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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the
contents of the manual and specifically disclaims any implied warranties of merchantability or fithess for any
particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further
reserves the right to make changes to the specifications of the program and contents of the manual without
obligation to notify any person or organization of such changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system, or translated into any
language by any means without the express written permission of Fleet-Net ® Corporation, wholly owned
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied
only in accordance with the terms of the agreement. Failure to sign this agreement and still use the software
is illegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered trademarks or trademarks of Microsoft® Corporation in the United States
and/or other countries. The names of actual companies and products mentioned herein may be the
trademarks of their respective owners.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released with the
module. The module description provides the intended application or use of the module and any
comments that relate to this specific module.

Below are features that are used through FNW applications.

To correctly exit a form or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

[ FNWO_ItemsearchsubForm 02/25/2004 ©2010 Fleet-Net Corp

**When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

Item Search

Our Item Description: [ |

OEM Desecription: | =]

When using this button to search the following sample OEM ltom #: | e
form will open up. Use any of the search item criteria st o tocain | j
to find your item select it and it will populate at the — : =
bottom of this form. To populate the previous form with Modet | el

the selected item, hover over the item # and double == Descrption —
click it. Close the search form.

il Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated

field.
@'l The clock button allows for changing the time entry.
The question mark button opens the search option.
@ The Stop button aborts the current selection process.
x|
M epi |v] 4] 2010 ]p
The calendar button allows for quick selection of a e
specific date via a calendar. Calendar defaults to A0 5 & AT
1819 20 21 22 23 24
current date. 25 %27 823 A
LCancel
The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.
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Work Order Processing

The Work Order Processing Module is a maintenance management tool used to track and record
maintenance activities.

The Work Order module interfaces with Inventory, Vehicle Maintenance, Vehicle Problems, and General
Ledger. Class Codes are used to define the inventory asset and expense accounts.

Using the Work Order Pending feature, work orders may be updated individually or in a batch update
process.

Parts issued on a work order will first be committed and display in Committed on the inventory master. The
Available field on the inventory master displays the adjustment to the total available items by reducing the
total amount by the number of items committed. Once the Work Order is updated, the On Hand quantity
will be updated, reducing the total by the number of committed items. Committed will now display zero, and
the Available field will continue to display the reduced total.

Journal entries are updated to a general ledger subsidiary journal.

Inspections are automatically updated in the Vehicle Master in the Vehicle Maintenance module. Allows
work orders to be generated for Components Inspections and Rebuilds. In addition, Campaign work orders
can be generated for a range of Vehicle fleets or Components.

Each Work Order is printed with the work order number bar coded for quick scanning, using the bar code
unit. Work Order Material and Labor may be tracked and updated via the bar code units, which, when
updated, will automatically update on the work orders.

Notes may be entered by mechanics and/or supervisors. Objects (attachments) such as schematics or
pictures may be attached.

Tool Inventory tracking, Tasks setup used in conjunction with Employee Assignments and Employee
Assignment time clock are also available components of the Work Order module.

Historical data may be reviewed at any time.

Any Road Call or Safety Defects that are entered in Vehicle Problems will automatically generate a work
order. Any Deferred Defects created in Vehicle Problems will be available for assignment to a generated
work order. When the work order is closed and updated the assigned deferred defect will be marked as
repaired.

Work Order Status Display

Display on a large monitor all open work orders and additional information from the Work Order Status
Maintenance form. This requires a PC to be run unattended.
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Work Orders

Work Orders
J Work Order Setup | ?
ﬂ Work Order Entry | ?
ﬂ Employee Assignments | ?
j Work Order Status | ?
ﬂ Work Order Entry - Modified Labor Form | ?
ﬂ Work Order Inquiry | ?
j Inzpection History | ?
ﬂ Fix Incorrect Committed Parts | 7
ﬂ Parts Catalog | ?
ﬂ Reztricted Work Order Entry | ?
m Inspection History - Assets | ?
15| Generate Campaign Workorders | ?
E Return to Previous Menu | ?
Work Order Daily Cycle
Menu Program/Procedure
WO Generate Inspection and/or Campaign work orders for Vehicles or Components
WO Enter work order criteria via Work Order Entry or Restricted Work Order Entry
Enter all Labor, Material, and Outside entries. Labor and Material can also be
transmitted from the handheld units to the work order. Assign Deferred Defects that
will be corrected on the Work Order
WO Labor entries can also be generated by mechanics via Employee Assignments
WO Using the Work Order Pending feature, update work orders daily. Work Orders
may be updated individually or in a batch update process.
Audit Reports should be reviewed for accuracy. The report can also be printed or
saved to a file (i.e., .pdf)
Any Work Orders with errors will not update and can be viewed and selected via
the Pending button.
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WO Setup Checklist

Fleet-Net’'s Work Order Processing module interfaces with G/L, Inventory, Vehicle Maintenance, and these
modules must already be setup before using Work Order Processing.

Work Order Setup is required before a Work Order can be generated.

These Master Files must be setup prior to proceeding with Work Orders.

This checklist follows the instructions outlined on the following pages.

Done Menu

WwO01

WO01

WwO01

WwO01

WwO01

WO01

WO01

WwO01

WwO01

WwO01

@)

(b)
(©

(©

(d)

(e)

()

(@

(h)

U]

Program/Procedure

Setup all employees that will be opening or performing labor on Work
Orders —Setup PIN #’s in Employee Maintenance
(Security Menu). PIN #'s are required for entering Notes

Setup Work Order Miscellaneous Codes used to define fields on
Work Orders

Modify/Add Tool Inventory — used to track tools

Modify/Add Class Codes — These codes control the General Ledger
distribution for Labor and Material entries as well as defining when
inspection work orders roll over

Modify/Add Labor Operations Codes — These codes

Specifically describe a type of mechanical repair and are used to
Measure the labor hours expended when performing specific tasks in
Order to establish in-house labor standards. These standard labor
Codes should be comparable to the labor standard categories
Established by the manufacturers to give the transit property

An idea of how their operation compares with outside industry
Standards. Below are field description.

Modify/Add Tasks- Define maintenance tasks by associating labor
Operation codes, materials and tools used to perform the tasks.
The tasks can then be assigned to each employee to define their
Specific skill level set via Skills in Employee Setup

Work Order Control- setup the next WO number to be generated for
each combination of location and asset type

User Defined Data Entry- Enter data for Tool Inventory in Fields
defined in User Defined Form Setup

User Defined Form Setup- Setup Forms and fields for additional Tool
Inventory Tracking

User Defined Data Security Setup — Assign user access to the User
defined forms
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Work Order Setup Procedures

Fleet-Net's Work Order Processing module interfaces with G/L, Inventory, Vehicle Maintenance, and these
modules must already be setup before using Work Order Processing.

Work Order Setup is required before a Work Order can be generated.

Work Order Setup

i

Employee Setup

Work Order Miscellaneous List
Modify/Add Tool Inventory
Modify/Add Class Codes
Modify/Add Labor Operation Codes
Modify/Add Tasks

|

| [

|

|

|

|
Work Order Control | ?

|

|

|

|

|

i

User Defined Data Entry

User Defined Data Form Setup

User Defined Data Security Setup

Time Clock Management Setup

2lalzlelels]olalslels]=

Return to Previous Menu

Employee Setup
Contact payroll or IT to setup new employee numbers and PIN #'s.
Only employees entered via this form can be assigned to Work Orders and other maintenance related

programs. Therefore, setup only Maintenance personnel via this form. Click Setup to identify
Maintenance Department Employees.

Setup

Managers and users accessing the WO Employee Assignment form and work orders in general must
first be setup via the Employee Setup option located on the WO01 menu. This setup feature should be
restricted via security to IT or Maintenance managerial personnel. Click Setup to access.

Maintenance Department Employees

Usze Create Work Employee
Payroll Work Aszzet Repair Order Short =
Employee i Name Dept # Pap Rate Pay Rate Order Location Type Type Class Mame Skills
¥ (1081 w | [Fick McClellan, Jr. [M3 [ O 1 [w] ¥ [v] G [v] [100 v | [Rick
12348 « | [Betta Allen [0=000 [@mmn O v v v v | [Ba
EIL | [loe . Baker [T [ [ O v v v v |[loey
3013 w |Test Employes |U?EIEIEI | 22.4300 O W w N w |[Test
3035 v |Michael Beckwith |MF' | 0 O Y] Y] "] w | [Mike
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Field Description

Select the employee as set up via PR Employee Master Setup. If not using
Fleet-Net payroll, setup is done via the System Menu Employee

Employee # Maintenance

Name The employee’s name is automatically populated.

Dept # The employee’s department number is automatically populated.
Enter an hourly pay rate to be used for work order labor calculation. If
using the employees pay rate from payroll, enter 0.00 and select the

Pay Rate checkbox.

Use Payroll for Pay
Rate

Click the checkbox to use the employee’s pay rate from the employees
pay records via payroll.

Create Work Order

Click the checkbox if the employee is permitted to create a new WO via
the Employee Assignments form. A check mark here causes the Create
WO # button to appear for the users once they have entered their PIN.

Applies to Next 4
Fields

The following information applies to the next four fields: Location, Asset
Type, Repair Type and Work Order Class Code. These are the default
codes that will appear when a user creates a hew work order within the
Employee Assignments form. If the information is populated in this form, it
can still be overwritten once the user is in Employee Assignments. Field
can be left blank here, and the user will manually enter the code each time
a new work order is created via Employee Assignments.

Location

The location selected here will become the default location (WO # prefix)
when creating a new work order via Employee Assignments form.

Asset Type

The asset type selected here will become the default when creating a new
WO via Employee Assignments. If the mechanic primarily works on buses,
then select V for example, if it is a facilities employee, then you may want
to select F.

Repair Type

The location selected here will become the default repair type when
creating a new work order via Employee Assignments form. Examples of
repair types are G-General Repair, I-Inspection etc.

Work Order Class

The location selected here will become the default Work Order class code
when creating a new work order via Employee Assignments form.
Examples of class codes can be viewed via the drop-down or accessed
via Modify Class Codes on WOO01 menu. This is important because it
determines which GL account numbers will be charged for materials, labor
and outside services.

Employee Short Name

Enter employee’s initials or some other short unique identifier. This name
will be visible via the Word Order Status display.
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Skills

To assist in work order assignment, click Skills to enter the skills of each maintenance employee based on
Tasks and/or Labor Operation Codes. This is optional but can be a useful tool.

Maintenance Department Employees

A Setup
Employee Skills
Skills
Employee: Allen v | 12345 Berta Allen
Task Code: [100 vl | Brakes
Dperation )
Code Operation Description Microsoft Access
’ v |7
0 Assign All Operation Codes For This Task 7
o
Field Description

Select the employee sorted by last name. Employee number and full name
Employee | display.

Select a task code as setup via Modify/Add Tasks. The task description will
display. A message will display asking ‘Assign All Operation Codes For This
Task?’ Click OK to assign all operation codes for this task to this employee.
Task Code | Leave Task code blank to only assign Labor Operation codes

Operation | Select the operation codes from the drop-down list. A search button has been
Code provided for ease of finding specific operation codes.

Once all operation codes have been assigned, upon selection of Task Code, the following message will
display:

Microsoft Access

o All Operation Codes Have Been Assigned For This Task
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Work Order Miscellaneous List

Click Miscellaneous Codes to define all codes used throughout the Work Order module.

Each Fleet-Net application includes a list of miscellaneous codes that are used within the system. Some
of these codes are preset by Fleet-Net (Specific) while others are user defined.

Modify § Add Misc List Codes

Module: W

Type: | v
AszetTupe

ControlR ecord

Day0fweekSequence

DestinationFlag -
DocumentCode Print
General_edgerinterface
Inztalled0ndzeatT ppe
LocationCode
FepailClass
‘ehicleLocation
‘wiorkdszignment

Field Description
Type Select from the drop-down options.
Code Code used to identify the type of code
Value Definition of code

The Print button will print a listing of all Miscellaneous Codes. The report will display the TYPE, CODE and
VALUE.

AssetType: (User Defined)

Modify | Add Misc List Codes

Module: [0
Type: AssetType v
Code Value Print
B Buildings
C Companets
E Equiprment
G Grounds
| Ireentary
o Other
W Wehicle
£ Shelter/Signage

ControlRecord: (User Defined)

Maodify ! Add Misc List Codes

Module: [w0O
Type: |ControlR ecord v
Code VYalue Print

ElankLaborLines I

Elankiateriallines 5

JoumnalS ource L

TimeEntry H

whork Ordeo G028
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DayofWeekSequence: (User Defined)

Modify } Add Misc List Codes

Module: 'W
Type: |DayDfweckSequence W
Code Yalue Print
Friday Fri
tonday ton
Saturday Sat
Sunday Sun
Thursday Thu
Tuesday Tue
Wednesday wied
DestinationFlag: (User Defined)
Maodify { Add Misc List Codes
Module: W
Type: DestinationFlag W
Code Value Print
Component C
Inventary |
Other u]
‘ehicle W
Document Code: (Specific)
Modify { Add Misc List Codes
Module: 'W
Type: DocumentCode v
Code VYalue Print
MechanicsMotes
4l
GeneralLedgerinterface: (Specific)
Modily / Add Misc List Codes
Hodule: W
Type: GeneralLedgernterface W
Code Value Print
Eilling Billing
Labor Labor
Labor Overhead Laborverhead
Material I aterial

Material Dverhead

M aterialdverhead

Outside Services

OutzideS ervices
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InspectionCode: (User Defined)

Unclassified Labor

Modify { Add Misc List Codes
Module: 'W
Type: (InspectiorCodes -
Code Value E Print i
FF Failed
NR Operable but needs further repairs
ok Paszed
InstalledOnAssetType: (Specific)
Modify { Add Misc List Codes
Module: W
Type: nstalledOndssetType
Code Yalue Print
E Equipment
F Facility
G Ground
5 Shelter
LocationCode: (User Defined)
Modify | Add Misc List Codes
Module: 'W
Type: LocationCode W
Code Value Print
1 tain Garage
2 Drowntavn Center
3 (On Road
4 MIT
5 Asset Management
g Winois Terminal Assets
Repair Class: (Specific)
Maodify / Add Misc List Codes
Module: W
Type: RepaiClass )
Code Value Print
Accident A
Building and Grounds B
Campaign Maintenance C
Defect o]
Equiprent Repair E
General Yehicle Repai G
Inzpection |
Mechanical Roadcal M
Other Roadsal 1]
Rebuild R
Fe‘wiork i
Service Lane 5
Tire Change T
u
W

‘wWarranty Repair
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Tool Location: (User Defined)

Modify { Add Misc List Codes

Module: w0
Type: ToolLocation

Yalue

Code

| Garage

VehicleLocation: (User Defined)

Modify } Add Misc List Codes

Module: w0
Type: Vehiclelocation

Value

Code

WorkAssignment: (Specific)

Maodify /| Add Misc List Codes
Module: W

Type: Workbssignment v

Value

Code

RemoveCompletedwork

FemoveCompletedwiork

wiorkRefresh

Modify/Add Tool Inventory

Use this form for inventory control of all tools. Click Delete to remove the selected tool from the inventory.

Tool Inventory Form

Tool Id: 12345 w | |Pressure \Washer
Description: |Fressure Washer Tool Info
Asset Tag #: [32165457 Location [Garage v (o | Check Out
Inventory Part #: | | |2 | User Defined
Notes Attachment Dol

— Delete
| =
images,jpg
Hyperlink:
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Tool ID allows for selection of existing tools already entered, via the drop-down list. This also allows entry
of new tool items.

To add a new tool to your inventory, enter the tool id in that field and press Enter. The following message
will display “Is This a New Tool Id?” and click OK and the form will display allowing entry of specific
information pertaining to this tool item. The table below has descriptions of each field.

Field Max Field Size Field Type Description

Tool ID 20 Alpha/Numeric

Description 50 Alpha/Numeric Enter a description of the tool.
Enter the asset tag number from

Asset Tag # 20 Alpha/Numeric the Fixed Assets module.

Location 30 Alpha/Numeric Enter the tool’s storage location.

Inventory Enter the part # if this tool is

Part # Alpha/Numeric included in the Inventory master
Enter comments pertinent to the

Notes N/A Memo described tool.

Link documentation pertinent to
the described tool. Right click in
to add the attachment. Select
Attachment N/A OLE Object Insert Object.

A hyperlink allows you to jump
to another location. The location
can include another file on your
hard disk or company's network,
Hyperlink 255 Alpha Numeric website or email address

Attachments

To insert an attachment, right click in the ‘Attachment’ field and choose Insert Object.

Subform 3

| Paste
l
l

Insert Object. .,
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Select the Create from File option.

Browse to the document (document can be pdf, tiff, jpeg, Word, Excel, etc.)

Select the Link checkbox

Select the Display as Icon to only display the Type of document i.e. Word, Excel, PDF etc.
Click Ok

1 2
Microsoft Access
() Create New U:\imagesPressure Washer),

i Cancel

@ Create fromFile | Browse... | Lk ancel

[ pisplay as Icon

Result
Inserts the contents of the file as an

P N object into your document so that you
E may activate it using the application

which created it.

Check Out

Select Check Out to display all work orders this tool was checkout to.
The Work Order #, Check out Date, Return by Date, Quantity and Employee# fields are populated from
Work Order Entry.

Enter the Returned Date for tracking purposes.

Tool Inventory Form

Tool Id: 12345 o | |Pressure Washer
Checkout Return By Returned Tool Info

Work Order # Date Date Qty Employee Date =

y ...Check Out |
|tvoooooo71 | 4/25/2013 @ | 4/25/2018 @ || 1 30113 v |[Employee Test [ ] =

¥ User Defined
| | #| | vl | & Data

Delete

Delete to remove the selected tool from the inventory.

Microsoft Access E

9 Delete Tool Id 12345 7
o

User Defined Data Entry

User Defined Data forms and fields can be entered to track additional information for tool inventory.
Once setup is completed, data may be entered viathe Tool Inventory Form User Defined Data button
or on the User Defined Data Entry Form menu item.

The users name that is logged in will display

User Defined Data Entry [ diigenbam
Form Name: || v
Tool ID #: 12345 v
Enter
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Modify/Add Class Codes

Define the Classification Codes used to reference what type of vehicle or asset is being worked on. This
code controls the General Ledger distribution for Labor and Material entries as well as defining when
inspection work orders roll over. Each Work Order, when generated, must have an assigned Class Code.

Classification Codes

Class Code: vl |

Setup

General
Ledger

Delete

To add a new Class Code

Select a Class Code from the drop-down list, or add a new class code by entering the code in the field and

press enter. The following prompt displays.

Microsoft Access

0 Do You Wish To Add A& Mew Class Code?

Click OK to add a new Class Code, up to 4 alphanumeric characters.

Click Setup to enter labor and

material overhead percentages and/or billing markups, if applicable. Also, flag inspection reset option.

Refer to table for field descriptions.

Classification Codes

[] Reset Inspection When Work Dider Is Opened
Reszet Inspection When Work Oider I¢ Cloged

Class Code: 200 w |Example Class Code
Class Code: [200 Description: [Example Class Code Billing Frequency: C |, Setup
Labor Overhead %: Labor Billing Code: H ¥ Labor Billing Rate: General
Ledger
Material Overhead %: Material Billing Code: |H W Material Billing Rate:
Delete
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Max
Field

Field Size Field Type Description

Class Code 4 Alpha/Numeric | Select from the drop-down list or add a new class code

Enter a description for this class code. Some examples
would be;

Description 30 Alpha/Numeric | Fixed Route, Demand Response, Service Vehicles

Billing Frequency

Future development

Enter the overhead percentage (%%%.%%) applicable
to labor. Use this option for any additional incidental
costs that are not already included in labor based on the
Employee Setup pay rate. For example, health
insurance or other benefits for mechanics. The overhead
cost calculation will be updated to the asset (vehicle,

Labor Overhead % Numeric component, etc.) as labor overhead costs.

Enter the overhead percentage (%6%%.%%) applicable
to materials used to complete work. Use this option for
any additional incidental costs not already included in
material, for example utilities or other costs related to
doing the work. The overhead cost calculation will be
updated to the asset (vehicle, component, etc.). This

Material Overhead % Numeric overhead will be added to material cost.

Labor Billing Code

Used for markups for Customers
SelectHor P
H - Applies billing markup on an hourly basis.

(Not User Defined) 1 Alpha Numeric | P - Applies billing markup as a percent of the total cost.

Material Billing Code

Used for markups for Customers

SelectHor P

H — Quantity of items used are multiplied by the flat rate
entered in Material Billing Rate.

P - A percentage markup being applied to any material

(Not User Defined) 1 Alpha Numeric | used.

Labor Billing Rate
Used for markups for Customers

Enter the billing rate. If the markup is applied on an hourly basis,
enter a dollar amount applied per hour. This would only apply to
WOs with an assigned Customer Number. The result displays only
on the Total button, not on the work order update reports.

Material Billing Rate
Used for markups for Customers.

If H was entered, enter a dollar amount denoting the cost
applicable to each unit of material used to complete work.

If P was entered, enter the percentage rate. Each unit of material
used will be marked up by this percentage.

Select the preference for Resetting Inspections by selecting the appropriate checkbox.

Reset Inspection When Work Order is
Opened

Will reset the inspection in Vehicle Master once the Work Order
has been Updated the first time

Reset Inspection When Work Order is
Closed

Will reset the inspection in Vehicle master once the Work Order
has been Closed and Updated
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Click General Ledger to enter the General Ledger debit and credit account numbers for Material,
Labor, Overhead, Outside Services, and Billing costs.

Check with accounting personnel before selecting entries.

Classification Codes
Class Code: 100 " |
Debit Credit
Record Type Fiscal Year Div # Account Div # Account By
Lahar MIRETE] | 100 o] [sozonosioe (o] [1o0 [ (Bozotoq4ios [ 'iee"'i;';'
LaborOverhead v| [2018 v | [100 [ 5020104108 ] [100 [ (020104106 . Delete
M aterial w2018 w| 100 |w | (5043304130 W) 100 || 1030750100 |
Max
Field
Field Size Field Type Description
Select a record type using the drop-down list. Below are record
type setups in the Misc. Codes and are not User defined. Only
these codes may be used.
Record
Type Labor Labor
(NOF User Labor0werhead Labor Overhead
Defined) b aterial M aterial
Materialdverhead aterial Overhead
DutsideServices Outzide Services
Material
Select the Fiscal Year from drop-down. This will filter the division
and account # drop-down list. Fiscal year needs to be changed
Fiscal only if the Division and Account #s no longer exist in a new fiscal
Year 4 Numeric year.
Debt Div. Select the Division # to post transactions for the record type as
# 4 Alpha/ Numeric | setup in General Ledger
Debit Select the Account # as setup in General Ledger - Debit is typically
Account # 10 Alpha/ Numeric | an Expense account such as Fixed Route Bus Repair Parts.
Credit Select the Division # to post transactions for the record type as
Div. # 4 Alpha/ Numeric | setup in General Ledger
Credit Select the Account # as setup in General Ledger - Credit is
Account # 10 Alpha/ Numeric | typically an Asset account such as Parts Inventory.

Material Overhead

GL Divisions and Accounts should be determined by the Finance Department. To have the General Ledger
transactions generated for these record types is optional. If overhead is entered through the setup form and
no GL accounts assigned, the overhead cost will be applied to the asset without any GL transactions.
Examples of the types of accounts that can be used are expense and contra expense.
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Material and/or Material Overhead Record Types are the only record types for which GL account
numbers may be overridden. This may be necessary if, for example, consumable items, such as fuels
and/or oils or grant parts costs that should post to different GL account numbers.

To override the GL accounts for the Material and/or Material Overhead for a selected Class Code, double-
click on Record Type and a sub form will display (see below). Select the inventory Item #, Fiscal Year, Div
#, Debit Account # and Credit Account # that will be used for inventory items when issued on Work Orders.

In the example below, GL transactions for Material will be distributed to Debit Account # 5049901189 and
Credit Account # 1030150100 except the Item # Unleaded, those transactions will be distributed to Debit
Account # 5040101091 and Credit Account # 1040150200.

Debit Credit
Record Type Fiscal Year Div # Account # Div # Account #
Lakar w2018 w | CATAw | B020704106 w100 s | BOZOT04106 v
LaborCwerhead w2018 w | CATA[w | 5020104106 w | CATA|w | (5020104106 W
» w2018 w200 || B049901189 w2000 v 1030150100 v
®
e —
Debit Credit
ltem # Fiscal Year Div # Account # Div # Account #
#| UNLEADED w2018 w200 s B04M07091 s 200 v | 1040150200 v
Max Field
Field Size Field Type Description
Alpha/ Select the applicable Inventory ltem # from the drop-down for
Item # 20 Numeric | override of the originally assigned credit and debit accounts.
Fiscal
Year 4 Numeric | Select the Fiscal Year from the drop-down.
Alpha/
Debit Div# 4 Numeric | Select the Division # to post transactions for the record type.
Debit Alpha/ Select the Inventory GL Expense Account # for this item when
Account # 10 Numeric | assigned to this work order class code.
Credit Alpha/
Div# 4 Numeric | Select the Division # to post transactions for the record type.
Credit Alpha/ Select the Inventory GL Asset Account # for this item when
Account # 10 Numeric | assigned to this work order class code

Select Delete to delete the selected class code. The following prompt displays.

