work Order FO00023948

BDECIEN LEM  Job Site  Request  Attachments (1) »

SPRINT -~ CLOSEWO Assets History

WO #@ F000023048 wo Plan

Issued 09/04/2020 . Beuelhotion Customize
Log
Closed Pr

Notifications
WIP SCHED - SCHEDULED

WO Summary Test all fire detectors

The work order is broken into a series of tab sections across the top.

Header is the primary work order section.

New Term: LEM stands for Labor, Equipment and Material. Your
labor, equipment, contractors, materials and work quantity are
now together on the same screen. Work planning users will be
glad to see that Management unit and Activity are now on the
labor line. This means you can have multiple Activities in the
same work order!

Job site is to indicate where the work is being done by address.
Request tab - If the work order started as a request, the
information from the request will be here.

Attachments stores pictures and files attached to the work order.
The double arrows open a drop down with additional tabs for
asset history, Planning, Issue/ actions, Log and Notifications.
These less used tabs are here to keep the screen simpler. If you
want them to be shown you can click on one in the list. It will
open the tab.

Notifications lets you activate a variety of notifications to staff for
the work order.

Plan Allows you to record estimated costs and compare them to
actual costs.

Log records history of data changes to the work order.

Status records changes to the work in progress and work order
assignment and other related events.

Issues and Actions records cause and solutions about the work
order. This is optional.
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Section 3. The Work Order Header
The header section contains basic information about the work order such as
issue date, target date (expected finish date), Work order closed date, work
order type and more.
In version 15 you have 3 levels of supervision for the completion of the work
order:

1. Assigned to

2. Crew Leader

3. Supervisor

This way, staff in these supervisory positions can track all their work easily.

Section 4 The Asset Section

Section 5 The Tasks

WKk in Progress’- Work in Progress is used to track steps and stages of the work
order. There is a Work in Progress in the header sect ion and on the asset level
as well.




Section 4. Assets

MaintStar has two ways to display assets. One way is to show multiple assets in
a grid table. This is like the Infrastructure work orders in version 14. The other
way is to show one asset on the screen at a time. This display is like the
“Standard” work order view from version 14. Each work group setup has a
switch to make this selection for the work group.

WORKGROUP & Q e «

» Inventory Selected Workgroup: FACIL - FACILIT’

IWD‘kOId?\Ccnllo\ Closing Condition  Auto-Fill  Messaging  Notifications By User  Notifications By Role ~ Users  Filters  Filter Selections WO Approval

Workgroup FACIL Description FACILITY
WO Pattern 0 Last WO Number 23374
WO Printout 147 - Standard Work Order Printout

Asset Lookup Default ~

Standard WO Layout

Fleet L3

You can use either display method for different workgroups. We would suggest
using the Standard Wo Layout for Facilities, Fleet, and Plant operations. The
other view is better for Infrastructure groups such as Streets, Storm Water and
Sewer. These groups typically work with multiple assets on a single work order
and it is helpful to see them in a grid table format.

You add assets with the green Add Asset button. You can add multiple assets
to the work order. You will need to save the asset with the save asset button
once you have selected it. You move through the different assets with the green
left and right arrow buttons. The green button with the three vertical hash marks
will show you a table with all assets together. The trash can is used to delete
the displayed asset. The blue check box next to the asset ID jumps you to the
asset setup screen for the displayed asset.

| L] Asset 1/1

AssetID (5 House # 35 A | WIP RR - SCHEDULED ONR ~ Criticality Dntime Hrs

Asset Descr. House # 35 Mgmt Unit 000046 - Facility Mz = ©. Rating CompMate
Asset Type House Activity - Q UDF Opt1 UDF Opt2
Asset Owner 030162 - LARSON, [~ < Subsystem - Failure Code MECH - MECHANICAL ~ Account - Q
Location Arrow Sublocation

Work Description Check Fire Extinguishers Failure Detail

Cur. Meter Read. Asset has no mete| [ WO Meter Read.



Section 5. The Task Section
MaintStar version 15 has a great new feature. You can add one or more “tasks”

to each asset in your asset list.

Tasks are specific actions to be documented for each asset. A task could be
very simple such as click on the “Done” checkbox to record that that asset was

taken care of.

Tasks can be more complex, such as asking for a rating to be recorded for the
asset condition, or to update a meter reading. How tasks are set up will be
described in the setup document, but for now just be aware that the new feature

exists.

© ADD FREE FORM TASK © ADD TASK © ADD CHECKLIST L=

No Task ID Description Done Compl. Date Task Finisher Result Type Meter Type = Result Text Compl. Notes Formula Required Updated B)

O Edit 1 - install Access Ramp 09/11/2020 BSMITH BSMITH,




Section 6 The Quick Look Up

In the upper right of the screen you will see a magnifying glass. This magnifying
glass will be your new friend. Click on the magnifying glass and a field appears.
When you know the number of the work order you are looking for, you can start
typing the number in this field. As you type, you will see matching work orders
being displayed. Click on the one you are looking for and it will open. NOTE;
This takes the place of the F10 lookup from version 14 and earlier.

Quick find

Section 7 Displaying the Map or Dashboard.
While you are on the Work order,
the Side panel is closed. The

panel can be set to show either the ABE Oocn and Close Side

<

]

L. select Map  otfications
Map or the dashboard when it is or il

opened. Click the double arrows to e

open the panel. When the panelis **
open click the icon with the down
arrow. Select map or dashboard.

The panel will now show your
selection.




Starting a new Work Order

To start a new work order, click the green ‘New WO’ button.

You will see a confirmation notice in the upper right.

