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Change Summary

The following table summarizes significant differences between this document and the previous
version.

Date/Version Description Reference

March 2012/EAM 12.4 Updated Inventory functionality enhancements page 128
Added Quote functionality to Purchasing page 213
Updated standard reports descriptionsin Analysis page 362
Added significant updates to System Administration functionality page 372

October 2011/EAM 12.4 Updated browse navigation procedures page 21
Added copy part across sitesinformation page 133
Updated default analysis reports descriptions page 362
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Chapter 1

Introduction

This section discusses overview information about Enterprise Asset Management (EAM).
Asset Lifecycle Management 2

EAM Modules 4
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Asset Lifecycle Management

Use QAD Enterprise Asset Management (EAM) to effectively manage your organization's
physical assets. The EAM suite of applications maximizes manufacturing equipment use and
minimizes repair costs. Lifecycle management includes design, construction, commissioning,
operation, maintenance, and replacement of plant, equipment, and facilities. EAM provides supply
chain management solutions for project accounting, plant maintenance, and maintenance, repair,
and operation (MRO) including inventory and purchasing. EAM isfully integrated with the
Manufacturing and Financial modulesin QAD ERP.

Fig. 1.1
EAM

Engineering Plant Operations
i - Plant
= Maintenance
—>
Projects Control
Management / \
MRO
Purchasing 4
o . [
v Inventory

EAM Business Areas

EAM consists of three primary business areas:
« MRO
 Project Controls
 Plant Maintenance

MRO Inventory and Purchasing

Storeroom managers use MRO Inventory to determine the critical parts to stock, minimizing
production downtime and inventory investment. A company cannot stock all potential spare parts
that may be required, because of the sheer number and cost.

Buyers use MRO Purchasing to quickly and easily identify the appropriate supplier with the best
price. A small manufacturing plant may purchase thousands of MRO items from hundreds of
potential suppliers. The electronic authorization process enables managers to review purchase
requests and current spending against budget to determine whether to fill the requisition.

M QAD
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Project Controls Management

Expanding or upgrading manufacturing capabilities is one of the most important annual
investments a manufacturing company makes. Bringing projects in on-time and within budget is
critical to ensure that the asset generates areturn on investment. Project engineers use EAM to
track and manage spending against a project’s budget and authorized spending authority. With
real-time information, managers know how much has been spent and how much it will cost to
complete a project.

Plant Maintenance

After the project is complete and plant operations takes control of the asset, maintenance planners
use EAM to set up preventive maintenance schedules to properly maintain equipment. The EAM
work order system records any repairs and associated cost against equipment. With this
information, maintenance managers can determine how best to allocate resources.

EAM Application Framework

The EAM application framework is an Open Edge Reference Architecture (OERA) compliant
system divided into three primary tiers, or layers. The topmost layer, or presentation layer, isa
relatively thin client.NET executable designed to run on Windows X P and newer operating
systems. The middle layer is based on OpenEdge technology and hosts all business services. The
final layer represents databases and any other data source.

Fig. 1.2
EAM Architecture

Presentation Layer
Technology

EAM .NET Client

Business Servicing Layer Microsoft

Business Logic .NET — “Smart Client
& Reporting Localization Ul Repository
Services

PROGESS Software
Data Access OpenEdge 10 AppServer

Database

The presentation layer is a series of generic form, menu, browse, and action engines that render
nearly every aspect of the user interface at runtime.

MNQAD
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(1) - QAD Enterprise Applications

Home *
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EAM Modules

EAM groups related functionality into modules.
« Maintenance
« Inventory
« Purchasing
« Finance
« Project Controls Management
» Generad
» Analysis
» System Administration

Fig. 1.4
EAM Modules

EAM v12

|
v v v v v

Maintenance Inventory Purchasing Finance Projects

System QAD

General Arelils Administration ~ ERP application
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Maintenance

Use Maintenance to drive work order functionality for maintenance and repair operations (MRO).
 Equipment
« PM/PdM

Work Orders

« Service Requests

Labor History

« Codes

Documents

Inventory
Use Inventory to manage parts (stock and non-stock) across single or multiple plants, analyzing
usage and reserves and improving cost effectiveness
* Inventory
 Physical Inventory
« Stock Replenishment
» Stores Requisition Lists
» Stores Requisition Approval Groups
+ Rebuild Locations
+ UOM Conversion
» Codes
« Documents

Purchasing

Use Purchasing to manage indirect purchasing (stock, non-stock, services).
« Purchase Orders
» Requisitions
 Routing Substitutions
- Vendors
- Standard Clauses
« Currency
« Approva Groups
 Codes
+ Documents

Finance

Use Finance to manage accounting, taxes, overhead, and any money-related aspects of EAM
operations.

MNQAD
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Accounting
Projects

» Tax

» Overhead
« Groups

e Codes
Documents

Project Accounting

Use Project Accounting under Finance to plan, track, and control detailed project budgeting for
capital, expense, or customer-funded or engineer-to-order (ETO) projects, making status
information on the entire budget or each job/phase of the budget readily available, visible by job
spending limit or budget level.

e Codes

« Employees
« Groups

« Documents

General

Use General to set up common system properties.
 Codes
« Employees
« Groups
« Descriptor
+ Languages

Analysis

Use Reporting to display key information in an easy-to-use graphic format.
« Equipment
* Inventory
e Labor
« PM
 Project
« Purchasing
» Service Requests
« Work Orders

MQAD
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System Administration
Use System Administration to alter menus, user permissions, roles, and system-wide configurable
features.
» Users
- System Control
* Roles
ERP Interface
User Defined Fields

EAM and Other QAD Applications

EAM trades certain types of information with QAD’s enterprise resource planning (ERP)
applications, which are hosted through an easily-accessible common.NET interface called the App
Shell. Your EAM installation integrates seamlessly into the App Shell.

MNQAD
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Chapter 2

Navigation

EAM isaflexible, powerful, customizable tool. You can specify views with browses, filters,
column display, sort, grouping, selection criteria, form design, and security settings. You can
search for and update records, view reports, export to Excel spreadsheets, and print data.

This section discusses the following navigation topics:
Logging into EAM 10
Process Maps 11

EAM Display Elements 12
Title Bar 13

Menu 14

Status Bar 16

Toolbar 16

Vertical Menu 18

Mail 20

Tabs 21

Browses 21

Record Filters 27
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Logging in to EAM
You may use multiple logins, depending on your responsibilities. Login credentials determine
access privileges.

Several conditions determine your level of security.

 Theuser |D determines permissions. For example, a system administrator accesses more EAM
system features than an inventory clerk does.

 The currently active site has security settings associated with it.
» Security settings may differ if you log onto multiple sites.

Note Your monitor display may differ from the images in this documentation due to security
Settings.

1 Double-click the EAM desktop icon.

2 Enterauser ID.
Note Password is case-sensitive, but user ID is not.

3 Enter apassword.
4 Accept the default domain.
5 Click OK.

Fig. 2.1
EAM Login

FIQAD

Enterprise Applications

Uszer: |
Fassword:

Laog an ta: gall -

oK || cancar |

The EAM main window opens.
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Fig. 2.2
EAM Main Interface
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Process Maps

Navigation 11

Process maps are interactive flow charts. They link to programs, browses, related documents, and
other process maps using advanced features of .NET technology. Process maps diagram EAM best
practicesin hierarchical order. Swim lanes, the gray stripes on the background, visually separate

functional areas, such as conceptual (Setup) or departmental (Purchasing).

To access lower-level maps:
« Click anode
« Click aswim lane.

Fig. 2.3
EAM Home Process Map

;i Establish
Manager Financial Data 2
Setup & Contrals D?tETssEE:%d

Setup Indirect Setup
Inventory in Equipment in
EAM EAM

e Asset Mamtenan:s Irlucglr:‘tancrty
Flanmng Planning

rd SethUp \ P A . | \ r\fasnuur --\
Source rchase \ ' | | Performance |
Requwsatsunlng Selection B N memﬂr:gnt ‘- Munitonng

Work @ Inll*gg'!g Plan Schedu\e Work Elgseﬁum!:m @

Manage N A Purthase

/ ) / / Rec\ewe b, /
Inventory ( Cnmﬂgnment ) Ma;oe I:Egrr;":al ) | Issuelndlrect K il mﬁmﬂ )
. Invenmry y 5 :
s Revlt!w& C’inse
Finance & Fmanual
d Flnanual Data Bud i Accountin
o . @ Transadms Pe'wds ; @

Capital /
Pun:hasmg Expense
Planmng Project
Preparation

/ 'M.a-na ge N;E"L‘
/ k

MNQAD



12  User Guide — Enterprise Asset Management

Process Map Nodes

There are six types of process map nodesin EAM.

Symbol Type Definition
Menu Linksto a program on the menu.
b e
. Other Process Links to other process maps.
Map
| 'll
5 .-'I
S
Menu Item Linksto groups of programs such as
Collection browses.
7 | Manual Step Indicates that the task does not link to the
.I"I software.
."'I
Decision Denotes where amap may flow in one of
P two directions.
< P
H‘m,_,s”
Document Denotes link to documents or files relevant

to the task.

EAM Display Elements

EAM modules use standard display and navigation elements. Each display has atitle bar, vertical

menu bar, a status bar, a menu, atoolbar, and an application area.

M QAD
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Fig. 2.4
EAM Elements Display
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When adding or editing a record, a submenu displays.

Fig. 2.5
EAM Tabbed Elements
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Title Bar

Thettitle bar displays the name of the database you are logged into + Enterprise Asset
Management, for example: Production: Enterprise Asset Management.

Minimize, maximize, and exit buttons are standard controls for Windows. These tools enlarge,
compress, or close the current window. Click exit to close the window and automatically log out
the session.

Note To log out, you can aso use File|Exit in the Menu.

MNQAD
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Fig. 2.6
Title Bar

E Work Order Maintenance

Menu

The menu is underneath the title bar near the upper left of the window. The menu display may
vary, asit contains commands specific to the open module. Sometimes an option in the menu does
the same thing as a button on the toolbar.

Fig. 2.7
EAM Menu

File Edit Tools ‘Window ﬂelpl

File
File optionsinclude Log off, Page Setup, Print Preview, Recent fileslist, and Exit.

Edit
Options are Cut, Copy, Paste, and Menu Search.

Tools
Options are Options, Internet Properties, and Manage Workspaces.

Set workspace options such as whether to allow multiple instances of the application to run,
display the left navigation panel, and display multiple workspaces.

Fig. 2.8
Tools|Options

[l General
Allow Multiple Applications True
Left Navigation Panel Style Studio Toolbox
Zhow Workspace Selector True

Allow Multiple Applications
If this walue is set to true, then multiple instances of the application can be launched.

Internet Properties displays settings from Internet Explorer.
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Fig. 2.9
Internet Properties

Internet Properties @El

General | Serurity | Privacy | Content | Connections | Programs | Advanced

Harme page
/? To create home page tabs, bype each address on its own line.
=} |

itk ogle.comjigihl=engsource=iglk|

Use default ] [ Use blank.

Browsing histary

']__ Delete temparary Files, history, cookies, saved passwords,
) and web Form information.

Delete, .. ][ Settings ]

Search

j/) Change search defaults, Settings

&
Tabs

Change how webpages are displayed in Settings

tahs.

Appearance

Colors ][ Languages H Fants I[ Accessibility ]

Use Manage Workspaces to display or hide QAD applications running in the App Shell.

Window
Options are Close All Windows, Open Windows list.

Help

The Help menu contains options that display details about the QAD Enterprise NET User
Interface, EAM, and client installation.

User Interface Help

The system offers online help for modules, processes, and fields regarding the general .NET U,
including navigation, programs, browses, and process map information.

Application Help

Application help displays help specific to the application you are running. For questions about
programs and fieldsin EAM, use application help.

View Configuration

Use View Configuration to see system settings for your EAM installation. You cannot change
anything from this window, but you can locate objects in the code. With the correct credentials,
you can make changes from within the system.
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Fig. 2.10
Help|View Configuration

¥iew Configuration =

‘ Search | N | ‘

+- allow

attachmentadministrationroles [gadadmin, superuser]

[

browserecordsforexcelwarning [10000]
browsseracordsforprintwarning [10000]
chartelementzsforchartwarning [100]
check

config

¥

¥

connectionhost [coli23.qad. com)
connectionport [5164]
connectionprotocol [AppServer]
connectionsecurehost [coli23. gad.com]
connectionsecureport [5164]
conhectionsecurenmtocol [A0n5 erver]

[EN i | i

Walue Source

About

About displaysthe current QAD .NET version, date last started, and memory in use. Click Details
to access client details, and click Log to access the build log with details about when the
application was installed to your machine.

Fig. 2.11
Help|About
QAD Enterprise Applications Yersion: 2.8.7 Started 5/15/2008 9:28 AM
Microsoft \MET Version: 2.0.50727.1433 Mermory 79,54 MB
Details >3 | | View Log ‘ 8 0K |

The status bar is at the bottom of the window. It displays your logged-in user ID, and the active
site. If the lower right corner of the window displays a dotted triangle, then you can resize the
EAM window by clicking it and dragging.

Fig. 2.12

EAM Status Bar

[TE— Site: SANF I

Toolbar

Thetoolbar contains standard functions, and functions unique to EAM modules. Tools that display
on the toolbar may vary by module and display.
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Fig. 2.13
Toolbar
[ Excel Export (4 Prink | ) Mew  # Edit |
Action = | Find @ | site sanF = Filter + AL - Default 1S B O I
Button View Image Purpose
Excel Export Browse Exports and opens the browse as
Pl Excel Export | formatted into an Excel spreadsheet.
Print Browse — Prints the selected record or group
et of recordsto a printer.
Add to Favorites Browse = If the browseis open in a separate
E',.? I browser window, you can saveit to
your Favoriteslist.
New Browse Creates a new record.
| Mew l
Edit Browse . Edits arecord or group of records.
Ldad Global Edit displays alist of fields
to edit at once
Action Browse — Opens alist of actions you can
and ialind perform on this record or group of
Tabbed records.
Find Browse Find arecord that starts with letter
o or numbers you specify.
Site Browse Listsal sitesto which you have
Site  SANF T | access.
Filter Browse e 2 Listsall filtersto which you have
access.
Group Browse Enables you to group records by
'EI column headings.
Refresh Browse 3 Refreshes your display.
5
Copy Browse 0 Opens an editable copy of the
._l record.
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Button View Image Purpose
Delete Browse ) Deletes arecord from the database.
and '-:’f_i]
Tabbed
Note Browse Adds a note to the selected record.
Save Tabbed Saves changes to the current record.

1<

Undo Tabbed Undoes the action you just
performed.

Vertical Menu

The vertical menu contains all available EAM modules. Vertical menu items may include:
» Home
- Maintenance
* Inventory
« Purchasing
- Finance
» Generd
« Analysis
« System Administration

Opening a Module

Use Menu Search to find a specific module within the menu. The system displays matching
options as you type.

Double-click avertical menu folder or click the plus sign to expand its display options. Double-
click an option to open abrowse or list.
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Fig. 2.14
EAM Vertical Menu
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Double-click arecord in abrowse or click Edit to open tabs for an existing record. Click New to
open tabs for a blank record.

Fig. 2.15
EAM Submenu and Record Tabbed View
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Favorites

The Favorites pane is a custom menu you create using menu options or drag-and-drop techniques.

Fig. 2.16
EAM Favorites

f‘_o Equipment
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Adding Favorites

Add favoritesin the following ways:

« Right-click amenu folder or menu item in the Applications pane and choose the Add to
Favorites option. The menu appears at the bottom of the list in the Favorites pane.

« Select the menu folder or item you want and drag it from the Applications pane to the
Favorites pane.

- Drag-and-drop URLs from Internet Explorer or Mozilla Firefox to the Favorites pane, where
the link will be saved as afavorite.

- Drag-and-drop an item from the file system (for example, from Windows Explorer) to the
Favorites pane, where alink to the item will be saved as afavorite. You can drag-and-drop
programs (executables) as well.

You can add a menu more than once.

EAM storesfavorites on the server rather than on client computers. When you log on to the system
from a different computer than your usual client computer, you still see your favorites.
Additionally, having your favorites on the server protects them from any disk problems that might
occur on your client computer.

Warning If several users share the same user ID, favorites can become corrupted.

Organizing Favorites

Organize your favorites into folders and subfolders, rename menu items and folders, rearrange the
order of folders and items, and remove menu items you no longer want.

To organize menus into a hierarchy, right-click in the menu space and choose Create New Folder.
You can then drag the folder to any position and drag menu items or other foldersinto it.

To rename or remove amenu item, right-click the item and choose the option you want. You can
also display properties and enter design mode for enabled programs.

To change the icon of amenu item, right-click the item and choose Change Icon. Browseto a
graphicsfile and select it.

To collapse the display of all open folders, right-click any item and choose Collapse Menus.

When you right-click afolder, you can also create a new subfolder within the currently selected
folder.

You can launch agroup of menu items organized under a folder together. Right-click the folder
and select Menu Collection. The folder icon changes to a collection icon. Click on the icon to
launch al the functions at the same time.

Mail

EAM includes an internal mail system. This system facilitates communication between users or
sends system messages for authorization routing or re-routing, status changes on work orders,
failed processes, and so on. To integrate it with your corporate e-mail, such as Outlook or Lotus
Notes, select SMTP in the system control module.
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Tabs

Each open module or submodule displays a tab near the top of the EAM display. For example, you
are working from awork order with a PO assigned to it. You can keep both forms open and work
with them as needed. Click atab to activate its display. The active tab iswhite and displays datain
the application area, and the inactive tabs are gray.

Fig. 2.17
EAM Tabs

_i Home | Equipment X | Work Orders X | Purchase Order &pproval Group X
TR = R L[5

| il =S e i

Using Keyboard Keys

Press the Tab key to jump from field to field in atab. Tabbing goes from left to right, top to
bottom.