Microsoft Access

o Are You Sure That You Want To Delete This Class Code?

o [ ama |
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Click OK to delete or Cancel to cancel this action. If OK is selected, the following message displays.

Microsoft Access

o Class Code Deleted

Labor and Labor Overhead

GL Divisions and Accounts should be determined by the Finance Department. It is not necessary to have
the General Ledger transactions generated for these record types. If labor and overhead is entered through
the setup form and no GL accounts assigned, the labor and overhead costs will be applied to the asset
without any GL transactions. Examples of the types of accounts that can be used are expense and contra
expense, which should be the same as the payroll labor accounts.

Billing

GL Divisions and Accounts should be determined by the Finance Department. It is not necessary to have
the General Ledger transactions generated for these record types. This would only apply to WOs with an
assigned Customer Number. This option does not update to the Customers or generate transactions in the
Accounts Receivable module. Based on the Billing Code and Rate, GL transactions will be generated, which
could be useful for tracking markups to invoice customers. Reports would need to be written to track billing
markups to invoice customers.

Outside Services

GL Divisions and Accounts should be determined by the Finance Department. It is not necessary to have
the General Ledger transactions generated for these record types.

Labor Operation Codes

Labor Operation Codes are codes that specifically describe a type of mechanical repair and are used to
measure the labor hours expended when performing specific tasks to establish in-house labor standards.
These standard labor codes should be comparable to the labor standard categories established by the
manufacturers to give the transit property an idea of how their operation compares with outside industry
standards. Below are field descriptions. The calculations are all based on entries made through work
order labor line items.

Labor Operation Codes

Update
Renumber

Estimated + Of Total Cost

Operation Standard ~_ Times Total Average  Minimum  Maoxdimum Labor Per

Code Description Time  Performed  Time Time Time Time Cost Hour
[10-01n [ir Comprassar System [ [ a8 | 23871 | 346 | 017 | 1815 | 959465 | 2833
[100-1n [0 Dy [ [ 3 425 | 142 | | 280 | 11818 | 2710
[10-020 [Fvac [ [ 365 | 118417 | 327 | noz | 2492 | 3480454 | 2915
[100-20 [Road Cal [ [ 508 | 74810 | 123 | 0.6 | 800 | 2210039 | 2954
[10-03n [Defrastar [ [ 17| 7B | 127 | o | 388 | G15.40 | 2 44
[100-30 [Hub Exchange [ [ I oo | 0.00 | 0.00 | 0.0 | 000 | 0.00
[10-040 [Destination Signs [ [ B 11.09 139 | 0.0z | 473 | 31646 | 2854
[10-050 [Emergency equipment [ [ 13 4186 | 037 | 0.02 | 408 | 1.22642 | 2173
[10-060 [Fare Box [ [ 30 | 38881 | 128 | 0.02 | 18.00 [ T1.43969 | 2942
[10-070 |Fire Suppression [ [ 62 | 15459 | 249 | noz | 1477 | 443957 | 2872
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Max
Field
Field Size | Field Type Description
Operation Alpha/
Code 6 Numeric Enter a code for the specific maintenance task.
Alpha/
Description 30 Numeric Enter the description of the task
Enter the average or standard number of hours required to
Labor Decimal complete the operation based on industry standards. Labor
Standard Time Time Standard Time is revised by user, not by Fleet-Net
# Of Times
Performed N/A Numeric Automatically calculated field when update is run
Total Time N/A Numeric Automatically calculated field when update is run
Average Time N/A Numeric Automatically calculated field when update is run
Minimum Time | N/A Numeric Automatically calculated field when update is run
Maximum Time | N/A Numeric Automatically calculated field when update is run
Total Labor
Cost N/A Numeric Automatically calculated field when update is run
Automatically calculated field, divides Total Labor Cost by
Cost Per Hour N/A Numeric Total Time.

Calculation will be run on all work orders for this date range and calculate the average for each specific
task and update the fields to the new standards for the maintenance facility. The facility can review its
performance by comparing the Totals and new averages to industry standards.

The calculated fields will remain until user runs update process for another date range.

Update

To update the total, average, minimum and maximum times based on hours entered through work order
labor line items. Costs per hour and Total Labor Costs are also calculated.

The following message will display.

Microsoft Access “

This Option Will Update Totals And Compute New Averages
Do You Wish To Continue?

o [Cems |

If OK is selected, the following message will display.

= FNWO_DateRangeSubForm

Select Date Range

From Date: & Thru Date: & Start

Page 23 of 116



Work Orders Module

Enter the date range you wish to use for calculating the new averages for all Labor Operation Codes and
click Start to activate the calculation. The following message displays:

0 From Date: 01/01/2017 Thru Date: 01/01/2018

o [omer |

When update is complete, the following message with display.

Microsoft Access

o Update Completed

Renumber

If user needs to change a number, perhaps add a Z to the beginning of a Labor Code that is no longer
used, Click Renumber. The following screen displays. Enter the old and new codes and click Start.

Labor Operation Codes
Update
Renumber
E stimated # OF Total
Operation Standard Times Total A hl Mini M axi Labor
Code Description Time Performed Time Time Time Time Cost
[1 [Brakes | F= - et et e s
B B | = = FNWO_RenumberOperationCodeSubForm
a5s
P [Electrical | 5 Renumber Operation Codes
|4 |Transm|ss|on | 0Old Code: ’7\‘ New Code: ’7 st 0.00
|5 | Tires | 25.00
|B |\nterior |
il | | i i i i i i

The following will display.

Microsoft Access

Old Code: 7
Mew Code: 6
Updates Work Order Labor History and Operation Code tables.

Continue?
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When complete, the following will display.

Microsoft Access

o Renumber Completed

Modify/Add Tasks

Define maintenance tasks by associating labor operation codes, materials and tools used to perform the
tasks. The tasks can then be assigned to each employee to define their specific skill level set via Skills in
Employee Setup.

Tasks can be assigned to a Work Order so that the Labor and Material costs associated with a task will
be estimated via the Work Order Totals form.
Click Master to display the main form at any time with task description, notes and attachments.

Task Master Form Master Labor Tools

Task Code: [200 hd |Engines Print M aterial Delete

Description: |Engines

Motes Attachment

Cat da all engine work

Hypelink: |
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Max
Field
Field Size Field Type Description
Task Alpha/ Select a task code. To create a new task, enter a code (up to
Code 10 Numeric 10 alpha-numeric characters)
Descripti 50 Alpha/
on Numeric Enter a description for the task (up to 50 characters).
Notes N/A Memo Enter comments pertinent to the described task.
Insert documentation or images pertinent to the described
task. Right-click in the Attachment field. Select Insert Object.
Attachme (Refer to Table and Figure for more detailed instructions on
nt N/A OLE Object | how to add attachments.)
A hyperlink allows you to jump to another location. The
location can include another file on your hard disk or
Alpha/ company's network, website or email address.
Hyperlink 255 Numeric

Attachments

To insert an attachment, right click in the ‘Attachment’ field, choose Insert Object. You can use Windows
Paint to resize an object if pasting it in the space provided.

Task Master Form Master Labor Tools

Task Code: |200 v [Engines Print Material | | Delete

Description: |Engines
Motes Attachment
Can do all engine work,
Subform 3
iD Paste
Hyperlink: |
Insert Object... %
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Select the Create from File option
Browse to the document
Select the Link checkbox

Select the Display as Icon to only display the Type of document i.e. Word, Excel, PDF

Click Ok

(") Create New

Result

E

(®) Create from File

Microsoft Access

File:
C:\Users\dfigenbaum'Documents),

[ Link

Browse...

Inserts the contents of the file as an
objectinto your document so that you
may activate it using the application
which created it.

T IR

Cancel

[ isplay as Icon

Click Labor to enter the Labor Operations Codes. The estimated labor cost will be calculated from the
Labor Operations Codes Labor Standard Time multiplied by the cost per hour.
Select the Operation Code from the drop-down list for the specified task or use the binoculars to search.

The following form displays.

Task Master Form Master N Tools
Task Code: 200 hd |Engines Print Material | | Delete
Operation Estimated Average Minimum Maximum
Code Descrniption Time Time Time Time
(AN wl|? |Erakes | 5.00 | 0.00 | 0o | n.oo
* vl I | | |

Click Tools to enter tools used to perform the specified task. The following form displays.

TaSk MaSter FOrm Master Labor Tools h

Task Code: 100 hd |B'E'kES Print M aterial Delete
Tool Id Description Location Aty

4 | |

The tools must first be entered in Modify/Add Tools section of Work Order Setup. Once they are set up,
they are available for selection in the ‘Tool Id # drop-down list. Select each tool necessary for completion
of the specified task. The form also displays the Description, Location and Qty of the tool available.
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Click Material to enter all necessary materials for the completion of the specified task.

Task Master Form Master Labor Tools
Task Code: [100 M |Brakes Print Materiall:e Delete
=
3
g _ .
= Quantity Unit
& Item # Deszcription Required Cost
[ [1o3 | || [TestPar #1 | 1.00 | 25.00
" O i | |
Field Description
Both non-stock and stock items can be added to the task list. Click
Non-Stocked checkbox for any non-stocked items.
Select the inventory item number from the drop-down list. Only
ltem # active inventory items are available from the drop-down list.
Quantity Required Enter the quantity of items required for the specified task.

Enter the cost of non-stocked items only. Stocked Inventory item
costs are not needed. The average cost for inventory items will be
Unit Cost used to estimate the material costs.

Click Delete to delete any Task Code no longer utilized. The following message will display:

Microsoft Access

e Delete Task Code 1007
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Work Order Control

Work Order Control is the master control from which the system determines what the next sequential
work order number will be when creating new work orders. The form allows the setup of next work order
numbers for different locations and asset types. This setup allows the user to more readily identify work
orders based on location and asset type setups.

Work Order Control

Location Asset Type HNext'work Order #
T |wl of [T wl o K]
T |wlof |5 W o 1

T |l |oF| [V e 71
2w o Tl 1
2 || |oF Wl W 2
3wl F N ] 16
dAimmiralmml i
Field Description
Location Select a location (i.e., Main Garage, Road, Buildings & Grounds, etc.)
Select an asset type. (i.e., C = Component, V = vehicle, | = Inventory, O =
other, etc.) O is the only asset type that will not be limited to the list when
Asset Type generating a Work Order

Enter the next work order number for the specific combination, location
(section) and asset type. For new installations, leave Next Work Order # as
zero ‘0’ and the first work order created will become 1 at the sequence portion
of the number.

An example of how the work order number may generate is: 1C00000064

1 = Location,

C = Component work order,

00000064 = the sequence portion of the number. In this example, the work
order # 64 indicates 1 for location, C for asset type Components, and
sequence Next Work Order # 64. The sequence portion of the number
Next Work Order # | increments each time a work order is created.
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User Defined Data Form Setup

User Defined Forms

Form Name: |

v ||

Setup forms with fields for all information

Click the green check mark to add a new form name and description.

Modify { Add Misc List Codes
Module: /0
Type: UserDefinedFomMame )
Code Yalue
ExtraToolltems Extra Tool ltems
ToollSpecs Tool Specifications
»

Type is UserDefinedFormName
Code — Enter the Name of the form
Value — Enter a description of the form

Select the Form name to define fields and data types for each field.

User Defined Forms

Form Name: |

i

ExtraToolltemns
ToollSpecs

Extra Tool ltems
T ool Specifications

Multiple fields can be entered for each form name

Select Text, Date or number Field Type for each field. Data entry is restricted to this type when entering

data.

History — check this box for each field for changes to be tracked.

User Defined Forms

Form Name: ExhiaT oolltems

v |

Extra tool ikems

Field Hame Field Type History
|CDST |Number W
|DATE PURCHASED [Bate W
|DETAILS [Test w
[MANOFACTURER [Test v
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User Defined Data Security Setup

Use this form to assign access to users enabling them to enter data.

Select the User Id from the drop-down.

Select all the forms that this user should have access to data entry

User Defined Form Security

User Id: |dfigenbaum

w | |dfigenbaum

Form Name

Description

v

|ExtraToo|Items

w |Extra Toal ltems

|TUU”S pecs

W |TUUI Specifications

*
|

vl

User Defined Data Entry

User Defined Data forms and fields can be entered to track additional information for tool inventory.

Once setup is completed, data may be entered viathe Tool Inventory Form User Defined Data button
or on the User Defined Data Entry Form menu item.

The users name that is logged in will display

User Defined Data Entry

Form Name:
Tool ID #:

hd

Danlyn

w

Form Name — Select the form name to enter data. Only forms assign via User Defined Data Security will
be available in the drop-down list

Tool ID # select the tool Id
Click Enter to complete

Each field on the specified form displays, enter the applicable data for each field (max 50 characters).

User Defined Data Entry [ dfigenbaum
Form Name: | ExtraTnolltems \ Extra Tool ltems
Tool ID #: 12345 W Prassuie \Washer
Color |F|ad Enter

Cost

[7s00

Date Purchased

[ /0172018

Details

Item

|Pressure washer

Manufacturer

|Bo|t
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Hover over and Double click for history if available.

User Defined Data Entry | dfigenbaum
Form Mame: |ExtraTooltems v
Tool ID #: 12345 w Pressure Washer
Color |Hed
Cost |TSUU
Date Purchased |ﬁ Drculilie-rCllclcfcr history

Time Clock Management Setup

This form is used to assign employees to the Managers, when using the Time Clock feature in Fleet-Net. This

setup feature should be restricted via menu security to IT or supervisors.

Time Clock Management Setup
Manager #: w | Department - ’7
Managers
Print
Authorizations
Build
Field Description

Manager # being built.

Select the employee number for the manager for whom setup is

Department # The department that the selected employee is in will display.

Select the employee numbers for the employees assigned to the
selected manager. If employees are manually added, the
Authorizations Required setup must also be completed manually.
See below for an explanation of the Build feature which will

Employee # automate assigning employees to the selected manager.
Description The name of the selected employee will display.
Department # The department number of the selected employee will display.

Click Build to automate the employee assignment process; the following form displays.

Time Clock Management Setup

Manager #: [1234 vl| John Smith Department 1t: 22

Build Entire Department

Department #: 22 ¥ | WEHICLE MaINTEMCE

Authorizations Required: 1

Employees
Managers
Print
Authorizations

Build
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Field

Description

Department #

Select the department number to assign to the selected manager.
All employees with an active payroll status from each of the
selected departments will be assigned to the manager. Employees
can be deleted individually from assignment to the selected
manager after the build completes. (See Below)

Authorizations Required

Enter the number of managers who must approve a time card or a
time sheet prior to transferring the data to payroll. The number of
authorizations can be edited for each employee after the build
completes. (See Below)

Click Start, the following prompt displays.

g Build all employees for the department selected?

Microsoft Access

Click Yes to delete the employees from the selected department from assignment to the selected
manager. Click No and employees from the selected department that are not currently assigned to the
selected manager will be added to the list.

The Build Complete message displays; click OK. Click Employees to view a list of the employees
assigned to the selected manager; the following form displays.

Manager H: 1234

Time Clock Management Setup

vl|

Johi Smith

Department 1 22

Employee #

Employees Managed

Description

Dept #

hd

[ENIE

n Smith

[

|3458 v |Bnb techam

[z

|458? v |Larry “Weaver

[z

[Fa56 [u][mic

e Leal

22

If specific employees should not be assigned to the selected manager but were members of the department
assigned to the manager, they can be deleted. Click on the field to the left of the applicable employee
number. Once selected, the field will be highlighted in black. Press Delete on the keyboard, click Yes on
the deletion confirmation message. Multiple sequential records can be selected by clicking on the field to
the left of the first employee number while holding down the shift key and clicking on the field to the left of
the last employee number. The field to the left of the employee numbers for the selected records will be
highlighted in black as shown below. Press Delete on the keyboard, click Yes on the deletion confirmation

message.

Manager #: 1234

Time Clock Management Setup

vl|

John Smith

Department #: 22

Employees M
Employee it

anaged

Description

Employees

Dept #t =

BRI

n Srriith

[22

Print

|3458 W |Bub tdecham

2z

Authorizak

|455? v |Larry WWeaver

2z

Build

[FasE o] [Ahe

e Leal

22

il vl
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Click Authorizations to view and/or edit the number of manager authorizations required for all employees
who will need to have their time authorized, the following form displays:

Time Clock Management Setup
Manager #: 1234 vl John Smith Department #: 22
Authorizations - Empl

Employee # Description Dept # Required mployees

4 [11111 w | |Lisa Lopez [13 2 Managers

Print

|121 2 " |Sophia I arie ‘1 4 1 T I
[1234 w | [Jahn Smith |22 3 Build
|12345 " |Courtney Test ‘32 1
[123456 [y | [Sophia Tapetilo 16 2

The authorizations listed for each employee are those that were assigned during the Build process. To
edit the number of authorizations for a specific employee, type the applicable number in the
Authorizations required field for that employee. This field cannot be left blank.

Click Managers to view a list of all employees who have been designhated as managers; the following
form displays.

Time Clock Management Setup

Manager #: [1234 v | John Smith

Department #: 22

Current Managers
Manager # First Hame Middle Name Last Name Department
11111 |Lisa | |Lapez |13
‘1212 ‘Sophia | |Maria |14
[1234 [Jahin | | Smith |2z
Build
‘12345 ‘Courtney | |Test |32

If a manager needs to be removed from the list, select the manager from the drop-down list, click
Employees. Delete all the employees assigned to the manager by clicking on the field to the left of all
employee numbers. Multiple records can be selected by clicking on the field to the left of the first
employee number while holding down the shift key and clicking on the field to the left of the last employee
number. The field to the left of the employee numbers for the selected records will be highlighted in black
as shown below. Press Delete on the keyboard, click Yes on the deletion confirmation message. The
manager will no longer display when Managers is selected.

Time Clock Management Setup

Manager #: 1234 ] ‘

John Smith

Department #: 22

Employees Managed Employees
Employee # Description Dept # o
|T234 ™ |Juhn Smith |22 =
Print
| 2456 w | [Bob Mecham |22
Auth
| 4567 w | |Lamy Weaver |22
Build

[7456

w | [Alice Leal

22

il

vl|
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Work Order Entry

The Work Order Entry form allows for the generation of maintenance work orders for assets such as
vehicles, components, inventory, buildings & grounds, etc.

A brief summary of the processes allowed through this form are:

a.

b.

g.

Materials issued on work orders reduce inventory and update the vehicle/components master
history parts, when the work order is updated.

Labor entries update costs to the vehicle/component’s master history when the work order is
updated. Outside Labor may also be entered.

Inspection work orders for Vehicle and Components roll over the next inspection due in the
Vehicle Master, based on selection specified in Modify/Add Class Codes.

Rebuild work orders on inventory items, once completed, increase Inventory quantities.
Current Warranties assigned to Vehicles and components are displayed when a work order is
generated.

Road calls are updated in the Vehicle Problems module and number of failures for Mechanical
Road calls are tracked for fleet performance.

Deferred Defects are updated in the Vehicle Problems module.

Work Orders now has a RESTRICTED entry work order feature. See WO Restricted Entry section of this
user guide for complete explanation and instructions.

As mentioned above, when work orders are processed, inventory parts will be reduced; therefore, it is
imperative that as PO Inventory Items are received, they are entered and updated daily.

The following screen shot below is an example of a work order. Work Order # 1V00001232 is the next
sequential number for the Main Garage (Location 1) and Vehicle (Asset Type) as set up via Work Order

Control.
Work Order Entry
‘Work Order #: 100001 232 7 Aszet Type: | v Asset #: (1305 Open Date: | 04/05/2017 Close Date:
Transaction D ate: -] GL Posting Date: =
Open Date: [4/5/2017 g | Time: 10:554M  Problem: v Close Date: | g | Time: | best W01
Master
Asset Type: V|| Asset #: 1305 v |[GILLIG 2013 934 []¥andalism Totals
- . - - Oid Notes
Class Code: 100 v |F|xed Route Repair Type: G | |General Yehicle Fepair N Not
ew Notes
Opened By: [18325 [ |[Dodd Fat Customer #: v Dther Notes
Task Code: vl Completion Status: vl Labor
Open
Qty Completed: Estimated Repair Time: Out Of Service: & Material
Ddometer: 3534.0 Ltd Mileage: 122578.0 Return To Service: & Dutside
Hours Reading: Ltd Hours: 0.00 Down Time: | Defects
Warranty
Description: Comments: EonmmnenTs
| ~ Tools
Inspections
o Search
Update
Created: [pdodd [ 4/5/2017 10:55:44 &M [FHwO_wiorkDrderEntiyForm SIS Print
Updated: ‘pdndd | A/5/20017 10:55:44 Ak ‘FNWD_WorkDrderEntlyForm New Pending
Asset Status

To display an existing work order, type the number in the Work Order # field, or click the red question
mark. When red question mark is used, the following sub form displays. This sub form allows selection of
only Open Work Orders when the Open Work Orders checkbox is selected.
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Work Order Entry
Work Order #: 2| Asset Type: l_ Asset #: | Dpen Date: ’7 Close Date: ’7
Transaction Date: @ GL Posting D ate: '7 F
All Work Orders dh | % % [al] 3] Open Work Orders ) -
Asset Repair
Work Order #  Open Date  Type Asset # Close Date Open Time Type
[ wonootzzz [ 452007 [vo [1305 [ [ 1058am  [G
[wonootzs [ wes2017 [V [303 [ [ 318am  [G
[wonootzzt [ w22y v [ [ [ 313am  [G
[ tooootzzs | wezeotr [v o [1307 [ [ 1104am  [G
[ wooootzzr [ wremy v [a0e [ [ 43pm  [G
[ wooootzzs [ weenr [vo [1308 [ [ 1204pm  [G
[ wooootzzt [ zAsmy v [Fos [ [ 752am  [a
[ wooootzzz [ zasem [vo [1304 [ [ 1207pm  [G
[ woooorzzz [ zAsemy v [fo4 [ [ 1242pm  [G
[ tvooootzia | s/2e/2006 [v o [0z [ [ E44am  [G
[ tvooootzis [ s/es2mE v [T [ [ &13am  [G
[ vooootzis [ sses20s [V [1304 [ [ 18am [ 1
[ vooootzzo [ sses20fe [V [Tz [ [ 1z08pm |G
[ tvooootzoe | &/28/2006 [V [F20 [ [ ESFam  [G
[ vooooiias [ s24/2006 [V [POEED [ [ mddam [ 1 -
Record: 4 4 120f22 | » M Search

The sub form allows selection of work orders by filtering, sorting (ascending or descending), or using the
find feature (binoculars). The filter options can be used in the following fields: Work Order #, Open Date,
Asset Type, Asset #, Close Date, and Repair Type.

Double-click on the Work Order # to select. The Work Order Entry form will be populated with the work
order selected.

Once a work order is selected, the active Vehicle or Component Warranty information is automatically
displayed. This window is to alert you of any active Warranties that may apply to this vehicle or
component.

If a Warranty information form does not display then either, there is no warranty set up for this vehicle or
component or the warranty has expired. For more information on warranties, refer to the warranty section
of this manual.

Work Order Entry
Work Drder #: 100000061 2 Asset Type: IT Asset #: |‘I23 Open Date: | 02/21/2018  Close Date:
Tranzaction Date: F GL Posting Date: F

Active Warranties
Aszset i Wamanty Type Agzet Description Identification #
|123 Three Yearwaran |2017 Gilig 40' 2017 957846528741
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Double click on each of the Active Warranty Asset # to display the warranty details.

E FNWO_WarrantySubForm

- |

Warranty Type: |Three “Year Warranty
Yeh #: | 123

Year: | 2017 Make / Model: |Gillig 40217

Chassis i |E|5?‘84552E?’41 Date Received: 412017

Warranty Description:

Hubodometer: 1.865.0

3 vears partz and service. Bob iz our rep at Gillig [339] 555-1117. He iz in the Oakland, CA office.

Beqg Date: IW Lid Miles: IW Ltd Hours: liﬂﬂﬂ
End Date: IW Beg Miles: li Beg Hours: li
Remaining: 647 End Miles: li End Hours: li
R emaining: li Remaining: li

Use the following figure and table for descriptions of each field on the Work Order Entry form.

Work Order Entry
Work Order #: |1%/00000051 ? Asset Type: |V Asset # 123 Open Date: | 02/21/2018 Close Date:
Transaction Date: & GL Posting Date: -
Open Date: [2/21/2018  |gi | Time:| 1225PM  Problem: v Close Date: | g | Time: |
Asset Type: v |, | Asset il 122 v ||Gillig 40° 207 2017 1865 ["]vandalism Totals
_ - DOld Notes
Class Code: 100 v | Repair Type: R, |F|ebu||d New Not
ew Notes
Dpened By: 1051 " |McCIe\|an,Jr. Rick Customer #: v | Other Notes
Task Code: = | Completion Status: [N v |New Labor
Open
Qty Completed: Estimated Repair Time: 0 Out OF Service: ] Material
Ddometer: 1865.0 Ltd Mileage: 1865.0 Return To Service: B Dutside
Hours Reading: Ltd Hours: 0.00 Down Time: | Delects
Warranty
Description: Comments: Componeors
‘Windshield cracked, please replace F Tools
Ingpections
w Search
Update
Created: |pdodd | 2/21/2018 122518 PM [FNWO_wWarkOrderE ninForm Status Print
Updated: [pdodd [ 272272018 124517 P [FNw_wWorkDrderE rirgF orm Updated prre
Asset Status
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Field

Description

Work Order #

Automatically generated when new work orders are created. An existing work
order # can also be entered.