WORK ORDERS

[ ]
" Workorder Created: FI0D023974

List Filter: Open Work Orders (3)"

£ Home (BSMITH) Work Order F0O00023974

Work Order Detalls
Work Order

WO Calendar

WO Reports

PM Template

PM Reports Closi

PM Issue WO Wk In Progress

WO Summary

Assign To
Action Taken

Project Na

() Work Request

Supervisor Notes
& Asset

& Asset Management

Asset Descr. U

Asset Type

AssetID B UNKNOWN

WoType ADA- ADAREPAIRS = Add Picture

Target 09/15/2¢

Priority 2 - Mediur

Supervisor -3

Wg Name £ACIL

T Assetin

WP - Criticality
Mgmt Unit 000031 - Utili - a Rating

Activity - Q UDF Opt1

Confirmation

Dntime Hrs

Compl Date

UDF Opt2 n -




A new Work Order is created:

WORK ORDERS Q o «
d Inventory List Filter: Open Work Orders (3)* E

Work Order F000023974 &

E S PRINT + CLOSE WO i

SRR ' : ‘ Drag corner
down to

|
—— 2 AssetID & UNKNOWN - Q WIP' SCHED - SCHEDULED ~ Criticality Dntime Hrs E -

The work order screen will have many fields on it for you to fill out. The fields

that display are customizable in the security section. You can control what fields
you want and in which order.
Screen customization is security

controlled. If you have rights to PRINT  ~ CLOSE WO

: IO Duplicate
customize screens, you will see a \ Delete A
Wo ) MRS -
customize wrench in the ellipse (3 o\ Customize
dots) fly out. We will cover Priority 2 - Medium -

customization in another section in detail.

Note: text fields such as Wo Summary with the three little hash marks in the
lower right corner can be dragged to make them bigger using the hash marks as
a handle.



Making entries in fields

Fields that have a drop-down arrow  tesewe
on the right will filter as you type in Mo e =
the field. This is a new feature that Priority
has been asked for by many users.

Just start typing the id or description

for the field and MaintStar will S

display the entries that match what Wg Name

you are typing. When you see what
you are looking for click on it to 0 Asenn

select it.

Deleting entries

If you have an entry in a field but you picked the wrong thing, you can drop down
the box and choose something else. The first value in many fields will be the
word ‘(empty)’. This will blank out the field. In tables like the LEM, there is a
check box to the left of the line. Check this box and the word delete appears at

the top of the table. Click this delete button and the line will be deleted.




Searching in a field

If you can’t find what you are looking for with the filter as you type, there is a way
to do a more advanced search. The magnifying glass to the right of the field

opens a floating window that will let you run a search.

Type in the fields and the system will filter the results list automatically. Click on
the result you are looking for from the display list. You can search with a few
letters and MaintStar will instantly display records that match what you have

typed. You can search in more than one field in combination.




Adding Assets

The ‘Asset Tab’ is where assets are added to the work order. The work
order starts with the asset “unknown” as a place holder. In most cases,
you want the workorder to identify the asset involved so this work
becomes part of the asset history. When you have identified the asset
you will change the unknown to the correct asset. The magnifying glass
to the right of the Asset ID opens a search window for assets.

You can filter my Id, type and other fields. Click on the correct one and
then OK to add it to the work order.

1. To add additional asset, click the add button. A new line will appear.
2. Select asset type, then the asset ID. All other fields are optional.

3. Click save to save your entry.

4. If you click the enter key, you will add an additional line.

5

. If you need to delete an entry, check the check box next to the pencil
on the left. The delete button will appear. Click the delete button to
delete the checked line(s).

6. The pencil on the left will let you edit a line. Click save when you
have finished the edit.



New Feature - Tasks

MaintStar version 15 has a great new feature. You can add one or more “tasks”

to each asset in your asset list.

Tasks are specific actions to be documented for each asset. A task could be
very simple such as click on the “Done” checkbox to record that that asset was

taken care of.

Tasks can be more complex, such as asking for a rating to be recorded for the
asset condition, or to update a meter reading. How tasks are set up will be
described in the setup document, but for now just be aware that the new feature

exists.

To add a task just click on one of the asset lines and you will see the task

section open below the asset list.

Tasks can be premade or entered free form.

Task Lookup

Added By Added Date Updated By Updated Date
VICTOR
BRETT
BRETT
VICTOR
BRETT

Check
box then

Adding task from
premade list.




Adding a Free Form Task

Click add free form task.
A new line will be added.
Enter a description. Save.

When the task is complete, edit the task and check the done box. The system
will record the date and ID that it was completed.

p e e e eoe B T -

© ADD FREE FORM TASK ~ © ADDTASK @ ADD CHECKLIST N LT
No Task ID Description Done Compl. Date Task Finisher Result Type Meter Type = Result Text Compl. Notes Formula Required Updated B)
O Edit 1 - install Access Ramp 09/11/2020 BSMITH BSWHE




Adding LEM

Labor, Equipment and Material

The tab “LEM”, is a new term in version 15. It stands for Labor,
Equipment and Material. This section allows you to put all your cost
related data in one screen. We know that you will find this convenient
and efficient.

= MAINT.TAR 'WORK ORDERS

ilter: Open Work Orders (3)*

Work Order FO00023974

i Work Order

Work Order
WO Calendar
WO Reports

PM Template

PM Reports

PM Issue WO

Project
Crew
Checklist

Backflow

Wor
[O rici ~ n

1.Start a new entry with the add LEM button.
2. Select type of entry.
You can enter:
e Labor-a person
e Equipment - Vehicles or other equipment used
e Material - parts and materials from your inventory
e Miscellaneous costs
e Work Quantity (If you are using Work Planning)
e Crews of people and equipment (Must be created in Setup)

e Parts Kit (Must be created in Inventory)



3. After you make the type selection, select code identity for the
person or contractor or crew or part etc.
4. At the Right on each line there are optional fields for Location

code Management Unit and Activity.