Lookups

Use lookups to search for codes or records. Some tabbed views include lookups associated with
fields. Lookup buttons have amagnifying glassicon. Click the magnifying glass to open awindow
that contains all records of atype. Type information in the Find field if you know the beginning of
the record or code. Click the button with the binoculars to run the search.

Fig. 2.18
Lookup Window
Lookup
| Find B | site
Equip Mo “ | Location Description 5
1003 G Testing Global Change
1005 Testing Global Change &
1003 0000000000 TestEquip0123456T8301224567290
1002000, Ga, keith test
101 Testing Global Change
111 BSMT hdaria = Rotable Test Equipment
12-002-121 5C Actuator Walve
123456T2901234367 12234567230 123456T290123436723012345672 90
18-nw-tine Rotable Equipment 01
2000 sC 0ld Equipment -
4 n 3
Browses

A browse lists the records that meet specified site criteriain the current module. EAM browses
look and function like Excel spreadsheets. Column headers provide flexible, dynamic display
options through ordering, hiding, showing, sorting, and grouping records. All users can view a
browse. You can add a browse to your favorites directory.

If your security settings permit reporting, you can export data to Excel.
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Ordering Columns

Drag a column heading to move it to the right or left in the display. Red arrows indicate where the
column will go when you release the mouse button.

Fig. 2.19
Ordering Columns

[rag a colu*\eader here to group by that colurn,

Dept Serial Mo serial Mo

12345678 0-0-0 HAMWE-IT-YOLR-ay

Hiding a Column

Use this option to remove individual columns from the display.
1 Right-click a column heading.

2 Scroll down to the Hide this column option.

3 Release the mouse button. The column no longer displays in the browse. The datais still
stored in the system.

Fig. 2.20
Hiding a Column

Sort Columns
| Hide this column
AddiRemove Columns

Reset Browse
Save Browse Settings

Adding Columns

Use this option to add or remove columns.

1 Right-click acolumn heading.

2 Scroll down to the Add/Remove Columns option.

Fig. 2.21
Add/Remove Columns

Sort Columns
Hide this column
| AddfRemove Columns

Reset Browse
Save Browse Settings

This option displays alist of all possible columns for the current record type.
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Fig. 2.22
Adding Columns

Columns

[ Acct Mo (Rebuild) A
Add Date

Add Time

[ Add User ID

[] 42 Found

[[] A5 Found Description

[ A Left

[] 4= Left Descriptian

[] Assembly

[[] Assembly Description

Aszigned

[] Assigned Mame

[ Auth By

O] duth?

Catalog

[7] Char 1 far W0 name b

3 Select the check box to add a column to the display.

4 Click OK.

Removing Columns

Use this option when you want to remove multiple columns from the display.

1 Right-click acolumn heading.

2 Scroll down to the Add/Remove Columns option.

Fig. 2.23
Add/Remove Columns

This option displays alist of all possible columns for the current record type.

Sort Columns
Hide this column

AddfRemove Columns

Reset Browse
Save Browse Settings
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Fig. 2.24
Removing Columns

Columns

[ Acct Mo (Rebuild) A
Add Date E
Add Time W
[ Add User ID

[] 42 Found

[[] A5 Found Description

[ A Left

[] 4= Left Descriptian

[] Assembly

[[] Assembly Description

Aszigned

[] Assigned Mame

[ Auth By

O] duth?

Catalog

[7] Char 1 far W0 name b

3 Clear the check box to remove the column from the display.

4 Click OK.

Saving a Custom Browse

Save changes to a default browse for future use. A saved custom browse is associated with your

user ID. Use the browse from any compuiter.
1 Right-click over the column heading.
2 Select the Save Browse Settings option.

Fig. 2.25
Save Browse As

Sort Columns
Hide this column
AddfRemove Columns

Save Browse Setkings As

3 Enter the name of your custom browse in the window.
4 Click OK.

Fig. 2.26
Naming Custom Browse

Edit Mame

Mame | Diocumentation 5 amplg

[ (] 8 ] [ Cancel ]

From the right-click menu, delete the custom browse or set it as the default view.
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Right-Clicking a Browse Record

Right-click over arecord to open the right-click menu. Right-click menu options differ between
programs. Right-click menus contain administrative functions and the active Action menu.

Fig. 2.27
Record Right-Click Menu

Select all
Add Record To Browse

T

Edit

Triitialize Limits

Lotk

Parent Child Lookup
Refresh

Global Refresh

Group
Group looks like aflowchart and is located in the Toolbar.
Fig. 2.28
Group
=14
1 Click Group.

2 Drag the column header to group records. For example, a planner groups by Equipment
number, then by Priority.

3 Click Group or drag the columns back into place to ungroup.

Fig. 2.29
Grouping Records

Equipment

[ Excel Export (54 Print | 7] New o Edic
action ~ | Find @ | Site SANF v Fiter - aLL * Default -

Serial No ~ *

Equip Mo

Serial Mg~ PHen Locatian Dept Cast Center
S iter

Sorting a Single Column

Click acolumn heading to sort al by ascending or descending. If the column contains both
alphabetical and numerical data, the system sorts by numbers first, then letters. The currently
sorted column displays an arrowhead pointing up (for ascending sort) or down (for descending
sort).
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Fig. 2.30
Sorting a Single Column

[irag a column header here to group by that column.

Dept ~ Equip Mo Serial Mo
4000 civic: ﬂ
_— L

Note If acolumn contains large amounts of data, EAM may issue atime warning.

Sorting Multiple Columns

Specify up to three column headings to sort, each by ascending or descending order.
1 Right-click acolumn heading in the current browse.
2 Select the Sort Columns option.

Fig. 2.31
Sorting Columns

| Sort Columns
Hide Ehis column

AddfRemove Columns

Reset Browse
Save Browse Settings

The Sort Picker lists display all column headingsin the current browse. The application sorts first
on thetop heading in thelist. If there are multiple records with the same sort criteria—for example,
Priority 1—you can further sort by Requestor, and then by Equipment Number. Click OK to sort
the browse view.

Fig. 2.32
Sorting Multiple Columns
Sort Picker Q@@
Sort by
(&) ascending
Friority w
O Descending
Then by
O ascending
Fequestor w
() Descending
Then by
(&) ascending
Equip Mo w

O Descending

Viewing the Current Record
The highlighted line in the list on the browse tab refers to the selected record. The bold text on the

modules field identifies the currently highlighted or selected equipment record by displaying its
unique identifier and description.
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Selecting a Record

There are several ways to select and highlight records in the browse:
 Double-click the highlighted record.
 Usethe Find feature.
+ Usethe record filter.

Action Menus

Each browse includes an Action menu. Accessit in two ways:
 From the dropdown over the browse
« In theright-click menu

Find
Use Find to search for a specific record. Find searches the column on the far l€ft.
Site

If your user ID has access to multiple sites, you can change the active site to work with records.

Record Filters

Use afilter to specify the information display on a specific browse. Each module has a number of
fields that can establish the criteriafor filtering a browse list.

1 Click the arrow beside the Filter option on the Toolbar to access the options. To build a new
filter, select the New Filter option.

Filter +| aLL b
Tew Filker
[ Edtthis Fier |

Manage Filters t

Fig. 2.33
Filter Menu Options

2 Namethe new filter.
3 Click OK.

Fig. 2.34
Name New Filter

Edit Mame

Mame | Documerntation 5 amplg

(] 8 ] [ Cancel ]
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The Filter Criteriawindow opens.

Fig. 2.35
Basic Record Filter Manager

Filter Criteria E“@b__(]
Hlwd b
Fieldz | Group By

Field WValue

| — |
Exp Site Desc 3 !Acnntalns bt | Priority containg &
Evpense Site 0 & TS
Fail Type Desc e ' s
Failure Type
FBOS.MLS StrongTy
FEOS.MLS StrongT)
FBOS.MLS StrongTy
FEOS.MLS StrongTy
FEOS.MLS StrongTy
FEOS.MLS StrongTy
FBOS MLS StangT; @& OoR [ up ][ Down | [ Dekt= |
FBOS.MLS StrongTy
FEOS.MLS StrongT)
FBOS.MLS StrongTy
Iniitial Annual
Iriitial Lifetime:
Installed Date
Installed Date
Int 1 for Eqp 4]

Plarrer containg 1333

An advanced user can use the Advanced view. Click Advanced to open more query optionsin the
fieldslist. Create more complex filters by grouping data with and/or and parenthetical statements.

Fig. 2.36
Advanced Record Filter Manager

= . : 5 (o 5 |
Filter Criteria H@@
HL o Z
Fields | Group By
—;‘— 3 Field Walug Conj [ 1
EH Site Desc: = 1conlaims7‘ll Pricrity containg & AND [[AE |
Ex?z_a[nse SD\ta ‘ 1 | 1 E Equip fo  contains 0 AND M
allLype.Uese: ] Planner cortains 1333 AND E i E

Failure Tppe
FBOS.MLS.StrongTy
FEOS.MLS. StrongTy
FEOS.MLS. StrongTy
FBOS.MLS.StrangTy
FBOS.MLS.StrongTy
FBOS.MLS.StrongTy
FEOS.MLS. StranaT ®aND O OR [ Up ][ Down | [ Dalete |
FBOS.MLS. StrongTy
FBOS.MLS.StrongTy
FBOS.MLS.StrongTy
Iriitial Annual

Inilial Lifetime @0 OOR - [O0 )
Installed Date

Installzd D ate

Int 1 for Eqp 4]

Query Preview

pri containg '4' AND equip_no containg '0° AMD plan_code contains 1333

Entering Fields in the Filter Manager

TheFieldslist displaysal possible fields in the database entry associated with the current module.
Click oneto moveit to the Group By list. Specify thevaluein thelist; for example, to filter records
by this month, enter:

this month

past 30 days
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The system can process plain language commands, such as past year (versus 365 days) or your
name (as opposed to user ID). When adding multiple Group By criteria, select AND to indicate
that the filter records must meet al criteria. Select OR to indicate that the filter records may meet
any one of the Group By criteria

Another filtering mechanism is parentheses. Enclose parts of the filter Group by criteriain
parentheses to indicate that thisisthe first, and most important, filter criteria. The system follows
mathematical progression when filtering records (criteriain parentheses first, then AND, then OR
from left to right).

Use the Up and Down buttons to change the filter priority. Click Delete to move the criteria from
the Group By list. Fields removed from the Group By remain in the database.

For example, a planner filters by all equipment associated with a specific user 1D, with a Status 1
or 2, and by cost center.

Printing

Print the recordsin the browse list. Use the Print button in the toolbar or the Print option inthe File
menul.

Fig. 2.37
Print

=4 Print
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Chapter 3

Maintenance

Use Maintenance to drive the work order process for maintenance and repair operations. This
application includes all Preventive/Predictive maintenance (PM/PdM), plus planned and
unplanned work to keep equipment operating at capacity.

This section discusses the following Maintenance modul e topics:
Maintenance Menu 32

Equipment 32

Preventive/Predictive (PM/PdM) Maintenance 46

Master Lists 59

Work Orders 66

Service Requests 84

Labor History 91

Codes 92
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Maintenance Menu

The Maintenance Menu includes the following submenus:
 “Equipment” on page 32
 “Preventive/Predictive (PM/PdM) Maintenance” on page 46
« “Work Orders’ on page 66
- “Service Requests’ on page 84
- “Labor History” on page 91
- “Codes’ on page 92

Fig. 3.1
Maintenance Menu

Applications

Menu Search

-+ % Maintenance
=\ % Equipment
|'_‘~3 E quipment
|1~—‘ DUOM Conversion
=1L % P/ Pdid
&Y P Templates
=1 % Master Lists
[ Instruction Lists
[ Parts Lists
=L % work Orders
|'_‘~—‘ ‘work, Orders
[ Service Requests
[ Labor Histary
= "% Codes
[ DUOMs
=} % Equipment
|'_*v—‘ BOM Types
|'_‘~—‘ Catalogs
[ Categories
[ Failure Types
|'_‘~3 Locations
|'_‘~—‘ Products
[ Equipment Status
|'_*v—‘ Types
|'_‘~—‘ Character 1
[ Character 2
[ Events
|'_‘~3 Holidays
++{ 7 List Types
+{ 5] Pay

Equipment

Use Equipment to store and track the following information: cost analysis, failure analysis, bill of
materials (BOM), driving units of measurement (DUOM), serialized components, tracking, and
service requests. Track regularly scheduled work and breakdowns while collecting repair and
maintenance cost information for each piece of equipment.
Most cumulative data in equipment records originates in:

« Work Order

* Inventory
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« Purchasing
- Labor

System-wide information feeds back into the equipment record. Equipment reports present this
stored data. Historical data also triggers preventive work orders for equipment associated with
metering data and failure analysis.

Associate systems and assemblies with equipment for more detailed cost and failure analysis.

Setting Up Equipment

Fig. 3.2
Set Up Equipment Process Map

Define ;
. B Maintenance /
Equipment in

EAM Engineering

)

Download
Equipment
Accounting
Data

Establish
Equipment.
MNumbering
Scheme

Define
Define BOM
oggment | e

Add Asset to
i Equipment
Register

quipment
rom Project?

Define Mail Define Owner Define Failure
Groups Groups Data

1  Establish equipment numbering scheme.
Add equipment codes and BOM types.
Download equipment accounting table from the QAD ERP application.

A WDN

Define mail and owner groups.

5 Definefailure data.
Equipment Browse

Access this browse from Maintenance|Equi pment|Equipment. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Fig. 3.3
Equipment Browse
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Equipment Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 3.4
Equipment Action Menu

Action - || Find

Initialize Limits
Lockfiinlock

Parent Child Lookup
Refresh

Renames Equipment
Global Refresh

Prinkt Descriptors
Global Prink

External Links

Create Down Time

Initialize Limits

Enter theinitia lifetime and annual maintenance costs to record expenses pre-dating creation of a
new equipment record. Entries display in the Lifetime Basis and Annual Basisfields on the Detail
tab.

Fig. 3.5
Equipment Modify Cost

Modify Cost

Initial Lifetime 100000
Initial &nrual 10000

[ oK H Cancel ]
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Note Refresh the Equipment record to display changes.

Lock/Unlock

As equipment ages and goes out of service, you can prevent any additional charges, such as
inventory issues and labor distribution, against the equipment 1D by locking it.

Parent Child Lookup

Use the graphical lookup to see which pieces of equipment are parents and which are their
children.

Note When you click the Parent Child L ookup option, the parent/child tree displays regardless of
the Parent Lookup setting on the System Site Maintenance screen.

Refresh

Use Refresh to display the most recent equipment cost figures on the Detail tab.

Rename Equipment

Use Rename Equipment to assign a new name to a piece of equipment. EAM updates all records
that include this equipment, retaining the history. After verifying the Site and Old Equip No, enter
the New Equip No.

Fig. 3.6
Rename Equipment

Rename Equipment g|§|@

‘warning: Thiz routine will change the Equip
Mo of every relevant record from Old Equip Mo
to Mew Equip Mo, It may take a long time.

Site:
0ld E quip Mo:

New Equip No: 00001 Corveehor

(] 8 H Cancel ]

Global Refresh

Use Global Refresh to update all or a group of selected recordsin the current browse.

Print Descriptors

Use Print Descriptors to print an Equipment descriptor, which is used to store technical
information about a piece of equipment.

Global Print Descriptors

Use Print Descriptors to print the Equipment descriptor for all or agroup of selected recordsin the
current browse.
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External Links

Link an unlimited number of filesto an EAM equipment record. If you can run the file on your
operating system, you can run it from EAM onceit is linked.

Create Down Time

EAM provides amethod of tracking downtime directly to a specific Equipment record. Downtime
isusually considered to be the entire time a piece of equipment is not operational.

Equipment Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 3.7
Equipment Right-Click Menu

Select Al

HNew

Edit

Columns 3
Initialize: Limits

Lock/Unlack.

Parent Child Lookup

Refresh

Rename Equipment
Print Descripkors

External Links

Create Down Time

New

Use New to open the equipment record detail to create a new record.
Edit

Use Edit to open the equipment record detail to edit the selected record.

Initialize Limits, Lock/Unlock, Parent Child lookup, Refresh, Rename Equipment, Global
Refresh, Print Descriptors, Global Print Descriptors, External Links and Create Down Time are
options from the Action menu.

Equipment Record Detail

The record detail contains information about this equipment. The equipment number and current
site display over all associated tabs.
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ig. 3.8

Equipment Record Detail

Home | Site: 10000. Equip No: CROO14 ‘

Site 10000

Equip No CROD19

Action - | b | ) | @

Codes | Asset|[Detail|[ Serialized [ User Defined |

Deseription Crane.gantiy.5ton,10ft spa

Categow A blank Tupe
Farent? 'l Farent N
Upd Children? Status
Location EL200 *.| Equipment location 200 BOM Typs
Failwre Type [FT3 %] Failure Tupe 3 Motify
Planner FBANKS %] FRAMK BANKS Responsibl
Ouner WO O
Fririty Catalog
Manual

EQ-M
5400

ENGR

[51

“.| Equipment Master

2] Active Equipment

“.| Enginesring Dept

.| DIESEL ENGINE

[E Eaipment stemate
[ Procedure Lists
[P Production Hours

[ Eauipment Frodusts

Creating an Equipment Record

1
2

Click New to open a blank equipment record.

Assign the equipment number.

Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Editing an Equipment Record

1

2

Double-click arecord from the browse or click Edit to open the equipment record detail.

Verify the equipment number.

Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Equipment Tabs

Maintenance

Equipment contains five tabs: Codes, Asset, Detail, Serialized, and User Defined.