Open Date, Asset Type,
Asset # and Close Date

Automatically populated by entries made to the work order sub form

Transaction Date

This field will auto populate with the current date. Select the date via the
calendar feature when entering new Labor, Material, Component, or Outside
transactions for an existing work order.

GL Posting Date

This is required when updating a single work order or when doing a batch
update of all Pending work orders. Use the calendar feature to make a quick
entry or manually enter a date. The date entered will be the general ledger
journal entries posting date. Contact accounting personnel to determine
appropriate date so that transactions are posted to the proper period.

Open Date Select the work order open date via the calendar feature. The default is the
current date.

Time Automatically populated with current time when work order is generated

Problem This field is automatically populated when a work order is generated via Road

Call entry in the Vehicle Problems module. For work orders not generated via
Vehicle Problems, enter or select from the drop-down list a problem code, if
desired.

Close Date and Time

Select the work order Close Date via the calendar feature. The current time will
automatically populate; however this can be over written if necessary.
Inventory and vehicle master will be updated whether a work order is open or
closed.

The following procedures are controlled by the WO Close Date: Reset
Inspections; Inventory Rebuilds; and Vehicle Problems.

Asset Type

Select the type (as setup via Miscellaneous List). This selection is to ensure
the proper Asset # listing is used when selecting and assigning an asset to the
work order.

Aszset Type: - I

C Compaonents

I [Fventary

Q Other

5 Shop Equipment
W Wehicle

Asset #

Select the asset number that corresponds to the Asset Type selected for which
the work is performed. The description will automatically populate.

For Example:

Asset Type “V” will display vehicles as setup via ‘Modify/Add Vehicles’.
Asset Type “C” will display ‘Components’

Asset Type “I” will display parts from “Inventory Master”

Asset Type “O” for Other; user defined and will be blank in the Asset # drop-
down list.

Other codes can be used for Asset Types set up in the Asset Management
form and will display the list that corresponds to the selected code

Vandalism

Click the checkbox if the repair is due to vandalism.

Class Code

Select the applicable class code setup via ‘Modify/Add Class Codes’. The
Class Code selected determines which GL journal entries are generated for
material, labor, billing, and outside services. Inspections will roll over to next
inspection due based on setup of class code selected.
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Field

Description

Repair Type

Identify the type of repair which will assist in tracking maintenance on assets.
Select the repair type applicable to work being performed.

A = Accident

B = Building and Grounds - for facilities maintenance

C = Campaign Maintenance — can be used to track recalls on parts, seasonal
work assignments etc.

D = Defect — automatically populated when Vehicle Problems safety defect is
generated

E = Equipment Repair — can be used to track repairs on equipment not listed
in vehicle master or components

G = General Vehicle Repair — can be used for non-specific repairs

| = Inspection - must be used for vehicle and component inspections. When
work orders are generated via PM Checklist, this repair type is automatically
populated, and the inspection is assigned. The repair type SHOULD NOT be
changed. User should NOT create Inspection work orders on this screen.

M = Mechanical Road Call — automatically populated when work orders are
generated via Vehicle Problems Road Call Entry and will update failures in
vehicle history.

O = Other Road Call — automatically populated when work orders are
generated via Vehicle Problems Road Call Entry for non-mechanical road
calls. These work orders do not count as failures.

R = Rebuild — used for component and inventory rebuilds

S = Service Lane — used to track labor for service lane

T =Tire Change — used for tire change work orders. This repair type must be
used to print positions on the work order.

U = Unclassified Labor — used to track other types of labor such as cleaning
W = Warranty Repair — used to track warranty repairs on vehicles and
components

X = Re-work — used to indicate previous repairs where not completed or
incorrect

Opened By

Select the employee number of the person generating the work order.

Customer #

Select the customer number, if applicable. This is only used if your shop brings
in work for an outside source. The Customer # is setup in Accounts
Receivable. Use this field if tracking billing markups defined in Class Codes.

Task Code

Select the task code from the drop-down list (setup via Modify/Add Tasks).
The task code is used to calculate the estimated costs based on the material
and operation code assigned to the task. (Optional)

Completion Status

Select the completion status from the drop-down list.

Qty Completed

Use this field to indicate quantity of finished goods on inventory rebuild work
orders. See Work Order Repair Types section in this manual for more
information.

Odometer

Automatically populated based on hub reading in vehicle master at the time
the work order is generated. This can be modified, if necessary.

Hours Reading

Automatically populated based on hours reading in vehicle master at the time
the work order is generated. This can be modified, if necessary.

LTD Mileage Automatically populated from the accumulated actual mileage updated from
Daily Service or entered in the Vehicle History Maintain Totals on the Vehicle
Master form

LTD Hours Automatically populated from the accumulated actual hours updated from Daily

Service or entered in the Vehicle History Maintain Totals on the Vehicle Master
form

Estimated Repair Time

This field is populated manually to show how long the repair is expected to
take. This will reflect in the Work Order Status screen

Page 39 of 116




Work Orders Module

Field

Description

Out Of Service

This field is automatically populated from Vehicle Problems Vehicle Status
entry when a work order is generated via Road Call Entry. For work orders not
generated via Vehicle Problems, enter an Out of Service date by clicking on
the calendar feature. This defaults to the current date and time but can be
modified, if necessary. This will not update Vehicle Status or Vehicle Master. It
is informational only on the Work Order.

Return To Service

Enter or select a date by clicking on the calendar feature. This defaults to the
current date and time but can be modified, if necessary.

Down Time

The asset down time is automatically calculated based on the Out of Service
and Return to Service dates.

Description

This field is automatically populated via Vehicle Problems Road Call Entry
Comments field and via PM Checklist with inspection description. However, a
description of the work to be performed can be entered for manually generated
work orders (up to 255 alphanumeric characters).

Comments

Mechanics comments regarding the work performed can be entered (up to 255
alphanumeric characters). If necessary, additional comments can be added via
Notes.

Next WO #

To generate a new work order, click Next WO #

Work Order Entry

Work Order #:

Transaction D ate: &

Asset Type: ’_ Asset #:

Open Date: Close Date:
GL Posting Date: &

Create New Work Order

Yiew Open wWork
Orders
w 0Oid Notes

Totals

Location: vl|
Asset Type: | Asset i
Repair Type: P |

Create Work Order New Notes

Other Notes

Select a Location and Asset Type (this determines the first and second characters of the work order
number) from the drop-down lists at the top of the form.

Field

Description

Location

(i.e., Main Garage, Road, Buildings & Grounds, etc.) This is the first character in the
work order number.

Asset Type

Select the type (as setup via Miscellaneous List). This selection is to ensure the
proper Asset # listing is used when selecting and assigning an asset to the work
order. This is also the second character or the WO number.

Aszzet Type:

Components
[Fventary

Other

Shop Equiprment
Wehicle

-=:m|:n—r:|_|
4

Asset #

Select the asset number that corresponds to the Asset Type selected for which the
work is performed. The description will automatically populate.

For Example:

Asset Type “V” will display vehicles as setup via ‘Modify/Add Vehicles’.

Asset Type “C” will display ‘Components’

Asset Type “I” will display parts from “Inventory Master”

Asset Type “O” for Other user defined and will be blank in the Asset # drop-down list.
Other codes can be used for Asset Types set up in the Asset Management form and
will display the list that corresponds to the selected code
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Work Order Entry.... continued

Field

Description

Repair Type

Identify the type of repair which will assist in tracking maintenance on assets.

Select the repair type applicable to work being performed.

A = Accident — can be used for linking to Claims and Safety module

B = Building and Grounds — can be used for facilities maintenance

C = Campaign Maintenance — can be used to track recalls on parts, seasonal work
assignments etc.

D = Defect — automatically populated when Vehicle Problems safety defect is
generated

E = Equipment Repair — can be used to track repairs on equipment not listed in
vehicle master or components

G = General Vehicle Repair — can be used for non-specific repairs

| = Inspection - must be used for vehicle and component inspections. When work
orders are generated via PM Checklist, this repair type is automatically populated
and the inspection is assigned. The repair type SHOULD NOT be changed.
Inspection work orders must NOT be generated here.

M = Mechanical Road Call — automatically populated when work orders are
generated via Vehicle Problems Road Call Entry and will update failures in vehicle
history.

O = Other Road Call — automatically populated when work orders are generated via
Vehicle Problems Road Call Entry for non-mechanical road calls. These work orders
do not count as failures.

R = Rebuild — used for component and inventory rebuilds

S = Service Lane — used to track labor for service lane

T =Tire Change — used for tire change work orders. This repair type must be used
to print positions on the work order.

U = Unclassified Labor — used to track other types of labor such as cleaning

W = Warranty Repair — used to track warranty repairs on vehicles and components

X = Re-work — used to indicate previous repairs where not completed or
incorrect

Click View Open Work Orders to display a list of all work orders for the selected Asset #

Work Order Entry

Transaction Date: &

Work Order #: bl Asset Type: ’_ Asset #: Open Date: Close Date:

GL Posting Date: &

Create New Work Order Next WO #

Master

Location: |1 Main Garage View Open Work

* | Orders I} Totals
Asset Type: |V |, | Asset #: 100 v |Dri0n 400 2015 2200 0Old Motes
Repair Type: G |4, |General ‘Wehicle Repair Create Work Order Mew Notes
Other Notes

#h Open Work Orders R
abor
Open Open Repr 0

Waork Order # Date Time Priority  Problem Problem Description Type Completion Status: pen

| 100000080 | 2/20/2018 | 5:53:00 pm | 1 | 4 |Engine G | Material

[ 1VO0DDOOBS | 4/25/2018 | 3:2200pm | [ [ w | Outside

= Defects

If an open work order exists, double click the WorkOrder # and click Master to display it.
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Click Create Work Order to generate a new work order

If warranties are in effect the following message displays to allow changing the Repair Type.
Click Yes to automatically change the Repair Type.

Click No to continue with the selected Repair Type and create work order.

Work Order Entry
Work Order #: bl Asset Type: ’_ Asset #: Open Date: Close Date:
Transaction Date: - GL Posting Date: -]
Create New Work Order LA
Master
Location: 1 Main Garage View Open Work
- | Orders Totals
Asset Type: |V |, Asset#: 100 w ||Qrion 400 2015 2200 Dld Hotes
Repair Type: G |, |General Wehicle R epair Create Work Order Mew Notes
Active Warranties Dihototcs
Aszet # Warranty Type Aszset Description Identification # Labor
|ALT 1 |Dne Year Waranty |Alternator VacCo 12364597 Open
Material
Microsoft Access Outside
Defects
- ‘Warranty
One or more warranties are still in effect.
Components
Do you wish to change the repair type to @ Warranty Work Order? Tools
Inspections
Search
Print
Record: 10of1 H search Pending
Asset Status

If an Open Work Order exists the following message displays, allowing creation of a new work order with
the same repair type.

Microsoft Access

An Open Werk Order already exists for this repair type.
Waork Order #: 100000089

Do you wish to create an addional work order with this repair type?

A confirmation message displays with the new workorder #.

Microsoft Access

o Work Order # 1V00000070 Created.

Complete the Work Order Entry form based on type of work order. Asset Type, Asset #, Class Code, and
Repair Type are all required fields. Refer to the preceding table for an explanation of each field.
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Master

Select Master to return to the master work order form. For example, when Labor entries are completed,
click Master to return to the master screen.

Totals

Select Totals to display the total Actual costs for the selected work order. When Tasks are setup, the
estimated costs will also display. A comparison of the estimated costs to the Actual costs is calculated and

displays in the Variance costs.

Work Order Entry

‘Work Order #: | 1%00000050 l Asset Type: [ v Asset #: 100 Open Date: | 12/04/2017 Close Date:
Transaction Date: |04/25/2018 @ GL Posting Date: |4/25/2018 @
q . MNext WO #
Estimated Actual Variance =
aster
Material Cost: 255.29 Material Cost: 310,59 Material Cost: -65.20
Material Dverhead: 0.00  Material Dverhead: 000  Material Dverhead: 0.00 pldiNotes
Labor Cost: 0.00 Labor Cost: 100.00 Labor Cost: -100.00 New Notes
Other Notes
Labor Overhead: 0.00 Labor Overhead: noo Labor Overhead: noo Laber
Dutside Cost: 0.00 DOutside Cost: 0.00 Outside Cost: 0.o0 Open
Total Cost: 255,29 Total Cost: 41059 Total Cost: JE530 Matenal
Dutside
Revenue: ’7000 Revenue: ’7000 Revenue: ’7000
. . . Defects
Profit/Loss: 285,29 Profit/Loss: 41059 Profit/Loss: 155.30 Warianty
Components
Tools
Inspections
Search
Update
Print
Pending
Asset Status

Field Description

Estimated Costs are automatically calculated based on the labor operations code and
material setup in Modify/Add Task codes for the task assigned to the Work
Order.

Actual Costs are automatically calculated based on the Labor and Material transactions
entered on the Work Order.

Variance Automatically calculates and displays the variance between Estimated and Actual
costs.

Old Notes

Old Notes allows viewing of notes entered by all users — these notes cannot be modified.

Work Order Entry
Work Order #: 100000050 ? Ass
Transaction Date: B

et Type: |V Asset #: [100

Open Date: | 12/04/2017  Close Date:
GL Posting Date: &

Document: [MechanicsMates

Employee: |Dnnlyn

Comment:

Attachment:

ez Brakes called and said the brake pads are on
s00f.

backaorder and will come in - A

Dperation: |1

Next Wi #

Master

Brakes
Totals

ew Notes
Other Notes
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New Notes

Select New Notes to add new notes and attachments pertaining to the selected work order.

An Employee can delete, modify, or add

to New Notes for the same Work order, Operation Code that

they have created. Notes created by another employee cannot be changed.

Work Order Entry

‘Work Order #: 100000144 ? Asset Typ

Transaction Date: B

e: [V Asset #: 121 Open Date: | 01/22/2020  Close Date: | 02/10/2020)
GL Posting Date: F

Employee #: |~

Pat Dodd

Dperation Code 3 2 | [Electical

Document Code: techanicsMotes

Comment:

Attachment:

/2172020 4:57:02 PM

Bob's Electic called and zaid the parts will be in ta fix the
Monday. They will deliver them here since they are going
by to fix the signing by the front door.

~
et gigns on
to be coming

Created: [pdodd 272172020

45702 pm |FNWEI_WulkUrderEntryFulm

Updated: |

It is required that the employee is setup

in Employee Maintenance (SEC Menu) with a PIN. They will

need to enter their employee number and PIN to get into New Notes.

Max
Field
Field Size Field Type Description
. Enter the Operation Code or select via the red question mark
Operation ; N
Option to select by the code or description
Code
25 Alpha Automatically populated with Mechanic Notes
Document Numeric
Code
Memo Enter a comment pertinent to the work order and Operation
Comment Code. Comments are date and time stamped.
OLE Object | Right-click, Insert Object, Create a File, Browse, select Link
and Display as Icon to insert a document or object relating
Attachment to WO.
For more details see attaching documents instructions
on following pages.)

Other Notes

Use this feature to create notes for a do
An Employee can delete, modify or add
have created. Notes created by another

Select Other Notes to add new notes a

It is required that the employee is setup

cument code other than “Mechanics Notes”

to New Notes for the same Work order, Operation Code that they
employee cannot be changed.

nd attachments pertaining to the selected work order.

in Employee Maintenance (SEC Menu) with a PIN

When they have entered their employee number and PIN, they will see the following screen.

Page 44 of 116



Work Orders Module

Work Order Entry

Work Order #: [1%00000060 3 Asset Type: [V Asset #: 100 Open Date: | 12/04/2017  Close Date: ’7
Tranzaction Date: F] GL Posting Date: [ |g@
Employee #: == | Lany Hook Mext W0 #
Operation Code |1 7 |[Brakes :_':::::
0Old Notes
Document Code: |Other ML New Notes
Comment: Attachment: Other Notes
dfigenbaum 4:’2BJ2D1 883732 AM: A Labor
Parts are currently in stock.
Open
Max
Field Field
Field Size Type Description
. Enter the Operation Code or select via the red question mark
Operation ; -
Option to select by the code or description
Code
25 Alpha Select the document code from the drop-down list that best
Numeric  [describes the type of note to be added

Document . ﬂ .

Code New codes can be created by selecting the icon.
Attachments insert the contents of the file as an object so it
may be activated in the application in which it was created.

Memo Enter a comment pertinent to the work order. New comments

Comment are username, date and time stamped.

OLE Right-click, Insert Object, Create a File, Browse, select Link
Object and Display as Icon to insert a document or object relating to
WO.

Attachment Attachment in above screen shot is (generated in Employee
Assignments) a .gif image. Attachments can be deleted or
added to either new or old notes. (For more details see the
following pages.)

To insert an Attachment, right click in the ‘Attachment’ field, select Insert Object.

Attachment:
Subform 3
iD Paste
B
[ ]
Insert Object... I}
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Select Create from File

Select Browse and navigate in the Look In field to file location (file can be pdf, tiff, jpeg, gif, Word, Excel,

etc.).

Select the file or image and click OK

Click Link checkbox
Click Display as Icon (displays the
Click OK

file type in icon format)

Result

[

() Create New

(®) Create from File

Microsoft Access

File: HTML Document
U:\images\Buses\Bus 100.jpg
Link

Browse. ..

Inserts a picture of the file contents into
your document. The picture will be linked
to the file so that changes to the file wil
be reflected in your document.

3|

OK

Cancel

[ pisplay as Icon

Labor

Select Labor to enter transactions. Enter labor time transactions for all operations performed on the work
order. Labor transactions can also be automatically populated from either Employee Assignments and/or

bar code units.

Work Order Entry

Work Order #: 100000050 ?
Transaction Date: 04/26/2018 || g

Aszszet Type: ’T Aszzet #: 100

Open Date: | 12/04/2017  Close Date:
GL Posting D ate: &

Next WO #
Labor Emp # Employee Name / Extended Master
Date Oper Oper Description Hours Rate Cost
M| [ 472572008 (@[30 w | [JosE. Baker u;o;a.::es
Updated |1 wll? |Brakes New Motes
Time Started: I_ Time Completed: | | 400 | 25000000 | 100.00 Other Notes
EEEE 04/25/2018
* ,7 & v | Open
[]Updated ¥ (E3|] M aterial
Time Started: I_ Time Completed: | | Dutside
Ii l— Defects
Warranty
Components
Tools
Inspections
Search
Update
Print
Pending

Asset Status
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Field Description

Enter date OR automatically defaults to transaction date on work order
Date master form when Emp # is entered or selected from drop-down list.
Calendar feature can also be used (defaults to current date).

Enter or select the employee number (employee completing the labor)
Emp # from the drop-down list. The Employee Name will display when number is
entered or selected.

Enter or select the labor Operation Code (specific to the labor to be
Operation completed) from the drop-down list. The Operation Description will display
when the code is entered or selected.

Optional field: If time entered — Hours are calculated based on time
Time Started/ entered for Started and Completed. (Enter time as 08:30 AM/PM)

Time Completed | This field is automatically populated when either Employee Assignments
and/or bar code unit is utilized.

Automatically calculated based on Started and Completed time entries.
Automatically populated when either Employee Assignments and/or bar
code unit is utilized.

Hours Enter manually if above two processes are not utilized.

[Hours format is setup via Miscellaneous List, Control Record. H (Hours)
or D (Decimal). Example: for one half hour, H enter 30 or D enter .5.

Automatically displays employee rate of pay - based on WO Employee
Setup. Can also be manually entered or overwritten.

Extended Cost Automatically calculates and displays based on Hours x Rate.
Checkmark in box indicates the record has been updated and cannot be
Updated changed. If checkbox is blank — the record has not yet been updated,
changes are allowed.

Rate

Labor additions and/or removals are allowed on work orders that have been Closed and Updated. To
remove or modify a Labor entry, enter as (-) negative hours. When these entries are updated, the associated
costs to the asset will be reduced for the month based on transaction date entered.

Work Order Entry
Work Order #: 100000050 7| Asset Type: [V Asset #:[100 Open Date: [ 12/04/2017  Close Date:
Transaction Date: |04/26/2018 @ GL Posting Date: #
Next W0 #
Labor Emp # Employee Name / Extended Master
Date Oper Oper Description Hours Rate Cost
Totals
442502018 3011 w | [JosE. Baker
Oid Motes
Updated |1 w2 ||Brakes New Mot
Time Started: Time Completed: | [ 400 | 25.000000 | 10000 0 :" Nu =
i ke
04/25/2018 04/25/2018 :lh —
abor
4/26/2018 g 30M w | [JoeE. Baker Open
[ Updated w2 Material
Time Started: Time Completed: | | -100 | 25000000 | -25.00 Dutside
04/26/2018 04/26/2018 Defects
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Open

This form displays all current Open Work Orders.

Note: The Record bar in the lower left corner displays the total number of open work orders.

Work Order Entry

Work Order #: ? Aszszet Type: ’_ Aszszet i Open Date: ,7 Cloze Date: ’7

Transaction D ate: & GL Posting Date: ’7 &

#% | Open Work Orders ~| | NextWo #

Open Open Repr Completion Master
Work Order #  Priority  Problem Problem Description Date Time Type Status Totals
[woooooooz [ 2z [ 3 [windows [409 [7A/2007 [15400am | D [Stopped 0Old Notes
| 1vooooooss | [ [ [123 [ 11672017 [11:2200am [ 6 [InProgess New Notes
[ Twoiooodsd | | | [T00 [T2/472017 | 24600pm | I [inProgless therHotes
[ WO000DOEO [ 1 [ 1 [Brakes [100 [T2/47207 [ 42600pm | & |DONE F“m&ﬁi%
| 1WO0000061 | 1 | 1 |Brakes |‘I‘I‘I‘I | 12040207 |4:28:Dme 'G—|InProgress Ma:ﬂial
| TWO0000062 | 1 | 1 |Brakes |‘I2DD | 12040207 |4:28:Dme 'G—|InProgress Outside
[Tvooooooez | 1 | 1 [Brakes [i23 [T2/a/2017 [ 42600pm | G |Stopped Defects
[ wooooooss [ 1 [ 1 [Brakes [v_1 [12/4/207 [ 42600pm [ G [InProgess aranty
[ Wo0ooodes | 1 [ 1 [Brakes [EEEE] [Tz/472017 [ 42600pm | & |DOME ¢ —
[ 1VO00ODOEE | | | [100 [T2/47207 [ 44200pm | T [Stopped Inspoctions
[wonoome | 1 [ 2 [Ties [1200 [12/2272017 [ 3%500pm | O [Stopped Search
| TWO0000067 | 1 | 1 |Brakes |1DD | 2/5/2018 | 9:07:00 am 'I—|In Progress Update
[ woooooora [ 1 [ 1 [Brakes [100 [ Z7z2/206 [124300pm [ D | hatint
[ zvoooooooz | 1 | 1 [Brakes [100 [ 2/26/2018 | &1700pm | D |DONE i ]
Asset Status

[voobooosz [ 1 [ 1 [Brakes [1200 [an72018 [92500am | C |
[ 1voooooar | | | [1T11 [@2azme [ 93200am | E  [New -

Record: M Tofed | b M Search

Double-click in the Work Order # field to open the Work Order Entry master form

Material

Select Material to enter transactions. Enter transaction for all material items required to complete the
work order. Nonstock items need to have the cost entered manually. Material transactions will be
immediately transferred when bar code units are utilized. User number, Time, and Serial No. of unit are
displayed in lower description field.

Work Order Entry
‘Work Order #: [1%/00000050 2 Asset Type: |V Asset #: (100 Open Date: | 12/04/2017 Close Date:
Transaction Date: [04/26/2018 | @ GL Posting Date: &
= Next W0 #
Material o
Extended Master
Date NIS Item # Description Quantity Cost Cost Total
L
P [aizmrenie |g| L 12358789 o184 | [oF Test l]ldoNa:
[ Updated | [ 400 | 000 [ 20000 oo
Mew Notes
4/5208 @) L 103 v|[@4 [TestPati T (ol
[¥ Updated [ [ zin | E6.23 | T10.53 s
* g U vidgh |
[] Updated | | | |
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Field Description

Date Enter date OR automatically defaults to transaction date on work order
master form when Item # is entered or selected from drop-down list.
Calendar feature can also be used (defaults to current date).

Non-Stock Select this checkbox only if item entered is not tracked in inventory.
Examples of non-stock items are small parts such as bulbs, nuts & bolts,
etc.