NOTE: Management unit (previously called Administrative System)
and Activity are now on each LEM line. This means you can have
MULTIPLE activities in the same work order. Set the mgt unit and
activity on one line of the LEM, and it will repeat on lines you enter
after that. This is a real time saver.

If your workgroup is using the standard work order layout, then each
asset has its own LEM group. This is the way the Regular work order
was arranged in version 14. The infrastructure work order layout has

one LEM section for the entire work order. This is the way the

infrastructure work orders were arranged in version 14.




The Asset History Tab

The asset history tab will list the assets in this work order.

If you click on the asset type field for one asset, you will see the list of
work orders that have that asset appear below the asset list.

If you click on the asset ID (This is Blue and is a link) you will open up
the asset setup screen for this asset.

= MAINT- 147 WORK ORDERS

e T E—r—————
==
.

Account e

Work Orders for Asset Bullding Village Hall
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Job Site

The Job site tab is where you can record a physical address for the
work. This is optional as some types of work can be referenced by the
location code on the header tab. If you are however working at a

physical street address you can store it here.

The address line will pull in addresses from the address table from the

setup. It will filter entries as you type.

'WORK ORDERS
List Filter: OpenWork Orders (3)° <
Full Menu
2 Home (BSMITH) Work Order F000023974
@ Work Order ) . -
Details LEM  Assets History ESELENS Request  Plan IssuefAction  Status  Related  Attachments (1) Log Notifications ~ »
Work Order
WO Calendar
WO Reports
Site Addr Key 3 < |
PM Template
Site Street 432 Site Street Name  ADDISON WY - ADI ~ G
PM Reports Number
PM Issue WO Site City  Pleasanton Site State  CA
Project Site Zip Code 24556 Site Cross Street
Crew Site Loc Desc
. Latitude Longitude
T Map Markup x

2 Work Request

4. Asset

2. Asset Management
@ Inventory

B Reporting

= Work Planning

$ Purchase Orders




Request

If the work order originated from a request made with the MaintStar
Work Request, the information from the request will be stored here.

If the work order did not originate from a request, you are free to record
information about the main contact or informal request here.

WORK ORDERS

List Filter: Open Work Orders (3)* B A
Full Menu

% Home (BSMITH) Work Order FO00023974

Details LEM Assets History Job Site lan IssuefAction Status Related Attachments (1)

Work Request:

Req Text Please Repair Ramp
Req Request

Req Comments

Req Notes
Customer Type Public - Customerld HUDSOM BOB- H~ @
Customer Name HUDSOM, BOB Req Cell Phone 2259313850
Req Phone2 1 Req Email
Req Addr Key H
=g Req Street Req Strect Name FIRST & BERNAL  — o
4. Asset A
Req Cross Street Req City PLEASANTON
. Asset Management
Req State Ca hd Req Zip
@ Inventory
Req Department Req Date
B Reporting

Weork Planning

$ Purchase Orders k




Related

The related tab allows you to link in other work orders that have some
relationship to this work order. All the linked work orders will show the
related work orders on this tab.

To make a linkage, click the add button and then select the related

work order.
You can click the blue work order numbers to jump to each work order.

= MAINT-TAR WORK ORDERS
List Filter: Open Work Orders (3)* + +
2 Home (BSMITH) Work Order F000023974

Details  LEM  Assets History  Job Site Request  Plan Issue/Action Status Related Attachments (1)  Log  Nofifications ~ »

@ ADD RELATED

O Edit No  Rel Type # Status WO Type Priority Approve: d By Planned By Iss!

Edit

1 Edit




Notifications

The notification tab allows you to add several different types of
notifications to the work order for different individuals. Notifications can
be email notices or SMS text messages. These notifications would be
over and above other notifications that are set up for normal processing

= MAINTSTAR WORK ORDERS
List  Filter: Open Work Orders (3)* T +
Full Menu:
2 Home (BSMITH) Work Order 0000021266
& Work Order Details LEM  AssetsHistory JobSite  Request Plan lIssue/Action  Status  Related  Attachments(2) Log [MNCLUTEIC
‘Work Order
‘WO Calendar © ADD USER
WO Reports Username When WO is Created ~ When Assigned  When WIP Changes ~ When Part is Received ~ When WO is Closed ~ When Task is Done ~ When E
PM Template O Edit  BIACOBS
PM Reports
PM Issue WO
Project
k

Crew

Checklist

Backflow

Mass Deletion

&1 Work Request




Plan

This tab Holds several different elements.

You can record a percentage of completion

Record reasons the work order was not completed

Record reason for downtime

The bottom section lets you record “Planned” dates and costs in
order to compare to the “Actual” dates and costs.

ssssssss

'WORK ORDERS

ter OpenWorkOrders @) 4 %

Work Order 0000021266

\\\\\\\\\ * Reason For NonCompletion

Downtime Reason:

rrrrrr
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sssssssss

Contractor

PN PN -SSR . Y B s R W . O TP -




The log is a list of all inserts, deletions and updates made to the Work
Order. These events are recorded by date and record what user made
them.