Equipment Tab: Codes

37

Use this tab to group equipment by type or category. It includes a brief description and individuals
or groups associated with the equipment and parent/child data.
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Fig. 3.9
Equipment: Codes Tab
Codes |Asset Detail| Serialized | User Defined
Genesal
Descipion | PARTS WASHER CONVEYDR
Category | AB |58 ] TworCharacter Cabegony Twpe |EQS [ ] Equipment Subassembly
Parert? & Parend Mo | ASMBLY-1
Upsd Chideen? Stabus | A Mcirre Equpmert
Location | PRESSROOM o) | PRESSROOM BOM Type | 00000 [ CBA Backig-chg
Fadne Typs | 23032 | Elecircal Mecharical Moty | MFGM |5 | Manufachig Mairderance Gioup
Plances [JAELDS [Ci]s450M FIELDS Responsible | EGRAVES EDDIE GRAVES
Dwret | MFGM MANUFACTURING DWNER GROUP Wi Dwmer | MFGM MAMUFACTURING OWHNER GROUF
Frionty | 20 Immecste Catalog | THEW ‘Waler conled-chg
Morwal | PARTS WASHER CONVEYOR CONV-OS

Description. Thisfield contains a brief description of equipment.

Category. Thisfield indicates the most general equipment code. Use it to designate ownership
or virtual equipment.

Type. Thisfield groups equipment by functional application or classification.

Status. This field displays the status of the equipment or machine. A code shows the current
standing of equipment; for example: A - Active, | - Inactive, O - Obsolete, or M - Moved.

Parent? Thisfield prompts you to make this piece of equipment a Child to another and attach
it to a Parent piece of equipment. For example;
Parent - Production Line (a Virtua piece of equipment)
Children - Blow mold machine, formers, labelers, ink jet printer, conveyors, paletizers,
and so on.
Parent No. Thisfield displays the associated parent equipment of the component.

Upd Children? Select this check box to update the equipment DUOM when the parent’s
current reading changes. Any children conversions set up in DUOM Conversion are
calculated.

Manual. Thisfield displays the name of the equipment manual for a specific piece of
equipment. Manual is for reference purposes only.

BOM Type. The BOM typeisagrouping of system and assembly codes unique to a specific
type of equipment, building or facility.

Failure type. Use thisfield to group selected failure and repair codes for the equipment. When
the failure or repair lookup runs from the Work Order Maintenance screen, the system filters
to those codes linked to the failure type of the equipment.

Location. Thisfield describes the physical location of a piece of equipment.
Catalog. Usethisfield to designate the class or group structure of the equipment.

Planner. Indicate the employee responsible for planning the maintenance on a piece of
equipment. EAM validates your selection against the list of designated planners. Planner
copiesto associated PM templates and work orders.

Notify. Enter the user or group of usersto notify with e-mail when a piece of equipment
reaches its spending limits.

Responsible. Indicate the employee who is responsible for the equipment.
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Owner. Thisfield displays the user or group of users authorized to edit the equipment record.

If an owner is associated with the equipment record, only the owner or owner group members
can edit the equipment record. Unlike most fields that appear on the Equipment Maintenance
screen, copying an equipment record does not copy the owner.

WO Owner. If aWO owner is added to the equipment record, only the owner or owner group
members can edit any work orders for that equipment.

Priority. This editable code indicates the priority level for the piece of equipment. It
automatically copies to service requests and work orders added for this equipment.

Equipment Tab: Asset

Usethistab for equipment that is not serialized. It includes details about the equipment acquisition
and its name plate data, the information typically found on the equipment, and fixed asset data
from finance.

Fig. 3.10
Equipment Tab: Asset

Codes | Asset|| Detail | Senalized User Defined

Dietad

Project Mo Job Mo

PO No 1] Job Coast Center

Acquisit’n Cost | 125000 Job Sub Acct Mo

Wendot No AZ002 Tubse City Job Capstakers Date
Manufachurel | Crane Tech Crane Tech Model No Top Runnln
1 Made 1938 Weaght 10

Wesght UOM [ Tom ] Senal Mo 935073

Puichased Date [ 1,235 , T Aiith Loc

Profile 10

Fread Aszal Dats

Instaled Dale [ 3721909 +|  PeplemtVale [25000
RetredDate [ o - Book Vakue 15000

Fived Azset No | 100000 L Expet 0
County Azzat Creats [ abe [rwane] -
Mew Azzal? Update Azses?

Asset Last Updale [1ony) - Quanity 30000

Project Number. Use a project number when you purchase and install a new piece of
equipment. When you enter aproject number, EAM defaults the acquisition cost from the total
spent in the project record.

Job No. Use the lookup to select avalid job number, associated with the project.

PO Number. Thisfield indicates the original purchase order number used to purchase the
equipment.

Job Cost Center. The default job cost center from Finance|Projects displays.
Acquisition Cost. Thisfield indicates the original purchase cost of the equipment.

Job Sub-account Number. The default job sub-account number from Finance|Projects
displays.

Vendor No. Thisfield represents the vendor from whom the egquipment was purchased. EAM
validates this number against the Vendor table.
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Job Capitalize Date. The job’s capitalize date from Finance|Projects displays. You cannot
modify it.

Manufacturer. Thisfield indicates the manufacturer for a piece of equipment. Thereisa
lookup available for thisfield.

Model No. Thisisareference field for storing the equipment or machine’s model number.
Yr Made. Thisfield indicates the year the equipment was built.

Weight. Thisfield indicates the weight of the asset or equipment usually represented by the
GVWR (Gross Vehicle Weight Rating), information widely used in the construction and fleet
industry.

Weight UOM. Thisfield indicates the weight unit of measure. Thereisalookup table available
for thisfield.

Serial Number. Thisfield indicates the serial number of the equipment or machine. Serial
number is for reference purposes only and has no other functionality within EAM.

Purchased Date. Thisfield indicates the purchase date of a piece of equipment.

Tax Auth Loc. Use the lookup to select atax authorization location.

Profile ID. Use the lookup to select aprofile ID.

Installed Date. Thisfield indicates the date a piece of equipment was installed.
Replacement Value. Thisfield indicates the cost of replacing this piece of equipment.
Retired Date. Thisfield indicates the date a piece of equipment was removed from service.

Book Value. This amount represents the cal culated worth of the equipment. Accounting can
update the field and use it for insurance purposes.

Fixed Asset No. Asset number cross-references the equipment with the equipment fixed asset
or tag number from your finance department.

Life Expectancy. Thisfield indicates the life expectancy of a piece of equipment in years. This
field isfor reference purposes only.

County. Thisfield refers to the county where the equipment resides.

Asset Create Date. EAM displays the date this asset was recorded into the database.
New Asset? Thisfield indicates this equipment was added to EAM as a new asset.
Update Asset? Select this check box to update this equipment in the EAM database.
Asset Last Update. View alist of prior updates to the equipment.

Quantity. Enter a quantity for this asset.

Equipment Tab: Detail

Use this tab to enter information about an equipment record.
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Fig. 3.11
Equipment Tab: Detail
Codes | Assel| Detail | Senalized | User Defined
Accourting
Expenze Site | US&1 Sibe for Dodar US4 in 04D EE Dept | 30 Packagng
Coat Canter | WiCI Wk Center 1
Labcw
hcetNo ] SubAcet Mo
Mateial
AcetNo | 7200 | Repair Hantenance Subhieel Mo
Corlracioe
AeetNo 7200 Flepa Maintenance Subhieet Mo
Sperding Limits
Lifetime Basis | 31000 Curent [Lilehme] 31135
Anrwdl Basiz | 20000 Cunend [Arewsal] 18872
W0 Batis | 100 Last Refieshed  01/26/2011 1603
Froduchan
Production Sch Lost Oppos Rate | ()

Expense Site. Thisfield defaults to the current site, but you can charge expenses for this
equipment to another site.

Department. Accounting does not assigh department. Maintenance or Production can use this
field to track expenses. It can represent legacy departments or cost centers.

Cost Center. Accounting assigns this piece of equipment to a cost center. All labor, material,
and contractor maintenance costs are charged to this cost center.

Labor Acct No /Sub Acct No. The account number assigned to a piece of equipment to collect
internal labor costs. The sub-account number allows for further details associated with an
account number.

Material Acct No /Sub Acct No. These fields display the account and sub-account numbers
assigned to a piece of equipment to collect material costs. The sub-account number allows for
further detail associated with an account number.

Contractor Acct No / Sub Acct No. Thisfield displays the account and sub-account number
assigned to a piece of equipment to collect contractor costs. The sub-account number allows
for further details associated with an account number.

Lifetime Basis/Current. These values track the expense limit and the maintenance costs
charged to equipment during itslifetime. The Current value requires no setup. You can use the
Initialize Limits option in Actionsto record expenses pre-dating a new equipment record. This
field displays transaction costs from other areas of EAM, specifically when labor, parts, or
contractor costs are charged to a piece of equipment.

Annual Basis/Current. These values track the expense limit and the expenses charged to
equipment during the year.

For the warning message and automatic e-mail to Notify to work properly, use Refresh
periodically. If the annual basis has been exceeded, EAM displays the message, “ Equipment
has exceeded the Annual Limits.”

WO Basis. Thisfield displays alimit on expenses charged to a piece of equipment per work
order.
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Last Refreshed. Thisfield displays when the current (lifetime) and current (annual) fields
were last refreshed.

Production Schedule. Thistext field displays the code for the production schedule.

Lost Opportunity Rate. Thisfield displays the per-hour cost to the company of having the
equipment down.

Equipment Tab: Serialized

Use this tab to track serialized components. Purchase and stock serialized equipment in inventory.
For each serialized component, track maintenance repair costs, and schedule PM’s.

Note If selected equipment is not serialized, thetab is blank.

Establish an equipment component and connect it to a parent. An equipment designation
represents alocation for the type of equipment indicated. Serial-numbered parts issue from
inventory to the equipment, which is charged the current value of the issued serial-numbered part.
The system updates this field during serialized parts issue and return.

Fig. 3.12
Equipment Tab: Serialized

Codes | Asset| Detail | Serialized |User Defined |

Purchased Date Instaled Date
Model No Senal Aszet No
Manufactures | Vendar No

Dietail
Sedial No | PO No

Acquisitn Cost | g Life Expet

Serial No. Thisfield displays the serial number of the component or machine. The serial
number creates a unique record or component.

PO Number. Thisfield displays the original purchase order number used to purchase the
component.

Acquisition Cost. Thisfield displays the original purchase price of the component.

Life Expectancy. Thisfield displays the life expectancy of acomponent in years. Thisfieldis
for reference purposes only.

Purchased Date. Thisfield displays the purchase date of a component.

Installed Date. Thisfield displays the date a component was installed. The system updates it
during issue and serialized part return to the equipment.

Model Number. Thisfield displays areference field for storing the issued serialized part’'s
model number.

Serial Asset No. Thisfield cross-references the equipment with the Equipment Fixed Asset or
Tag number.

Manufacturer. Thisfield displays the manufacturer of a component.

Vendor Number. Thisfield represents the vendor from whom the component was purchased.
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Use the Equipment User Defined tab to track information against specific equipment in EAM.

There are ten user-defined fields.

Fig. 3.13
Equipment Tab: User Defined

| Codes Asset Detail Serialized |[User Defined|
Detail
Eqp Char 1
Eqp Char 3
Eaqp Char 5
Eap Char 7
Eaqp Char 3
Eqp Char 11
Eaqp Char 13
Eap Char 15
Eap Char 17
Eap Char 19
Eap Char 21
EapDecl
EqpDec3
EgpDecS
EqpDec?
Eaplnt1

Eap Date (rane]

0.0000]

0.0000
0.0000
0.0000/

Eqp Char 2
Eap Char 4
Eap Char 6
Eqp Char 8
Eap Char 10
Eqp Char 12
Eap Char 14
Eap Char 16
Eap Char 18
Eap Char 20
Eap Char 22
EqpDec2
EapDec 4
EgpDeck
EqpDec®
Eaplnt 2
Eap Logical

0.0000]
0.0000|
0.0000]
0.0000|

Character 1-2. These are user-defined character fields, validated against tables that you add.

Character 4-22. These are free-form, user-defined character fields, not validated against

tables.

Decimal 1-8. These are user-defined decimal fields for equipment.
Integer 1-2. These are user-defined integer fields for equipment.

Enable/Disable Logic. Thisis a user-defined check box.

Equipment Submenu

The currently active menu option displays an underlined text label. For example, the active option

below is Detail for the highlighted equipment record.

MNQAD



44 User Guide — Enterprise Asset Management

Fig. 3.14
Equipment Menu

L"M} Detsi

Motes
|"‘\-:-' Service Requests
[Z5" Work Drdess
5y PM Templates
EJ Failure Analysiz
'_," Cost Analysis
D-H Senal History
% oM
['iv*" FReadings
L Equipment Alternate
L‘&H Procedure Lists
&‘ Production Hours

E-’ Equipment Products

t‘u-‘ Equipment Descrptors

|"\-' Down Time

Equipment Menu Option

Purpose

Detail This option opens the tabbed view.

Notes Use this option to add notes about the equipment.

Service Requests Usethis option to create requests for service needed on any
piece of equipment. You can convert approved requests
into work orders.

Work Orders Use this option to display alist of al work orders
associated with a piece of equipment.

PM Templates Usethis option to display alist of al PM templates

associated with a piece of equipment.

Failure Analysis

Equipment Failure Analysisis based on work order history
and failure codes associated with a piece of equipment’s
work orders. It provides reliability data and predicts future
problems.

Cost Anaysis

Use this option to view cumulative and detailed labor,
material, and contractor cost of maintenance for individual
pieces of equipment.

Seria History

Displays ahistory of where the serialized part has been and
when.

BOM

EAM can automatically build the bill of material (BOM) as
partsinitially issue to equipment. Each piece of equipment
can also have system and assembly structures. Reference
parts to a system/assembly at issue.

Readings

Use this option to view runtime data for an equipment
record. Use readings to schedule PM work orders.
Readings come from equipment work orders or from an
outside data collection source.
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Equipment Alternative

Enter an alternate name for the selected piece of
equipment. The system checks this alternate name during
the Loads DUOM batch job, which reads a DUOM file
from an outside source.

Procedure Lists

Attach any number of MILs designated as safety
procedures to a piece of equipment. When awork order is
created for the piece of equipment, these safety procedures
automatically copy to the work order.

Production Hours

View alist of equipment production hour readings here.
Add production hour readings manually or through a batch
process

Equipment Products

Use this option to associate alist of products made by this
piece of equipment. Specify the products produced on the
work order when arepair is required for the equipment.
You can run reports to analyze maintenance cost based on
the product being produced.

Equipment Descriptors

Equipment Descriptors allow the user to set up a standard
template for certain technical information and then these
descriptors can be associated to a number of pieces of
equipment. A given piece of equipment can have multiple
descriptors associated with it. Once the descriptor is
associated with a given equipment record, the user can go
in and update the information on agiven field.

Down Time

EAM provides amethod of tracking downtime directly to a
specific equipment record. Downtime may or may not be
associated with a maintenance work order. Each down time
record is also associated with an equipment record and,
potentially, System, Assembly, Reason Down, and Failure
codes.

DUOM Conversion

Maintenance 45

Access this browse from Maintenance|Equipment|DUOM Conversion. Alter the browse, refresh
the window, or delete the record. Update the Driving Units of Measure (DUOM) for subordinate
(child) equipment based on the parent equipment DUOM update. Set up arecord to establish the
equation to convert one DUOM type to another DUOM type. For example, 1 stroke by parent
equipment may drive 5 rotations on the child. Use amultiplier of 5 to define the relationship of the
From DUOM (strokes) and the To DUOM (rotations). If this exact relationship is unique to a
particular child DUOM, then specify that child as the To Equipment No.

Fig. 3.15

Equipment DUOM Conversion Defined

Home | DUOM Conversion X |

[ Excel Export (=4 Print

[ 1] Mew

Find

S | Fiter ~ aLL * Default S

222 burp=
234567 T

234567 EUT ]

From DUOM #  TaDUOM To Equip Mo Multiplier

0012 test

0012 test2

0012 test2
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DUOM Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 3.16
Equipment DUOM Right-Click Menu

Select all
Add Fecord To Browse

Mew

Edit

New

Use New to open the DUOM Tabs to create a new record.
Edit
Use Edit to open the DUOM Tabs to edit the selected record.

Note Select the parent equipment Upd Children? check box to use these conversions. Select
Current Reading for the equipment’s DUOM to automatically update the DUOMs for subordinate
equipment.

Preventive/Predictive (PM/PdM) Maintenance

Use Preventive Maintenance (PM) templates to produce work orders, based on a number of
scheduling methods. A PM template addresses several methods including calendar frequency,
equipment DUOM, special events, and a combination of calendar and equipment DUOM.

PM templates can specify the piece of equipment to work on. The PM modul e stores many
different operations. Add, copy, and edit a PM template with one or more instructions, parts, or
tool lists. Associate safety procedures and drawings with the PM template. When generating a PM
work order from atemplate, al of the instructions, parts, tools, safety procedures, and attached
files associated with the PM are copied to the new work order.

The PM template can link to various responsible people or departments, as well as with specific
account numbers, cost centers, or projects to charge.
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Performing Preventive Maintenance

Fig. 3.17
Preventive Maintenance Process Map

Freventive
Maintenance Maintenance

Add Master
fes §  Lists &PM
Templates
Lubrications & OEM e
Inspections #aster Lists B Ne Generate Work
(Wear&Tear]_’RE L —’Rec‘njrgrrslgded—} #M Tempiatas ————* ) “Grders

|

e O Mo N Notify Y, Work Package
Required? T ¥ Requestor Assignment

Yes Work Order
I—’ Authorize Work |y litharization

Guidelines.

« Perform inspections.

« Lubricate equipment and replace fluids.

« Perform manufacturer-recommended service.

« Develop PM templates and lists.

» Generate work orders. Click the node to open Maintenance|Work Orders|Work Order.
« Authorize work ordersif required.

« Notify requestors when work orders are authorized. Click the node to open Maintenance|Work
Orders|Work Order.

Instructions

The Master Instruction List (MIL) isaheader record. It contains the master instruction list number,
the kind (instruction or safety), a user-defined type code (for classification and sorting), a
description, a procedure number, and a revision number.

An MIL displays the steps necessary to complete atask. Each step includes a craft and skill code,
aswell astime and cost involved.