Item # Select the inventory item number from the drop-down list for item

Max 20 Alpha needed to complete this work order. The drop-down list shows

Numeric Description, Cost, On Hand, Available, Committed and On Order.
Quantities exceeding the quantity available cannot be added to the work
order. A warning message will display.

Description Automatically displays inventory item description entered for item when

Max 50 Alpha setup in Inventory Master Maintenance.

Numeric Non-stock items — enter description of item needed to complete this
work order.

Quantity Enter the quantity of item needed to complete this work order.

Cost Automatically displays item cost based on Inventory Master
Maintenance.
Non-stock items — manually enter cost.

Extended Cost Automatically calculates and displays extended cost based on Quantity x
Cost.

If the quantity entered for the inventory item exceeds quantity On Hand in Inventory Master Maintenance,
the following message will display:

Microsoft Access

.' > y Quantity Issued Bxceeds Quantity On-Hand

‘S Current Quantity On-Hand = -3
Please Enter Receipts

A similar warning message will display when entering Material using the bar code unit and the On Hand
quantity is exceeded. If the user has more parts than are in their inventory, they should notify their parts
room/supervisor.
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The following is the notice the user will get if using one of the bar code readers

User ID:
12345 |

Work Order #:
|7voooooo2e |

Part #:

0101000004

EU WARNING

IE The guantity entered
Ent] exceeds the quantity
available.

IZ Do you want o submit j

aryway?

NOTE: Materials entered immediately update the “Committed” field in Inventory Master
Maintenance. Once the work order has been updated, the “Committed” and “On Hand” fields will
be reduced (WO does not have to be closed to effect inventory).

Material additions and/or removals are allowed on work orders that have been Closed and Updated.
To enter a removal to Material, enter as a (-) negative quantity. When these entries are updated the
associated costs to the asset will be reduced for the month based on transaction date entered. The
inventory item quantity On Hand will be increased.

Outside

Select Outside to enter labor transactions or services. If work is sent off transit property to a vendor to
make repairs, they are considered outside costs and can be entered here. Example: Radiator rebuild - the
vendor drop-down list contains vendors previously setup in AP Modify/Add Vendors form.

Work Order Entry
Work Order #: 100000060 2 Asset Type: | v Asset #: [100 Open Date: | 12/04/2017  Close Date:
Transaction Date: |04/26/2012 | | @ GL Posting Date: &
A Next W0 #
Ou‘SIde Vend # Yendor Mame / Extended EMlll
Date Dper Dper Description Hours Rate Cost aster
Total
4/25/2018 | @@ AATZ34BE] |AA Avto Parts UIdDNao:es
[]Updated |1 | [Brakes [ 400 | £5.000000 | 260.00 New Notes
» ’7 = DOther Motes
@ x | Labor
[[]Updated w | | | [ | Open
Material
Outside
Field Description
Date Enter date OR automatically defaults to transaction date on work order master

form when Vend # is entered or selected from drop-down list. Calendar feature
can also be used (defaults to current date).

Vend # Enter or select the vendor number the chargeable hours for which the outside
costs that will be invoiced for this work order. Vendor must have been previously
defined via Modify/Add Vendor Master (AP #2).
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Operation Enter or select the applicable Labor Operation Code. The description will display
in the Operation Description field. If no operation code is selected a description
can be manually entered in Operation Description field. Max 50 alpha Numeric

Hours Enter the chargeable hours vendor has invoiced as an outside cost attributed to
this asset. The format for Time Entry is setup via Work Order Miscellaneous List,
Control Record, and Time Entry. H (Hours) or D (Decimal)

Example: for one half hour, H enter 30 or D enter .5

Total parts and labor can be entered using the Hours field.

Rate Enter the rate invoiced.
Extended Automatically calculates and displays extended cost based on Hours x Rate.
Cost

Defects

Click Defects to display and assign to a Work Order any Un-Assigned defects reported via Vehicle
Problems from the dispatch department as Deferred Defect Entries.

Work Order Entry
Work Order #: 100000072 2|  Asset Type: [V Asset #: [100 Open Date: [ 04/26/2018  Close Date: |
Transaction Date: & GL Posting Date: | @
Defects Reported Assigned | [Un-Assigned ] Newt W0 &
Dofects | | Defects | Master
Openad Totals
Date By Problem 0Oid Notes
Reported  Emp # Code Problem Description Comment Assign New Notes
[4ze;2me [ @8 [ 1 [Brakes O Other Notes
Labor
Open
Material
Dutside
Defects
Button/Field Description
Assigned Click to display deferred defects reported for the vehicle that have been
Defects assigned to this work order.
When generating Work orders via PM Checklist, and the Include Defects
checkbox is selected, the defect is assigned to the inspection work order and
will be marked as repaired when the work order is Closed and Updated.
If the deferred defect will not be repaired on the assigned work order,
uncheck the Assign checkbox so that it can be assigned to a subsequent
work order.
Un-Assigned Click to display deferred defects reported for the vehicle, which are not yet
Defects assigned to any work order. Check the Assign checkbox to assign each
defect to the current work order. The data is populated from Deferred
Defect Entry in Vehicle Problems.
Assign When checked, the defect is assigned to the work order. Before the work
order is Closed and Updated verify that all assigned defects have been
repaired.

Page 51 of 116



Work Orders Module

Warranty

Click Warranty to display the warranty list for the asset #. No changes to the warranties can be made via
this form. All warranty information is setup in Vehicle Maintenance module.

Work Order Entry
Work Order #: [1v00000060 2 Asset Type: ’T Asset B: 100 Open Date: | 12/04/2007 Close Date:

Transaction Date: = GL Posting Date: &

Active Warranties Next W0 #

Master
Totals
Old Hotes

Asset # Warranty Type Asset Description Identification #
h ] ‘Thlee Year Warran |2015 Oricn 40° |1FHSS335533533

Hew Notes
DOther Notes
Labor
Open
Material
Dutside

Defects

T

Doubleclick the Asset # to display warranty information.

Work Order Entry
Work Order #: | 1,/00000060 2 Asset Type: ’T Asset #: (100 Open Date: | 12/04/2017 Close Date:
Transaction Date: & GL Posting Date: &
Active Warranties Nesxt W0 #
Asset it warranty Type Asset Description Identification # Master
f100 |Three Year warran [2015 Orion 40° [1FRSS335533533 Totals
Old Notes
=5 - O x
=5 FNWO_WarrantySubForm EN Nelioies
Other Notes
Warranty Type: |Three Wear Waranty
Labor
Veh #: 100 Year: | 2015 Make / Model: [Orion 40° Open
Chassis #: [1FR55335533533 Date Received: 1/1/2016 Hubodometer: 6.001.0 Material
‘Warranty Description: Outside
3Vear Defects
Warranty
Components
Beg Date:|  4/1/2017 Lid Miles: 1.150.0 Ltd Hours: 0.00 Tools
End Date:| 4/1/2020 Beg Miles: Beg Hours: Inspections
Remaining: 706 End Miles: End Hours: Search
Remaining: Remaining: LiEdate
Print
| | | Pending
Asset Status
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Components

Select to install or remove components on a vehicle. Enter as many transactions as necessary to detail the

work performed.

Work Order Entry
‘Work Order #: 1V/00000080 2 Asset Type: [V Asset #: 100 Open Date: | 05/07/201% Close Date: ,7
Transaction Date: |05/29/2018 | g GL Posting Date: l— ]
Components Next WO It
Date Ins Rem Type Component # Serial # Installed Master
> # ][] w v | | ik | | Totals
[]Updated | | Old Notes
New Notes
Other Notes
Labor
Open
Material
Outside
Defects
Field Description

Date

Enter date OR automatically defaults to transaction date on work order master form
when Component # is entered or selected from drop-down list. Calendar feature can
also be used (defaults to current date).

Component #

Select the component number from the drop-down list that will be installed or
removed from the vehicle.

Select the checkbox if this component is being installed. ‘Install’ will display in the

Install field to the right.

Removed Select the checkbox if the component is being removed. ‘Remove’ will display in the
field to the right.

Serial # Automatically populated from Modify/Add Components.
The component description is automatically populated from Modify/Add

Installed Components. Once the work order is Updated, the asset #, Date, and WO # will
display in the field.

Tools

On the Work Order Entry form click Tool to check out tools.
The Tool Inventory form will be populated with this data

Work Order Entry
‘Work Order $#: |1%00000030 7 Asset Type: [ v Asset #: 100 Open Date: | 05/07/2018 Close Date: |
Transaction Date: [05/25/2018 | g GL Posting Date: &
Checkout Return By Mext W0 #
Tool Id Description Date Date Qty Employee # e
[1z345 | [Pressure Washer [ & /28/2me @ | 5728208 @ || 1333 v Ta: r[
otals
dl vl | #] # | v 01d Notes

Hew Notes
Other Notes
Labor
Open
Material
Dutside
Defects
Warranty

Components

Tools
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Field Description
Tool ld# Select the tool id from the drop-down list
Check Out Date Enter the date the tool has been taken from stock
Return By Date Enter the date the tool will be returned to stock
Qty Enter the number of this tool
Employee # Enter the employee number that is using the tool

Inspections

Select to display the assigned inspection on the selected work order for the specific asset. If the Repair

Type is not | or R, a warning message will display.

Microsoft Access

[8} Only Available On Inspection/Rebuild Work Orders

—

Inspection work orders should only be created through the PM Checklist in Vehicle Maintenance.

If the current work order is an Inspection work order, clicking Inspection will bring up the screen below.

Work Order Entry

Work Order #: [1v/00000161| 2| Asset Type: |V  Asset #f: [123

Transaction Date: F

[y

Open Date: | 03/10/2020 Close Date:
GL Posting Date: F

Inspection Id: IT Inspection # IT |PM Inspection Oil Chage A Mot/ OlH
Mast
Last Done: | 2/12/2020 5:45:00 PM Inzpected: T a: r'
otals
[]Updated Mileage Hours Days OId Notes
Actual: 12000.0 New Notes
Forecast: 11500.0 0.00 ] Other Notes
Since: 11600.0 [ om 0 Labor
Check List  Remaining: 400.0 ’7000 I—D el
Material
Delete | Inspection Due [ Outsid
utside
Defects
Warranty
Components
Tools
Inspections
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The user can access the Parts List by clicking on Parts List. If a parts list was created in the Inspection
Master, it will appear as seen below. This is informational only, as not all parts are needed on every
inspection. The Location button will display the Warehouse and Bin Number of the part. If no Parts List has
been created, user will get a message “No Parts List Found”.

[ =] FNWO_WorkOrderlnspPartsSubForm — O X
007 A

| H |1.'ZE-4E'>512 | 1 | EA |F|Her, Fuel, Arboc #123 Locatio

| 2[oIL 1040 | 2[ GL [10400L e

The user can access the checklist items for this inspection by clicking on Check List. Pass or Fail must be

chosen for each item.

[Wonoois v fm
[007 [PM Inspection Oil Chage [a [
fpron— O o | LUBRICATION header [1716/2020 75709 PM [ 271272020 32546 PW (g | [
oo O || Exit Door Lower Pins [checked [1716/2020 7.57.09 PM [ 2/12/2020 3:25:48 PM @@ | [t
01.02 O | Windshield Wiper Posts cleaned off the grime [1716/2020 757:09 PM | 21272020 3:25:48 PM [gg | [
0103 O | ‘Thmma Control in good condition [1716/2020 75705 FM [ 2/12/2020 3:2550 FM g | [
01.04 [my || Steering Column Uoints [checked [1716/2020 7.57.09 PM [ 21272020 32551 PM @ | [
07.05 (i || Front Aude [checked [1716/2020 75709 PM [ 21272020 3:2551 PM @ | [
Field Description
ltem # Populated from the Checklist Items set up in Inspection Planning menu
Pass Fail Once user clicks onto a line item, they must choose Pass or Fail
Insp Code These codes must be entered in the Miscellaneous Code setup in WOO01,

Option #2. These are user defined. Optional

Inspected By

Tech can enter their name or employee number here. Optional

Description

Populated from the Checklist Items set up in Inspection Planning menu

Comment

User can type in a note in this box. Double click in this field to bring up a
larger screen to type in or to read the existing note. Optional

Date/Time Created

Date the inspection work order was created

Date/Time Inspected

Click the blue calendar symbol to note when the item was completed.
Optional

Attachment

Populated from the Checklist Items set up in Inspection Planning menu, if
applicable
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Search

Select to search work order history based on the criteria specified such as Repair Type, Date range,
Operation Code, etc. Selecting more criteria narrows the search results. To view a particular work order
and access other work order entry information, double-click the Work Order #. The search form remains
displayed to toggle and select other work orders.

Advanced Search

Aszset Type: w | Asszet i "

Starting SearchDate:| (g | Ending SearchDate:| &

Operation Code: w | Item #: I— []Muszt Be Exact Match

[ |Labor\Outside | |Material [ |Components [ |Master  Repair Type: = Start Search
Field Description

Asset Type Select the asset type. Leave blank to search all.
Asset # Select the asset number, if applicable. Leave blank to search all.
Starting / Ending Select the date range for the search. Leave blank to search all.
Search Date
Operation Code Select the applicable operation code. Leave blank to search all.
ltem # Select an item number. Leave blank to search all items.

Select the checkbox to ensure that your search is an exact match to the
item # you have selected. This could limit your search in some situations
and if unsure of exactly what the item # is you are looking for, do not check
this box.

Note: Only one of the (4) checkboxes below can be checked, and one must be checked for the
search to complete. A sample of what each checkbox produces from the search results is
below.

Must Be Exact Match

Labor/Outside Select checkbox to display labor entries by work order
Material Select checkbox to display material by work order
Components Select checkbox to display components by work order
Master Select checkbox for the work order master form.

Select a repair type to narrow the search. For example if you're interested
in looking only at inspections, select ‘I’ for inspections from the drop-down

Repair Type list. Leave blank to search all.

Select Start Search to activate the search and display the work orders based on the criteria you have
selected
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The following message display if one of the above selections required for the search is missing. For
example, if one of the required checkboxes has not been checked you will get this message.

Microsoft Access

[Q} Please Select A Search Option

The Labor/Outside check box displays the following form.

Advanced Search
Asset Type: vV |, Asset #2100

Starting Search Date: i

[ ] AN Work Orders
w | Orion 40° 2015

Ending Search Date: i

Operation Code: w | ltem #: []Must Be Exact Match
Labor\Qutside | |Matenial [ |Components | | Master Repanr Type: W
#4 Labor History  vendt Vendor Name/
Emp # Employee Name /
Wi i#: Date Oper Oper Description Hours
| T 0000000 | 472642018 |3011 |J|:|e E. Baker W |1I:IEI
| | | 700
| TWooaao072 | 472642018 |12345 |Berta Allen W |1I:IEI
[ [ [ 4.00
| 10000007 | 242142018 |12345 |Berta Allen W |1I:IEI
| | | 000
The material check box displays the following form.
Advanced Search ANl Work Drders
Asset Type: v |, Asset #: 100 + | Orion 40" 2015
Starting Search Date: i Ending Search Date:
Operation Code: w | Item []Must Be Exact Match
[]Labor\Dutside Material [ |Components [ | Master Repair Type: ¥
¢4 | Material History Etended
Wi #: Date Item # Description Quantity Cost Cost
[ 1vooooooas | Bsz2/eoi? | [ widget [ [1o0
[ [ 100 | 200.00 | 200,00
[ 1v000000B0 | 4/25/2018 103 [Test Part #1 [ [t
[ [ 200 | 55.29 | 110,59
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The Component check box displays the following form.

Advanced Search
Aszset Type: Vv || Asset #: 100 v | Orion 40" 2015

Stating Search Date:| g | Ending Search Date:|
Item #: li []Must Be Exact Match

[|Labor\Outside [ | Material Components [ | Master

1Al Work Orders

Operation Code: "

Repair Type: v

#4 Component History

Wi # Date Descnption 1

Component #

Descnption 2

| 1¥000000BO | 4/23/2018 |5 RPLLIFT BAY 1

[v [1o0

|Install

|HPL Lift in Bap One

The Master check box displays the following form.

Advanced Search
Asset Type: |V || Asset #: 100 | Orion 40° 2015

Starting Search Date:[ || Ending SearchDate:[ |[@
ltem#:[ [ ]MustBe Exact Match

[]Material [ Components [/|Master Repair Type: | |,

[] Al work Orders

Operation Code: =

[]Labor\Dutside

]

Close
Time

Repair  Open Close Problem Vand-
Type Date Date Code alism

Open
Time

Asset

‘Work Order #  Type Asset #

Description

Comments

D | 472672018 [ 3322M | [ [ 1 O

[ 1vondooo7z Brakes wery loud

v [0

[ Zvanaono0z D | /262018 [ 417 FM | [ [ 1

v [700 O ‘

Update

All work order entries are updated to vehicle component history, inventory master, and perpetual. General

ledger entries are generated. Once updated, no changes can be made to Asset Type, Asset Number,

Repair Type, and Class Code or assignhed Inspections.

Work orders can be individually updated or as a batch.

Either method requires a GL Posting Date be entered. The GL journal entries generated will have this

posting date.

The default is set to update all work orders transactions
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Individual Work Order update

Enter GL Posting Date

Click Update.

The Work Order # is still populated — only this work order will be updated.

All transactions default to be updated. Uncheck any transactions that shouldn’t be updated at this time.

Work Order Entry
Work Order #: 100000050 2 Asset Type: [V Asset #: [100 Open Date: [ 12/04/2017 Close Date: ’7
Transaction Date: |04/26/2018 | @ GL Posting Date: |4/26/2018 | @
Next WO #
Update Labor Master
Update Material Totals
Update Outside Costs 0id Notes
Mew Notes
Update Component Transactions Dther Notes
Update Finished Goods Labor
Start Open
Material
Dutside
Defects
Warranty
Components
Tools
Inspections
Search
......... TS
Click Start to begin the update.
Work Order Entry
work Order #: [1/00000060 2| Asset Type: [V Asset #: [100 Open Date: ’m Close Date: ’7
Transaction Date: |04/26/2018 | @ GL Posting Date: [4/26/2018 @
) Mext W0 #
Update Labor Microsoft Access Master
Update Material Totals
Update Dutside Costs Update Work Order # 1V00000060 0id Motes
i Mew Notes
Update Component Transactions Continue? Other Notes
Update Finizhed Goods Labar
Start ver Open
Material
Dutside

Pending Work Order update

This will update all work orders in pending status.

Click Update.
Work Order Entry
wWork Order #: 7 Asset Type: ’T Aszset #: 100 Open Date: | 12/04/2017 Close Date:
Transaction D ate: & GL Posting Date: 4/26/2018  |@
Next Wi #
Update Labor Master
Update Material Totals
Old Mot
Update Dutzide Costs oles
. New Notes
Update Component Tranzactions Other Notes
Update Finished Goods Labor
Start Open
Material
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All transactions default to be updated. Uncheck any transactions that shouldn’t be updated at this time.

Click Start to begin the update.
All work orders that have been flagged to update in the Pending list will be updated.

Work Order Entry

Work Order #: 2? Asszet Type: |V Asset #: 100 Open Date: | 12/04/2017 Close Date:
GL Posting Date: (4/26/2018

Transaction Date: F

Update Labor Microsoft Access Master

Update Matenial Totals

Update Dutside Costs Update Pending Work Order(s) 0id Hotes

New Notes
i Continue?
Update Component Transactions Dther Notes
Update Finished Goods Labor
Start 0

Material
Dutside

Once “Yes” is selected on the above prompt the following Work Order Update Audit Report will print. Use
this report to check that entries were made correctly (especially Class Codes!). To print, use the File drop-
down option and select print. This is your last opportunity to fix an erroneously coded work order before
update. Look this page over carefully!

Work Order Update Audit Report

Work Order # [1wnnnnanss Open Date: A7 | 119700 A4 Close Date: | [ Status: [new Repair Class: | & Vandalism: | n
AssetType: | v Asset#: [123 Mileage Reading: 732 Mileage Ltd: 733 HoursReading | Hours Ltd: | 0
Opened By: | ] Class Code: Problem Code: Customer #: Billing Frequency:
Quantity Complete: Task Code: Out Of Service: | Return To Service:

Created: |ododd [ 11/6/2017 11:22.57 A [FNWO WorkO rderE ntrvF om

Updated: [ndndd 11RPNT 119257 A [FNWO WorkD rder ninf om

Description: | Comments: |

Work Order #: [1v00000081 OpenDate: | 12472017 | 4:26:00 P Close Date: | I status: [New Repair Class: [ G Vandalism: | 0
Asset Type: ’T Asset# [1111 Mileage Reading: Mileage Ltd: Hours Reading: | Hours Ltd: |

Opened By: [19345 |atien Rerta Class Code: 00 Problem Code: 1 Customer # Billing Frequency:

Quantity Complete: Task Code: |100 Out Of Service: | Return To Service:

Created: [afinenbanm [ 12142017 47706 P [FNVM CamnainnVehiclesFarm

Updated: [gficenbaum [ 12/4/2017 4:27.06 PN [FNWM CamopaianvehiclesForm

Descriptiorn: | Comments: |

Material
Transaction Extended
Date Item # Description Quantity Unit Cost Cost Overhead Total Cost
| 4232018 |NonTest [Men stock item I 0.00 | so.00 | so.00 | so.00 | 50.00
Total Material: | snon | snon | 0 00

Once printed or viewed for accuracy, close the report. The next report that is generated is the Report Totals
section of the Work Order Update Audit Report.

Work Order Update Audit Report
Report Totals Extended
Cost Overhead Total Cost
L Labor Total: | g17a75 | s0.00 | S178.75
M Material Total: | 2101.44 | s0.00 | S101.44
ReportTotals: | 517875 | so.00 | 517875
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Once printed or viewed for accuracy close the report and continue with the update. User will be prompted
to confirm if the report printed correctly, and all data entered is correct. To proceed with update, click YES
to update the work orders or NO to abort the update and go back and make corrections.

Microsoft Access

e Did the audit report print correctly?

If “Yes” was selected above then the next report prints titled Work Order Update GL Distribution Audit
Report. This illustrates the journal entries that will be generated to the WO subsidiary journal.

Work Order Update GL Distribution Audit Report
Fiscal
Year DMvE Account # Work Ordar # Dats Lins £ Debits Cradits
2018 CATA 1030115000 rveniany
100000072 LIRS 108 S101.44
2018 CATA 1030115000 Account Tokls: F101.44
2018 CATA 5020104106 CB - F/Ben - FICA - Mechanks
100000072 HIG2018 107 $100.00
1w00000072 41262018 107 $100.00
3W00000014 222018 a5 STETS
3W00000014 222018 a5 STETS
2018 CATA 5020104106 Account Tokls: F1TATS F1TETS
2018 CATA 5049904190 CB - Malntenance - Revenue Vehlkcke
1w00000072 41262018 108 3101.44
2018 CATA 5049904190 Account Tokls: 3101.44
Errors: g Report Totals: 528019 $280.19

If GL Distribution report printed correctly and is error free, then click “Yes” to proceed with update or “No”

to abort.

Microsoft Access

o Did the GL Distribution audit report print correctly?

Following prompt indicates update has completed. Click OK to return to Work Order form.

Page 61 of 116



Work Orders Module

NOTE: All entries processed through the update must be error free in order for the update to truly
complete. Example: If 100 parts are being updated and 1 part doesn’t have sufficient on hand
guantity to issue out none of the parts will be updated. Review reports carefully to avoid this
problem.

Microsoft Access

? Update completed.

Print

Select Print to print the current work order with bar code for scanning, Labor and Material including blank
lines for mechanic entries. (The number of blank lines was chosen during setup). Note: if Defects have
been added to the work order, they will display at the bottom of the page
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GA Transit
Work Order £ 1V00000159

L
OpenedOn: [ 3102020 | Completed:| | H“‘ H“

Repair Type: |I

Class Code: | 100 | Fixed Route |

Opened By: | I | 1vooooo1ss

Vandalism: | Mo

chicle 123 Odometer:
[Gilig 4z 017 2017 | Ltd Mileage:

Serial #: (357548525741 |
Assignment: [Wheelchair Ramp |

Labor/iQutsidelabor
Date Emp/Ven Op Code Hours

Comments

Materials I Components

Date Iten / C omponent Description Cruantity Unit Cost
Reported Defects
By Problem
Date Emp # Code Problems Comments

| 3920201093 7 Wandals paired fe rear panel of e bus with a
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Pending
Use Pending to select work orders for batch update.

All Pending Work Orders will be flagged to be updated as the default except for those Work Orders that
were created through Inspection Planning (PM Checklist), Campaigns, Road Calls, and Safety Defects.

e The Update check box can be manually selected or de-selected.
e To uncheck the Update flag for all work orders, click the De-Select All button.

e To Select or De-Select a range of Work Order numbers enter the From Work Order # and Thru
Work Order # fields.

e Only work orders with Update flag checked will be in batch updated.