'WORK ORDERS

Ust Fier OpenWorkOrders@)* =+

iome (BSMITH) Work Order 0000021266

Ty — . L

User saL
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Coin? insert it wo_sssetf e 5o 2 s type UNKNEMIN, 55t g™ UNKNOWN' asset o
Coinp  fo000021266 1266 2
Coinp | 00005212665 | inser nte wo_ta 0000021266tk o Alarm’ tas_dlese”
coinp [oo00021256 ik il ilbls" N gt i 2020-07-04 211342
ColinP" wo_desc”null prioriy ll et il
coinp [oo00021256 House eser' UNKNOWN o At skl T
5 Work Request
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cosednul

v
jo_descrznull “priorty
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0 tezaar il zszign
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oooo021256 Pty st O s Sk T S23 Bilae N g umt
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K Banning 0000021286 | inser e o e e e e e e

§ Purchase Orders
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rul“action_aken

iy el we_ne 0000021288, type
rull“sup_notes null"3cctn"null, project.nonull, wk ir

3120000000 doss:
D, "planby “nul,"uct
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Setup
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@ Security
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Attachments

The Attachment tab lets you attach pictures, PDF and other types of
files to the workorder.
To add an attachment, click the add button.

In the pop-up window, click choose file and navigate to the file you
want to attach. You can attach any type of file. MaintStar will use

your windows file association for the program to open different file

types. You can have any number of attachments

The thumbnail box selects the image for display on the details tab.

Upload Attachment

Upload File Name

b 2-noose File | rampjog

Description

Print with WO

Here you see the file attached:

Work Order 0000021266 &

Details LEM  AssetsHistory JobSite  Request Plan lIssue/Action  Status Select for o9  wotifications  »

is -
display on the
c
© ADD ATTACHMENT C“Ck to
n
O Edit Name Open scription ul Print Origin Code Added By Date Added
o uest O Edit pic_394JPG ™ kadrick 05/26/2020
sse O Edit download_422.jpeg WO BRETT 05/27/2020
D O edit ramp_1179,jpg WO BSMITH 09/11/2020
——— -—




When you click on the attachment in any part of the line other than the
name link, it will display on the screen. If you click on the name link the
file will open in another window.

= MAINTSTAR WORK ORDERS

@ remp_1179pg (225x225) X +

List Filter: Open Work Orders (443)

Full Menu

C @ dev2maintstarco/api.. @ Yt » @ :

Work Order 0000021266

2 Home (BSMITH)

% Bookmarks @ Permitdemo & Permitdemoportal &3 Re Villiage

@8 Work Order Details LEM  Assets History  Job Site

Work Ordes Notifications >

WO Calendar

pe = © ADD ATTACHMENT
PM Template O Edit Name &
Cancel pic_394.JPG -

PM Reports o
PM Issue WO O Edit dowmoady.ﬁg
(m]

Edit ramp,ﬁQ.jpg ’
} '

&3 Work Request

<. Asset

<. Asset Manaaement

[CIN raci v




Issues and Actions

The ‘Issues and Actions’ section is used to record specific issues that
need service or maintenance, and the action steps used to complete or
resolve the issue. This section is optional. It would be used if you want
a very detailed record of issues and solutions. Many of our users will
find the Task function previously described will be enough detail.

= MAINT 41 'WORK ORDERS Q °

Work Order 0000021266




PM Scheduling

PM (Preventative Maintenance) scheduling in version 15 adds many new
features and options. In version 14 and earlier, MaintStar had two separate
ways to schedule PMs.

1. MaintStar Had a Calendar based Pm that used a ‘Master Schedule” to
hold future pm work orders. This method was typically used by Facilities
and Plant operations.

2. Meter based work orders and Infrastructure groups used a different
method that calculates PMs on the fly and did not have a master schedule.

Both processes had their own advantages and limitations. Neither process was
a perfect solution.

In Version 15, the Pm scheduling process has been completely redesigned from
the ground up to be more flexible and offer more options than ever.

The new system is unified. You do not have different setup process and different
groups of PMs to issue that you had in version 14. In fact, you can set the
system to automatically issue the PMs automatically.

NOTE: PMs that are imported from version 14 will all fit in the version 15
structure.

= MAINTSTAR WORK ORDERS

The PM setup is in the Work Order menu
section.

List Filter: Open Work Orders (176195)*

Work Order 0000126505

in,
@ Work Order DISEIM LEM  Assets History  Jo

Work Order

WO Calendar & PRINT
WO Reports

PM Template

PM Reports

PM Issue WO

WO Summary NOTTINGHAM
MANY LIGHTS OUT

Checklist REPLACED BULBS, BALL/
Backflow Assigned To

Mass Deletion Action Taken
Workgroup REGWO

&1 Work Request

Mgmt Unit
&, Asset
Supervisor Notes
&, Asset Management



Templates

Pm creation begins with “templates” The Template is used to build Pm
Schedules. Templates hold the task, frequency Scheduling rules and other
information about a pm service. A template combined with assets are the raw
materials needed to create a pm schedule.

Here is a Template Screen:

STAR PM TEMPLATE

Contractor Account Number

Work in progress

Total Est. Labor Hours

U} Activity - Momt Unit - i
1. Search and Filter -opens and closes with the word ‘List”. Works the same
as on the work order screen. This is used for finding templates that you

have already made.
2. Main Tabs of the Template sections

a. Details - is the main template screen

b. LEM - section allows you to add labor, equipment and materials to
the template, where they will be added to the workorders that result
from the use of this template.

c. Tasks - Tasks can be added to the template here. Note: Tasks are a
new function and adding multiple tasks may be a better than making
a list of tasks in WO description text box.

d. Frequency - This key part of the template is where frequency is set
up. Frequencies can be Calendar or Meter based or both.

e. Rules - This section controls how and when the Pm will be issued.

f. Schedules - This important section controls the generation of the
PMs, shows forecast and sets notification rules.




g. Attachments - Link in Pictures and Documents that will carry to the
PM work order.
h. Cycles - Tracking of pm schedule issuance.
3. Tab expansion - Uses to hide or show some of the tabs on the screen.
4. Buttons -
a. Create a new template
b. Save changes to this template
c. Print a hard copy of the template
d. Under 3 dots
i. Duplicate the template
ii. Delete the template
5. Template Fields - on the Details Tab. These fields will become the work
order issued from this template.