1 Writethe stepsfor a PM.

2 Add one or more MILsto aPM template. You can add the same MIL to multiple PM
templates.

3 Thesystem copies MILs to awork order when it issues the PM template.

PM Template Record Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.
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Fig. 3.18
PM Templates Browse
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PM Templates Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 3.19
PM Templates Action Menu

fction +| Find
Copy to Equipment
Issue

Global Tssue

External Links

Copy to Equipment

Use Copy to Equipment to copy the PM template to a piece of equipment, which creates anew PM
template.

Issue

Use Issue to create a single work order from a PM template.

Fig. 3.20
PM lIssue

Issue Base E@

The iszue date can be calculated based either
on today's date or the curent nest izsue date.

[ tuttiple lszue

Note The Multiple Issue option displays only if you select Global Issue.
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Global Issue

Use Global Issue to create multiple work orders. Select asingle PM template for multiple issues or
multiple PM templates. Select multiples manually or by filtering. If you select multiple PMs, use
this option to schedule them for issue. Issue multiples from a PM template up to the end date.

External Links

Link an unlimited number of filesto an EAM PM Template record. If you can run thefile on your
operating system, you can run it from EAM onceit is linked.

PM Templates Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

New

Use New to create a new record and open the PM templates screens.
Edit
Use Edit to open the PM templates screens to edit the selected record.

For more information, see “PM Templates Action Menu” on page 48.

Copy to Equipment, Issue, Global Issue, and External Links are options from the PM templates
Action menu.

PM Template Record Detail

The record detail contains all information about this PM Template. The template number and
current site display over al associated tabs.

Fig. 3.21
PM Template Record Detail

Haome P4 Template Ma: 1455 ‘
P Templaic No | 1455
H @ || "o PhTermplates
Equipment Issue Methad | Godes | Detail | User Defined @@ Dl
Exuipmen 0 Motss
Deseription | 5/ C &1 Mill Maching PM Catalog 1HBA3541 | Single phase f
EqupNo  [MM179 o[ Milpuming o, ENCADS | Location  [ELyo0 Equipment Location 100 [ Reatings
Problem FERFORM ASSIGNED PM TASKS Precautions E}’ Skips
E‘J Superiors
[ subs
E‘J Faiures
B
E‘J PM Master Parts List
[ PM Master Instucion Lis
E’-) PM Satety Procedures
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Creating a PM Template

1 Click New to open ablank PM template record.
2 EAM assignsthe next PM template number.

3 Veify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing a PM Template

1 Double-click arecord from the browse or click Edit to open the PM template record detail.
2 Verify the PM template number.

3 Veify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

PM Tabs
PM templates contains five tabs: Equipment, Issue Method, Codes, Detail, and User Defined.

PM Tab: Equipment

Use the PM Equipment tab to review default information about the record you selected from the
PM template browse. If you are creating a new PM template, use the lookup feature to find the
correct piece of equipment. Select a piece of equipment to copy record data such as the location
and catalog fields.

Fig. 3.22
PM Tab: Equipment

Equipment |

E quipment
Desciiption M Press stop time check Catalog 1TH12B BRA&SS HEAD
Equip Mo W3 4| Work center3.mfg. Location EL200 Equipment location 200

Problem PERFORM THE ASSIGMED Ph TASKS Frecautions
PER INSTRUCTIONS

Description. Thisfield contains a brief description of what the PM is, such as. “Monthly ball
bearing replacement.”
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Equip No. Equipment originates in the Maintenance]Equipment module. The field must
contain avalid equipment number in the current site. EAM displays awarning message if the
equipment is locked.

Catalog. EAM copies catalog data from the equipment record. Use cataloging to report
differences in equipment operating characteristics, such as cost and failures.

Location. Location indicates the geographic location of the piece of equipment. EAM copies
location data from the equipment record.

Problem. Thisfield contains a detailed description of issues with the equipment, such as “Be
sure no knives are on the conveyor before starting the line,” or general information such as
“Monthly PM, perform all tasks on the attached work orders.” Datain thisfield prints on the
PM work order document.

Precautions. Indicate any special precautions to take while maintaining this piece of
equipment, such as“Let this conveyor belt sit idle for 20 minutes before touching the motor, as
itisvery hot.”

PM Tab: Issue Method

There are four different ways to schedule PMs:
- Calendar (for example, every 6 months)
« DUOM or Driving Unit of Measure (for example, change the car’s oil every 3,000 miles)

 Both Calendar and DUOM (for example, change the car’s il every 3,000 miles or every 3
months, whichever comes first)

« Event (for example, aholiday or shutdown, such as the end of a production run)

Calendar PM Scheduling Method

Calendar-based PMs depend on Issue Cycle and Number of Cycles. The Issue Cycleis one of the
following: Day, Week, Month, or Year. The Issue Cycle, combined with the number of cycles,
determines the number of days between due PMs.

1 Select an Issue Methaod. If you select the Calendar option, indicate Day, Week, Month or Year
in theissue cyclefield.

2 Enter the frequency in the No of Cyclesfield. For example, if you selected a daily issue cycle
and you want to perform the PM every day, enter 1 as the number of cycles. If you want the
PM to be due every 6 months, select a monthly issue cycle. The number of cyclesis 6.

3 Set the Next Issue date as the starting point. If you do not enter a date, EAM defaultsto
today’s date. EAM calculates the PM Due Date based on the issue cycle and number of cycles.

4 Enter alead day to calculate a PM due date prior to the PM actually being due. EAM backs up
the PM due date by the number of days entered here.

5 Indicate reset options on the Due Date with the Sliding option.

« Select the Sliding check box to leave the next PM due date open until the open work order
for this PM template has been closed.
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« Clear the Sliding check box to automatically recal culate the due date based on the issue
method and number of cycles.

DUOM PM Scheduling Method

Meters accumul ate measurements, such as hours or miles. Define these measurements on
Maintenance]CodesDUOMs and establish them on relevant equipment records. The term for
defined metering is Driving Unit of Measurement (DUOM). Select one from alist of valid
DUOMsfor the equipment. The DUOM cycle equals the number of cycles between PM due dates.

Note You must first link DUOMSs (count, hours, hits, and so on) to the Equipment record before it
isavailablein the PM template.

1 Select DUOM as the issue method.

2 Activate the DUOM field.

3  Select the DUOM for this PM template.
4 Enter the number of cycles.

5 Enter at what count.

Note You only need to set the starting point for this PM template. Once readings start, it resets
incrementally based on the DUOM cycle.

The current reading field is read-only. It displays the current reading for the selected equipment.
EAM calculates an estimated due date after there is data from two readings.

Both

With issue method “Both,” establish a PM template to issue based either on calendar or DUOM,
whichever comesfirst.

Event PM Scheduling Method

Events are on-demand PM work orders. This PM occurs on a specific event date established under
event maintenance. Events can be annual, such as an annual plant shutdown (which may not
awaysfall on the same date). Events may represent opportunities to perform maintenance on
equipment. For example, if production brings down aline or piece of egquipment, maintenance can
use unscheduled downtime to perform predefined preventive maintenance that is not dated.
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Fig. 3.23
PM Tab: Issue Method
Equiprmert| lzzue Methed | Codes | Delail | User Definad
|3 Misthodd
lesus Mathod | Calerdar -
Calsndas
Iee Cpcke | Morth - Mool Cicles 3
Hest lssue | 22172011 - Siaus  Achve
Ladd Dagrs _ o] SdegSch?
Last D ay of Month
DCiriving LIOM
Duom Mool DUOM
Mo
DUOM Cycle 0 Hext DLIOM lssue 0
Cumend Reading 0 Est D Disle
Morslin
M High Auchanl High
M High Time Irberval Max High Time Urit
e Lo Azhanl Lowi
M Losw Tame Indeival M Lo T omes Ut
Ewvert
Event Evert Neod Insue
Scheduing
PM Due | gr21 220011 - Heod Fadusn
Shilft Wok Day? Drurstion ]

Issue Method. Options under I1ssue Method include Calendar, DUOM, Both, or Event-based.
Issue Cycle. Options under the I ssue cycle include Day, Week, Month, and Year.
No of Cycles. Thisfield displays the number of cycles between PMs.

Next Issue. Thisfield displays the next scheduled issue date. Label changesto Last Issue
when Sliding Sch? is selected and an open WO references the PM number.

Status. Thisfield displays Active or Inactive, depending on the setting from the Detail tab. If
you set Sliding Sch?to yes, and there is an open work order from this PM template, then status
isopen.

Lead Days. Thisfield displays the number of lead days prior to the actual due date. It is used
for planning purposes. Thisfield is active only when the issue method is calendar or both.

Sliding Sch? Clear the check box to issue PM work orders regularly, regardless of the status of
existing work orders. Select the check box to recal culate the next PM issue after the previous
work order reflects the status in WO status. Sliding PM s sets the status to F for finished or C
for closed.

Last Day of Month. Select the check box if the last issue falls on the last day of the month, and
you want subsequent PMs to occur on the last day of the month.

DUOM. When issue method is DUOM or both, indicate the DUOM. Enter avalid DUOM for
the equipment. This must be atype of meter if issue method is set to both. If you change the
issue method and DUOM type is meter, it defaults to the current reading.

Monitor DUOM. Select the check box to monitor the DUOM.

DUOM Cycle. Indicate the number of cycles or units between PMs; used only for meter-based
PMs.
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Next DUOM lIssue. A PM isdue when the meter reachesthereading valueinthisfield. Enter it
when you create the PM. EAM generates it automatically for subsequent PMs based on the
DUOM cycle.

Current Reading. Displays the current DUOM reading for the equipment.

Est Due Date. EAM calculates the estimated due date with this formula: Today + ((next
DUOM cycle - current reading)/average unit per day usage).

Max High. When using monitor plus temperature as the DUOM, thisis maximum number of
high alarm readings allowed in a set period of time before needing aPM / current number of
high alarm readings.

Actual High. When using monitor plus temperature as the DUOM, thisis actual number of
high alarm readings allowed in a set period of time before needing a PM / current number of
high alarm readings.

Max High Time Interval. When using temperature asthe DUOM, thisisthetimeinterval in a
set period of time before needing a PM / current number of high alarm readings.

Max High Time Unit. When using temperature as the DUOM, thisis the time unit used (i.e.,
minutes, hours, days) before needing a PM / current number of high alarm readings.

Max Low. When using temperature as the DUOM, thisis the maximum number of low alarm
readings allowed in a set period of time before needing a PM / current number of low alarm
readings.

Actual Low. When using temperature as the DUOM, thisis the actual number of low alarm
readings allowed in a set period of time before needing a PM / current number of low alarm
readings.

Max Low Time Interval. When using temperature as the DUOM, thisisthetimeinterval in a
set period of time before needing a PM / current number of low aarm readings.

Max Low Time Unit. When using temperature as the DUOM, thisis the time unit used (that is,
minutes, hours, days) before needing a PM / current number of low alarm readings.

Event. This option displays the selected event.
Event Next Issue. Thisread-only field displays the next issue date if the issue method is event.
PM Due. EAM calculates this value with this formula: next issue date — lead days.

Next Failure. Thisread-only field displays the next statistical failure date for a defined failure
code associated with the current PM template. EAM predicts a future failure date.

Note If multiple failure codes associated with this PM have different failure dates, this field
displays the closest date or the next date available.

Shift Work Day? You can create a maintenance department workday calendar. If aPM is due
on anon-work day and you select the check box, then EAM creates the PM work order. EAM
adjusts the Requested Start Date to the next available work day. If thisfield is set to No, then
EAM issues the PM work order based on the Next Issue date.

Duration. Enter the estimated duration for this work.
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PM Tab: Codes

Use this tab to work with employees, users, and codes.

Fig. 3.24
PM Tab: Codes
Equipment |ssue Method | Codes | Detail | User Defined
Employses
Plarmet | JFIELDS JASOH FIELDS Astgned | JFELDS ASOM FIELDS
Moty | MFGM Maredachaing Maintenance Group [
WO Owner | MFGM MANUFACTURING DWNER GROUP
Codet
Frioiy | 20 Immeciale PriCeall |ELEC Electrcian
Crew |58 Swsehls Caew shit (15 Late Shit
Clasz |7 | Clazz 7 Clearance | pewd | Equspemart can be unning
Spetem ] sy
Ext His Labor 1000 Est His Down B

Planner. Thisfield displays the assigned planner’s name. A lookup filters planners at the
current site.

Assigned. Thisfield displays the person responsible for the PM. A lookup filters eligible
employees at the current site.

Notify. Indicate who to notify with e-mail when thisPM is due. A lookup filters usersin the
user and mail groups.

Owner. Enter a user name for the user or group.

WO Owner. Thisfield containsavalid owner (user or group). A lookup filters personnel in the
user and owner groups. When the PM template issues, the WO is restricted to the owner.

Priority. Priority displays avalid priority from the standard priorities defined for your system.

Pri Craft. Thisfield containsavalid craft from the standard craft codes defined for your
system.

Crew. ldentify agroup of technicians by acrew code. The crew code is associated with the PM
template. When the PM isissued and awork order is created that crew number or crew codeis
copied to the designated work order.

Shift. Thisfield contains avalid shift from the standard shifts defined for your system. Thereis
alookup available for thisfield.

Class. Thisfield contains avalid word order class from the standard classes defined for your
system. Thereis alookup available for thisfield.

Clearance. Thisfield containsavalid clearance level from the standard clearances defined for
your system. Thereis alookup available for thisfield.

System. Thisfield contains a valid system code from the standards defined for your system.
Thereis alookup available for thisfield. If the equipment hasaBOM type, the lookup filters
by the equipment’s BOM type system codes.

Assembly. Thisfield contains a valid assembly code from the standards defined for your
system. Thereisalookup availablefor thisfield. If the equipment hasa BOM type, the lookup
filters by the equipment’s BOM type system codes.
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Est Hrs Labor. Thisfield contains the estimated hours of labor to perform this PM.
Est Hrs Down. Thisfield contains the estimated hours of equipment downtime required to
perform this PM.

PM Tab: Detail

Use this tab to apply expense information from the equipment record to the PM templates and to
work orders created from this template.

Fig. 3.25

PM Tab: Details
Egupmnant lisus Mathod | Cades| Dend|| Uner Detingd
Tespgn:
Ackree® Plarned?
Lok Lisks? Lrik oEqun?
Acoourtrg
Paopaci Mo Jobs Mo
Erperue St US4
Degi B Pachagrg Cost Canvee  WTN ok, Coarier 1
Labor feed Mo L Sudhy ek
Mai fict Mo T200 Mail Sub Al
Cont st Mg 7200 Gord Sab Mt

Active? Select this check box to indicate that the PM is currently active. Clear the check box to
set Status on the Issue Method tab to Inactive.

Planned? This setting is copied to the work order at issue. Planners use it to track the amount
of planned and unplanned work.

Lock Lists? Special security appliesto any lists copied to work orders created from this PM
template. EAM locks all lists copied to the work order on issue. Users can add new lists, but
they cannot edit or delete locked lists.

Link to Equip? Linking to equipment popul ates these fields. expense site, department, cost
center, labor account number, 1abor sub-account, material account, sub-account, cont account,
and sub-account associated with the equipment record.

Project No. Thisfield displays a project number in the current site.

Job No. Thisfield displaysavalid job number from the current site. Use job numbers to break
down large jobs into component parts for better cost analysis. All jobsin a PM template copy
to corresponding work orders.

Expense Site. This field defaults to the current site, but you can charge expenses for this PM
template to another site.

Dept. Set up the expense site department in the equipment record and use it in the PM.

Cost Center. Charge any materials, internal labor, or outside contractor cost to the specific
cost center. EAM uses the default cost center attached to a piece of equipment for the PM

template. All expense accounting datain the PM template defaults to the work order created
from the PM template.

Labor Account No. Use thisfield to charge the labor records.
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Labor Sub Account. EAM uses this expense sub-account number when this PM template
creates awork order.

Matl Acct No. Thisfield displays an expense account number to use when material cost is
charged directly to awork order or the associated equipment.

Matl Sub Acct. Thisfield displays an expense sub-account number to use when material cost is
charged directly to awork order or the associated equipment.

Cont Acct No. Thisfield contains an expense account number automatically used by EAM
when contractor cost is charged directly to awork order or is charged directly through a
purchase order receipt.

Cont Sub Acct. Thisfield contains an expense sub-account number automatically used by
EAM when contractor cost is charged directly to awork order or is direct charged through a
purchase order receipt.

PM Tab: User Defined

Use these tabs to track information against specific PM Templates or work ordersin EAM. There
are ten user-defined fields. Any user-defined data added to a PM Templates copies to its Work
Orders.

Fig. 3.26
PM Tab: User Defined

Equipment | Issue hethod | Codes | Detail |iUser Defined:

User Defined
W0 Char 1 , W0 Char 2
w0 Char 3 w0 Char 4
W0 Dec 1 i W0 Dec 2 i
Wi It 1 0 WO Int 2 0

Wi Date pr— -| WO Logical

Character 1/2. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for PM Templates or word orders.

Integer 1/2. These are user-defined integer fields for PM Templates or word orders.

WO Date. Name the user-defined date field for PM Templates or work orders.

Logic for WO. Select this check box to add alogical field to the PM Templates or work orders.

PM Templates Submenu

The currently active option displays an underlined text label. For example, the active option below
is Detail for the highlighted PM Template.
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Fig. 3.27

PM Templates Submenu

“a PMTe mplates

G pel
2\ Notes
_i‘IJ Readings
& skips
(&7 Superors
& subs
4 Fabues
[ Work Order

3" P Master Parts List

"j]-’ PM Maser Instruction List

"-1-" Fid Safely Procedures

PM Submenu Option

Purpose

Detall

This option opens the tabbed view.

Notes

Use this option to add notes about the PM Template.

Readings

Use this option to view or update the current meter reading
for the DUOM and equipment in the PM. In the Equipment
module, indicate what type of DUOM to track.

Skips

Usethisoption to put in arange of dates (start date and end
date) to make the PM inactive. During thistime, EAM does
not create work orders for that PM. You can associate an
unlimited number of start and end dates with asingle PM.