Work Order Entry
Work Order #: 2 Asset Type: |V Asset #: (100 Open Date: | 12/04/2017 Close Date:
Transaction Date: - GL Posting Date: |4/26/2018 @
Pending Update From Work Order #: w  ThruWork Order #: " De-Select All Next W0 i
- Master
Repair -
Work Order ##  Priority  Problem Problem D ipti Destination # Open Date Open Time Type Enors Update Totals
[1v00000070 [ 17 ] 1 |Brakes [100 | 2/2z2/2ma| 12:4300pm D O Oid Notes
Error Message: Completion Status: | New Notes
Other Notes
Created: |dfigenbaum | 2422/201812:40:35 PM |FNVP_SafetyDefectForm Labor
100000053 [ [ [ [ [ 2r22/201a | 120800 pm O foen
Error Message: Completion Status: | Material
Dutside
Created: | dfigenbaum | 2/22/201812:08:35 PM |FNVF_RoadCalEntvFom Defects
W, b
Tvoooooose | | | 1o [ 25208 @ie00am |1 L arranty
- Components
Error Meszage: Completion Status: |
Tools
. Inspections
Created: |dfigenbaum | 2/5/2015 318:07 &M [FNvM_CheckListForm S
earc|
|/00000016 [ 1] 2 [Tires 1200 [ 12."’2_2.-"201? | 38500 pm s} O - Update
Record: M 1of8 b M Search Print
Pending

After Update selections are made, click Update to complete. Work Order Audit Report and GL
Distribution Report are generated for review. All work order entries will be updated unless Errors occur.
Return to Pending form to view errors on work orders. Double-click work order # to select and correct the
errors.

Closing a Work Order

Enter a Close Date and update individually or in a batch. When work orders are closed and updated,
Inspections will roll over based on Class Code reset setup; Overhauls for components will be updated,
Vehicle Problems Road Calls and Defects will be updated.

Note: Labor, Material and Outside costs can still be added or removed from the work order.

Update will update just the work order currently on the screen. Pending will bring up all work orders
which need updating to be closed in one batch.
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Work Order Entry

Transaction Date: |04/05/2017 | @

Work Order #: |1900001231 ? Asset Type: ,T Asset #3911 Open Date: | 03/24/2017 Close Date: |
GL Posting Date: ]

Odometer: T2ER2.0 Ltd Mileage: Pl ]
Hours Reading: Ltd Hours: 0.00

Description: % Comments:

Open Date: |3/24/2017 @i | Time: EAEE Problem: v Close Date: &i | Time:

Asset Type: vV .| Asset 3 911 w ||GILLIG 2009 72652 []¥andalism
Class Code: M| Repair Type: [G |, | [General Vehicle Repair

Opened By: vl Customer #: vl

Task Code: v [ Completion Status: [wP w |[Waling_Parts

Gty Completed: Estimated Repair Time: 1 Out DF Service: =

Retumn To Service: &

Down Time: |

Change battery

Created: |pdndd ‘ 3/2472017 31318 &M |FNWD_kaDrdarEntryme

Updated: |pdudd ‘ 3424207 10:07.37 AM |FNWU_WulkUrderntryFulm

Status

New

Next WO #
Master
Totals

Old Notes

MHew Notes

Other Notes
Labor
Open
Material
Outside
Defects

W arranty

Components
Tools

Inspections
Search
Print

[ o]

Asset Status

Employee Assignments

Employee Assignments

Employee Assignments

Employee Assignment Supervizor Edit

|
Employee Assignments Inquiry |
|
|

(3]l =

6| Return to Previous Menu

=

LL- AL ARt

Work Order Assignments

The Employee Assignment program allows a mechanic to clock in and out of a specific work order in
Fleet-Net. Labor is tracked in the system by specific work order and labor operation code. When the
task is completed, it writes a labor transaction record to the WO master. Employee may create Work
Orders via this screen if they are given access in setup. Mechanics will use the Notes option to insert
specifics about the job. They will also be able to add parts, add defects to a work order, and complete

the inspection checklist (for inspection work orders).

Work Order Assignment

Employee #: [ [ 2/21/2020 3:56:46 PM E

Who's
Clocked In

Who's
Clocked Out

Defects

Inspections
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A user can enter labor time into an existing work order or create a new work order (if allowed access).
The following instructions will illustrate how to clock into an existing work order, how to create a new WO
via the Employee Assignments form, add notes, etc. Before the Employee Assignment form can be
utilized, the user must have been set up via the Employee Setup and have a PIN created. Contact the IT

or Payroll department for PIN assignments.

Clocking In

User will enter Employee # and press Enter. The PIN # field will appear. Enter PIN # and press Enter.

Work Order Assignment

Employee #: =
PIN #: ||

|Pat Dodd

272172020 11:30:00 AM |
)

The following form will appear. Enter the WO# or use the drop-down option to locate an existing WO.

Work Order Assignment
Employee #: == [Fatricia Diodd 47572017 2:11:40 PH -
il
‘Work Order # Operation Code ® Time In Time Out Total Time Dpen Work OId Notes
v ? | Asset Status Mew Notes Who's
Search Display WO Clocked In
% Who's

Clocked Dut

Create WO &

If the WO# is not known, the user can click Open Work to view all open WO's. The list displays in Open

Date and Time order descending.

Work Order Assignment

Employee #: == [ wm

272172020 3:59:35 PM ]
)

Work Order #  Dperation Code Time In Time Out Total Time E Open Work ; 0Id Notes
100000115 | ~||? ® [ [ [ Asset Status New Motes
| | Search Dizplay W0
Open Work Orders
Open Open Rep
Work Order #  Pri# Problem Problem Description Asset # D ate Time Type Completion Status
| 1%00000113 | | 3333 8/13/2M8 || 11:13:00 am 1 |
| 1w00000114 | | 3333 8/13/2M8 || 11:13:00 am 1 |
| 1%00000115 | | e _01 10410/2018 || 7:55:00 am 1 |
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Right mouse-click within any column such as Asset # to sort the list in that order. In the pop up, click
either the Sort A to Z or Sort Z to A option.

Subform >

21| sort A te
ZLl ] sort Z to a

Double click the Work Order # from the list to populate it in the work order field of the form.

Another option is the select the drop-down option from the Work Order # field. The list is in WO #
descending order. The first two characters of a WO # are the location and asset type. If WO’s for another
area such as facilities start with “4” they will appear at the top of the list. To access the vehicle WO’s
which may begin with a 1, begin typing 1V within the Work Order # field and it will take the user to that
portion of the list, then click the WO from list to populate the field above.

Work Order #  Operation Code Time In Time Out Total Time Open Work 0Old Notes

~ ~||? | | | Asset Status New Notes

whorkOrdero Dez Destinationto Fiep ProblemC Prio| DpenDate OpenTime Aszzigned Ta WO
100000134 Yo am G 9/10/2m13 3:35:00 PM
100000131 Yoo 100 W1 1 | BA19/2009 2:50:00 P
100000113 Yo 1111 G 4 10/12/2018 5:07:00 P

Once the WO is selected, the Labor Operation Code must be selected. The code can also be typed
directly into the field.

Work Order Assignment
Employee #t: |+ |F‘atricia Anne Dodd ‘ 3/10/2020 10:09:38 AM |
[
Work Oider #  Operation Code Time In Time Out Total Time Im‘ 0Oid Notes
1w00000118 || |99 ~ ® | 272172020 5:56 PM ‘ Asset Status New Notes Who's
|Resource | i Search Display W0 Clocked In
Open Date: [10/12/2018  Time: | 5:07 pm Close Date: | Time: | Who's
Asset Type: Asset #: 1111 2017 Gillig [ ¥andalism Clacked Dut
Class Code: 100 |F\xad Foute Repair Type: |G |Genera| Yehicle Aepair
Opened By: 3332 |Don\yn Customer #: | Material
Task Code: 200 |Engines Completion Status: V | Defects
Problem: 4 |Unknown Estimated Repair Time: l— Dut OF Service: ’7 & Inspections
Ddometer: ’W Ltd Mileage: ’7850 Return To Service: ’7 ] Print
Hours Reading: ’7 Ltd Hours: ’7000 Oty Completed: l— Down Time: |
Description: Comments:
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To see a list of codes, click the [ | button. The following form appears. The drop-down options will display
the list of labor operation codes in Description order.

= FNWO_OperCodeSearchSubForm |
Wildcard Search: |

Description: |

Dperation Code: | Brakes
Electrical

Glazs
Interion

Tires
Transmission

ENE ) I PR R

Click the code from the list that best describes the type of work about to be done. The code will be

populated in the description field. Double click in the Operation Code Field to populate the code into the
main form.

=] FNWO_OperCodeSearchSubForm
Wildcard Search: |

Description: Brakes

Operation Code: |1

Once the Work Order and Operation Code have been populated, the user is ready to clock in. Click the
clock to begin tracking time.

Work Order Assignment
Employee #: | |Lisa Lopez 57372018 3:14:38 PM ]
A
Work Order #  Operation Code Time In Time Out Total Time Open Work 0Old Notes
WOODD00&D || 1 ) ® | | | Asset Status New Notes
|Brakes Search Display W0

User will get the message below. Click Yes to proceed with the clocking in process.

Microsoft Access

g Do you wish to clock in now?

Click OK to confirm.
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Microsoft Access “

o You are now clocked in.

The form will now populate with the time clocked in. Notice the two buttons, Material and Defects, are no
longer grayed out. This is so the mechanic can add both to this work order.

Work Order Assignment
Employee #: = | | 272172020 4:17:10 PH T
A
Work Order #  Operation Code Time In Time Dut Total Time 0OId Notes Enter Time
1WO000m3 | | 5 w | 27212020 415 PH ‘ Asset Status New Notes o
[Tires | 35657 Search Display W0 Clocked In
Open Date: |Ef1 9/2019 Time: ‘ 250 pm Close Date: Time: | Who's
Asset Type: |V Asset #: 100 2015 Orion 40" [J¥andalism Clocked Qut
Class Code: [100 [Fived Foute Repair Type: [w/ [wraranty Fiepair B
Opened By: 3333 |Dnn\yn Customer #: | Material
Task Code: 100 |B|akas Completion Status: = | Defects
Problem: |1 [Brakes Estimated Repair Time: ,— Out OF Service: ,7 F Inspections
Odometer: ,W Lud Mileage: [ 29820 Retun To Service: [ (@ Print
Hours Reading: 'W Ltd Hours: [ (000 Oty Completed: |— Down Time: [~
De:mﬂ: EM:

Materials

Click Material and here is where the mechanic can add parts to this work order. If parts were scanned
with a handheld unit, they will display here. The top two parts were keyed in; the last two scanned, as it
shows the mechanics number and time scanned.

Material E vtended
Date NIS Item # Description Quantity Cost Cost
d EFEETE) @ [ [GASKETTEST | @k |Gasket

Updated | | 500 | 239 | 11.95
282020 [@| O o2 | @& |[Token

[] Updated | | 1.00 | 5E7 | BE7?
20202020 @ [ [FFa07g ik |Fi|ter, Fuel, inline, genset, generatar

[] Updated |39 Time: 16:17:03 | 200 | 000 | 0.00
22172020 (@ [ [999-333 | @& |Left side Flange

[] Updated |39 Time: 16:17:30 | 2000 | 18.85 | 37698
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Defects
Deferred Defects are added in the Vehicle Problems module and can be added to any work order for that
vehicle. Click Defect to see if there are any reported defects waiting for repair. The following will display.

Defects Reported Un-Assigned
Defects i Defects

Click on Assigned Defects to see if any defects have already been added to this work order. Click Un-
Assigned Defects to view any that can be added to this work order. To add an unassigned defect, click
the Assign box.

Work Order Assignment
Employee #: === | = n | 27212020 4:26:57 PM ]
o
Defects Reported Assigned Un-Assigned
Defects Defects
Opened
Date By Problem
Reported Emp # Code Problem Deszcription Comment Aszzign
| 2/z1/z020 | 1080 | 3 ['windawes [\windaw behind driver. WWindow rubber e D’

This will add the defect to the work order.

QA Transit
Work Order # 1V00000131
Opened On: 6/19/2018 Completed:
SHa— ]
Class Code: ‘ 100 ||F\xed Route ‘
Opened By: 3333 | [Doniyn | 1v00000131
Vandalis m:
Vehicle 100 — |  Odometer: 7,625.0
[orion 402015 | Ltd Mileage:
Serial # [IFRS5335533533 |
Assignment:
Labor/iOutside Labor
Date Emp/Ven Op Code Hours Comments
Materials /| Components
Date tem / Component Description Quantity Unit Cost
7/52018| [cASKE TTEST Gasket 5.00 2330000
29r2020)[02 [Token 1.00 5673481
221/2020{|FF 5079 Filter, Fudl, inline, genset, generator 88 Time: 16:17:03 2.00] 0.000000
2121/2020)[p98-333 Let side Flange 89 Time: 18:17:30 20.00 15.84024¢
Reported Defects
By Problem
Date Emp # Code Problems Comments
[ 221 12020] [1050 B | Windows | \INindnwbehind driver Window rubber eduing is
008
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It will also display in the Vehicle Problems module on the Deferred Defect Entry screen.

Deferred Defects Entry Begin Date ¥ an
End D ate B
Reported Date: |2/21/2020 &
R Begin Yehicle
Yehicle #: " =
L End Vehicle ALL Ut
Reported Reported Problem Problem - Master
Vehicle # Date Time Seq # Type Code Vandalism ‘Work Order #
M Am 272020 [ 412FM 1 bz [o O 100000131 Show History

Operator: 1011 - Dperator Mame: =
Opened By: 1050 v Opened By Name: ~
Comment
"Window behind driver. Window rubber edaing is loose. Wind whislkes through it whnen we are going dawn the road

Inspections

If the current work order is an Inspection work order, clicking Inspections will bring up the screen below.

Work Order Assignment

Employee #: = |Patricia Anne Dodd 371072020 10:21:10 AM —

Inspection I1d: | 0102 Inspection 3| 1 |Quarlerly
Last Done: | 1142542019 20359 P Inspected: |
[JUpdated Mileage Hours Days

Actual: Ii ’7 ,W

Forecast: liﬂﬂ ’7000 W

Parts List Since: IW ’7000 W
Check List | Remaining: liuﬂ ’7000 ’—14

Delete | | | Inspection Due

-
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The user can access the parts needs for this inspection by clicking on Parts List. “No Parts List Found”
will display if the list has not been created in the Inspection Master. Parts List will display with quantities
needed as seen below. Location button will display Warehouse and Bin Number. This is for information
only as not all parts are needed on every inspection.

o0z I

| 2 [1234554321 | 2[ EA [Widgt [Locatio |

| 3 [12646512 | T EA [Fiter, Fuel, Aboc 5123

Locatio

The user can access the checklist items for this inspection by clicking on Check List. Pass or Fail must be
chosen for each item.

TVOO00m5S |T [PA]

WCR  |Wheelchair Ramp 0 |

N O ok e
Passed
ne O MF L

Drive chain, sprockets, ider puleys  |Loaks good |3!1D,’2D2D1D:15:18AM |3!1D,’2D2D1D:52:ZEAM i |_

Stow [atch mechanism, solenoid Stow [atch broken. Ordered wil be |3ﬂ 0/2020 10:15:13 AM |3ﬂ 0/2020 10:52:57 AM |_

e linkage here tomomow
Field Description
ltem # Populated from the Checklist Items set up in Inspection Planning menu
Pass Fail Once user clicks onto a line item, they must choose Pass or Falil
Insp Code These codes must be entered in the Miscellaneous Code setup in WOO01,

Option #2. These are user defined. Optional

Inspected By

Tech can enter their name or employee number here. Optional

Description

Populated from the Checklist Items set up in Inspection Planning menu

Comment

User can type in a note in this box. Double click in this field to bring up a
larger screen to type in or to read the existing note. Optional

Date/Time Created

Date the inspection work order was created

Date/Time Inspected

Click the blue calendar symbol to note when the item was completed.
Optional

Attachment

Populated from the Checklist Items set up in Inspection Planning menu, if
applicable
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Click the bus icon in the upper right to exit the form. The following prompt appears. Click Yes to exit and

begin work.

Microsoft Access

9 Do you wish to exit time entry?

Adding Notes

Once the repair work is completed, the user will enter their employee # and PIN # to access the form
once again. As they are clocked into a work order, the number will populate automatically in the Work

Order # field.

Before clocking out of a work order, the user must enter comments or findings regarding the repair via the
Notes button. As seen below, there are two separate notes buttons: Old Notes and New Notes. The user
must be clocked into a work order before being able to input New Notes. However, they do not have to

clock into a work order to read its Old Notes.

Work Order Assignment

Employee #: [~ |Pat Dodd | 2/2172020 5:07:35 PM =

A
Work Order #  Operation Code Time In Time Out Total Time DOpen Work Old Notes
WO0000115 [ | |7 ® | Aszzet Status Hew Hotes
| Search Dizplay W0

Click New Notes to enter notes. A blank form will appear for both the Comments and Attachment fields. If
the user has already created a note in the past for the WO, then their notes that were entered before will

appear.

Work Order Assignment

Employee #i: [+ [Lisa Lopez

[ 57372018 3:59:49 PM E

Work Order # Dperation Code Time In

Time Out

Total Time | Dpen Work 0Id Notes Enter Time

o

/00000060 [w | [1 v
[Brakes

57372018 3:59 PM |

[ Asset Status | New Notes %
Display WO

Wh

0's
Search Clocked In

»

Document Code:

Comment:

Attachment:

Who's
Clocked Dut
Create W0 #

Material

Created: | [ [

Updated: | \ I
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Click into the Comment box and
typing notes below the date.

the system will automatically date and time stamp the record. Begin

Work Order Assignment

5/3/2018 40157 PM
Brake pad are on back order

Employee ft: [Liza Lopez | 57372018 4:02:27 PM -
/)
Work Order # Operation Code ® Time In Time Out Total Time Dpen Work 0Old Notes Enter Time
1W00000060 || |1 v [ 5/3/2018 359 PM | Asset Status New Notes T
0°s
|Brakes Search Display WO Clocked In
£ 2 ; Who's
D t Code:
ocument Code: MechanicsMotes Clocked Out
Comment: Attachment:
Create W0 #
Material

Created: [dfigenbaur

|5/3/2m8 4:01:22 pm [FHw0_EmployessssignmentF om

Updated: |

By clicking Old Notes, the user can view all notes entered by the user themselves as well as other users
regarding this work order. The user cannot alter any of the OLD NOTES by other users, only their own.

Work Order Assignment
Emplogee #: [~ [CaLopez BEEEIEELLE u
&
‘Work Order # Operation Code Time In Time Out Total Time Open Work Enter Time
1400000060 o] 1 = @ [ 5/3/2018 359FM | Asset Status otes whor
Search Display W0 Elnnk;dsln

[Brakes

Document Code: MechanicsMotes

Who's
Clocked Out

Dperation: [1 [Brakes

Employee: [[isa

Comment:

[Copez
Cieate W0 #

Attachment:
Material

5/3/2016 40157 PM
Brake pad are on back order

Created: [ffigenbaum

‘EISJZDTE 4:01:22

[FHWO_Employeshasignmentt oim

Updated: [dhigerbaum

Record: W 10of1 H

‘EISJZDTE 4:07:08 pm

[FHW0_Employeshasignmentt oim

Search

Clocking Out

Once notes have been added,

the mechanic will click the clock face to clock out.

Employee #: ===

Waork Order Assignment

[Pick McClellan, Jr. [ 7242017 8:07:11 PM

Work Order # Operation Cod Time In Time Out Total Time Open Work 0Old Notes
300000001 v 2 v ® y 7/2472017 8:07 PM Asset Status New Notes
Search Display WO

Glass
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Click Yes to clock out.

Microsoft Access

9 Do you wish to clock out now?

Confirmation message appears. Click OK.

Microsoft Access

Work Order # 1V00000060 has been updated
and you are now clocked out.

Once the user has clocked out, a new labor entry record is automatically written for the corresponding
WO. The record can be viewed via the Work Order Entry form.

Work Order Entry

Work Order #: [1%/00000050 7| Asset Type: IT Asset #: [100 Open Date: | 12/04/2017  Close Date:
Transaction Date: |05/03/2018 | g GL Posting Date: ]
- Next WO i
Labﬂr Emp #t Employee Name 7 Extended Master
Date Oper DOper Description Hours Rate Cost o
otals
IEEEE IED | [IosE Baker TETES
Updated |1 w|? |Brakes N Nu :s
Time Staited: Time Completed: | | 400 | 25.000000 | 100.00 ew Moles
04/25/2018 04/25/2018
4 /26/2018 g | 3011 w | [log E. Baker Dpen
Updated w2 | Material
Time Started: Time Completed: | | -100 | 25.000000 | -25.00 Oulside
04/26/2018 04/26/2018 Defects
57437208 |g 002 w | |Lisa Lopez Warmranty
[]Updated |1 w||? |Brakes Components
Time Started: 5/3/2018 316PM  Time Completed: | 5/3/2018 343 PM | 27 | 31500000 | 1418 Tools
5432018 | 0316 PM B42/2018 | 0343PM Inspections
* & wl | Search
[] Updated w2 ] Update
Time Started: Time Completed: | | Print
Pending
Asgset Status

Creating a New WO

New Work Orders can be generated via Employee Work Order Assignment. Users must first have been
given permission to create WO'’s via the Employee Setup option. Create WO # will not be visible to those
users not given access to create work orders.

Sign in with employee # and PIN #. Click Create WO #.
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The following form appears. The Location, Asset Type, Repair Code and Class Code fields will
automatically populate with the defaults that have been setup for the employee via the Employee Setup
form. The defaults can be set for the type of work orders the employee creates the most. They can be

overwritten here by selecting another choice from the drop-down options. Either way, all fields must be
populated.

Work Order Assignment
Employee &: |*+= |L|sa Laopez 54372018 4:25:04 PM =1
A
Create New Work Order Enter Time
Location: vl Wha's
Clocked In
Asset Type: | Asset #: v View Open Work
g o Orders Who's
Repair Type: v | Clocked Out
Class Code: = | Create Work Order Croate WO 8

Click the Create Work Order. The following prompt will list the newly created Work Order #. Click OK to
proceed.

Microsoft Access H

o Work Order # 1V00000079 Created.

The newly created work order # will automatically populate at the top of the form ready for the user to
select an Operation Code and clock in. At this point, the new work order can also be accessed via the
Work Order Entry form. The work order creation process is complete.

Work Order Assignment
Employee &: |#=* |L|sa Lopez 54372018 4:42:33 PHM ]
A
Work Order #  Dperation Code Time In Time Out Total Time Open Waork 0OId Notes
V00000079 [ v? ® [ Asset Status || New Notes
- Who's
[ Search Display W0 Clocked In
Who's
Clocked Dut
Create W0 #

The system will not allow a user to create a new work order for an asset/vehicle with the same Repair
Type if an open work order already exists. The following prompt will appear. The next step will provide a
tool to help identify which work orders are still open.

Microsoft Access “

\ An Open Work Order already exists for this repair type.

Work Order #: 1V00000062
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One option that is available during the work order creation process is the View Open Work Orders. It
works in a similar fashion as the Open Work described in Clocking into a Work Order. However, this
option will show open work orders for just the Asset # entered. In the example below, there is just one

open work orders for vehicle 1111.

Create New Work Order

Location: [1 |- |Main Garage

Asset Type: v | Asset #: 1111 ~ mg 207 1850

Repair Type: |G [ |General\"’ehicle Repair

Class Code: 100 w |Fixed Route

Yiew Open Work
Orders

Create

rder

3% Open Work Orders

Open Open Repr
Work Order # Date Time Priority Problem Problem Dezcription Type Completion Status:
| 1000007118 | 10122018 | 5:07:00 pm | | 4 | G |

Who’s Clocked In/Out

Another feature within Employee Assignments is the ability to see who is currently clocked into a work
order and who is not. A user can access these two buttons directly without having to sign in with their

employee # or PIN #.

Click Who’s Clocked In to see all users currently clocked into a work order via Employee Assignments.

Work Order Assignment

Employee i | | 57372018 4:48:50 PM

-
(]
Employee Name Work Order #  Oper Code Description Time Started -
Enter Time
|Bob Mecham {300000018 1 |Brakes [ 4/30/20018 4:54:45 PM
[Rick McClellzn, Jr. [1/00000053 [ [Brakes [ 10A16/2017 10:12:43 AM E.:itgj In
Who's
Clocked Dut

If no users are clocked in the following prompt will appear.

Microsoft Access n

o Mo one is clocked in.

Click Who’s Clocked Out to see a list of names of users that are not clocked into a work order.

Work Order Assignment

Employee i#: | 573720018 4:49:46 PM

Employee Name

Enter Time
|Dnn|_l,ln
Who
[Jos E. Baker Cluck:t‘:ln
|M|chae\ Beckwith Who's
|Test Employes Elnckedﬂul

|Lamy Hoak

|David Ormsby

|Snphia Tapetila
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Work Order Assignment Labor Inquiry

This form is for Inquiry only to view Who’s Clocked In, Who’s Clocked In, Display WO Labor, and Print
WO Labor records. Who’s Clocked In/ and Who’s Clocked Out can be reviewed without an Employee #
being entered.