Create a new template

In the Template menu, under
Work Order click ‘New Template”

A pop-up will appear. Typein a .
name for the template, and a
description. You will see the
name of the work group you are
currently in as a reminder.

Click Create to save. The system will pop up a confirmation.

Fill in the various fields as you want the work order to have by default. These
values will be prepopulated. If you leave a field blank, you can fill it in on the
work order itself after it is issued.

You can create the instructions for the service two different ways. You can type
in a list of steps to be performed in the large ‘WO Description’ box. This is how
MaintStar version 14 was configured. New in version 15, you can create the
task list with the task function. There is a check box below the ‘WO Description’
to activate this process. We will use this method in this example to show how it
functions. Click Save.

= MAINTSTAR

& PRINT

Template HVAC Monthly Workgroup FACIL ~ Add Picture

Full Menu:

Template Descr Regular HVAC service
2 Home (VICTOR)

WO Type PM v Priority 2 - Medium - 3
Work Order
Assignto BKIDD - BrianKidd ~ & Supervisor BRETT - Brett Kolve ~ &
Work Order
Crew Leader ACASTILLO - Alexar ~ & SubSystem -
WO Calendar
Target 5 days after issue
WO Reports L.
WO Description
PM Template
PM Reports
4
PM Issue WO Project - Q Labor .00
Project Customer 1D > Q Material .00
Crew Compute task description from tasks UOF 1
Checklist Equipment .00 Wer =
Backflow Contractor .00 Account Number - Q
Mass Deletion Misc .00 Work in progress SCHED - SCHEDULED  ~
] Work Request Total Est. Labor Hours
SR — Activity 0001 - General Serv v @ Mgmt Unit 000031 - Utility - Q

(OI rACiL v




Setting Frequency

The frequency tab is where you set the rate of occurrence for the PM. This is
referred to as when the Pm will be “Due”

List Filter: FACIL (18) v

PM Template: HVAC Monthly

Details LEM Tasks Notifications @ Attachments Frequency Nesting Rules  Asset Types Schedules »

Calendar Meter

Frequency Unit On Frequency Meter Type
O cancel 1 Months v | 1st Mon v Remove 300 Miles v

Calendar

The Calendar section sets occurrence of the pm on a frequency of days, weeks
months and years. Type in the number and select the unit such as 3 - month, 1 -
year. When you do this the ON Field will become active. The “ON” field lets you
set a specific day, or first Monday or last Friday etc. for Month unit. For weeks,
you can select which day of the week. Days and years do not have an ‘On”
choice. They will be calculated based on your start date, which is set later in this
example. The calendar is the primary scheduling frequency for most PMs. We
suggest you use it in all cases. It is reliable and repeatable.

Meter

If you have equipment that is metered such as vehicles, production equipment
etc., you can include a meter in the PM frequency. You must first have the
intended vehicle or equipment set up with a meter, and you must have a
process in place for the meter reading to be taken and recorded regularly. You
may have the asset meter updated automatically if you have the system linked
to a vehicle fueling system which records updated meter values at fueling, or a
Scada system for production equipment which captures meter values.

If your intended assets for this template have a meter you can set the meter
frequency here. Select the meter type from the drop down. Meter types are set
up in the setup module Setup>tables>meter type.

Event

Reserved for future development.



Rules Tab

The frequency tab sets the basics for frequency interval of the PM. The rules
tab allows you to make sophisticated modifications to the frequency schedule.

PM TEMPLATE B Q e «

2 Home (VICTOR) List Filter: FACIL (18) +~ +

LR PM Template: HVAC Monthly

() Work Request
Details LEM  Tasks  Notifications @ Attachments  Frequency  Nesting EMM Schedules  »
<. Asset

2, Asset Management

If Pm lands on Saturday, reschedule to: Prev Friday v | Create WO |

If Pm lands on Sunday, reschedule to: next Monday v I'Create Alert on the Asset

Alert Text

Severity

v + and v 13 ~
o Setup

Tables ~ and ~ ~ (mmdd)

Labor
Create WO even if last WO is still open(Fixed)

Customer

Vendor

N
o EEN—
The Fixed / Floating Radio buttons control how the pms from this template will
issue.
Fixed - PMs will remain fixed on their original schedule pattern. From issue date
to issue date. For example, If you start a PM for the first Monday of every month,
on a fixed schedule, It will be due the first Monday of every month consistently.
We recommend you use the fixed schedule in most cases/
The Floating schedule - This calculates the next due from the last CLOSED date
of the service to the next issue date. This means if you opened a monthly
service on the first and closed it on the 20" of the month, the next service would
calculate the month frequency from the Closed date of the 20%" to the next issue
date of the 20" of the next month. This would be useful for services that are not
critical. The system will calculate based on your ability to close out the PMS.
This means that you may not accomplish 12 monthly services over the course of
a year.