Superiors

Superiors prevent excessive maintenance by linking
multiple levels of PMs.

This option displays PMs superior to the current record.

Subs (Subordinates)

Subordinates (subs) link multiple levels of PMstogether.
This option displays PMs subordinate to the current record.

Failures

Associate an unlimited number of failure codes with a
record. Use them to ascertain whether the PM prevents
those failures from occurring. You may decide to increase
the frequency of the PM or to change the PM parts or
procedures.

Work Order

Usethisoptionto list al past work orders created from the
PM template.

PM Master Parts Lists

Add any number of Master Parts Lists (MPLS) to aPM
template.
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PM Master Instruction List | Add any number of Master Instruction Lists (MILs) to a
PM template.

PM Safety Procedures Add any number of Master Safety Procedures (MSPs) to a
PM template. An MSP identifies all safety instructions that
are attached to a particular PM identified on the Master
Maintenance screen.

Master Lists

Maintenance 59

Use Master Instruction and Parts Lists to devel op work procedures and work order parts lists to
perform work on equipment. Depending on your permissions, you can add or edit existing records.

Instruction List

Use Master Instruction Lists to develop any number of work procedures to perform on
equipment. These procedures are stored in the instruction list module. You can associate one
master instruction list with a number of PM Templates or copy it to corrective maintenance work

Fig. 3.28
Master Instruction List Browse

Instruction Lists

[ Excced Export (51 Print | 1] mew g Edit

Find S | Ste saNF - Fiter v AL * Default =S B3O
Matr Inst Na # Kind Description | Twpe Description Procedure Owrer

15 Instrustion 2000 Engine Dverhaul

7 Instruction LUING  Lubrication Instructions LUET1

13 Instruction LUING  Lubrication Instructions

13 Instruction 20000 Electrics| hiotor Rebuild

21 Instruction 20000 Electrical hotar Rebuild

2 Instruction 20000 Blestrical Matar Rsbuild BGROUP
23 Instruction 20000 Elestrical Motor Rebuild
2 Instruction 20000 Elestrical Motor Rebuild
S Instruction 000 Engine Dverhaul
% Instruction LUINS  Lubrication Instructions
= Instruction LUINS  Lubrication Instructions
2 Instruction LUINS  Lubrication Instructions
2 Instruction LUINS  Lubrication Instructions
[ Execel Export (54 Prirk | ] Mew o Edit
Action | Find % | Defaul: TN k]
Step < Oty Craft Skill StdHrz  Cost Dezcripti

2 1 MECH 1
K 1 MECH 1 25 Lubricate all moving parts
4 1 MECH 1 25 Replace all filkers

Master Instruction List Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the

toolbar or right-click menu.

External Links

Link an unlimited number of filesto an EAM Master Instruction List record. If you can run the

file on your operating system, you can run it from EAM onceit islinked.
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Instruction List Record Detail

The master instruction list consists of a header record with the master instruction list number, the
kind, a user-defined type code, a description, a procedure number, and an owner.

Fig. 3.29
Instruction List Header Record Detail

Home | Instruction Lists | Mstr Inst No: 6 ‘

Mstr Inst oo E

CIE | —

General % Instiuction Detail
Detai
Kind Instruction v Type RBO01

Description Manthly Bulding Maintenance Procedure MTHOZ

Owimer

Instruction List Steps Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 3.30
Instruction List Steps Action Menu

fiction =|| Find
Mowe Up

Mave Down

Move Up

Highlight astep in the list and move it up to perform it earlier in the sequence.

Move Down

Highlight astep in the list and move it down to perform it later in the sequence.

Creating an Instruction List

1 Click New to open ablank instruction detail record.

2 EAM assigns the master instruction list number.

3 Enter information in relevant fields on the general tab.

4 Click Save.

Editing an Instruction List
1 Double-click arecord from the browse or click Edit to open the instruction record detail.

2 Verify the master instruction number.

M QAD



Maintenance 61

3 Enter information in relevant fields on the general tab.

4  Click Save.

Instruction List General Tab

Use thistab to record instruction list information.

Fig. 3.31
Instruction List Header Record Detail

General

Dretail
Kind Instiuction - Type LUING
Description Lubrication Instructions Procedure

Ouaner

Kind. Select either Instruction or Safety.

Type. Use the lookup for a user-defined grouping of instruction lists, by function, such as
inspect and repair or lubrication.

Description. Use this field to explain the purpose of the master instruction list.

Procedure. Usethisfield as a cross-reference to another application, such as a quality system
that may identify this master instruction list.

Owner. Thisfield adds security to each individual master list by limiting record modification
to the user or group specified here.

Instruction List Steps

Add individual stepsfor alist in the lower browse.

Fig. 3.32
Instruction List Step
Hame | Instruction Lists |
[l Excel Export l__‘:‘.J Frint | | Mew /"Ed\t
Find 1755 @ | ste 10000 - Fiter = AL * Default n=e & B O
sztr Inst Mo # Kind Description | Type D escription Procedure Cwner

Instruction LUBE &H hill Mach Lube Phd HGROUP

[ Excel Expart (=4 Prink | ) Mew g Edt

Action = | Find @ | Defaul: =T 0

Step |Gty Craft Skil StdHrs | Cost Description
RAECH EXF 2625 IF & CHECK LIST IS DESIRED, PRINT OUT THE

Creating an Instruction List Step

1 Click New to open ablank instruction step record for the master instruction list highlighted in
the upper browse.

2 EAM assigns the instruction step number.
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3 Enter information in relevant fields on the step tab.

4  Click Save.

5 Click thered X on the PM Inst No, Step tab to return to the browse.

6 Repeat the process to add additional steps.

Edit

1

ing an Instruction List Step

Double-click arecord from the lower browse or click Edit to open the instruction detail record.

2 Verify the instruction step number.

Enter information in relevant fields on the step tab.

4 Click Save.

5 Click thered X on the PM Inst No, Step tab to return to the browse.

Instruction List Step Tab

Fig. 3.33
Instruction Step Tab

Step

Detail
Craft O Feg Pay Rate | 1p

Oty 1 Skill
Hours 1 Minutes a0
Std Hrs 15 Cost 15

Drezcription
Description it SHUTTLE BUS

Craft. Select the specific craft needed to complete this step from a validated table of user-
defined codes.

Reg Pay Rate. Enter the craft’s hourly rates, used in the calculation of the estimated cost for a
step on amaster instruction list.

Qty. Enter the number of craft persons needed to complete that step. Calculate the cost per
instruction step by multiplying the quantity by the time and its craft rate.

Skill. Select askill level from a validated table of user-defined codes.

Hours. Enter the estimated amount of time in whole hours needed to compl ete this individual
step.

Minutes. Enter the estimated amount of time in whole minutes needed to complete this
individual step.

Std Hrs. EAM displays the calculated amount of time in whole and fractional hours needed to
complete this individual step.
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Cost. EAM displays the calculated cost to complete this individual step.

Description. Enter text to describe the specific steps or procedures associated with this
individua step.

Note Including all the step costsin a master instruction list cal culates the estimated total
planned cost of the master instruction list.

Parts List

Use master parts lists to build a standard list of parts for a preventive maintenance or repair work
order. You can create multiple parts lists, group them by user-defined type fields, provide
descriptions, and cross-reference other quality systems procedures. Associate one master parts list
with anumber of PM Templates or copy it to corrective maintenance work orders.

Parts List Browse

Two browses comprise the master parts list. The upper browse lists all the master partslistsfor all
sites. Use thefilter to reduce thislist to a specific source site for parts. Highlight a master partslist
in the upper browse to add or delete a part or edit the quantity required for the partsin the lower
browse.

Fig. 3.34
Parts List Browse
[ Excel Export (=4 Frint | ] Mew o Edit
Action | Find @ | Fiker ~ AL ~ Default = ]
Mstr Pits Mo ~ | Type: Description Procedure Source Site Owrer
1 359 Facilities Mtce Supplies News Procedure WHSE 1000
4 FaCMT test 300 changes Frocedure A, 5B-01
5 FORKL test 400 Procedure 101111 SANF sysadm
B HWAL HW4C SYSTEM MTCE SUPPLIES TEST SANF
7 HWAL HW4C SYSTEM MTCE SUPPLIES Thizis a test SANF
il WEHMT Wehicle Mtee Supplies WhiH1.020 SANF
El WEHMT Wehicle Mtee Supplies W0 SANF
0 WEHMT Wehicle Mtee Supplies W05 SANF
1 30000 Carb Rebuild Kit= SANF
12 ELECT Electric motors and parts El1z2.25 SANF
13 FORKL Fork lift maintence SANF
15 10000 FORKLIFTS 100 test 100 SANF BGROUP
18 358 FUME CONTROL MTCE SANF
19 20000 Generator Rebuild Kits SANF
[ Excel Export (=4 Print | 1 tew
Find @ | pefaul im0
Part No # | Part Description Gty Total Cost
EDGER 1000 big motor 1 ]
LEWWN BAGS 1000 big motor 2 50
LawtiN MOYWER TORD 1 75
RAKE LEAF, STANDARD METAL 1 13
$PRAYER ‘WEEK KILLER DISPENSER 1 25
SPREADER DRY CHEMICALS DISPERSER 4 a
ek YEED KILLER 2 3

Parts List Action Menu

Access the Action menu from the toolbar or right-click menu.
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Fig. 3.35
Parts List Action Menu

Action || Find

Copy BOM

Copy BOM

Copy the BOM for the equipment to the partslist.

Parts List Record Detail

The master parts list contains a header record that includes the master parts list number, the source
site, a user-defined type code (for classification and sorting), a description, a procedure number
(which corresponds with a quality systems number), and an owner.

Fig. 3.36
Parts List Header Record Detail

Mstr Prts Mo 7
=R
General

Dretail

Type HwAC - Descri iption HWALC SYSTEM MTCE SUPFLIES
Procedure This iz a test Source Site SANF

Owner

Creating a Parts List

1 Click New to open ablank parts detail record.

2 EAM assigns the master parts list number.

3 Enter information in relevant fields on the general tab.

4 Click Save.

Editing a Parts List

1 Double-click arecord from the browse or click Edit to open the parts record detail.
2 Verify the master parts number.

3 Enter information in relevant fields on the general tab.

4  Click Save.

Parts List General Tab

Use this tab to record parts list information.
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Parts List Header General Tab

General

Maintenance 65

Dietail
Tope HVAC Description HYAC SYSTEM MTCE SUPPLIES
Procedure Thig iz a test Source Site SAMF

Owaner

Type. Select from a user-defined grouping for parts lists: parts associated with specific pieces
of equipment or certain types of repairs.

Description. Enter the purpose of the given master partslist.

Procedure. Enter a cross-reference to another application such as a quality system to identify
this master partslist.

Source Site. Select the site from which this master parts list sources its parts. The part lookup
filters to the specified source site.

Owner. Select an owner from the lookup. This field limits record modification to the user or
group specified here.

Parts List Parts

Add individual partsfor alist in the lower pane.

Fig. 3.38
Parts List Parts
[ Excel Export (54 Print | 1) tew o Edit
action = | Find 698 @ | Site 10000 - Filer = ALL

Matr Prtz Mo

~  Type Description

Proced

[ Excel Export (54 Print [ 1) tew

Find @ | Default )
Part Mo | Part Description Oty Tatal Cost
050140083 [FN] -
05010111 bdatar bAount 2 1}
05-01-0444 Element filter, 73 5", 20cfm 2 235
200335 Coupler, Hpdraulic #B-330103 1 1}
CP101 Hose, 18" Alemite #P1425wh-12 12z o

Adding Parts to a List

1 Click New to open ablank record for the master partslist highlighted in the upper browse.

2 Enter apart number or click on the lookup icon to select one. You can only add partsin the
Inventory module.

3 Enter the quantity.

EAM displays the Part Description and Issue UOM, and calcul ates the Total Cost.
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5 The system automatically saves the new entry.

6 Repeat the process to add additional parts.

Editing a Parts List

1 Highlight arecord from the lower browse to update the quantity or delete the part number.
2 Enter information in the quantity field.

3 Click thered X to delete this part.

Parts List Part Detail
The parts list part record displays stored information about a part.

Fig. 3.39
Parts List Part Detail

[ Excel Export (=4 Print 51 Undo

Part Mo # | Part Description [ty Tatal Cost

05-01-0053 Qil, synthetic 20w 50w 12 270 .96

05-01-0111 kdator kdount 2 a
05010444 Elerment filber, 7'%5.3"20cfm 2 233
2040335 Coupler, Hpdraolic #B-220109 1 1}
CR1 Hoze, 18" &lemite #F1425wh-13 12 a

Source Site. EAM displays the site from the upper browse on this master parts list. The part
lookup filters to the specified source site.

Part No. EAM displaysthe part number from the inventory module. Enter avalid part number,
or use the lookup.

Part Description. EAM displays the part description from the part record.
Issue UOM. EAM displays the issue unit of measure from the part record.

Total Cost. EAM calculates cost by multiplying the part’s current cost by the planned quantity
in the partslist.

Work Orders

Use Work Orders to create and store work order records. A work order outlines upcoming
maintenance. After the work is complete, update the work order with summary information. By
thetime it closes, awork order contains valuable data for historical reporting and analysis.

Work orders can contain the following information: the equipment 1D, a statement of work to be
done, any precautions, the employees responsible for doing the labor, the scheduling information,
the expense accounting structure, and the recipient of the expense. Also, you can attach instruction
lists, stores requisition lists, and safety procedures.
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When the work is complete, technicians can record the type of failure that caused the event and the
type of repair made. They can associate it with specific systems or assemblies on the piece of
equipment for clearer definitions of where the problem occurred. They can record the amount of
downtime associated with this event and the amount of labor required to repair the problems.

Charge parts from stores against thiswork order, and attach purchase requisitionsto perform work.
With this information, all the costs associated with this event combine in one work order, giving
management a better understanding of the cost for this or similar past events.
Create work orders:

« From PM templates

 From Service Requests

- For Corrective Maintenance (CM) work orders
Issue PM templates manually or globally to create work orders. You can convert a Service Request
to aCM Work Order. Add Corrective Maintenance work orders directly in the Work Order
module.
Use the Work Order module to manage three special types of work orders:

e Product number

« Serialized part

- Fabricated inventory order
For example, use product number for tooling maintenance. You can configure one tool to make

different product numbers. This applies maintenance activities to the tool (equipment) ID, and to
the product it was configured to make at the time of repair.

A serialized part is arotatable equipment component, such as a motor, with a serial number. Issue
it to arebuild location, then create awork order to internally repair and return it to inventory. You
can also return it to the equipment from which it was removed.

Fabricated work orders replenish inventory items sourced from an internal shop instead of
purchased from a vendor. When the part falls below the reorder point, EAM creates a work order
instead of a purchase requisition. Once the parts are fabricated, inventory can receive them.
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Performing Planned Maintenance

Fig. 3.40
Planned Maintenance Process Map
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Planned

Maintenance Maintenance
Demand
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Maint Ops Key Process Add Work
Strage ul nt
- w’b‘“

1 Review the maintenance strategy and key process equipment guidelines.
Add awork order. Click the node to open Maintenance|Work Orders|Work Order.
Authorize the work order if required.

Notify the requestor.

ga b~ W N

Coordinate planned maintenance.

Work Order Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.
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Fig. 3.41
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WO Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 3.42
WO Action Menu

Fobal Change Status
Giobal futhiorize

Issus

Fieverse Labor

Copry Master Tnstruction List
Prriret Docunment

Authorize

If WO Auth?is selected on the General |Business UnitsDomains|Maint tab, work orders must be
authorized before you can post any parts, labor, or receipts against a PO tied to the work order.
Enter your credentials and take action to authorize this work order.

Change Status

Use Change Status to change the status of awork order during the work management process.
Once selected, the possible work order statuses display. Select the current status of the work order.
Within work order status maintenance, the system administrator can add or delete different Status
codes. Defaults can trigger e-mail or prompt for data when awork order changes status.

MNQAD



70 User Guide — Enterprise Asset Management

Post Labor

Use Post Labor to charge employees’ time against the highlighted work order.

Fig. 3.43
Post Labor
Dietail
Emgloyee
Site USAT Date | 3/8/2011
EmpNo Time [HH:MM)
PayAdd Code | Pay Mut Code |1
OH Graoup TotslCont 0
Coeneant
Expenz
ToSie USA1 Expence Site US4
Wi N 107 Dept
EqupNo COMPA SULLAIR.125 HP COMFRESSOR Cott Cantss vl
Rebud AcetNo
Senalzed Parl Sub Acct Mo
Senal No System
Progect Mo Azzembly
Job No

Site. The work order’s default site.
Date. The editable date of the labor transaction defaults to today’s date.

Employee No. Thisfield displays the number of the employee who performed labor on the
work order. You must identify an employee for alabor transaction.This employee number
copies any corresponding information such as pay add rate, employee rate, and overhead

group.

Time. Thisfield displays the amount of time (in hours and minutes, separated by a colon) the
employee worked on the activity for which labor is being charged.

Pay Add Code. Thisfield specifies an amount of money paid to an employee on an hourly
basis, in addition to that employee’s regular hourly wage.

Pay Multi Code. Thisfield addsamultiplier to the employee’s pay rate. Some examplesare for
regular time (1x the rate) or time and a half (1.5x the rate) for holidays or call-in pay.

OH Group. Thisfield displays the employee’s overhead group.

Defaults: If posting labor from the Employee Module, employee’'s OH group; if itisablank or
not posting from the Employee Module, defaults to the site's OH group (System
Administration|System Control |Sites).

Total Cost. EAM calculates the total cost of a particular labor transaction.

Comment. Enter atextual message that is attached to the labor record and can display in the
Labor History browse.

To Site. The work order’s source or default site.
Expense Site. This field defaults to the current work order’s expense site.

Note The datain the following fields has to have been added to the work order to appear on this
screen.
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WO Number. EAM displays the work order number.
Dept. Thisfield displays the department against which the cost on the labor record is charged.
Equip Number. Thisfield displays the equipment number linked to the work order.