Labor history can be reviewed for a single employee by entering the Employee # OR all labor history for all
employees can be reviewed by leaving Employee # field blank.

Click Who’s Clocked In to see all users currently clocked into a work order via Employee Assignments.
The list will display the Employee Name, Work Order, Operation Code, Description and Time Started.

Work Order Assignment Labor Ingquiry
Employee #: vl
Emplopee N ame Work Order #  Oper Code Description Time Started :
|Lisa Laopez |1VDDUDDU?9 | | | | Clocked In
|Bob Mecham |3v00000016 1 |Brakes | 4/30/2016 4:54:45 PM Who's
[Rick McCiellan, Jr. [1W00000053 [ [Brakes [ 10/16/2007 10:12:49 &M Clocked Out
Display
[erta Allen [Foooononz | | | wisplay
Print
W0 Labor

Click Who’s Clocked Out to see a list of names of users that are not clocked into a work order.

Work Order Assignment Labor Inquiry

Employpee #: - |

Employee Hame Wha's
|Dnn|yn Clocked In
|Joe E. Baker Who's
[Michael Beckswith  Clocked Out |

Display
|Test Employee WO Labor
|Larmy Hoak =

Print
|David Ormsby W0 Labor
|Sophia Tapetilla

Click Display WO Labor to see a list of all labor updated to Work orders for the selected employee or
leave blank for all labor entries

Work Order Assignment Labor Inquiry
Employee 1: = |
Operati Tiperat 7 :
Work Order # Date Code Employee Name Time Started Time Completed Hours Who's
Clocked In
[1vD00000ED [o5/ma/z018 1 [Brakes
A = e . Who's
[Lisa Lopez [ 5/3/2018 35338 PM | 5/3/2018 42312 PM | 24 B
[1vD00000E0 [os/ma/z0m8 1 [Brakes s
[Lisa Lopez [ 57372018 5.16:03 PM | 6/3/2018 34306 FM | = | WD Tabor
[3/00000016 [ 042072018 1 [Brakes i
[Bob Mecham [ 473072018 256:05 PM | 4/30/2018 4:50:27 PM | 1:54 WO Labor
[ 00000016 [ 0472072008 1 [Brakes
[Bob Mecham [ 4720/2018 45257 PM | 4/30/2018 45416 PM | 02
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Click Print WO Labor to preview a report for all labor updated to Work orders for the selected employee

Work Order Employee Assignment Labor Audit
Transaction Operation Operation Description /
Work Order # Date Code Employee Name Time Started  Time Completed Hours
1C00000067 9/25/2014 31 CRANKING/CHARGING
JOHN E KELSO 25/201410:00:00 Ak 1041342014 8:49:59 AM 430:49
WorkOrder Totals: 1C00000067 430:48
100030437 6/28/2013 01 AJC HEAT VENT
JOHN E KELSO B/28/2071312:25:58 P 6,/28/2073 12:32:30 PM 07
100030437 6/28/2013 01 AJC HEAT VENT
JOHN E KELSO B/2B/20T312:12:06 P BR28/2013 12:22:13 PM 10
WorkOrder Totals: 100030437 A7
200014158 8/19/2013 22 AVAIL
JOHN E KELSO BAHE01312:30:24 P 819/2013 12:35:10 PM 05
200014158 8/19/2013 25 RADIO
JOHN E KELSO BAHE01312:35:36 P 9/26/2013 9:07:01 AM 908:32
2V00014158 8/19/2013 25 RADIO
JOHN E KELSO BNHE0T312:3435 P B/19/2073 12:49:29 PM 15
WorkOrder Totals: 2V00014158 908:52
Report Totals : 1339:58

Employee Assignment Edit Form (Supervisor)

This form allows supervisors to edit Time Clocked In or clock out an employee. Access to this menu item
should be limited to supervisors and above.

Click Edit.

Employee Assignment Edit Form

This will display only employees who are clocked in and have not yet clocked out.

Employee Assignment Edit Form

Employee Name Work Order #  Operation Code Time In Time Out Total Time | pdate
|Bnh Mecham 00000016 | 1 2 | 4/30/2018 4:54 PM | | Delete
Employee HName Work Order # Operation Code Time In Time Out Total Time | ypdate
|F|ick teClellan, Jr. 100000053 | o 1 ? ® | T0AE2M7 1012 &M | | Delete

Click the clock icon to populate the Time Out date and time field, or key it in manually. click Update. Click
Delete to delete the record entirely. The following confirmation message displays.

Microsoft Access

g Do you wish to clock out?
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Click Yes to continue, Click No to clear the Time Out field.
The Time In field can also be modified — the format must be mm/dd/yyyy hh:mm AM or PM

Once the time in and out are correct, the Total Time field is calculated.
The Update button will transfer the records to WO Labor. The following comfirmation message displays:

Microsoft Access “

o Work Order # 3V00000016 has been updated.

Work Order Status

The Work Assignment Display can be viewed on a large monitor in the shop to track all open work orders
or put on the mechanics’ menus so they can view it on their computers.

Work Order Status

1| Work Assignment ?

2| Completion Status Setup |
3| Work Order Status Maintenance |

4| Work Order Status Dizplay

16| Return to Previous Menu

13 [ [ [ | =

= (|| [ ] | 2

Completion Status Setup
This allows user to customize the Completion Status field on the Work Assignment display screen.

Enter the Complete Status Codes as they will be seen in the drop-down on Work Order Entry and on the
Work Assignment Display. Click the palette to choose a Field (background) Color and a Text (lettering)
Color. Try for contrast so they can be read on a TV screen or computer monitor in the Shop or in
Facilities.
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Completion Status Code Setup
Completion
Status Field Text
Code Description Color Color
» |E |Eu:umplete |18384 ) |85535
|IF' |In Progress |1E??‘?215 &%) |‘IIZ|485?EEI
|NS |Nu:ut Started |83888?2 ) |‘IE???215
|S |Stnpped |255 & |‘IE???215
|WF' |Waiting_F'arts |1E?‘?‘?‘EIBB &) |1E?‘11EBEI
Completion
Status

In Progress

Work Assignment

This screen will display all open work orders with their descriptions, who is clocked in to them, how long
the vehicle has been down and, based on the estimated work completion time entered in the Work Order
entry, will calculate the Estimated Completion Time and the % of time passed from when the tech clocked
into the work order. If the estimated completion time is four hours and the tech has been clocked into the
work order for 1 hour, the % Comp will show 25%. This will add all the labor entries for that work order
number.

This is a real time display and no fields can be changed here. If desired, the user must go to WO Entry or
Employee Assignment to make any needed changes. The following buttons can be clicked to re-sort this
screen: Asset #, WO #, Open Date/Time, Work Descripton, Employee Signed IN, Time Started, Oper
Code and Completion Status.

Click Work Assignment and choose the Asset Type.

Last Updated: | 5:37:27 PM 212112020 Friday

Work Assignments [asset Type: | - [

A Administration
B Buildings

C Components
E Equipment

F Facilities

G Grounds

I Inventory

M Maintenance
0 Others

P Project

S Shop Equipment %
T Tech

¥ WVehicle

W Wash

X Shelters

£ Bus Shelters
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Bl Work Assignments  AssotType: [ || fvehicle  Last Updated: | 8:26:17 AM 4112017 Friday
‘ ‘ Open Down ‘ Employee Time ‘ Oper | Completion Estimated %
+ Asset# WO # Date/Time Time Work Description Signed In Started Code Status Completion Time Comp
[ 1w 100001714 | 8A10/2076 0140 P | [Turbo blew again #6 [5id [ 407270821 AM[1004 | InProgress |
’_2|7DE ‘WVDDDDHEW ‘ B/1B/2016 09:47 AM ‘ |Change Engine Oil and Mystery Oil. Bus also ha“ ‘ ‘ ‘ New ‘
[ e [100001160 | 8A17/201607.47 AM | [Refuild engine [ [ [ [ MNew |
]_4|715 [3/00002092 | 612/2016 08:25 AM | [¥ehicla was Towad in with & transmission leak, 2 [Pat [ 4072017 0520 AM [1006 [ InProgress |
[ &[FasD [1v00001135 | 8A14/2016 1240 PM | [fo/e manual pump bio [ [ [ [Walting_Parts |
]_5|P143G [1/00001763 | 817/201610:33 P | [[oUD NOISE PULLY LOCATION [ [ [ [ MNew |
’_7|712 ‘WVDUDUIEQD ‘ B/26/2016 12:08 PM ‘ |Kneeler ride height goes up 1o high after kneeling‘ ‘ ‘ d
]73|5n2 [1/00001214 | 8/26/2016 06 44 AM | [Head sign glass Braken [ [ [
[ [TVINOOIZTG [~ 8/26/2076 0813 AM | [Reaclc cuts in ancf aut \ \ \ \
[ 101z [1v00001218 | 8/26/2076 0818 AM | [12000 Miles Inspecion for this new bus [ [ [ [
’Tl?ﬂﬁ ‘WVDDDDIEQW ‘ 3012017 07:52 AM ‘ |Endy repair left rear of bus needs repair and rep ‘ ‘ ‘ )
IRHEE [1v00001225 | 303/20171204PM | 381.23 [Pull brake drums and replace two fronttres. | [ [
W|Pn550 [1/00001793 | 6/24/2016 03:44 AM | [5000 Mites Inspection [ [ [
[ 14 [100001206 | /26/2016 0667 AM | [Bus Won'tstart [ [ [
]Tpna [1v00001223 | 3/01/201712.42PM | 40058 [Exterior lights slong lefisicke are notlighting | [ [
Wh}ﬂﬁl ‘1\/0000]222 ‘ HO1f201712:07 PM ‘ |mirmrrepair, by drivers seat. Hinge is stuck ‘ ‘ ‘
]T|5na [1vo0001227 | 3/07/2017 0431 PM | [RADIO S Stalicky thet | cannat understand the | [ [
WPSD? ‘WVDUDUIEQB ‘ 322/2017 11:04 AM ‘ 38126 |wmdaws on left side won't close all the way ‘ ‘ ‘ Stopped
[ e [1v00001230 | 32420170918 AM | 335.08 [lights on lef side bink [Tee [ 4072017 08:21 AM [1001 [ InProgress | 4/07/2017 0951 AM | 556
Wpu [100001231 | 3/24/2017 0319 AM | [Change batery [ [ [ Waiting_Parts |
Total Open Work Orders: 21 [[]Sort Descending H 4 » H Refresh | Start Auto Stop Auto Yehicle
Refresh Refresh Status

Field Description
Asset # Automatically populated — cannot be edited
WO# Automatically populated — cannot be edited
Open Date/Time Automatically populated — cannot be edited
Down Time This calculates from the Out of Service Date and Time entered on the WO.

L Automatically populated from the description entered when work order was
Work Description
created.
Employee Signed In This will populate when the tech clocks into the WO.
Time Started Automatically populated with the date and time the tech clocks into the WO
Oper Code Displays the Operation Code chosen by the tech when clocking in.
Completion Status This will display the status chosen on the WO.
. . This field calculates from the Estimated Repair Time from the WO. It will
Estimated Completion ' : .
Time total all time on the work order so far, including labor from another
mechanic

% Comp Calculated field- how much of the work has been completed.

Sort Descending

The program is set to display in ascending order. Use this button to change it to descending. Click
Refresh to have the change take affect.

Page Up/Down

4 4 ¢ P»

Click the center arrows to go up or down a single page. Click the outer arrows to go to the first or last

page.
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Refresh

Start Auto Stop Auto

stz Refresh Refresh

Use Refresh to do a refresh immediately. To set up autorefresh, go to the Work Order Miscellaneous List
(WOO01 #2) and choose WorkAssignment from the drop-down. Remove Completed Work Order is in
minutes so 10 means that every 10 minutes Work Orders with a Closed Date will come off of the display.
In the WorkRefresh field, choose the interval you want the screen to refresh (these are in seconds). In the
example below, 300 was entered so when you click Start Auto Refresh, it tells the screen to refresh every
300 seconds or 5 minutes.

Modify  Add Misc List Codes
Module: W
Type: ‘workdssignment v
Code Value Print
RemoveCompletedwiork 10
“workFefrash 300
»

Vehicle Status

This will take you to Vehicle Status in VM. There you can enter the appropriate code (user defined) and
see which vehicles that are available or down, etc.

0| Work Assignments AssetType |V [v|[vewicle ~ Last Updated:| 11:58:17 AM 5/4/2018 Friday
| ‘ Open Down ‘ Employee Time | Oper | Completion Estimated %

# Assetd WO # DatefTime Time Work Description Signed In Started Code Status | Completion Time Comp
[T [7o0000058 | 12/0472017 0345 PM | [ [ [ [ [InFrogress | [
[2[fon [o00a0060 [ 1270472017 04:25 PM | [ [ [ [ JEEE | ]_
I [1vooonnoes | T2/04/2017 D4:a2 P | [ [ [ [ [ [ [
[ afroo [1vooonnoe7 | 2/05/2018 03:07 AM | [ [ [ [ [InProgress [ [
[ s [oo [1vooonnogs | 2/05/2018 0378 AM | [sa000 [ [ [ [ [ [
[ & o [1voooono7o | 2rezizoi8 1243 PM | [Loud Brakes [ [ [ [ [ [
[ 7o [1voooonoze | 4r26/201809:32 AM | [Brakes very laud [ [ [ [ [ [
[ & [o [1vooo00073 | 4r26/2018 05.04 PM | [ [ [ [ [ [ [
[afn [ovo000000z [ 2/26/2018 0417 PM | [ [ [ [ [[inFrogress | [
[0 [T [7o00a0061 [ 1270472017 0426 PM | [ [ [ [ [ [ ]_
[ [1voooono71 [ 472372018 03:32 A | [ [ [ [ [ [
[z [1vooonnoza [ 4r26/2018 05:04 P | [ [ [ [ [ [
IEED [1vooonnoez [ T2/04/2017 04:26 PM | [ [ [ [ [ [
[v4re00 [1vooo00075 | 4726/2018 05:04 PM | [ [ [ [ [ [
[ 15 [re00 [3voooonote | verez/2017 0356 PM [1037372.00 | [ [ [ [ [
[ 6 [res [1/o0o0005e [ 117062077 11:22 AM | [ [ [ [ [ [
I [1/00000083 [ 72/04/2017 04:26 PM | [ [ [ [ [ [
IR [100000076 | 4/26/2018 0504 PM | [ [ [ [ [ [
IBENEEEE [voooanoes [ 12042017 042 PM | [ [ [ [ [ ]_
[en 3333 [1vooonno7e | 4726/2018 05:04 P | [ [ [ [ [ [
Total Open Work Orders: [ 25 []SortDescending |14 | q | » |p1 Refresh Start Auto Stop Auto {"Vehicle

Refresh Refresh Status h
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=l FNWO_VehicleStatusForm 08/07/2017 © 2018 Fleet-Net Corporation

Vehicle Status Status Code: v | [#] All Status Codes

Veh # Status Out of Service Year Make / Model Date Last Cleaned
A0 &[] [T/ezeniviz4s00PM @ | [ 2015 [Ovion 40 [ 11/3/2017 B:00:00 &M
[ 1200 |05 [ [35800PM @[ 2016 [Fiyer 2600 [ 11/3/2017 8:00.00 &M
EEE @ || 2017 [Gilig 402017 [ 11/3/2017 B:00:00 &M
333 &[] [E3£00PM @[ 2017 [Ford E/350Van [ 11/3/2017 2:00:00 &M
W_ A W | b | 2my |Ehevy Wan Cutaway | 114372017 8:00:00 Akd

Double click in the vehicle # field. This will bring up a history of the the vehicle problem codes from work
orders for the vehicle choosen. If the garage does not use the Problem Code field on the Work Orders,
this will return no data.

Vehicle Status Status Code: | []All Status Codes

Display Status

Yeh # Status Out of Service Year Make F Model Date Last Cleaned
4 100 A W | [12/22/2017 12:48:00 PM g | 2015 |Orion 40° | 11/3/2017 8:00:00 AM
B = FNWO_VehicleStatusProblemHistSubForm - o
[ | veh#
100 Problem

,_ Report Date HReport Time Code Reason Closed
’— ‘ 472672018 ‘ 9:32 AM ‘ Erakes very loud ‘

‘ 2/26/2018 ‘ 417 PM ‘ ‘ ‘

‘ 2/22/2M8 ‘ 1243 PM ‘ 1 Loud Brakes ‘

‘ 12/22/2M7 ‘ 12:44 PM ‘ [ ‘ ‘ 12/22/2M7

‘ 9/18/27 I:I 718 4M ‘ 2 ‘ ‘ 11/8/2017

Record: 4 4 |50f5 L] Search
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Work Order Entry — Modified Labor Form

This is a version of Work Order Entry #2. The main difference is that it does not show the Rate on the
Labor entry screen, only the time in and time out and total hours. If a transit is not using Employee
Assignments for techs do not clock in and out of work orders, this option could be put on the shop menu
for the techs to use. However, in this option, all fields are open to be changed up until the work order is

updated.

Work Order Entry

df2ef2017 | 09:57 Ak

Work Order # 100001234 ? Asset Type: IT Asset ¥ |P161 Open Date: | 04/14
Transaction Date: |05/31/2017 -
Labor Emp # Employee Name
Date Oper Oper Description Hours
b 4/26/2017 [g ||0514 v | |Bill'Withers
Updated (104 W |Wind0w Shocks
Time Started: | 4/26/2017 9:42 Ak Time Completed: | Af2B2017 9:49 Abd 7
| 4262017 | 03:42 AM | 4/26/2017 | 09:49 AM
4/26/2017 | g | 0621 W |Ahmad Benzari
Updated 20081 W |FantBrakes
Time Started: | 4/26/2017 957 Ak Time Completed: | 4/26/2017 363 AM Z

Af26f2017 | 09:59 AM

Work Order Inquiry

This form is useful for users that should not have access to generating or updating work orders. In this
option, data can be viewed but not changed. The sole exception of New Notes, the only button that will
allow users to enter data. Note that there are fewer buttons than on Work Order Entry.

Work Order Inquiry

Work Order #: |1%/00001130 ?

Open Date: [3/23/2016 Time: | 917 am Close Date: [8/23/2016 Time: | 4:30 pm
Asset Type: [y Asset #: [P141G 2014 FORD STARCRAFT [l vandalism Totals
Class Code: 200 |Paratransit Repair Type: |G |General Wehicle Repair 0ld Notes
Opened By: 0423 |Vaccarell0 Thomas Customer #: | Hew Notes
Taszk Code: | Completion Status: Labor
Problem: [ER |Unkn0wn Out OF Service: ’m Open WO's
Odometer: [ G63520  Ltd Mileage: | Gr0320 Return To Service: [ 6/23/2016 430 pm. Material
Hours Reading: ’7 Ltd Hours: ’7000 @Aty Completed: ’— Down Time: | 7 Hours 13 Minutes Dutside
Description: Comments: Defects
Brake noise partz and labor check Components
All Wi's
Print

Created: [tomv [

B8/23/2016 91741 A |FNWD_W'0rkDrderEntryForm

Status

Updated: |Davidh [

8/24/2016 4:30:43 PM |FNW’D_F|estrictedEntryForm

Closed
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2
To search for a work order, click theJ, which displays the All Work Orders sub form. [Note: form must
be expanded to view selections].

Work Order Inquiry

Wwork Order #:

To display only open work orders, check the box next to Open Work Orders. User may choose to search
or filter on Work Order #; Open Date; Asset Type; Asset #; Close Date (if check box for Open Work Orders
is not selected); or Repair Type using the search/filter selection buttons.

All Work Orders M & E] Open Work Orders
Asszel Repair
Work Order # Open Date Type Aszszet # Close Date Open Time Type

W000ooo07s | RA2E [V (3333 £4pm W
woooooor2 | 4262018 [V [100
Woo0oooo73 | 4262018 [v [100
1woooooor4 | 42262018 [V [N
Woooooo7s | 4262018 [V [1200
woooooove | 4262018 [V 123

EEEEE

Double-click on Work Order # to select and review Master WO form.

Work Order Inquiry
Work Order #: 100000072 ?
Open Date: [4/26/2018  Time: | 9:32 am Close Date: Time: | Master
Aszet Type: |V Asset #: 100 2015 Orian 40' []¥andalism Totals
Class Code: 100 |Linknown Repair Type: D | Defect Old Notes
Opened By: (339 |Day, Ludnn Customer #: | Mew Motes
Task Code: 100 |Brakes Completion Status: Labor
Problem: [1 [Brakes Out Of Service: [ 4/26/2018 1200 am Open W0's
Ddometer: ,W Ltd Mileage: ,W Return To Service: ,m Haterial
Hours Reading: ,7000 Ltd Hours: ,7000 Aty Completed: ’—1 Down Time: | 9 Hours 35 Minutes Dutside
Description: Comments: Defects
Brakes very loud Components
AllW0's
Print
Created: [dfigenbaum [ 4/26/2018 3:3217 &M [FNYP_SafetyD efectFom Slofus
Updated: [digerbaum [ 3722018 335 16 AM [FRwW_workDrderE nyForm Updated
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User can also click Open WO’s to view only Open Work Orders or All WO’s to view all Work Orders in
Fleet-Net. Double-click on Work Order # to select and review the WO Master form. No changes or additions
can be made with the exception of New Notes, which may be added, as needed.

Work Order Inquiry

Work Order #: 2

i% Open Work Orders * Master
Open Open Repr Completion Totals
Work Order # Priority Problem Problem Description Asset i Date Time Type Status
[ Tvoooooos | | [ 471 [77E7207 | &3200pm | W | Qidiotcs
[“womoooonz [ 2 [ 3 [windows [403 [ Fe3tseo? [ T5400am [ D | LB LIeEs
[ vOoooonsE | [ [ [z [[1182007  [112200am [ G | Caboy
[ tvooooooss | [ [ [100 [12r/2017 [ 34E00pm [ 1| .pen
[ WO00OOOSD | 1 | 1 |Brekes [100 [12/4/2017 | £2600pm | G | Malzial
[ woooooost | 1 | 1 [Brekes [T [T2/er207 | &2500pm | 6 | s
[ voooooosz [ 1 [ 1 [Brakes [1200 [12ar2m7 [ 42800pm [ G | Defects
[wvooooones [ 1 [ 1 [Brakes [z [12/7207 [ 4z800pm [ G | Componerts
[ ivooooooss | 1 | 1 [Brekes Vo [12/2/2017 | 42500pm | 6 | SIS
[ vonooooss [ 1 [ 1 [Brskes [3333 [[12iasom7 [ a200pm [ G | Print
Work Order Inquiry
‘Work Order #: 2
&4 All Work Orders = Master
Open Open Repr Totals
Work Order #  Priority  Problem Problem D ipti D # Date Time Type Completion Status:
[ avoooooots | 1 | 2 |[Thes [ 1200  [1zzzan7 | a5500pm | O | QidiHotes
[womoooois [ 1 [ 5 [Electical [ 100 [V2r2ziz07 [124400pm [ M| Howiotes
[ womooooid [ 1 [ 4 [Engine [ 100 [1272z72017 | 32700pm | M| ooy
[ avoooooois | [ [ [ 33 | 1772007 [11:260am | O | Ucnivlis
[ o000 | 1 | ¢ [Ergre [ 1200 | 9782017 [11:2200am | W | Matcrial
[ vO0o0o00s | 1 | 2 |[Thes - [8n8/2017 | 71800am | O | Quiside
[wvomooooog [ 1 [ 1 [Brakes [ 3333 [‘9n0/am7 [ zo40opm [ M| Dofecs
[ awoooooooy [ 1 [ 1 [Beakes [ 1200 [[94207 [ &&700pm [ O | 2
[ awoooooooe [ 1 [ 1 [Beskes [ 3333 [[9147207 [ B2800am | M | !
[ _vooooooos [ 1 [ 2 [Ties [ 3333 [ &n0/207 [ 43300om [ M| Brin

Inspection History

Select Inspection History to review inspections for selected Fleets or All Fleets based on criteria chosen.
Total Inspections, Overdue and % Overdue will be displayed for review.

The following form displays.

Vehicle Inspection History .. a4

vl

[C] All Fleets

[C] All Vehicles

Vehicle #: vl|
From Date: g Thiu Date: E
Inspection Type: v | [ Al Inspection Types  Oper Code:

vlf

Dizplay
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Field Description
Fleet Id Select or enter the Fleet Id. Leave blank to search All Fleets OR
All Fleets Check the box to search All Fleets
Vehicle # Select or enter Vehicle #
All Vehicles Check the box to report on all Vehicles
From Date Select or enter a date range or leave blank for all dates.
Thru Date

Inspection Type

Select or enter an Inspection Type. Leave blank to search All Inspection
Types OR

All Inspection Types

Check the box to search All Inspection Types. [Note: user must enter an
Inspection Type or check All Inspection Types checkbox]

Oper Code

Select or enter an Operation Code or leave blank to search All Operation
Codes. [Note: user must enter either an Inspection Type or an Oper Code]

Display

Click Display, the following form displays based on the search criteria selected.