PM TEMPLATE B Q e «
| Menu
= Home (VICTOR) List Filter: FACIL (18) e

) U PM Template: HVAC Monthly

() Work Request
Details LEM  Tasks  Notifications B Attachments  Frequency  Nesting EMW Schedules ~ »
< Asset
£, Asset Management o
@

@ Inventory
® Fixed _ Floating |

B Reporting If Pm lands on Saturday, reschedule to: Prev Friday v Create WO |

= Ty If Pm lands on Sunday, reschedule to: next Monday v TCreate Alert on the Asset

$ Purchase Orders Alert Text

$ Invoicing Severity

Don't create this PM between:

= Fleet
v + and v 13 ~

& Setup

Tables ~ v and v ~  (mmdd)

Labor N P
Create WO even if last WO is still open(Fixed)

Customer

Vendor

O I

Below the fixed and floating radio buttons are two dropdowns that will
reschedule PMs which would happen to fall on a Saturday or Sunday. You can
‘Pull’ the pm back, up to a week or ‘push’ them ahead.

The Section Labeled “Don’t create this PM between” Lets you set a date range
in which no PMs will be generated.

The checkbox at the bottom of the screen is very imporiant to understand.
When the check box is unchecked, the system will wait for one PM service to be
completed before the next one will be generated.

If you check the box, the next service will be generated according to the
schedule even if the current PM is still Open.

Note: If you only want one open pm for a service to be open at a TIME, LEAVE
THE BOX UNCHECKED.

On the right, the create work order checkbox should be checked. The Alerts are
for future development.



The Template LEM Tab

On the LEM Tab it is possible to add Labor, Equipment and materials to the

template. These entries will be brought to the work order automatically when
the work order is issued.

PM TEMPLATE B

List Filter: FACIL (18) e
| Menu:
L Home (VICTOR) PM Template: HVAC Monthly
& Work Order Details [MIZVM Tasks  Notifications @ Attachments  Frequency Nesting  Rules  AssetTypes  Schedules %
Work Order
WO Calendar © ADD LEM m +2. ADD CREW @ ADDKIT =
WO Reports O Edit No Type Code/ID Description Qry uoMm Unit Cost  Total Cost Activity Location Account No. Remarks
PM Template 1 | Labor v BIACO ~ 2| Benjamin Jacobs HR a a Q a
PM Reports 1 | Labor v BSMITI ~ & Blaine S HR a a v Q a
s 1 | Labor v JTAGAl * 2| Jen HR a a Q a
. Remove 1| Equipment v truck0 + & HR a = Q a
Project

Crew
Checklist

Backflow

Mass Deletion

(1 Work Request

4 Asset

2, Asset Management

A Inventary
[CIN raciL v

You add entries here in the same way they are added to a work order.
Add New - creates a single-entry line.

Add crew - allows pre-made crews to be added as a group.

Add Kit - allows pre-made groups of inventory materials.




Tasks Tab

The tasks tab allows you to add tasks to the work order. The ‘add task button
lets you select a task that has been created and saved from the setup section
Tables>Task Id.

The ‘add row’ allows you to add a task on the fly.

Tasks will allow the user to mark a checkbox when the task is done. The
system will stamp the completed time and date automatically.

= MAINTSTAR PM TEMPLATE ©

List Filter: FACIL (18)

PM Template: HVAC Monthly

Details  Lem WS Notifications B Attachments  Frequency  Nesting  Rules  AssetTypes  Schedules %

°
O Edit Seq No Task ID Task Description Meter Type Result Type Required Nesting
o

New in version 15, you can create the Work Order description from the
template, with the task function. There is a check box below the ‘WO
Description’ to activate this process. We will use this method in this example to
show how it functions.

= MAINTSTAR
& PRINT

Template HVAC Monthly Workgroup FACIL - Add Picture

Full Menu:

Template Descr  Regular HVAC service
2 Home (VICTOR)

WO Type PM v Priority 2 - Medium - 3
@ Work Order
Assign to  BKIDD - Brian Kidd + £ Supervisor BRETT - Brett Kolve + &
Work Order
Crew Leader ACASTILLO - Alexar + 2 SubSystem
WO Calendar
Target 5 days after issue
WO Reports .
WO Description
PM Template
PM Reports
%
T Project - Q Labor .00
Project Customer 1D - Q Material .00
Crew Compute task description from tasks UCF 1
Checklist Equipment .00 UDF 2
Backflow Contractor .00 Account Number - Q
Mass Deletion Misc .00 Work in progress SCHED - SCHEDULED  ~
) Work Request Total Est. Labor Hours
o Aeens Activity 0001 - General Serv v & Mgmt Unit 000031 - Utility - Q




Adding Tasks
On the task tab, you can add free entry tasks (created on the fly) with the “add

PM Template: HVAC Monthly

Dewsils  LEM [PWOB Notficstions B Attachments  Frequency  Mesting  Rules  AsetTypes  Schedules %
© ADD TASK. © ADD CHECKLIST A

Note the “Nesting” will be marked as N1 automatically. Nesting will be
described separately in this document. N1 (meaning Nesting group1)
designates a Pm that has one service cycle that repeats.

“Add Checklist” allows you to add in lists of several tasks saved together in a
list. The checklists are created and saved in the Work Order menu section
“Checklist”

The ‘Required’ check box, means that this task must be marked “done” for the
work order to be closed.




Nesting

The Concept of Nesting is very simple.

Example 1

For some assets you have only one PM service, let’s say you do this once a
month. Every month you do the same service over and over. That is a single
repeated service.

Example 2

For other assets they require different levels of service. Let’s say you do tasks
one and two every month. Then every 6 months you do something more, task
one, two and three. Then once a year you do something more, task one, two
three and four.