Cost Center. Thisfield displays the cost center against which the cost on alabor record is
charged.

Rebuild. Usethisfield for work orders associated with rebuildable components.

Acct Number. Thisfield displays the account number associated with a particular labor
transaction.

Serialized Part. Thisisthe serialized part to which labor is charged.

Sub Acct No. Thisfield displays the sub-account number used with an account number to
charge the costs on the labor record.

Serial No. Thisfield displays the serial number of the part with which the work order is
associated.

System. If the labor transaction is against a piece of egquipment and that piece of equipment
has corresponding system codes, labor can be charged to this specific system as well asto the
piece of equipment.

Project No. The project associated with the work order and labor transaction.

Assembly. Thisfield displays a second code, the system code being established first, identified
with alabor transaction associated with a piece of equipment after labor is distributed to that
equipment.

Job No. Thisfield displays the number by which a specific job isidentified in a labor
transaction.

Reopen

Use Reopen to adjust the status of a closed work order.

Global Change Status

EAM comes with standard work order statuses, such as closed, finished, and canceled.

You cannot del ete these codes; however, you can add status codes to a Work Order Status table.
These statuses can contain specific functionality. Determine the default status when creating a
corrective or preventive maintenance work order.

You can aso determine in the Status code table if an e-mail should be generated to the user or
group to notify when the Work Order Status changes to that specific status. Use this action to
manage more than one work order at atime, such as when closing alarge group of completed and
reviewed work orders.

Global Authorize

Use this action to authorize al or agroup of selected work ordersin the current browse.
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Issue

Use this option to issue parts directly to awork order.

Fig. 3.44
Issue
Dretail
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WO No 107 System
EqupNo COMPI Assembly
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Issue From
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Oy 10,0000 oM EA
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Date | 3r8/2011 | WananlyDate | [none)
Cormrrent

Note The datain the upper portion of this screen has to have been added to the work order to
appear on this screen.

Issue To

WO No. EAM displays the default work order number to which to directly charge the part.

System. |f you issue the part transaction against a piece of equipment with corresponding
system codes, you can charge the part to this system as well as to the piece of equipment.

Equipment Number. EAM displays the default equipment number to which to directly charge
the part.

Assembly. A second code, the system code being established first, identified with a part issue
transaction associated with a piece of equipment after the part isissued to that equipment.

Rebuild. If you expense thisissue transaction to a serialized part, you must also identify the
current rebuild location of the part.

Expense Site. Thisfield defaultsto the site on the work order.
Serialized Part. Thisfield displays the serialized part receiving the issued part.

Department. Thisfield displays the department against which to charge the cost on the part
expense.

Serial Number. Thisfield displays the serial number of the serialized part to which apartis
issued.

Cost Center. Thisfield displays the cost center used when issuing and expensing the part.
Requestor. Thisfield displays the user ID of the person requesting the part.
Matl Acct No. Thisfield displays the account number used when issuing the part.
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Project Number. Thisfield displaysthe capital or expense project number to which to issue the
part.

Sub Account Number. Thisfield displays the sub-account number used with an account
number when issuing the part.

Job Number. Thisfield displays the job number (within a capital or expense project) to which
to issue the part.

Issue From
Source Site. This editable field displays the current site.
Part Number. Thisfield identifies the part number to be issued to this work order.
Quantity. Enter the quantity of partsto issue.
UOM. Thisfield displays the unit of measure in which the selected part isissued.

Location. Select the location from where the part is issued. If there is more than one location
available for this part, alist displays all the valid locations.

Overhead Group. Thisfield displays the part’s overhead group. Useit only if your issuing
procedure includes selecting the overhead group. Select the overhead group to automatically
add the predetermined cost to the part.

On Hand. Thisfield displays how many of this part are currently available.
UOM Cost. Thisfield displays this part’s cost per unit.
Date. Thisfield displays today’s date.

Warranty Date. If apart has awarranty, you can add this date to the issue transaction. You can
issue awarranty date to a piece of equipment. EAM creates awarranty record in the work
order’s equipment.

Comment. Enter comments about this action.

Reverse Labor

Reverse labor expenses charged to this work order.

Copy Master Instruction List

Use the lookup to select a master instruction list to copy to the work order. You can edit thelist for
thiswork order.

Print Document

Use Print Document to print the work order package for the highlighted work order.

Global Print Document

Use Global Print Document to print the work order packages for the highlighted work orders.
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External Links

Link an unlimited number of filesto an EAM work order record. If you can run the file on your
operating system, you can run it from EAM onceit is linked.

WO Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 3.45

WO Right-Click Menu

Select All

Authorize

Change Status
Post Labor

Issue

Reverse Labor

Copy Master Instruction List
Print Document

External Links

New

Use New to open the WO screens to create a new record.
Edit

Use Edit to open the WO screens to edit the selected record.

Authorize, Change Status, Post Labor, Reopen, Global Change Status, Global Authorize, 1ssue,
Reverse Labor, Copy master Instruction List, and Print Document are options from the WO Action
menu. For more information, see “WO Action Menu” on page 69.

Work Order Record Detail

The record detail contains information about this work order. The work order number and current
site display over all associated tabs.
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Fig. 3.46
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Creating a Work Order

1 Click New to open a blank work order record detail.
2 EAM assigns the work order number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing a Work Order

1 Double-click arecord from the browse or click Edit to open the work order record detail.
2 Verify the work order number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Work Order Tabs

Work orders contains five tabs: equipment, codes, text, detail, and user-defined.
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WO Tab: Equipment

Use the Equipment tab to review default information about the record you selected from the work
order browse. To assign equipment to the work order, enter an equipment code or use the lookup
feature to find the correct equipment.

Fig. 3.47
WO Tab: Equipment
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Equip No. All equipment has a unique a phanumeric identifier. If a piece of equipment is
selected on the work order, the equipment’s default cost center’s department accounts and sub-
accounts display in the WO's accounting fields.

Requestor. Thisfield displays the individual who is requesting work to be performed.

Assigned. Select an employeeto assign to the work order. If anumber of employees have been
assigned through the scheduling module, the first employee in the list displaysin thisfield.

The Assigned Employee lookup displays employees designated to assignable in Employee
Maintenance.

Planner. Select a planner from the lookup or use the default planner from the equipment
record.

Notify. The notify field represents a person or mail group. Thisfield is used as a distribution
list for EAM Notification and Response System (NRS). Several events on awork order can
trigger e-mail: work order status, as-left code, and part status (parts on-order, due date
changes, and part receipts). The person or mail group in the Notify field receives e-mail
associated with an event on the work order.

Alert. Use the lookup to select a User ID to receive pager text messages about this work order.
Product Number. Select the product number from the list.

Problem. Use thistext input areato describe the problem the work order addresses.

When manually adding awork order, you can enter free-form text in this box. When service
requests convert into work orders, some information from the service request automatically
copiesto the problem field. You can edit this text in modify mode.

Received. Thisfield displays the date and time the work order was created on the system.
Changes to the received date or time create work order revisionsif applicable. On both add
and copy, the date defaults to the current date. You can update the date.

Start. This field displays the requested work order start date. The start date defaults to today’s
date when the work order isfirst created. You can update the date when modifying the WO.
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Closed. Thisfield displays the date when the work order status was changed to C for Closed,
an indication that all work is complete and no further charges or changes should be made.

Target Date. Thisfield displays the date when the work order is targeted to start.

Priority. Priority denotes the rank or importance of the work order. Use it to sort or filter
records.

If the equipment number is specified when adding a new work order, EAM defaults the work
order’s Priority from the equipment. If the equipment number changes on an existing work
order, EAM prompts the user with the question “Pull in equipment defaults?’ If yes, EAM
defaults the priority from the equipment. If no, the priority does not change. In modify mode,
you can change the priority on the work order.

Status. Thisfield displays the work order status. The change status action in the work order
updates the status. Status denotes where the work order isinitslife cycle. The work order’s
current status can be one of the following: (R)equested, (P)lanned, (S)cheduled, (F)inished,
(C)losed, or (X)canceled.

For example, Requested is theinitial status of a new work order. Use Planned if awork order
is set up but not expected to be complete until a certain date. Use Schedule when employees
have been assigned for specific days. Use Finished when technicians have completed the
work, and the work order now waits for a supervisor’s approval. You cannot make changes or
modifications to a closed work order. You cannot charge against or modify a canceled work
order.

Delay. Thisfield displays alist of predefined reasons why awork order has not been
completed.

Class. Thisfield displays a user-defined table to group common types of work orders. Sample
class codes are Unplanned corrective, Planned corrective, Breakdown, Safety/Health, and
Preventive Maintenance.

WO Tab: Codes

Use this tab to group work orders by type or classification.

Fig. 3.48
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Codes

Failure. Indicate the major reason for equipment failure.

The failure code updates the Failure Analysis M odul e associated with the equipment record.
Failure codes are also associated with PM templates to indicate the type of failure the PM
should prevent from occurring. EAM uses this data to predict when the next failure will occur.

Repair. Thisfield explains the type of repair made to the equipment. Use it to further analyze
specific types of repairs made against specific types of failures. If afailure typeis associated

with the piece of equipment on the work order, EAM only offers repair codes associated with
the specific failure type.

System. This field denotes a specific area or component of the equipment. All costs charged to
the work order default to the equipment and the system code identified on the work order. This
enhances reporting capahilities.

Assembly. The assembly ties to the system code and the specific piece of equipment
associated with the work order. You can use or associate only assemblies associated with the
system and the equipment on the work order with a specific work order.

As Found. Use the as-found code with the as-left code. Together they address mechanical
integrity issues, such as“How did | find the equipment?’ or “How did | leave the equipment?’

The purpose isto store the equipment condition as part of the work order history before
performing the work.

As Left. Use the as-left code to deal with mechanical integrity issues.

Use thisfield to store, as part of the work order history, the condition the equipment wasin at
the completion of the work order.

An as-left notes additional work to perform. The maintenance manager or supervisor then
knows to create a new WO to repair an additional problem identified during the last work
order. You can configure an as-left code to send e-mail to the equipment’s notify or mail
group.

Primary Craft. The primary craft is a user-defined lookup to indicate skills needed to perform
thiswork. PM Templates with an associated primary craft include that information by default
on generated work orders.

Owner. Thisfield adds security to each work order. In add and modify mode, you can modify
the owner field. The lookup data comes from the user and owner group tables. The copy
option does not copy the owner. Once an owner is populated, only that owner can make
modifications to that record.

Crew. The crew defines a group of technicians who can be assigned to awork order.

Shift. This field designates the specific time during the day when the work order is planned.
Shift does not impact the list of employeesin the scheduling module.

Clearance. Specify the type of safety clearance required when performing the prescribed
work. You can identify which equipment to shut down before performing maintenance.

Planned. Use thisinformation to track the amount of planned work orders versus unplanned
work orders.
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Internal

Note The Internal portionisavailable for datato be added if the work order is arequest for
fabricated parts.

Fabricated. Indicate whether the work order isfor an internally sourced fabricated part. The
check box is clear by default. Use the Create Requests action in Stock Replenishment to
automatically create work orders for fabricated or internally sourced parts.

Stock Run No. Thisfield identifies the stock run number for the fabricated part. It displays on
the work order for planning. The planner tracks the status of the fabricated parts with this
number, to better determine if the work order will proceed.

Source Site. You can source the part from one site and expense it to another, creating an
intercompany part. For example, when parts built for one site expense against another, this
field indicates the inventory site for which the part is being made. The source site's inventory
account is credited and the expense account in the work order’s expense site is debited when
the fabricated part enters inventory from the work order.

Part No. Thisfield displays the fabricated part number.
Qty to Build. Thisfield displays the quantity of parts to fabricate.

Part UOM. Thisfield displays the unit of measure in which fabricated parts are typically
issued.

Date Due. The estimated due date is calculated by the following formula: Today + Lead Days.

Qty Received. EAM displays the quantity of fabricated parts received into inventory. The
planner uses this data to know when all the parts are built and received.

Rebuild

Note The Rebuild portion is available for datato be added if the work order is arequest for
serialized parts.

Rebuild. Thisfield displays alocation to send rebuildable components. A work order can be
associated with arebuild location and part serial number. Use arebuild location when it is
associated with a part serial number; otherwise, the cost does not flow to any specific item.

Cost Center (Rebuild). The Cost Center identifies where to expense cost such as issuance of
materials, internal labor, or outside contract costs. It displays alist of valid cost centers.

Serialized Part. Thisfield displays the part’s serial number for a component that can be
rebuilt.

Acct No / Sub Acct No (Rebuild). These fields are the rebuild area’s inventory account and
sub-account number, stored in the rebuild area record. Defaults from the rebuild record.

Issuing partsto arebuild areais equivalent to moving the part from one inventory to another.
The serialized part, once repaired, returns to inventory at the cost of the repair. The inventory
value increases by the repair cost. When a part isissued to arebuild area, the inventory
account is lowered (credited) and rebuild inventory isincreased (debited). When apart is
returned to inventory, the rebuild inventory is decreased (credited) by the repair cost and
inventory isincreased (debited) by the repair cost. The repair cost is expensed out of inventory
when the part isissued from stores.
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If apiece of equipment is associated with the work order and that equipment has a defined cost
center, then the equipment’s cost center becomes the default in the work order cost center
field. However, you can override the cost center to expense the specific cost on that work order
to adifferent cost center.

Serial No. Thisfield displays the part’s serial number for a rebuildable component. A work
order cannot have both an equipment number and a rebuild location and serial number.

Dept (Rebuild). Thisfield displays the rebuild area’s inventory department, which is stored in
the rebuild arearecord.

Issuing partsto arebuild areais equivalent to moving the part from one inventory to another.
The seriaized part, once repaired, returnsto inventory at the cost of the repair. The inventory
value increases by the repair cost.

WO Tab: Text

Use this tab to add precautions and notes about work performed.

Fig. 3.49
WO Tab: Text

Frecautions

Precautions

whork Performed
whork Performed

Precautions. This field displays all warnings when awork order is created.

A printed copy of the work order includes all precautions. Warnings are defined as service
reguests and equipment spending limits.

Work Performed. Use this field to note repairs made to the equipment.

WO Tab: Detail

Use this tab to enter accounting information, estimates, and work order source data.
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Fig. 3.50

WO Tab: Detail
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Project No. A project may represent acapital project where a specific work order captures cost
against that project.

If awork order is associated with a project, any planned costs that are created and attached to
the work order display in the Project Module as part of the planned costs.

Job No. Use thisfield to break alarger project down into more discrete components,
enhancing cost analysis.

You can associate cost with aproject and specific job number within the project. Usethejob to
define or reduce alarger project such as a construction project into multiple phases. You can
associate estimated cost and budgets and track actual costs in each phase.

Expense Site. Thisfield defaultsto the current site, but you can charge expenses for this work
order to ancther site. In add or modify maode, the drop-down menu for this field displays only
your accessible sites. If the expense site differs from the source site or piece of equipment’s
site, expenses for the work order flow through intercompany accounts set up under Inter-
Company Account Maintenance.

Dept. Accounting does not assign department. Maintenance or Production can usethisfield to
track expenses. It can represent legacy departments or cost centers.

Cost Center. Thisfield identifies where to expense cost such asissuance of materials, internal
labor, or outside contract costs. It displays alist of valid cost centers. Typically, expense
accounting data originates from the equipment or project associated with the work order.

Matl Acct No/Sub Acct. Thisfield displays the account and sub-account numbers assigned to a
piece of equipment to collect material costs. Use the sub-account number to store more detail
associated with an account number.

Cont Acct/Sub Acct. Use these numbers when contractor cost charges directly to awork order
through a purchase order receipt. If a purchase order is received, the system automatically
expenses the contractor account number on the work order.

Labor Acct No /Sub Acct No. The account number assigned to a piece of equipment to collect
internal labor costs. The sub-account number alows for further details associated with an
account number.
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Labor Estimate. Enter a cost estimate for labor on the work order. Use it to compare estimated
cost with actual cost.

Matl Estimate. Enter a cost estimate for materials on the work order. Use it to compare
estimated cost with actual cost.

Cont Estimate. Enter a cost estimate for contract work on the work order. Use it to compare
estimated cost with actual cost.

Est Hours Down. Enter the estimated amount of time the equipment will be down for thiswork
order. Define time from the point when the equipment stops working to the time it returnsto
production.

Est Hours Labor. Enter the estimated hours of labor the equipment will require for thiswork
order.

Type. Thisfield denotes the type of work order: PM (Preventive Maintenance) or CM
(Corrective Maintenance).

Auth. Thisfield indicates whether the work order has been authorized.

PM Template No. Thisfield displays the PM template number if the work order originated
from aPM template.

Auth By. Thisfield displays the user who authorized the work performed on awork order.

PM Run No. Thisfield displays a number assigned automatically when PM Templates are
globally issued.

The number in Sequence Maintenance is the last number used, and EAM assigns the next
sequential number when you globally issue PM Templates.

WO Tab: User Defined

Use the WO User Defined tabsto track information against specific EAM work orders. There are
ten user-defined fields. Service Request and PM Template modules share the WO user-defined
fields. Data displayed here could come from entries in those modules.

Fig.3.51
WO Tab: User Defined
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Character 1/2/3. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for the work order.

Integer 1/2. These are user-defined integer fields for the work order.
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WO Date name. Thisfield displays a user-defined date label for when the work order is

reguested to be done.
WO Submenu
The currently active option displays an underlined text label. For example, the active option below
is Detail.
Fig. 3.52
WO Submenu
G Dead
= MNotes
|“‘3—" Equiprent
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i Labor History
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PM Submenu Option Purpose

Detall

Detail displays the tabbed view of the active record.

Notes

Associate textual descriptions with records on the browse.
Use notes to add additional information to any procedures.

Equipment

To check on DUOM, service requests, and descriptors,
select equipment. Equipment filters to the equipment record
for thiswork order.

Assigned

Select multiple employees to assign to the work order. The
first employeein thelist displaysin thisfield on the Equip
tab.

Labor History

Use labor history to display a browse of labor records,
displaying both posted and reversed records.