Vehicle Inspection History

Fleet Id: vl [] All Fleets

Vehicle #: w | [[] All Vehicles

From Date: | 8/22/2017 |gi| ThruDate: | 4/30/201% g

Ingpection Type: “ All Inspection Types  Oper Code: “

Inspection Miles

Fleet Open Date ‘Work Order # Yehicle # Odometer Type Since [
|01 | 8222017 [1v00000044 [100 [ 0.0 |8 | 55010 Print
[o1 | 8/22/2017  [1vOO0OOD45 [100 [ 0o | 5300.0 |
|01 | 2/s/2018  [1vO000006E [100 | 5001.0 [D | 5393.0 [Inspection Due
12 | 104132007 (100000052 [1200 [ 150.0 |4 | 5583.0
12 | 10/13/2017  [1v00000053 [1200 [ 150.0 |8 | B075.0 [Inspection Past Due [Late)
|20 | 1szezmty [1v00000054 |3333 [ 500 [& | 5700.0 |
|20 | 8/29/2017  [1vOODOOD46 [3333 [ 5008 | 5501.0
|20 | 117272017 [1v00000055 [3333 | 50.0]C | 5700.0 |

Field

Description

Comment

Displays the Comment indicating an inspection due or past due at the
time the work order was generated

Total Inspections

Displays the Total Inspections based on selected search criteria

Overdue

Automatically populates number of Inspections Overdue based on
selected search criteria

% Overdue

Automatically populates a calculated field of the percentage of Overdue
Inspections based on selected search criteria
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Print

Select Print to review Inspection History report based on selected criteria. To print a hard copy of report,
use toolbar features. Below is a sample report.

Vehicle Inspection History
Fleatid: 01
Inspaction
Op=n Dak Work Ordar £ Vahick £ Odometer Type Milss 3ince  Commant
a2220M7 100000044 100 0.0 B 55010
S2TINT WO0000045 100 0.0 B 52000
Total Inspsctons: 2 Owsrdus: a inspsction Typs % Overdus:  000%
2512015 1W00000065 100 600.0 o 59390 Inspection Due
Total Inspsctons: 1 Ovardus a inspaction Typs 3 Overdus:  000%
Total Inspectons: 3 Owerdus: a Fiast Total % Overdus:  000%

Fix Incorrect Committed Parts

Verify Inventory Committed

This form will correct any work orders with negative numbers on the inventory line items. This will change

them to the numbers that match what is on the work order or to 0, depending on the work order. This
affects work orders that have not been updated yet.

The following message will display when user clicks Start.

Microsoft Access

This process will find and correct any quantity committed issues,

Continue?

Microsoft Access E

o Update Completed.
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Parts Catalog

Fleet-Net Parts Catalog is a feature that allows users, primarily maintenance staff, to check inventory stock for
parts, add parts to a work order, and order parts.

The Parts Catalog uses data from the Inventory (IN) and Work Order (WO) modules. A folder named
PartsCatalog will have to be added to the network. This folder will contain pictures, the manufacturers’ catalog
and various htm/web pages.

The fleet's manufacturers’ catalog is required before this feature can be utilized.

Fleet-Net technicians use the fleet's manufacturers’ catalog to build the Parts Catalog. OEM numbers,
descriptions, quantities, and other fields are setup during this process.

Utilizing the Parts Catalog form, users also have an option to use a ‘Hot Spot’ feature. The ‘Hot Spot’ is another
feature that is setup by a Fleet-Net technician that will allow users the option to click on the part they want from
a picture rather than using the parts list.

Please refer to the Parts Catalog User Guide for implementation and complete instructions.

Parts Catalog Manufacturer: =
Catalog: Hodek: Year:
Setup Video Resolution Current Video Resolution L) v ode | ear |
Yideo Width: Yideo Width: 1920 Comments:
Video Height: ,7 Video Height: 1080
¥ideo DPI: Video DPI- I—HE Aszsembly: v Print

Restricted Work Order Entry Form

The purpose of this work order entry menu is to keep from generating a duplicate Work Order with the same
Location, Asset Type, Asset Number and Repair Type. This will not allow users to create these duplicates,
but the rest of the entry is the same as the Work Order Entry (Menu Option #2). This is generally assigned
to techs who create work orders, when not using Employee Assignment.

Work Orders generated from Vehicle Problems (Road Calls and Safety Defects) or Inspection Planning PM
Checklist will still allow work orders to be generated without the Location, Asset Type, Asset Number and
Repair Type being unique.

The process for creating work orders is the same. Should there be an Open Work Order with the same
selections (Location, Asset Type, Asset #, and Repair Type) the following message displays.

8 An Open Work Order already exists for this repair type.
Work Order #: 1800030001

You cannot create an addional work order with this repair type.
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Inspection History - Assets

Select Inspection History from the main WO menu to review Non-Vehicle inspections for a selected Asset
Type based on criteria chosen. This report can be generated for a specific asset or all Assets for the
specified type. The following form displays.

Asset Inspection History
Asset Type: B v Assetd: v ‘ [v| All Assets Display
FomDate| 4| ThwDae| |3
Inspection Type: v | [¥]All Inspection Types ~ Oper Code: v Print
Inspection  Miles Hours  Days
OpenDate  Work Order # Assetd Type Since Since Since Mileage Inspection Hours Inspection Days Inspection
| 22018 [5B000000DT [FAC_H_BA_ACCU_FTDZ 1 [ 000 3 Inspection Past Due (Late)
Field Description
Select or enter an Asset Type. C= Components; or another Asset setup in
Asset Type the Asset Maintenance module
Asset # Select or enter Asset #.
All Assets Check the box to search All Assets.
From Date Select or enter a date range or leave blank for all dates.
Thru Date

Inspection Type

Select or enter an Inspection Type. Leave blank to search All Inspection
Types OR

All Inspection Types

Check the box to search All Inspection Types. [Note: user must enter an
Inspection Type or check All Inspection Types checkbox]

Oper Code

Select or enter an Operation Code or leave blank to search All Operation
Codes. [Note: user must enter either an Inspection Type or an Oper Code]

Display

Based on the criteria selected, all inspections are displayed with Fleet ID, Open Date, Work Order #, Vehicle
#, Odometer, Operation Code, Inspection Type, Miles Since the last inspection.

Field

Description

Comment

Displays the Comment indicating an inspection due or past due at the time
the work order was generated

Total Inspections

Displays the Total Inspections based on selected search criteria

Overdue

Automatically populates number of Inspections Overdue based on selected
search criteria

% Overdue

Automatically populates a calculated field of the percentage of Overdue
Inspections based on selected search criteria

Print

Select Print to review Asset Inspection History report based on selected criteria. To print a hard copy of
report, use toolbar features. Below is an example report.
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Sample Transit
Asset Inspection History
Asset Type: C i om ponents
Ingpection Days Hours Miles

Open Date Work Order # Asset 7 Type Since Since Since Days Inspection Hours Inspection Mileage Inspection
972002012 1C00000129 56060 oo o 43,160
8222012 1C00000133 99999 oo o 49,800

Total Inspections: 2 Ouerdue: a Inspection Type % Overdue: 0.00%
222012 1C0O00001354 SF CMG Station TP ASF 3160 a 0 Inspection Past Due (Late)
/2220112 1C00000135 SF CHG Station Indio ASF HME.0 o 0 Inspection Past Due (Late)

Total Inspections: 2 Ouerdue: 2 Inspection Type % Overdue: 100.00%
g§i22j2012  1C00000136 SF Hydrogen Station SFA 360 o 0 Ingpection Past Due (Late)

Total Ingpections: 1 Ouverdue: 1 Inspection Type % Overdue: 100.00%

Total Inspections: 5 Ouverdue: 3 Asset Type Total % Overdues  60.00%

Total Inspections: 5 Ouerdue: 3 Report Total % Overdue:  E0.00%

Defect Assignments
Deferred Defects are entered via the Vehicle Problems module. Then they are assigned to work orders so
they can be repaired. Here unassigned defects can be viewed, and if desired, a work order can be

created so the repairs can be completed on them.

i Display Defects |

Create Work
Click Display Defects and the following displays.
Display Defects
Create Work
Date Time  Opened Opened Problem
Select Vehicle # Reported Reported By By Name Code Problem Description  Vandalism Comment
O [ | 11/4/2013 [ 425 PM [1011 [ - I [Brakes ] |brakes are kind of mushy. Seems like t
] f1m | 2/21/2020 | 413PM 1060 o R |5 |Blectrical ] | Exit lights flicker. Riders are getting an
Q] [120 | 2721/2020 [ 414 PM [1516 B 1 [z [Tires 3 | Left front tire is making a funny noise w
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Click the Select Box on the left to choose any of the defects or leave blank to choose all the defects. Click
Create Work. System will ask for Location (the first digit of the Work Order # to be created). The system
will create one WO for each defect. These can now be viewed in Work Order Entry and Work
Assignment. Here is the WO for Vehicle 120 noted above.

Work Order Entry
Work Order E Asset Type: IT Asset #: [120 Open Date: | 02/21/2020 Close Date: |
Transaction Date: ’ﬂ GL Posting Date: | E|
Defects Reponed Assigned Un-Assigned |
Defects Defects
Opened
Date By Problem
Reported Emp # Code Problem Description Comment Assign
[ 22172020 [ 1518 | 2 [Tires [Left front tire is making a funny noise wk [

The Vehicle Problems module will now reference the WO # as well.

Deferred Defects Entry Begin Date o
End Date |71|
. Begin Vehicle
Vehicle #: 120 End Vehicle % (¥ ALL ' Print
Heported Heported Problem Problem
Vehicle # Date Time Seq it Type Code Yandalism Work Order #
M 1z 11742019 | 426PM 1 Djf [ O 100000139
Operator: 1031 ZJ Bemier, L. Eric Operator Name:
Opened By: 1034 v | [Oliva, Louwana Opened By Name:
Comment
lights ficker a lot in the back section of the bus at night. It is getting kind of annoying.
120 2/21/2020 | &14PM 1 02 [v] U 1¥00000150 |
Operator: 1234 v | Allen, Berta Operator Name:
Opened By: 1516 v | [Baker, Alan Opened By Name:
Comment
Left front tire is making a funny noise when | brake and tum left,

Generate Campaign Work Orders

Campaign work orders can be created for a fleet or for all vehicles at once. For instance, at the end of
spring, user wants to create a work order for each vehicle to check their A/C units before the summer
heat descends.

Generate Campaign WorkOrders

J Generate Campaign W0 Yehicles | ?
ﬂ Generate Campaign W0 Components | ?
ﬂ Generate Campaign W0 Aszets | ?
E Return to Previous Menu | 7
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Generate Campaign WO Vehicle

Used to generate Campaign Work Orders for All Vehicles, specify one vehicle, a Fleet or range of Fleets

Campaign Maintenance - Vehicles

Location: |1 |, |[] All Vehicles

VYehicle # | From Fleet: 10 |, ThruFleet: 10 |,

Start

Open Date: |5J?z’2018 g | Time: |DS 25 4M

Class Code: [100 vl|

Repair Type: C |, | |Campaign Maintenance

Opened By: 01000 W |Hook Lary

Problem: |1 w |Brakes

Task Code: 100 w |Brakes
Description: Comments:
| Py
Field Description
Select the location where Work Order Campaign will be performed. This is
Location required to generate the Work Order The location code becomes the first
character of the work order #
All Vehicles Select All Vehicles. Or the user can specify a vehicle or enter a Fleet
Vehicle # range

From Fleet Thru Fleet

Open Date Time

Click the calendar icon and the current date and time is populated or
manually enter the date and time

Select the applicable class code setup via ‘Modify/Add Class Codes’.
The Class Code selected determines which GL journal entries are

Class Code ‘ m ’ A
generated for material, labor, billing, and outside services.

Opened By Select the employee number of the person generating the work order.

Repair Type C — Campaign Maintenance

Problem Enter or select from the drop-down list a problem code. (Optional)
Select the task code from the drop-down list (setup via Modify/Add

Task Code Tasks). The task code is used to calculate the estimated costs based on
the material and operation code assigned to the task. (Optional)

Description Enter the description of the work assignment — Enter any additional
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Click Start to generate the Work Orders.

Campaign Maintenance - Vehicles

Location: |1 |, |[] All Vehicles Vehicle # v | FromFleet: 10 || ThruFleet: 10 |, Start
Open Date: ’W g | Time: ’W
Class Code: 100 W | Repair Type: C |, |Campaign Maintenance
Opened By: 01000 W |H00k Larry WiEes Arrem
Problem: 1 W |Brakes
Task Code: 100 W |Brakes
Description: Comments: 0 Continue?

The following report is displayed.

Campaign Maintenance Report - Vehicles
Flaat Vahick £ Maks Modsl Yaar Chassls £ Tag
Location: 1 AssatTyps: v
Open Date: 27208 Tima: 09:25 Al
Class Coda: 100 Repalr Typs: C Campalgn Mainenance
Opened By: 003 Mecham Boo
Problsm: 4 Srakes
Task Coda: 100 Brakes
Description: Commesnts:
ik} 100 Orion 40 2015 1FRBS33858335833 EWs236

The user should review the report. When they click to close it, the following confirmation message
displays.

Microsoft Access

e Create Work Orders?

Page 95 of 116



Work Orders Module

The following report displays with the assigned work order numbers to the right.

Campaign Maintenance Report - Vehicles With Assigned Work Orders

Flaat Vahicla £ Maka Modsl ¥aar Chassls £ Tag & rork Order £
Location: 1 Assat Type: v
Open Date: 72035 Tima: 09025 AM
Class Coda: 100 Repalr Typs: Campalgn Mahinance
Opened By: 0103 Mecham Bod
Problem: 1 Brakes
Task Coda: 100 Erakes
Deseription: Commants:
o 100 Orion 40 2015 ISEIIEII WS 100000036
a1 100 Crion 40 2015 23383 eWs236 1%000000350

Microsoft Access

o Update completed,

OK

This is the same process that the user will use to create WO’s for Components and Assets.

Work Order Repair Types
Inventory Rebuild Work Orders

Following the steps below will guide user through creating a rebuilt inventory item, assigning the rebuild to

a Work Order and updating the entire process.

1. Create a rebuild inventory item number (INO2 #1). FNC recommends the item number end with
the letter ‘R’ to identify and distinguish the rebuilt part from the standard numbering convention
for regular inventory items. The Last Cost, Avg Cost, Current Value, On Hand, and Available
fields of the rebuilt part will be generated when Labor and Material entries are created through the
WO process. The example below is prior to completing the process in which the work order will

be Closed and all values Updated.

This will create a finished good. EXAMPLE: creating kits from inventory parts or rebuilding parts

using stocked parts.
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Inventory Master Maintenance
Item #: ALT Jenkins234_R w | [Jenking Altemator Rebuit
Yendor Part §: v
Select Current Date: | 5/7/2018 @
ltem [ALT Jerkins234_R Description |Jenkins Allemater Rebuit Mlaster
Vendors
Product Class Code: ,ﬁ ) Warehouse Bin Location |[. Yehicle Model Search
Type: |5 M WJ : 16 DAIN il Renumber
Status: & vl M dll - Add New
Unit of Measure: EA v || - Notes
Min Stock: U= Last Cost- $0.000000 Substitute Item # Preference History
Max Stock: |3 Avg Cost: $0.000000 ’ v User
Units Per Pack: 0 Cumrent Value: 30.00 Perpetual
On Hand: 0.0
Last Count: On Order: o0
Eomh et Reserved: 0.00
Inventory Cycle: v | Committed: 0.00
Hazardous: [ ] Available: 0.00
Commodity Code: | o
Comment:
Updated: |dfigerbaurm 5/7/2018 35357 Ak | FMIMN_InventoryFarm

Create an Inventory Work Order through Work Order Entry. Select Location and Asset Type. Work Orders
created for a rebuild item MUST select the Asset Type of | = Inventory.

Work Order Entry
Work Order #: 2 Aszszet Type: ’_ Aszszet #: Open Date: Close Date:
Transaction Date: & GL Posting Date: E
Create New Work Order HeswOl
Master
Location: |1 Garage View Open Work
L | Orders Totals
Asget Type: || || Asset B AT _lenking234 R w |Jenkins Alternator Rebuilt EA BB Old Notes
Repair Type: [A[ [ |F|ebuild Create Work Order New Notes
Other Notes

Selecting Location 1 and Asset Type | above means the Work Order number will begin with 11. Select

Repair Type R for Rebuilds. When reviewing reports by Repair Type, Rebuild Work Orders are also more
easily identified.

Work Order Entry
Work Order #: 2 Asset Type: ’_ Asszet #: Open Date: Close Date:
Transaction Date: & GL Posting Date: &
Create New Work Order LA
Master
Location: |1 Garage View Open Work
L | Orders Totals
Agset Type: | |, Asset #: |ALT Jenking234 R w |[Jenking Alternator Rebuilt EA BB 0OId Hotes
Repair Type: R | |[Rebuid Microsoft Access Create Work Drder pewiiotes
Other Notes
Labor
o Waork Order £ 1100000008 Created. Open
Material
Dutside
—
Warranty
Components
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When an Asset Type | = Inventory Work Order is created, the Qty Completed must be entered before
the work order is Closed, which will increase the inventory quantity On Hand.

Work Order Entry
Work Order #: 1100000003 2 Asset Type: ’I_ Asset ¥ [ALT_Jenkins234_R Open Date: | 05/07/2018  Close Date:
Transaction Date: & GL Posting Date: &
Open Date: [5/7/2018 || Time: [ 10:02&M  Problem: Close Date: | | Time: | Net WO &
) E ) ) ) ¥ ) E ) Master
Asset Type: || |, | Asset#: ALT Jenkin:234_R w |[Jenking Alternator Rebuilt EA 66 []¥andalism Totals
0id Mot
Class Code: vl Repair Type: R |, | [Rebuid oes
New Notes
Opened By: vl Customer #: vl Other Notes
Task Code: vl Completion Status: vl Labor
Open
Aty Completed: E stimated Repair Time: Out Of Service: I:| Material
Odometer: Ltd Mileage: Return To Service: & Dutside
Hours Reading: Ltd Hours: Down Time: | Defects
Warranty
Description: Comments: oW OnenTs
Tools
Ingpections
Search
Update
Created: |dfigenbaum | BAFA201810:02:59 Ad |FNWD_W'0rkDrderEntryForm Status Print
Updated: |dfigenbaum | BAFA201810:02:59 Ad |FNW’D_W'0rkDrderE nitryFarm New Pending
Asset Status

If Qty Completed is not entered, the work order cannot be closed. The following message displays.

Microsoft Access

IQI CQuantity complete must be entered for finished goods.

Click OK and enter the Qty Completed.

All Labor and Material will be added to the cost of the rebuild part along with any Labor and Material
Overhead associated with the WO Class Code used on the rebuild Work Order.

Note: Qty Completed, Labor and Material MUST be entered. Work Order MUST be Closed and
Updated in order for the rebuild part to reflect properly in Inventory Master. Once a Rebuild Work

Order is Closed and Updated, Labor and Material costs can no longer be added to the Finished
Good.

Labor Emp # Employee Mame / Extended
Date Oper Oper Description Hours Rate Cost
£\ [ 507008 (g |12 + | [Sophia Marie
[]Updated w2
Time Stated:| Time Completed: | | 400 | 15000000 | £0.00
i [wias | 1
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Material Extended
Date N/S Item # Description Quantity Cost Cost
IW v | | ik |W'ashels
[]Updated | | 5.00 | 0.93 | 4.95
IW ] v || i |\~"0Itage Fegulatar
[]Updated | | 1.00 | 2995 | 2995

Note: If itis determined that the Rebuild cannot be completed, zero can be entered in the Qty

Completed field. If materials had been previously updated on the Inventory Work Order, negative
entries must be entered for all parts being returned to inventory.

Enter or select the GL Posting Date, Close Date, and select Update to close the work order. Closing the
work order increases the Inventory quantity On Hand for the rebuild part.

Work Order Entry
Work Order #: 1100000003 ? Aszzet Type: ’I_ Asset ¥ [ALT_Jenkins234_R Open Date: | 05/07/2018 Close Date: | 05/07/2018
Transaction Date: 05/07/2018 || @ GL Posting Date: |5/7/2018 &
Open Date: [5/7/2018 Time: [ 100244  Problem: p Close Date: [5/7/2018 Time: | 10:17 &M
Asset Type: || || Asset¥: ALT Jenkins234 R v |[Jenking Alternator Rebuit E& 66 [[]¥andalism
_ R = 0id Hotes
Class Code: 100 w |Ma|ntenanc:e Repair Type: R ., |F‘EbUI|‘:|
New Notes
Opened By: p | Customer #: v | Other Notes
Task Code: p | Completion Status: v | Labor
Open
Qty Completed: 1 E stimated Repair Time: Out OF Service: Material
Odometer: Ltd Mileage: Return To Service: Dutside
Hours Reading: Ltd Hours: Down Time: | Defects
Warranty
Description: Comments: Components
~ Tools
Ingpections
w Search
Update
Created: [dfigenbaum [ 5772018 10:0259 AM [FNwO_workOrderEntryForm SEaliE Print
Updated: [digerbaum [ /772016 105315 M [FNwO_workOrderE o Closed Pending
Asset Status

As with all type of work orders, during the Update process, the Work Order Update GL Distribution Audit
Report is displayed for review and/or printing. The audit report displays all Material associated with the
Inventory Work Order generated for the rebuilt inventory item.
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The example below displays the rebuilt part in Inventory now with associated cost. The rebuilt part can be
issued on a work order.

Inventory Master Maintenance
Item #: ALT Jenkins234_R w | enking Alternator Rebuilt
Vendor Part #: "
Select Current Date: | 5/7/2018 g
Item |[ALT_Jenkins234_F Description | Jenkins Altemator Rebuilt blastey
Vendors
Product Class Code: ,ﬁ o Warehouse  Bin Location [. Yehicle Model Search
Tops: 5 —7 M opi e 2 M oEORION (U]« —
Status: [& vl e il = Add New
Unit of Measure: EA ML - Notes
Min Stock: 015 Last Cost: $0.000000 Substitute Item # Pieference History
Max Stock: EIE Avg Cost: $94,900000 3 ¥ User
Units Per Pack: 0= Current Yalue: 394,90 Perpetual
On Hand: 1.00
Last Count: On Order: 000
CouptiDatcs Reserved: 0.00
Inventory Cycle: v | Committed: 0.00
Hazardous: [] Available: 1.00
Commodity Code: W o
Comment:

To setup a rebuilt part as a Component for tracking, see the Components section of this user guide. To
assign the rebuilt part to a vehicle model, select the Vehicle Model from the drop-down list. This field can
be used to identify the specific vehicle model(s) on which this rebuild part can be installed.

Select Perpetual to review item displayed as Finished Goods in the Tran Description field. Perpetual
Item Inquiry (INO1 #2) can also be used to review Inventory rebuild item as Finished Goods.

Perpetual ltem Inquiry

Item #  |ALT Jenkins234 From 5472018 (@ To BTG #

[] Ordered [] Purchase Adjustment [ | Invoice Cancellation i

[] Receipts [] Usage Adjust t Finished Goods g gh-v?'(;.al Inventory

[] Drder Cancellation [] 1ssues [] Return To Inventory eviations )

[] Backorder [ Invoiced [ Transfers L] All Transactions

| Display Transaction | Print

Tran Date Quantity Unit Cost Extended Cost  Hef Code Ref # Yeh # Yendor Tran Descnption
| 5720 | 1.00 94.900000 | $94.90 w0 [1100000008 [ [ |Finished Goods

Select Print to review and/or print the Perpetual Item Inquiry report. See the following example.

Perpetual Item Inquiry

Item # Date WO #/ PO # Gty Unit Cost Extended Cost
ALT Jenkinszid_R T35 Wo 1100000003 Finlshed Zoods 1.00 94 900000 39490
Jenking ARematr Reoull Finkshed Soods

1 Tramsactkons Tokl: 1.00 9490
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To Install or Remove Components from Vehicle Work Orders

Open a new work order, select V = Vehicle for Asset Type to install or remove a component on a vehicle.

Work Order Entry
Work Order #: 2 Aszszet Type: ’_ Aszszet i Open Date: Cloge Date:
Transaction Date: & GL Posting Date: &
Create New Work Order Hextielol
Master
Location: Yiew Open Work
L | Orders Totals
Asset Type: vMSSEl #: v 0Old Motes
Repair Type: B Buidings Create Work Order Mew Hotes
C Componets
E E quipment Other Notes
G Grounds Labor
| Inventory
0 Other Ueen
W Wehicle Material
* Shelter/Sighage Outside
Defects
Warranty
Components
Tools
Ingpections
Search
Update
Print
Pending
Asset Status

Enter Asset Type, Asset Number, Class Code, Opened By, and select G = General Repair for Repair
Type.

Work Order Entry
Work Order #: 2 Aszet Type: ’_ Aszet #: Open Date: Close Date:

Transaction Date: & GL Posting Date: &

Create New Work Order Next WO #

Master

Location: 1 Garage View Open Work
i | Orders Totals

Asset Type: v |, | Asset #: 180 w ||Mew Flyer 2016 Old Notes

Repair Type: G ., |General Wehicle Repair Create Work frder HowNotes
Other Notes
= x
Microsoft Access - Labor
Open
Material
Outside

Defects

o Work Order # 1V00000013 Created.