Example 2 would have a different PM template for each of the three levels of
service, the monthly, the 6 months and the yearly. If this was built with 3
templates, each would produce PMs at their given frequency. When the
monthly and 6 months PMS would be due on the same month, you would have
2 PMs. Likewise, when the yearly, 6 month and monthly fall due together you
would have 3 Pm work orders created in one month.

Can you see the problem here? You don’t typically want multiple PM work
orders for the same assets at the same time.

Nesting is a way to solve this problem by giving you only ONE PM service per
period. The shortest frequency determines service period so this example
nested would look like this:

Service period | Pm service
1 monthly
2 monthly
3 monthly
4 monthly
5 monthly
6

7

8

9

6 month
monthly
monthly
monthly
10 monthly
11 monthly
12 yearly




MaintStar version 15 there are two different ways to
accomplish this with nested services.

The first way is to have separate templates for the monthly, 6 month and yearly
services. Each written with different instructions. MaintStar will switch out the
templates according to the service period. This is the way MaintStar version 14
and earlier worked. If you had templates set up this way, MaintStar 15 will be
able to import them and the services will continue just as you had before.

The new way in version 15 is to have only one template but use the new feature
of tasks. You can trigger which tasks should be shown on different nested
schedule frequencies. Both methods accomplish the same result.

We suggest, if you are an existing customer with imported templates from
previous versions you can continue using those as they are. When you
however, add in new PMs, try using tasks for the different nested frequencies.
Ultimately, we feel this is a more flexible approach.

Nesting based on using different templates.

(Version 14 style)

Here you see a monthly template with nesting configured to switch in a 6-month
template when the monthly occurs 6 times (6 months), and to switch to template
named Hydrant yearly when the base monthly occurs 12 times (once a year).
This is the way MaintStar version 14 and earlier handled nesting.

PM Template: HVAC Monthly

every 6 months Switch
every 12 months Templates

Details  LEM Tasks  Notifications L]




Nesting using tasks instead of switching templates

(Version 15 Style)

This new method uses ONE TEMPLATE.
e You link in tasks for each service instruction to the template
e You set up the frequencies for the services | n the nesting tab
e You go back to the task tab to set the tasks to trigger by frequency.

Step 1.

You must first set up frequencies in the Nesting tab, (The same way as
described for the other method). However, you DO NOT link in separate temples
for each frequency.

PM TEMPLATE B

List Filter: FACIL ANPM(S)". 4 4

Template Id hvac Workgroup - TM Deseription WO Description

2 Home (BSMITH)

Asset Type

A BSAVE BSAVEAS G RE

Create Nesting
frequencies but
do not link
Templates to
each frequency.

escril

PM Template: HVAC Monthly

NO linked
templates.




Step 2.

Once you have the frequencies set up in the nesting section, go back to the task
tab.

You are now ready to add in tasks. It is best to put them in a logical order. Put
the tasks that are in the shortest frequency at the top and work your way down
to the next NEW tasks and so on. You only need to put the tasks in once.

When you have the tasks entered, select the nesting drop down on the right for
each. All the tasks that are for the shortest frequency will be set to n1. Then the
tasks that add to the n1 tasks for the next higher frequency should be set for N2.
The next higher frequency tasks should be set for N3 and so forth.

This method is cumulative, N1 is your base set of tasks. These appear on every
frequency cycle. The N2 tasks add to the n1 and so forth.

As the PMs are issued the system will now add these tasks to the Pm according
to this schedule.

PM TEMPLATE B

Lst Filer: FACIL ANPM(5), 4 &

Template Id  fvac Waorkgroup - TM Description WO Description
& Home (BSMITH)
Asset Type - a AssetID

A BSAVE BSAVEAS CRE

Template Id+ No of Seh. Workgroup

: New way to nest:
Use tasks on one
template

PM Template: HVAC Monthly

Detaits  LEM [ERFEEM Natifications B Attachments

@ ADD FREE FORM TASK
O Edit SeqNo
O Edit

0o oo

Tasks appear on nesting

cycle

& Fleet

& Setup

o EE




Asset types

The “Asset types” tab is optional. It allows you to select one or more asset types
to be associated to this template. This will control what types of assets can be
used with this template. [f there are asset types setup here, then on the
“Scheduling” tab you will only see these asset types as choices.

PM TEMPLATE B
List Filter: FACIL (4)* + +

PM Template: HVAC Monthly

Details LEM  Tasks  Notifications B Attachments  Frequency  Nesting Rules




Scheduling

The Scheduling Tab is where you build the PM. While on the template, open
the scheduling tab.

The top section of the screen is where you link assets to the template. You will
also add in the last due date for each asset or group of assets. This is
necessary. The ‘Last due date’ will allow the system to calculate when the
service is due again.

Last due date + frequency= next due date

To select the asset line, click on the schedule number. The line will turn blue to
show it is selected. If you click on the asset id you will leave this screen and go
to the detail screen for the asset. When you select an asset in this manner,
showing the line blue highlighted, the details appear in a schedule box below.

Step 1.

Add an asset to the template using the ‘Add Asset” button. In this example we
are working with HVAC units. Select an HVAC and save. If you want to have
several assets on the same Pm work order, select “Add Group” The group pop
up will give you a choice of selecting a pre-made group of assets or selecting
several assets together on the fly.
Note: The template can be used to make many PMs with different assets. When
you add multiple lines of assets, each line will create a pm.

o If the asset line has only one asset, it will be a single asset pm.

¢ If the line has a group of assets in it the pm will be created with all the

assets in the group on the same PM.