Instruction Lists

Useinstruction list to create adetailed list of step-by-step
procedures for technicians to use to perform the work.

Stores Requisitions Lists

Use Stores requisitions lists to create a detailed list of parts
for technicians to use to perform the work.

Cost Analysis

This option displays the estimated and actual cost associated
with the work order.
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Requisitions Use requisitions to display alist of requisitions associated
with thiswork order. The information displayed hereisthe
same as on the Requisition browse asif it werefiltered to an
individual work order.

Requisition Lines Use requisition lines to display the upper browse of thelist
of requisitions associated with thiswork order. The
information cannot be updated here.

Service Requests

Use Service Requests to consolidate requests and improve communication through automated
e-mail between reguestors and the maintenance department.

If apiece of equipment has several associated service requests, you can consolidate them into a
single work order. Service Requests also lists duplicate requests, enabling maintenance to cancel
duplicates. If open service requests are not assigned to awork order, include them to address
multiple issues on just one work order.

All usersin aplant can use service requests. A receptionist can request light outage replacement. A
technician can note a problem on a production line. Service requests are an easy way to request
mai ntenance.

EAM notifies the requestor by e-mail when awork order is assigned and completed. If awork
order exceeds a period of time, EAM sends a reminder to maintenance to take action.

Performing a Non-Urgent Service Request

Fig. 3.53
Non-Urgent Service Request Process Map
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Perform the following steps:
1 Addaservice request. Click the node to open Maintenance|Service Requests.
2 Vidit the site to evaluate the condition or clarify the request, if needed.

3 Notify the requestor about rejected, cancelled, or approved service requests. Click the node to
open Maintenance|Service Requests.

4 Maintenance adds awork order for approved requests. Click the node to open Maintenance]
Service Requests.

Service Request Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.

Fig. 3.54
Service Request Browse
m Home : Service Requests X
— [R) Excol Expot S Prnt ++ Add To Favorst How S Ed
- Acticn = | Fed St USA1 = Fiter = AlOpen = Defak L )
G Equigemeni SenaceMo v EqupNo Prkiem Pricaity  Stahust | iginabor Wi Na Aih?
£ 7 M P COMR1 TESTEQ PRODUET AANT Ik
3 Wtk Didars o oMY FCOMPRESTOR b owmm ]
- Coanas TESTUD bbAdL iR e L}
Labor Hishory 2 £omRT THSTED ADDI1R0 AN ORIGMAL HETIFY R ey e
' rm- _ - CouEL THE COMPRESTOR I ALTING SULLENLY R ABRADY
= E::V:'rl COanES CHANIE YWATER iM PARTS WASHER L e L]
P Everta 2 coanm CHECKRLUIDS Mo Aldvan "
' Hiokdays n Coangs CHECK MAR FOR HOTIFY GROUP § DRIG NOTIFY. L8 Ay L
3 Lint Types ] Coaifd MORE CORPRESOR FROBLEME WiR AANT L]
Fay » coangy CHECK BEARINGS ON COIMTYOR HiR AANt [
::::’:THR; H Comp.y CHECK COMPRESSOR . L8 vt w
- 3 CoanaEY CHECK BEARINGE .8 e L4
Werk Dider = ASHILEL  UPDATE Plos Pl noow "
] Imvendaty ; n Coangn TESTSR EMAIL L3 AHTWARD L3
Purchasng - H Coanhds WOATER LEAXING FROM WidsHER b e L
France i L LA WATER X0 GRAES  ®
Faml : 7 Coanat CHANGE WATER INWASHER o L Lo v
7 Ay
St Adristation 2 e B g

Service Request Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 3.55
Service Request Action Menu
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Authorize

The Authorize function is optional. Use Authorize before adding to or converting a service request
into awork order. If a Service Request is* Closed” or “Canceled”, you cannot authorize. If the
Service Request is not yet authorized, then you cannot Create Work Order. Create awork order
after the service request receives Authorization.

Change Status

Use Change Status to change the status of the Service Request. EAM displays the list of user-
defined Work Order Statuses. Set defaults to trigger e-mail and automatic print routines when a
work order changes from one status to another. If awork order already has a service request
assigned to it, you cannot change the status from the Service Request module. Instead, use the
Work Order Module. That status update reflects back on the Service Request.

Create Work Order

Use Create Work Order to create a new work order and associate it with the current service
request. A work order serves as an outline of maintenance work to be done. When thework is
complete, update the work order with summary information. A completed work order gathers
valuable datafor historical reporting and analysis.

Remove Work Order

Use this option to remove the association between the current service request and the assigned
work order. EAM automatically notes the service request removal, user ID, and date in the
problem description on the work order. This service request no longer has an association with the
original work order. Assign a new work order. You can assign the service request to a new work
order.

Global Create Work Order

Use this option to globally create work ordersto the filtered list of services requests. EAM
combines service requests onto one work order for all service requests referencing the same
equipment number.

Print Document

Use Print Document to print the service request.

External Links

Link an unlimited number of filesto an EAM service request record. If you can run thefile on
your operating system, you can run it from EAM, onceit is linked.

Service Request Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Service Request Right-Click Menu

New
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External Links

Opens the service request screens to create a new record.

Edit

Opens the service request screens to edit the selected record.
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Authorize, Change Status, Create Work Order, Remove Work Order, Global Create Work Order,
Print Document, and External Links are options from the Service Request Action menu.

Service Request Record Detail

The record detail contains all information about this service request. The work order number and
current site display over al associated tabs.

Fig. 3.

57
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Creating a Service Request

1

2

3

4

5

Click New to open ablank service reguest record.
EAM assigns the service request number.

Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Editing a Service Request

1

2

3

4

5

Double-click arecord from the browse or click Edit to open the service request record detail .
Verify the service request number.

Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Service Request Tabs

Use Service Request to report an equipment problem that may not need awork order immediately.
When you create awork order for a piece of equipment with open service requests, the system
prompts you to consider attaching those service requests. Attach any number of service requests,
or none at all. Service requests ensure that all needed work happens at the same time. The service
request originator receives notifications about status changes. Service reguestsimprove the flow of
information among employees.

Service Request Tab: General

Use this tab to view or change information about the service request origin, equipment and
problem details, status, and authorization.
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Fig. 3.58
Services Tab: General
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Originator. Thisfield displays the employee who created the service request, which defaults to
the current user. You can overwrite this field.

Orig Notify. This field identifies who receives automatic e-mail notification when the service
request is created and saved. When the requestor enters a new service request, the original
notify supervisor receives notification.

Original Date. Thisfield displays the date the service request was created. It defaults to the
date the record is created. This can be overwritten.

Alert. Use the lookup to select auser ID to receive pager text messages about this service
request.

Equip No. Enter the identification number for the problematic piece of equipment. The system
displays awarning message if the equipment is locked. It displays the equipment description
and defaults the user or group to notify from the equipment record.

Location. EAM displays the physical location from the equipment record.

Notify. Thisfield displays the designated user or group of users who receive notification about
the service request. This notify defaults from the equipment record.

Priority. Thisfield indicates the importance of the service request. The priority code defaults
from the equipment record. You can manualy enter it.

Service Type. Thisfield displays alookup that displays codes representing the category of
service requested.

Class. Thisfield displays the class code for this service request. You can use it to classify the
type of work required.

Problem. Enter a description of the problem.
Status. Thisfield identifies where the service request isin itslife cycle.

WO Number. Thisfield displays the identifying number of the work order that has been
assigned to this service request.
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Assigned. Thisfield displays the employee assigned to the work order associated with the
service request.

Start. Enter the date when the requestor or planner wants to start the work.
Auth? Thisfield indicates whether the service request has been authorized.
Authorized By. Thisfield displays the user ID of the person who authorized the work order.

Service Request Tab: User Defined

Use the Service Reguest User Defined tab to track information against specific equipment in
EAM. There are ten user-defined fields.

Fig. 3.59
Services Tab: User Defined

Yser Defined;

User Defined Fields
0 Char 1 ) W0 Char 2

W0 Char 3 ‘W0 Char 4
WO Dec 1 0.0000! W0 Dec 2 0.0000
W0 Int 1 il WO Int 2 il

Wi Date w0 Logical

[none] -

Character 1/2. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for service requests.

Integer 1/2. These are user-defined integer fields for service requests.

Logic for WO name. Thisis a user-defined check box.

WO Date name. Thisfield displays a user-defined date label for when the work order is
reguested to be done.

Service Request Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail.

Fig. 3.60
Service Request Submenu

Service Request
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Service Request
Submenu Option

Purpose

Detail

Service Request tabs display when you select Detail.
Use the tabs to access an existing record.

Notes

You can associate textual descriptionswith recordson
the browse. Use Notes to add additional information
to any procedures.

Work Orders

Displays work order details. Opens the Work Order
Maintenance window filtered to the Service Request’s
associated work orders.

Equipment

Displays equipment records associated with this
service request.

Labor History
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Use Labor History to display abrowse of labor records, including both posted and reversed
records. Reversals show a negative number of hours and negative cost; postings show positive

hours and costs.

Labor History Browse

Use the browse to organize and display records.

Fig. 3.61
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Labor History Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 3.62
Labor History Right-Click Menu
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MNew

Edit

Codes

Use Codes to view or add supporting data to lists of codes, such as equipment locations, events,
holidays, priority, failure repair, and others critical to the Maintenance Module. Depending on your
permissions, you can add or edit existing records.

DUOMs

The DUOMs lookup displays in the Maintenance|PM/PdM module. You can add or edit codes
from the code form. Set up DUOM codes in Maintenance|Codes|DUOM.

Associate DUOMs with equipment in Maintenance.

Fig. 3.63
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Adding a DUOM Code
1 Click New.

2 Enter the DUOM and description. The system automatically saves the new code.
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Editing a DUOM Code

1 Double-click the code to edit.
2 Update the DUOM description. The system automatically saves the updated code.

Equipment Codes

Equipment codesinclude BOM Types, Catalogs, Categories, Failure Types, Locations, Products,
Statuses, Types, Character 1 and Character 2. Access Equipment codes in Maintenance|Codes|
Equipment.

BOM Types

The BOM Types lookup displays in Maintenance, Inventory, and Purchasing. You can add or edit
codes in Maintenance|Codes|Equipment|BOM Types.

Use BOM type to set up a default or standard system and assembly structure for equipment.

The BOM typeisonly associated with a piece of equipment. Equipment with aBOM type receives
astructure of systems and assemblies under systems associated with that specific equipment. Any
type of transaction such as material issuances, labor distribution, or purchases can be made not
only against the equipment name, but also to a specific system code or an assembly code attached
to the equipment.

BOM type enabl es the system to generate a more detailed analysis of where repairs were made on
apiece of equipment.

Fig. 3.64
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Adding a BOM Type Code
1 Click New.
2 Enter the BOM type and description.

3 Right-click New in the lower pane to add a system and assemblies for the system. EAM
automatically saves the new code.

Editing a BOM Type Code
1 Double-click the code to edit.
2 Update the BOM type description.

3 Right-click Edit in the lower pane to edit a system or an assembly. The system automatically
saves the updated code.

Catalogs

The Catal ogs lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Catal ogs.

Use Catalogs to group common equipment under a single code, for better reporting and filtering
capabilities.

Fig. 3.65
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Adding a Catalog Code
1 Click New.

2 Enter the equipment catalog and description. The system automatically saves the new code.

Editing a Catalog Code
1 Double-click the code to edit.

2 Update the equipment catalog description. The system automatically saves the updated code.

Categories

The Categories lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Categories.

Use Category to group equipment in broad categories or types. It is a double-digit a phanumeric
field for doing reporting and for filtering equipment.

Fig. 3.66
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Adding a Category Code
1 Click New.

2 Enter the category and description. The system automatically saves the new code.

Editing a Category Code
1 Double-click the code to edit.

2 Update the category description. The system automatically saves the updated code.
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Failure Types

The Failure Types |ookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|Equipment|Failure Types.

Use Failure Typesto create agrouping of failure codes based on atype of equipment. For example,
“mechanical” isafailure type, and “motor burn out” isafailure code. Track failures on work
orders for equipment to analyze the current PM program’s effectiveness. If PMs are designed to
prevent a certain type of failure, but it is occurring prior to the PM due date, then you should
modify the PM to come due more frequently.

If thereisnot a PM to prevent a frequent equipment failure, then create one.

EAM e-mails warnings about PMs whose failure frequency exceeds PM frequency.

Fig. 3.67
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Adding a Failure Types Code

1 Click New.

N

Enter the failure type and description.

3 Enter failure. The system automatically saves the new code.

4 Right-click New in the lower pane to link afailure code to the failure type highlighted in the

upper pane.

5 Click the Repairs tab.

6 Right-click New to select arepair code form the lookup.

7 Link it to the failure type highlighted in the upper pane. EAM automatically saves the record.
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Editing a Failure Types Code
1 Double-click the code to edit.
2 Update the failure type description. The system automatically saves the updated code.

3 Right-click New in the lower pane to link afailure code to the failure type highlighted in the
upper pane.

4 Click the Repairs tab.
5 Right-click New to select arepair code form the lookup.
6 Link it to the failure type highlighted in the upper pane. EAM automatically saves the record.

Locations

The Locations lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|L ocations.

Equipment, Work Orders, and Preventive Maintenance use locations. Location is the physical
location of the equipment from a user defined table of valid locations. Use these locations for
reporting and for filtering.

Fig. 3.68
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Adding a Location Code

1 Click New.

2 Enter the equipment location and description. The system automatically saves the new code.

Editing a Location Code

1 Double-click the code to edit.

2 Update the equipment location description. The system automatically saves the updated code.
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Products

The Products lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Products.

Use Products to create product number codes. Each code refersto a product produced by a piece of
equipment established in EAM; for example, adie used in apress.

Associate the product number with the equipment record. You can specify what was being
produced on work orders for equipment with associated products. You can run Management
reports on the product the piece of equipment produces.

Fig. 3.69
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Adding a Product Code
1 Click New.

2 Enter the product number and description. The system automatically saves the new code.

Editing a Product Code

1 Double-click the code to edit.

2 Update the product number description. The system automatically saves the updated code.

Equipment Status

The Equipment Status lookup displays in the Maintenance module. You can add or edit codes in
M ai ntenance|Codes|Equipment Status.

Create, maintain, and modify status codes. Equipment uses the status table for reporting and
filtering equipment.
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Adding an Equipment Status Code

1 Click New.

Maintenance 99

2 Enter the equipment status and description. The system automatically saves the new code.

Editing an Equipment Status Code

1 Double-click the code to edit.

2 Update the equipment status description. The system automatically saves the updated code.

Types

The Types lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|

Equipment|Types.

Types contains general classifications or types of equipment. Use the type table for reporting and
filtering purposes in the Equipment module only.
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Fig. 3.71
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Adding a Type Code

1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Type Code
1 Double-click the code to edit.

2 Update the type or description. The system automatically saves the updated code.

Character 1

The Character 1 lookup displays only in Equipment. You can add or edit codes in Maintenance]
Codes|Equipment|Character 1.

Define the Character 1 code for custom data; for example, legacy cost center data.
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Adding a Character 1 Code

1 Click New.

Maintenance

2 Enter theitem and description. The system automatically saves the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the item description. The system automatically saves the updated code.

Character 2
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The Character 2 lookup displays only in Equipment. You can add or edit codes in Maintenance]

Codes|Equipment|Character 2.

Define the Character 2 code for custom data; for example, level.

Fig. 3.73
Codes: Equipment Character 2

[]

o applications

Menu Search

=1 Codes |Z|
[E7 DUOMs

-1 % Equipment
EJ—‘ BOM Types P
Eﬁ‘ Catalogs

E'J Categories

EJ—‘ Failure Types

E’J Locations

E'J Products

EJ—‘ Equipment Status

E’J Types

[ Character 1

&

m

Character 2

Character 2 %

[ Excel Export (=0 Print

Eqp2- 04 # | Description

e —

Kate Rep Kates Repair Description
5B Char Sirseh's Dese,

TEST Testing

TEST2 Testing

MNQAD



102 User Guide — Enterprise Asset Management

Adding a Character 2 Code

1 Click New.

2 Enter the item and description. The system automatically saves the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the item description. The system automatically saves the updated code.

Adding Codes for PM Management

Fig. 3.74
Adding Codes for PM Management Process Map
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1 Add clearance codes.

2 Add craft codes.
3 Add crew codes.
4 Add skill codes.
5 Add shift codes.
6 Addevents.

7 Add Instructions List Type codes.
8 AddPM and Master Lists Owner Groups.

Events

The Events lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Events.

Add user-defined event codes to create on-demand PM work orders. The Event table lookup lists
these codes. You can associate an event with a date range. PM work orders associated with an
event automatically schedule based on the date range, or when the user requests PMs for a specific
event, such as summer shut-down.
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Fig. 3.75
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Adding an Event Code

1 Click New.

2 Enter the event and description. The system automatically saves the new code.

Editing an Event Code

1 Double-click the code to edit.

2 Update the event description. The system automatically saves the updated code.

Holidays

The Holidays lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Holidays.

Use Holidays to set up specific days during the year when the company is closed for a designated
holiday. The Work Order module uses this information to schedule employeesto work orders.
When awork order is scheduled, EAM verifies the date against employee availability and
company holidays.
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Fig. 3.76
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Adding a Holiday Code

1 Click New.

2 Enter the start date, end date, and holiday name. The system automatically saves the new code.

Editing a Holiday Code

1 Double-click the code to edit.

2 Update the holiday name. The system automatically saves the updated code.

List Types

Thetwo List Type lookups display in Maintenance. You can add or edit codesin Maintenance]
Codes|List Types.

Use Instruction List Types to group common types of MILs for better sorting and filtering.

You can group common instructions for PMs, repairs, and rebuilds type classifications. The
Master Instruction List uses type codes.

Use these instruction types to sort and find a specific MIL or to create anew MIL.
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Fig. 3.77
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Adding a Instruction List Types Code
1 Click New.