Warranty
Components
Tools
Ingpections
Search
Update
Print
Pending

Asset Status

Page 101 of 116



Work Orders Module

Click OK to generate new work order.

Work Order Entry
Work Order #: 100000013 2 Asset Type: | v Asset 8: [180 Open Date: | 05/07/2013  Close Date:
Transaction Date: & GL Posting Date: &
. . Next WO #
Open Date: [5/7/2018 g | Time:| 10:24A4M  Problem: v Close Date: | g | Time: | -
aster
Asset Type: |V [, | Asset #: 160 w |[New Flyer 2016 [ vandalism Totals
. Old Notes
Class Code: v | Repair Type: G ., |General ‘Wehicle Fepair
New Notes
Opened By: vl Customer #: vl DOther Notes
Task Code: vl Completion Status: vl Labor
Open
Aty Completed: Estimated Repair Time: Out OF Service: & Material
Odometer: Ltd Mileage: 0.0 Return To Service: & Dutside
Hours Reading: Ltd Hours: 0.00 Down Time: | Defects
Warranty
Description: Comments: CORTGRenTs
Tools
Ingpections
Search
Update
Created: |dfigenbaum | BAFA201810:24:15 Ak |FNWD_W0rkDrderEntryForm Status Print
Updated: |dfigenbaum | BAFA201810:24:15 Ak |FNWD_W0rkDrderEntryForm New Pending
Asset Status

Click Component and select the component from the drop-down list. Check Install to install the
component.

Component MUST be setup in VM Modify /Add Components Maintenance first.

Work Order Entry

Work Order #: 1400000013 2 Asset Type: ,T Asset i |‘|BD Dpen Date: [ 05/07/2012  Close Date: ,7
Transaction Date: 05/07/2018 | & GL Posting Date: ’7 &
Components Next WO #
Date Ins Rem Type Component # Sernal # Installed Master
[5r7zme @ [ [E [w]|aT_JenkiNs23a R (o] | [ Totals
[[]Updated [Irstall [Mew asset :Id l:loles
’7 = ew Notes
g |§| B0 ¥ v d4 | | Other Notes
[]Updated [ [ Labor
Open
Material
Outside
Defects
Warranty
Components
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Components that are being installed or removed will appear in the Materials/Components section of the
Work Order when it is printed.

Work Order # 1V00000013

L
Opened On: E7/2018 Completed: [ | H“‘ H‘“

Repair Type: |E

Class Code: | 100 “‘ﬂaintenan-:E |

Opened By: | | | 1v00000013

Vandalism:
[vehice10 ] oOdometer[ |
[Mew Fiyer 2018

| thteage: 04

Serial #: |4E1 5250F12350F

Assignment:

Labor/Qutside Labor
Date Empien Op Code Hours Comments

Materials | Components

Date Item ! Component Description Cruantity Unit Cost

STI018|ALT_JENKINSZM_R nsiall New assel

Complete the work order process as previously instructed in the Work Order Entry section of this user
guide.

Once the work order has been updated, the Component Master form in Modify/Add Components (VM
#7) populates the installation fields.
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Component Maintenance

Component No: |4 T_IENKINSZ234_R w | [enking Alternator Febuilk

Description: | Jenking Alternator Rebuilk Sub Component: [ | Asset is Inactive [ | Master
New
Senal #: (23456 Notes
Specifications: ‘Warranty
Ingpection
Date Received: ’7 History
Inventory Item #: AT _Jlenkins234 R | || 34 |JenkinsAItematorHebuilt Delete
Asset Class: ’W o Sub Comps
Asset Sub Class: ’W of User Data
Model: [234 Manufacturer: [Jenking Model Year: [2015 Audit
Installed on AssetType: 'V |, | Installed On Asset #: 180 v Condition
Updated: |dfigenbaum | BATA208717:17:26 &M |FNWD_W0rkDrderEntryForm Purchasing
Created: |dfigenbaum | 5/7/2811:1012 &M |FNVM_EomponentMasterForm Work Orders
Clone
Renumber

The installation work order will display when the user clicks Work Orders.

Component Maintenance

Component No: |4 T_IENKINS234_R w | [Jerking Alternator Rebuilt

Last Repair Work Order #: [1%/00000013 Repair History Master
Installation Work Order #: |1%/00000013 New

Date Installed: R/7:2018  Miles Since Install: Hours 5ince Install: Days Since Install: i} Hotes

Warranty
Inzpection
History
Delete
Sub Comps
User Data
Audit

Condition

Purchasing

Clone

Renumber
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NOTE: A component can be installed or removed without generating a work order. If a component is
already installed on the vehicle (Asset #), select the vehicle (Asset #) on which the component is installed
from the Installed on Asset # drop-down box in the Master form in Modify/Add Components. Once the
component is installed or added to a vehicle (Asset #), Miles since Install or Hours since Install can be
tracked as of the installation date. Updated Rebuild Work Orders will update the Miles since Last
Overhaul, Last Rebuild Date, and # of Rebuilds.

Component Rebuild Work Order

To generate a Component Work Order, select Next WO #, Enter Location, Asset Type C for Component
and Repair Type. Select Create Work Order. Click OK.

Work Order Entry
Work Order #: 2 Aszel Type: ’_ Aszszet i Open Date: Close Date:
Transaction Date: & GL Posting Date: &
Create New Work Order Hextielol
Master
Location: |1 Garage View Open Work
L | Orders Totals
Asset Type: C |, Asset #: ALT_JENKINSZ34 R v |[Jenking Alternator Rebuile 23456 0ld Notes
. . - ) Create Work Drder
Repair Type: R | |[Rebuid Microsoft Access LEDUHES
Other Notes
Labor
o Work Order # 1C00000183 Created. Open
Material
Outside
e
Warranty
Components
Work Order Entry
Work Order #: 100000183 2 Asset Type: ’T Asset #: [ALT_JENKINS234_R Open Date: | 05/07/2013  Close Date:
Transaction Date: & GL Posting Date: &
. . Next WO #
Open Date: [5/7/2018 g | Time:| 11:334M Problem: v Close Date: | g | Time: | -
aster
Asset Type: |C |, | Asset I |ALT_JENKINS234_R w |enking Alternator Rebuilt 23456 []¥andalism Totals
0id Mot
Class Code: p | Repair Type: F |, |F|ebuild T ND :s
ew Notes
Opened By: vl Customer #: vl DOther Notes
Task Code: vl Completion Status: vl Labor
Open
Aty Completed: 1 Estimated Repair Time: Out OF Service: & Material
Odometer: Ltd Mileage: 0.0 Return To Service: & Dutside
Hours Reading: Ltd Hours: 0.00 Down Time: | Defects
Warranty
Description: Comments: CORTGRenTs
Tools
Ingpections
Search
Update
Created: |dfigenbaum | BATA201811:39:38 AM |FNWD_W'0rkDrderEntryForm Status Print
Updated: |dfigenbaum | BATA201811:39:38 AM |FNWD_W'0rkDrderEntryForm New Pending
Asset Status
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Enter any Labor and/or Material associated with the work order. Once the rebuild has been completed
and the work order is ready to be closed, enter, or select the GL Posting Date, enter or select the Close
Date and update the work order. As previously instructed with all work orders, review the Work Order
Update Audit Report and Work Order Update GL Distribution Audit Report before completing the update.

Once the work order has been closed, the Condition button on the Component Master Form (VM #7)
will be updated to show how many miles have passed since the Overhaul, the date and how many
overhauls the Component has had.

|Compcnent Maintenance

Component No: ALT1 w | Alternator VacCo
Life Expectancy Miles: | | Life Expectancy Hours: | Date In Service: 17142016 Master
Ltd Miles: ,W Ltd Hours: 0.00 Life Expectancy Months: liﬁn New
Miles Remaining: ,7 Hours Remaining: ’7 Life Cycle Adjustment: l— Notes
% Miles Remaining: l— % Hours Remaining: ’— Estimated Replacement: ’W ‘Warranty
Months Remaining: ,—35 Inspection
Max Miles Overhaul: 40,000.0 Max Hours Overhaul: | % Months Remaining: | 53.33% History
Min_Miles-Overiraui: Min Hours Overhaul: ’7 Delete
diles Since Last Overhaul: . Hours Since Last Overhaul: ’7000 Sub Comps
Last Overhaul Date: IW of Overhauls: @Days Since Overhaul: @ User Data
Audit
Life Cycle Condition: | v | —
,
Yisual Assessment: | LAk 4 | .
Purchasing
Mileage When Retired: Hours When Retired: Wark Orders
Reason Retired: | v o | Clone

Inspection Work Orders

Inspection Work Orders should be generated via PM Checklist (VM02 #2) in Vehicle Maintenance.
Inspection Work Orders can be generated for one specific vehicle or one component.

Inspection Work Orders can be generated for All Vehicles or All Components. The PM Checklist form
provides selections to generate inspection work orders for vehicles or components. See the Vehicle
Maintenance User Guide to setup Modify/Add PM Types, Modify/Add PM Cycles, Modify/Add PM
Checklist Items, and Modify/Add PM Parts List.

Inspection Work Orders that have been generated using this form can be selected and completed via the
Work Order Entry.

Page 106 of 116




Work Orders Module
PM Checklist

Global Inspection Selections

Location: w | Asset Type: W [] Include Sub Components
[ | Generate Work Orders Sort by miles remaining  Due within miles: li
[]Include Inspection ltems [] Sort by hours remaining  Due within hours: li
[]Include Parts List [ ] Include Part List with Bar Codes ["] Sort by days remaining Due within days: li
All Ingpectionz Inzpection Id: v

Vehicle Inspection Selections Component Inspection Selections
All Vehicles Vehicle # " [] All Componentz Asset Class: | v
[]Include defects || Include Tires Aszet Sub Class: | W
From Fleet: w | Thiu Fleet: v Component # v

Start Start

Based on selections chosen, an Inspection Work Order will be generated, which can be selected and
completed via Work Order Entry form.

Microsoft Access

All vehicles
All inspections that are due.

Mo Work Crders will be generated.
Report will be sorted by miles remaining.

Continue?

Check List Items and Parts that have been setup via Vehicle Maintenance, Inspection Planning (VMO02) will
display on the “Preventative Maintenance — Vehicles” report after the Inspection Work Order has been
generated. A hard copy of this report may be printed and given to maintenance personnel completing the
inspection.
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Preventative Maintenance - Vehicles

Veh#: 100 Maiks | Model: Onon 40 Weork Order #: 400000001
Yoar: 206 Vah Tag £ EIT2550
LT
Inspecionid: 01 Typ=: APM Dascription: 6,000 MILE INSPECTION
inspaction#: 1
Forscast Miles: 54000 Forecast Hours : a.aa Forecast Day s: a
Actual Mlles: 6000.0 Actual Hours : a.aa Actual Day s a
Ltd Milsags: 5510 Lid Hours : 0a.04a Current Date: 5702018 12701 PM
Hubodomater: 12510 Last Hours Reading: 0a.04a Date Last iInspacted: 10242017 1:14 P
Mila s Last Insp=clion: 6700.0 Howrs LastInspsction: 0a.0a Deys Last ins p=ction: i}
Milzs Ramaining: -700.0 Hours Ramaining: 0104 Days Ramalning: a

Inspection Past Dus (Lak)

Date Completed: Parformsd By :
Cons Prod Mtd Milas i Mllas Mtd Hours ¥id Howr s
Cods Coda VM Par LM Par L'M Par VM Par LM
Fusl DF G
al oL aT

The assigned work order number will now show on the Inspection screen in the Vehicle Master.

Vehicle Master
Vehicle #: [100 v| Fleet: [ 10 Make Model: | Drian 40 Year: | 2016
Aszigned Inspections: 01 v ehicle All Inspections: w Master
» N - - New
Inspection #: [1 [, APM B,000 MILE INSPECTION Current Date: | 5/7/2018 121255 PM Notes
Last Done: |10/24/2017 1:14:48 PM | | @i Warranty
Miles Hours Days NTD
Reset To Zero? Since: 57000 0.00 ’—D Inzpection
Forecast: ’W ,70 I—U Tire Position
e e I — o
[ #vooooooo1 Remaining: ’W ’7000 I—U Veh History
| Ingpection Past Due [Late] | | Svc History
Updated: |dfigenbaum [ 5/7/20181212:55 PM | Updatedssetinspection Tires on Yeh

Defect Work Order

Defects reported through the Vehicle Problems module can be assigned to an open Work Order. These
are reported through the Vehicle Problems Deferred Defect Entry form (VP #2). See example below.

Deferred Defects Entry Begin Date 8 v
End Date &
Reported Date: 5/7/2018 &
. Begin Yehicle
VYehicle #: 100 -
X End Vehicle ALL Print
Reported Reported Problem Froblem - Master
Yehicle # Date Time Seq ft Type Code Yandalism Work Order #
M oo 5772018 | 1216PM| @ 1 o5 [o | Show History
Operator: 1212 w | |Marie, Sophia Operator Name: v
Opened By: 3456 v | |Mecham, Bob Opened By Name: W
Comment
~
v

Defects can be assigned in the Work Order Entry form by clicking Defects.
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Work Order Entry
‘Work Order #: |2/00000001 2 Asset Type: |V Asset #: [100 Open Date: | 03/20/2018 Close Date:
Transaction Date: & GL Posting Date: &
Open Date: [3/20/2018 g | Time: [ 30AM  Problem: [5 Close Date: | | Time: | Next WO #
Aszet Type: V|, Asset ¥ 100 w ||Orion 40° 2016 1251 []¥andalism Totals
. Old Notes
Class Code: |35 v |BUS SHELTER VEH Repair Type: M |, |Mechanical Roadcal
New Notes
Opened By: (1212 w | [Marie, Sophia Customer #: vl Other Notes
Task Code: vl Completion Status: vl Labor
Open
Gty Completed: Estimated Repair Time: Out OF Service: Fl Material
Odometer: 1251.0 Ltd Mileage: 551.0 Return To Service: & Dutside
Hours Reading: 0.00 Ltd Hours: 0.00 Down Time: | Defects
— Warranty
I

f no Defects have been entered via Vehicle Problems, the following message will display.

Work Order Entry

Work Order #: | 2/00000001

2 Asset Type: ’T Asset #: (100 Open Date: | 03/20/2018 Close Date:
&

GL Posting Date: F

Transaction Date:

Detfects Reported Assigned Un-Assigned
Defects Defects

Next W0 #
Master
Totals

0Old Notes

New Notes

Other Notes
Labor
Open

Microsoft Access

0 Mo Assigned Defects Found

Material
Outside

Defects

W arranty

Click Un-Assigned Defects to view defects reported via Vehicle Problems, Deferred Defect Entry. Only
those which have not been previously added to a WO will show on this screen.

Work Order Entry
Work Order #: | 2/00000001 ? Asset Type: | v Asset #: 100 Open Date: | 03/20/2012  Close Date: ’7
Tranzaction Date: & GL Posting Date: ’7 &
Defects Reported Assigned Next WO #
Defects Master
e Totals
Date pB_v Problem 0id Notes
Reported Emp # Code Problem Description Comment Assign Hew Motes
R EEE 5 |EMGINE O Other Notes
Labor
Open
M aterial
Outside
Defects
Warranty
Components
Record: M 1ofi H Search ool
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To assign the defect(s) to this work order, check the Assign check box or boxes. An unlimited number of
defects can be assigned to a single work order. Defects can also be deferred for repair until a later date.

Provided defects have been reported (entered via VP #2), the defects remain available for assignment on
any work order generated for the specific Asset #.

Work Order Entry
‘Work Order #: | 2/00000001 2 Asset Type: |V Asset #: [100 Open Date: | 03/20/2018 Close Date:
Transaction Date: & GL Posting Date: &
Next WO #
Defects Reported Assigned | |Un-Assigned e
Defects Defects Master
T 2 Totals
pene
Date By Problem 0Oid Notes
Reported Emp # Code Problem Description Comment Assign Hew Notes
EEEREEE 5 |EMGINE [ A Other Notes

Click Assigned Defects to review any defects assigned to the work order. To un-assign the defect, uncheck
the Assign check box.

Work Order Entry
Work Order #: /00000001 2 Asset Type: |V Asset #: [100 Open Date: | 03/20/2018 Close Date:
Transaction Date: k-

GL Posting Date: ]

Defects Reported ~ [Regred

Next WO #
i Assigned E} Un-Azzigned ex
f : Defects Master
5 = Totals
pene
Date By Problem 0Oid Notes
Reported Emp # Code Problem Description Comment Assign Mew Motes
| svzms | E6 | 5 |ENGINE Other Notes
Labor
Open

Defects assigned to a work order will display in the Defects section of the printed work order. This will
provide the mechanics with a hard copy of any defects that need repair.
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Work Order # 2V00000001

L
Opened On: 3/20/2018 Completed: [ | H‘ ““

Repair Type: |r-.-1

Opened By: [1212 | Marie, Sophis
Vand alism:

Vehiclk 100

Odomater.
[orien 40° 2018 | Ltd Mileage:
Serial #: [1F MMM33MM2MM333

Assignment:

ClassCode: | 85 |[BUSSHELTER VEH |
| 2v00000001

Labor/iQutsidelabor
Date Empien Op Code Hours

Comments

Materials /| Components

Date Item / C omponent Description Cruantity Unit Cost
Work Order # 2V00000001
Reported Defects
By Prob lem
Date Emp # Code Problems Comments
[ 5018|5458 |E |EnzmE | ]
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Once the work order is Closed and Updated, any Assigned Defects will be marked as repaired and can
be reviewed on the Road Call Inquiry Report (VP #4) in Vehicle Problems. Minimum selections may be
Vehicle # (Asset #) and/or From Date and To Date fields. Any other criteria selected will narrow the results
further based upon the selections. Click Print Report to review.

Road Call Inquiry

Yehicle # 408 W D ALL |:| Road Calls / Safety Defects
Problem Type W ALL Deferred Defects
Problem Code v ALL
Driver # v ALL
Dispatcher # v ALL
From Date 1142017 @
[JALL

To Date 8142017

Select Data

When the defect has been added to a WO, the number will display in the second column. Once the WO is closed, a
date will populate under Repaired in the last column. The WO below is still open.

Rapid Transit
RoadCall Inquiry Report

Prob  Prob
Veh # Wo # Date Time Type Code Problem Description Repaired
408 V00000017 8112017 8:53 D 5 windows I:l
Driver: James Ewing Dis patcher: Dustin Clark Location Of Vehicle:

Comment: Window third back behind driver is really hard to open or close. Can only getit open an inch or two

Tire Change Work Order

Tire positions for the vehicle must be setup first in Vehicle Maintenance, Modify/Add Vehicles, in order for
the tire positions to appear on a Tire Change Work Order.

Vehicle Master

Vehicle #: 409 v | Fleet Make Model: Gillig

Tire Positions

Position Spare
On Vehicle Description Tire Currently Installed
HLF v |LEFT FRONT

LRI |w |LEI—_|' REAR INSIDE

LRO | w |LEI—_|' REAR OUTSIDE

BRI |~ |RIGHT REAR INSIDE

RRO | |RIGHT REAR OUTSIDE

&
o
&

FF v & | |[RIGHT FRONT
o
&
&

(& |||

SPR [w |SPARE
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To create a Tire Change Work Order, use T = Tire Change as the Repair type.

Work Order Entry

Work Order #: 2 Aszet Type: ’_ Aszet i Open Date: Close Date:
Tranzaction Date: & GL Posting Date: &
Create New Work Order Hesivoit
Master
Location: 1 Garage View Open Work
L | Orders Totals
Asset Type: vV |, | Asset #: 101 w ||Orion 400 2016 493 Old Notes
Repair Type: [T| [\, ||Tire Change (EveiE s (e New Notes

Other Notes

Once tires and positions are setup for a vehicle and a Tire Change Work Order is printed, the tire positions
for the vehicle will appear on the bottom of the Work Order.

Rapid Transit
Work Order # 1V00000065

Repair Type:

Class Code: | ||Un(nuwn ‘||||||| || ‘||

Opened By: | [{ |  1vD00000GS
Vandalism: | Mo
[wehicle 1200 | oOdometer 1,736.0]
[Fiyer 2800 2018 | Ltd Mileage: 18880
Serial #: [1248572 |

Assignment:

Opened On: [__2/1/2018 Completed: ||
T |
|

Labor/Qutside Labor

Date EmpAen Op Code Hours Comments
Materials i Components
Date Item / Component Description Guantity Unit Cost
Tire Changes
Tirs MFG Tire OfF Tread Tirs WFG Tirs On
Position | Code Sarial # Depth Prassuns Codia Sorial £ Reason For Changs
LF
LRI
LRO
RF
RRI
RRO
SPR

This section of the printed Work Order allows for handwritten entries that can then be added to Tire
Change Entry.
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Appendix A

Support Tip-Track Warranty Parts

Topic/Problem:

To help keep track of warranty parts in the future, the following procedure should be followed in the Work
Order.

Procedure:

1. Remove part from the Vehicle.

2. Enter on the WO as a —1. This will return the item to inventory.

3. Add new part to bus. Enter the item on the work order as normal. This will reduce inventory.
4, Do a Warranty Adjustment to take away Quantity of 1 and send out part. Debit Warranty

adjustment account (may need to set this up) and Credit inventory account.

5. When the part returns, do a new warranty adjustment to put the part back in stock. Debit
inventory account and Credit warranty adjustment account.
6. The part is now back in inventory waiting for next install.
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Appendix B

Support Tip-New WO Employee Setup

Topic/Problem:

How to setup a new maintenance employee in work orders.

Procedure:

Only employees entered via this form can be assigned to Work orders and other maintenance related
programs. Therefore, setup only Maintenance personnel on this form.

Click Setup to identify Maintenance Department Employees.

Setup

|Maintenance Department Employees

Employee # Name

Work
Order
Class

Use Create
Payroll Work Asset Repair
Pay Rate Order Location Type Type

Employea
Short
Name

Dept# Pay Rate

1061 v | [Figk McClallan, r 5 [ 27 5000 | 1T [v] W [~ G T~ [ioo v ]W
12345 v | [Berta Allen |0000 [ 25.0000 | v v v vlEa
K v [loe E Baker T [ 25,0000 [l [] v v v vfiosy
30113 v | [Test Emplayee 07000 [ 22,4300 ] v v v v|[Test
3035 v | [Michasl Backwitn MP [ 200000 O v v v v W
3048 v | [David Ormsby [P [ 32,5000 ] v v v v ]ﬁ
4 v]| | | U U © ¥ [v "
Field Description
The employee must be set up in the system parameters before they can
Employee # be chosen here. If they are in the system, then they will be in the drop-
down list.
Name The employee’s name is automatically populated.
Dept # The employee’s department number is automatically populated.
Pay Rate Enter a pay rate to be used for work order labor calculation. If using the

employees pay rate from payroll, enter 0.00.

Use Payroll for Pay Rate

Select checkbox to use the employee’s pay rate from the employees pay
records via payroll.

Create Work Order

Click the checkbox if the employee is permitted to create a new WO via
the Employee Assignments form. A check mark here causes the Create
WO # button to appear for the users once they have entered their PIN.

Applies to Next 4 Fields

The following information applies to Location, Asset Type, Repair Type
and Work Order Class Code. These are the default codes that will show
when a user creates a new work order in Employee Assignments.
Information populated in this form can still be overwritten. Field can be left
blank here. The employee will need to manually enter the code when
creating a work order.

Location

The location selected here will become the default location (WO # prefix)
when creating a new work order via Employee Assignments.

Asset Type

The asset type selected here will become the default when creating a new
WO via Employee Assignments. If the mechanic primarily works on
buses, select V, for example, or, if it is a facilities employee, select F.

Repair Type

The location selected here will become the default repair type when
creating a new work order via Employee Assignments form. Examples of
repair types are G-General Repair, A-Accident etc.
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The location selected here will become the default Work Order class code
when creating a new work order via Employee Assignments. Examples of
class codes are chosen via the drop-down. This is an important code
because it determines which GL account numbers will be charged for
Work Order Class materials, labor and outside services.

Enter employee’s initials or some other short unique identifier. This name
Employee Short Name will be visible via the Word Order Status forms.

Click Skills to enter the skills of each maintenance employee based on Tasks and/or Labor Operation
Codes to assist in work order assignment.

Skills
Field Description
Employee giilpelgythe employee sorted by last name. Employee number and full name
Select a task code as setup via Modify/Add Tasks. The task description will
Task Code display. A message will display asking Assign All Operation Codes For This

Task? When you click OK, this will assign all operation codes for this task.
Leave Task code blank to only assign Labor Operation codes

Select the operation codes from the drop-down list. A search button has been
provided for ease of finding specific operation codes.

Operation Code

Employee Skills

Employee: Eaker v | 3011 Joe E Baker
TaskCude: v | Engines
Operation
Code Operation Description

> a8

e Assign All Operation Codes For This Task 7

-
‘!J) all Operation Codes Hawve Been Assigned For This Task
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