= MAINTSTAR Priority

Description

Enter last

Group of assets

done date

& _ADD GROUP @ CREATE GROUP and the

Asset Type  Open PM WQ system wl" ione WQ Last Due Date | Next Due Date Due Last Done Meter Current Meter Next Due Mete
G calculate the 10/08/2020 | 11/02/2020

HVAC NEXT due 10/05/2020 11/02/2020

Single asset

ets Forecast Logs  Notifications  Attachments  Cycles




PM Work Order Issue

The Menu Iltem PM WO Issue has 3 tabs:
1. Create WO from Pm - Here you can preview PMs due now or coming due
in the future. You can select the preview with many criteria. You can
select the previewed PMs with a checkbox and issue them.

2. Batch Issue Setup - This screen allows you to set up conditions for PMs to
be automatically generated. You can manually issue a batch as well.

3. PM Log - List of PMs issued by the system.

The ‘Create WO from PM’ Screen

PMISSUEWO &

Workgroup

Account Number 4

o 9 9 o
g £ £ ¢
A & A

Customer 1D - Q e in the next T

Asset Type

Location
Template No

Priority

elected Rows:0

WorkGroup  Template Number  SchNo. Asset D AssetType Due SchType Cycle Mesting Calfreq CalUnit  Due

astDone Date  Meter Freq  Meter Type  Last Done Meter  Curre:

Fixed 1 N1 1 Days 0

4, Asset

FACIL test Boilel Fixed 1 N1 1 Days 0

o
The fields at the top of the screen allow you to select workgroup and other
parameters. The fields on the right allow you to select what will be COMING
due in the future by date or other parameters. The Preview button will display
PMs that are due or coming due based on your selections. When you have
made your selection click ‘RUN’ to see your results.

If you want to issue one or some of the PMs, click the checkbox that is to the left
of the line, then click the “Create WO from the selected Rows” button and the
work orders will be created.



Batch Issue Setup

This section allows you to set up timers that will issue your Pm work
orders automatically for you. This new feature in version 15 is designhed to
make your life easier.

PM ISSUEWO &

Create WO From PMs.

Workgroup  FAC - Due in the next 3 v

. Due in the next 0 Hours
Work Order Weekly _’ Monthly
Every Week on Due in the next © Miles
WO Calendar
Monday Due in the next
WO Reports
Tuesday Server Date: 2020-12-18 K
PM Template B
Wednesday Server Time: 13:15:56
PM Reports Thursday Timezone: America/Los_Angeles
PM Issue WO
Fridey e ~ 20 -
Saturday Sun | Mon | Tue | Wed | Thu | Fri | sat
Sunday
Checklist 29 |30 | 1 2 3 4
Attime - - ®©
Backflow
Recipients  david@maintsta 6 s w0 |n
Mass Deletion
© Work Request 13| 14 15 16 17| 18
5, Asset R
20 2 4
2, Asset Management
@ Inventory 2|2 B
[OJN racil ~

To set up a Batch schedule:
e Select the work group
e Set time periods to run:
Weekly or Monthly
Which days to run
What time to run
Emails of people to be sent a report of each run
Optional fields in the upper right allow you to select PMs not
due now but coming due.
e Save the schedule and the system will automatically issue PMs
based on these settings.

O O O O O

o  NOTE the schedule will be executed on the SERVER time shown
the screen. Please make your settings accordingly.

e Run Now will execute this batch manually.



PM Log

The PM Log allows you to view a report of Pms that have been issued. You can
select a date range and one or several different workgroups. Select run to

generate the report on screen. Print will download a copy to print.

MAINT: 3 PMISSUEWO &

Asset Management

Create WO From PMs Batch Issue Setup

4 Home (BSMITH)

Date Range 10/19/2020 12/18/2020

‘Work Order
From:
Work Order Workgroup - s
WO Calendar FACIL x
‘WO Reports
PM Template
PM Reports
T 1 1w /13 by10 v >
PM Issue WO
Date Added Added By ~Workgroup Template ~ SchNo. Work Order WO Type WO Descr Asset Id AssetType  Location  Customerid Customer Name
Project
12/14/2020  System FACIL 00test 1 FO00024276 123 Boiler
07:38
System FACIL FO00024277 Boiler-1 Boiler
System FACIL Ote: FO00024278 11528 Car 034 DEBBIE
day
() Work Request System FACIL 2 month 1 00024279 PM check for leaks, check WD3A3HS WHYDRANT
boiler pressure gauge check
< Asset temperature gauge
. Asset Management 12/14/2020  System FACIL 2 month 1 FO00024279  PM check for leaks, check WD3CTH300  wHYDRANT
07:38 boile pressure gauge check
@ Inventory temperature gauge
(UM raci ~ System FACIL 2 month 1 F0O00024279  PM check for leaks, check WC3B4H503  wHYDRANT

boiler pressure gauge check




PM Reports
The PM Report section:

PM Template
PM Reports
PM Issue WO
Project

Crew

Due Service - What Pms are due now?

Work Order Review - Work orders made from Pm schedules and their
status.

Template Review - Shows what templates have been created for each
workgroup

Overdue PM Wo Report -Pm Work Orders Open for 1 to 30 days, 31 to 60
days, 61 to 90 days and over 91 days.

PM Due Soon Report - Pms coming due in the future

Projected Cost - Projected costs of PMs.

PM REPORTS W

Account Number

Customer ID 2
Asset Type
Location
Template No 4
Priority - u
WorkGroup Template Number ~ Sch No. Asset ID Asset Type  Priority  Account Mumber Customer ID Llocation Due PMRel Excl. ServNo. CalFreq CalUnit  Meter Freq Meter Type Meter Due with
FACIL Boiler Days
FAC| 3 F i Building 5 Days Miles
FACIL 5 da Basement-  BASEMENT Days oo Miles
FLEET

Days