2 Enter thelist type and description. The system automatically saves the new code.

Editing a Instruction List Types Code
1 Double-click the code to edit.

2 Update the list type description. The system automatically saves the updated code.

Parts Type Lists

The Parts Type Lists lookup displays in Maintenance. You can add or edit codes in Maintenance]
Codeg|List Types|Part Type Lists.

Use Parts Type Liststo group Master Parts Lists together by common types. The Master Parts List
and the Work Order Parts List use this data.

Use the Type field to narrow your search for the correct Master Parts List.
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Fig. 3.78
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Adding a Parts Type Lists Code
1 Click New.

2 Enter thelist type and description. The system automatically saves the new code.

Editing a Parts Type Lists Code
1 Double-click the code to edit.

2 Update the list type or description. The system automatically saves the updated code.

Pay
Pay codes include Additives and Multipliers. You can add or edit codes in Maintenance|Codes|
Pay.

Pay Additives

The Pay Additives lookup displaysin Maintenance. You can add or edit codes in Maintenance|
Codes|Pay|Pay Additives.

Use Pay Additive to add a specific amount to the standard hourly rate when posting labor. A pay
additive code can be associated with an employee ID. Distribute Labor-Post also uses this code.

If an employee has an hourly rate of $10/hour, and is associated with a pay additive code for 50
more cents, then the hourly rate becomes $10.50. Sometimes companies use the Pay Additive code
for weekend shifts or third shifts as an incentive for employeesto work in the off-times.
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Adding a Pay Additive Code

1 Click New.

Maintenance

2 Enter the part type and description. The system automatically saves the new code.

Editing a Pay Additive Code

1 Double-click the code to edit.

2 Update the pay additive description. The system automatically saves the updated code.

Multiplier

107

The Pay Multiplier lookup displaysin Maintenance. You can add or edit codes in Maintenance]

Codeg|Pay|Multiplier.

Use Pay Multiplier to determine the standard hourly cost for an employee’s work when posting
labor. Use pay multiplier as part of aformulato calculate the total cost. Pay multiplier multiplies
against the standard hourly rate in the employee record.

Fig. 3.80
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Adding a Pay Multiplier Code
1 Click New.
2 Enter the pay multiplier code, description, multiplier, and type.

3 Indicate whether this code is the system default. The system automatically saves the new code.

Editing a Pay Multiplier Code

1 Double-click the code to edit.
2 Update the pay multiplier, description, or type.

3 Indicate whether this code is the system default. The system automatically saves the updated
code.

Reasons

The Reasons |ookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Reasons.

Maintenance uses the reason code for more detailed explanation of downtime. Use it for reporting
and filtering purposes within awork order.

Fig. 3.81
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Adding a Reasons Code

1 Click New.

2 Enter the reason and description. The system automatically saves the new code.
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Editing a Reasons Code
1 Double-click the code to edit.

2 Update the reason description. The system automatically saves the updated code.

Service Types

The Service Types lookup displays only in the Service Request module. You can add or edit codes
in Maintenance|Codes|Service Types.

Use the Service Types lookup table to designate the type of service request.

Fig. 3.82
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Adding a Service Type Code
1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Service Type Code
1 Double-click the code to edit.

2 Update the type description. The system automatically saves the updated code.

Skills

The Skills lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|
Skills.

Use Skillsto further define an employee’'s capabilities within a craft. For example, if an
employee's craft code is mechanic, enter an Expert skill level. You can associate the skill code
with a master parts list with a craft code followed by a skill code, or to awork order’s instruction
list.
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Fig. 3.83
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Adding a Skills Code

1 Click New.

2 Enter the skill and description. The system automatically saves the new code.

Editing a Skills Code

1 Double-click the code to edit.

2 Update the skills description. The system automatically saves the updated code.

Work Order

Work Order includes As Founds, As Lefts, Classes, Clearances, Crafts, Crews, Delays, Failures,
Repairs, Shifts, Statuses, Character 1, and Character 2. You can add or edit codes in Maintenance]
Codes.

As Founds

The As Founds lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|As Founds.

Technicians use the As Found table to specify the condition of the equipment as repairs begin.
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Fig. 3.84
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Adding an As Found Code
1 Click New.

2 Enter the part type and description. The system automatically saves the new code.

Editing an As Found Code
1 Double-click the code to edit.

2 Update the part type description. The system automatically saves the updated code.

As Lefts

The As Lefts lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|As Lefts.

Associate the As L eft code with an e-mail.

If awork order As Left code specifies notification, then EAM e-mails the user or group to notify,
usually because something more needs to be done.

For example, set an As Left code of Incomplete to Send Mail? = Yes.
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Fig. 3.85
Codes: As Lefts
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Adding an As Left Code
1 Click New.
2 Enter the asleft code and description.

3 Select the mail check box to notify. The system automatically saves the new code.

Editing an As Left Code

1 Double-click the code to edit.

2  Enter the asleft description.

3 Select the mail check box to notify. The system automatically saves the updated code.

Classes

The Classes lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes)|
Work Order|Classes.

Inventory uses Classes to group common parts together.

M QAD



Maintenance 113

Fig. 3.86
Codes. Classes
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Adding a Class Code

1 Click New.

2 Enter the WO class and description. The system automatically saves the new code.

Editing a Class Code

1 Double-click the code to edit.

2 Update the WO class description. The system automatically saves the updated code.

Clearances

The Clearances lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Clearances.

Use Clearances to specify the type of clearance required to perform work on a piece of equipment.
Preventive Maintenance and Work Order use this information.

For example, clearances could include the following statements: you can run machinery while
performing this type of work, shut down the machinery, or shut down the entire line. This
information provides an additional level of safety.
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Fig. 3.87
Codes: Clearances
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Adding a Clearance Code

1 Click New.

2 Enter the clearance and description. The system automatically saves the new code.

Editing a Clearance Code

1 Double-click the code to edit.

2 Update the clearance description. The system automatically saves the updated code.

Crafts

The DUOMs lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Crafts.

Use Crafts to assign and post labor in EAM. Each craft code or number is also associated with a
regular pay rate. Plan Cost on the work order instruction list and in MILs use pay ratein their
calculations.
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Fig. 3.88
Codes: Crafts
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Adding a Craft Code
1 Click New.

2 Enter the craft number, description, and pay rate. The system automatically saves the new
code.

Editing a Craft Code
1 Double-click the code to edit.

2 Update the craft number, description, or pay rate. The system automatically saves the updated
code.

Crews

The Crews lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Crews.

Use Crews to associate crew codes with work orders or PM templ ates.
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Fig. 3.89
Codes: Crews
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Adding a Crew Code

1 Click New.

2 Enter the crew and description. The system automatically saves the new code.

Editing a Crew Code

1 Double-click the code to edit.

2 Update the crew or description. The system automatically saves the updated code.

Delays

The Delays lookup displaysin Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Delays.

Use Delay to describe areason for delay on work.
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Codes: Delays
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Adding a Delay Code

1 Click New.

Maintenance

2 Enter the delay and description. The system automatically saves the new code.

Editing a Delay Code

1 Double-click the code to edit.

2 Update the delay description. The system automatically saves the updated code.

Failures

117

The Failures lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Failures.

Use this code to explain the cause of afailure or breakdown. The code usually indicates the part or

component that failed.
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Fig. 3.91
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Adding a Failure Code

1 Click New.

2 Enter the failure and description. The system automatically saves the new code.

Editing a Failure Code

1 Double-click the code to edit.

2 Update the failure or description. The system automatically saves the updated code.

Repairs

The Repairs lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Repairs. Use repair codes to provide detailed information for Failure Analysis. Use
Repair to classify the type of repair required to fix the existing problem on the equipment.
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Fig. 3.92
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Adding a Repair Code

1 Click New.

Maintenance

2 Enter the repair and description. The system automatically saves the new code.

Editing a Repair Code

1 Double-click the code to edit.

2 Update the repair description. The system automatically saves the updated code.

Shifts

119

The Shifts lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Shifts.

Use Shifts to determine when an employeeis available to be scheduled for work. Shifts displaysin

PM Templates and Work Order modules.
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Fig. 3.93
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Adding a Shift Code
1 Click New.

2 Enter the shift and description. The system automatically saves the new code.

Editing a Shift Code

1 Double-click the code to edit.

2 Update the shift description. The system automatically saves the updated code.

Statuses

The Statuses lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Statuses.

Permanent default work order statuses are Closed, Finished, and Canceled. Status Codes can also
contain specific functionality. Determine the default status to use to create a Service Reguest, a
CM and a PM work order. This code can also specify which status, C or F, of a PM work order
triggers the update of the associated sliding PM template.
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Fig. 3.94
Codes. Work Order Status

Adding a WO Status Code

1 Click New.

2 Enter the status and description.

3 Select the check boxesto indicate that this statusisa CM, PM, or Service default.
4 Select the check box to indicate which status to use for adliding PM.

5 Select the check box to notify with changes. The system automatically saves the new code.

Editing a WO Status Code

1 Double-click the code to edit.

2 Update the status description.

3 Select the check boxesto indicate that this statusis a CM, PM, or Service defaullt.
4 Select the check box to indicate which status to use for asliding PM.

5 Select the check box to notify with changes. The system automatically saves the updated code.

Character 1

The Character 1 lookup displays in Maintenance. You can add or edit codes in Maintenance]
Codes|Work Order|Character 1.

Character 1 isauser defined field.
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Fig. 3.95
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Adding a Character 1 Code
1 Click New.

2 Enter the character and description. The system automatically saves the new code.
Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the character description. The system automatically saves the updated code.

Character 2

The Character 2 lookup displays in Maintenance. You can add or edit codes in Maintenance]
Codes|Work Order|Character 2.

Character 2 isauser defined field.
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Fig. 3.96
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Adding a Character 2 Code
1 Click New.

2 Enter the character and description. The system automatically saves the new code.

Editing a Character 2 Code
1 Double-click the code to edit.

2 Update the character description. The system automatically saves the updated code.

Product List

The Product List lookup displaysin Maintenance. You can add or edit codes in Maintenance]
Codes|Work Order|Product list.

Use Product List to create product number codes. Each code refers to a product produced by a
piece of equipment established in EAM; for example, adie used in a press. Management can run
reports based on the product being produced by the piece of equipment.

MNQAD



124  User Guide — Enterprise Asset Management

Fig. 3.97
Codes: Product List
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Adding a Product List Code
1 Click New.

2 Enter the product list and description. The system automatically saves the new code.

Editing a Product List Code
1 Double-click the code to edit.

2 Update the product list description. The system automatically saves the updated code.

Priorities

The Priorities lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Priorities.

Equipment, PM Template, Work Order, and Service Request modules use priorities to rank work
orders. Priority is copied to the work order from the equipment record, PM template, or service
reguest. You can add or modify a priority code to specific work orders.
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Adding a Priority Code

1 Click New.

Maintenance 125

2 Enter the priority and description. The system automatically saves the new code.

Editing a Priority Code

1 Double-click the code to edit.

2 Update the priority description. The system automatically saves the updated code.
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This section discusses the following Inventory module topics:

Inventory 128

Issue Inventory 129

Physical Inventory 145

Stock Replenishment 149

Stores Requisition Lists 155

Stores Requisition Approval Groups 161
Rebuild Locations 163

UOM Conversions 167

Codes 168

Chapter 4
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Inventory

Use Inventory to store Maintenance, Repair, and Operational (MRO) part records. EAM classifies
and catal ogs parts with unique part numbers.

Fig. 4.1

Inventory Top-Level Process Map
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EAM maintains inventory quantities by issuing parts, returning parts, or making adjustments to
inventory levels. MRO inventory records integrate with other EAM modules. For example, users
requesting parts from Maintenance can check availability in Inventory Stores. Inventory integrates

with the Purchasing module to display delivery dates of parts on-order.
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Inventory Menu
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The Inventory Menu includes the following submenus:
 “Issue Inventory” on page 129
« “Physical Inventory” on page 145
 “Stock Replenishment” on page 149
- “Stores Requisition Lists’ on page 155
- “Stores Requisition Approval Groups’ on page 161
 “Rebuild Locations’ on page 163
« “UOM Conversions’ on page 167
 “Codes’ on page 168

Issue Inventory

Inventory

129

Use Issue Inventory to issue parts or subtract parts from the current quantity on hand and charge

them out against an account structure, work order, equipment, or project.

Issuing Inventory

Issue inventory from stores by verifying whether the item isin stock or will require restocking.
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Fig. 4.3
Issue Stores Item Process Map
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1 Request inventory from the crib or storeroom.

2 If theitemis not available, execute a stock-out regquest.

3 If theitem isavailable in the quantity requested, reserve or pull it.

4 You can:
a Reservetheitem for afuture date. Request it when you are ready.
b Pull theitem now.

5 Pull and kit items for issue and staging.

6 Verify expense accounting data.

7 |Issuetheitem.

Creating an Inventory Record

1 Click New to open ablank inventory record.

2 Assign the part number.

3 Veify the correct site.

4 Enter information into relevant fields on the tabs.

5 Click Save.

Editing an Inventory Record
1 Double-click arecord from the browse or click Edit to open the inventory record detail.

2 Verify the part number.
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3 Verify the correct site.

4 Enter information into relevant fields on the tabs.

5 Click Save.

Inventory Browse

Inventory 131

Access this browse from Inventory|lnventory. Use it to organize and display records, to access

supporting functions, and to edit or create new records.

Fig. 4.4
Inventory Browse
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Inventory Action Menu

Fig. 4.5
Inventory Action Menu
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Issue

Use this option to give out a part and remove it from inventory. Issue Inventory Detail displays.

Fig. 4.6
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Comment

To Site. Issue the part to this site.
Requestor. Thisfield contains the employee number of the person requesting the part.
WO No. Issue and expense the part against this work order number.

Stores Requisition Number. Stores requisitions have unique numbers. Charge the part to this
stores requisition.

Reserved. Thisfield displays the quantity of the part reserved by the system.
Equipment Number. The unique equipment number to which the part is charged.

Rebuild. If thisissue transaction is expensed to a serialized part, identify the current rebuild
location of the part.

Serialized Part. Thisisthe serialized part to which the part is charged.

Serial Number. The serial number of the part with which the work order is associated.
Project Number. If the part is associated with a project, identify that project here.

Job Number. The number by which a specific job isidentified in a part transaction.

System. Use this field to identify a major component on a piece of egquipment. You can direct
a part transaction to equipment, specifically to its system.

Assembly. Use assembly to break the system code into smaller components. You can direct a
part transaction to equipment, specifically to its system and assembly codes.

Expense Site. Thisfield defaults to the current site, but you can charge parts to another site.
Department. The department to which the cost on the part transaction is charged.
Cost Center. The cost center to which the cost on a part transaction is charged.

Account Number. The account number to which the part transaction is charged.
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Sub Account Number. A sub-account number that is used in conjunction with an account
number. Thisis the sub-account number to which the costs on the part transaction is charged.

Source Site. Thisfield contains the site from which a user receives a part.

UOM. Thisfield displays the unit of measure with which to issue parts. For example, you buy
partsin boxes, but you issue them individually or in units of each.

Overhead Group. Thisfield contains the part’s overhead group, if one is associated with the
part.

UOM Cost. Thisfield displays this part’s cost per unit or issue cost.
Date. Thisfield displays today’s date.
Return to Inventory. Use this option to put an unused part back into inventory.

Relocate. Use this option to send a part to another site, or to move a part between storeroom
locationsin one site.

Receive from Relocation. Use this option to receive a part from another site.

Receive from Work Order. Use this option to receive afabricated part from awork order added
to build that part.

Return to Work Order. Usethisoption to return afabricated part to awork order added to build
that part.

Adjust. Use this option to adjust the inventory level for this part.
Transfer Ownership. Use this option to indicate another owner for the consigned part.
Modify Consignment. Use this option to modify a part’s consignment information.

Modify Cost. Use this option to change the part’s cost, generating general ledger entries based
on the changes.

Note Use thisoption only with approval from your Finance department.

Global Expense Account. Use this option to add an expense element (Site, Department, Cost
Center, Account or Sub-account) to the highlighted part records. Charge this accounting data
when the part is issued.

Copy Part Across Sites. Use this option to copy the part number and description to one or
more different sites and, if applicable, location at that site.
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Fig. 4.7
Copy Part Across Sites

[ Copy Past Across Sites

Print Descriptors

Use Print Descriptors to print an Inventory descriptor. Inventory descriptors are used to store
technical information about an EAM Inventory item.

Global Print Descriptors

Use Print Descriptorsto print the Inventory descriptor for all records or agroup of selected records
in the current browse.

External Links

Link an unlimited number of filesto an EAM inventory record. If you can run the file on your
operating system, you can run it from EAM once it has been linked.

Inventory Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 4.8
Inventory Right-Click Menu
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New

Use New to create a new inventory record.
Edit
Use Edit to edit the selected inventory record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Issue, Return to Inventory, Relocate, Receive from Relocation, Receive from Work Order, Return
to Work Order, Adjust, Transfer Ownership, Modify Consignment, Modify Cost, Copy Part
Across Sites, Global Expense Account, Print Descriptors, Global Print Descriptors and External
Links are options from the Action menu.

Inventory Record Detail

The record detail contains information about the part. The part number and current site display
above the associated tabs.
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Fig. 4.9
Inventory Record Detail
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Inventory Tabs

Inventory contains six tabs: General, Stock Detail, Codes, Cost, PO Text, and User Defined. Add

new records or edit existing ones.

Inventory Tab: General

Use this tab to record inventory order information.

Fig. 4.10
Inventory: General Tab
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Description. Thisfield contains the part’s primary description.
Buyer. Use the lookup to select the buyer’s employee ID.
Buyer Name. The system displays the buyer’s namein thisfield.
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Lead Days. Thisfield refersto the number of days avendor requiresto deliver an ordered part.

Status. Select the user-defined status code (such as active, inactive, or no longer used) from
the lookup.

Critical? Thisfield classifies a part as critical.
Sole Source? Selecting sole source expedites the purchasing process.
Serialized? Select this check box if you can track this part with a serial number.

Consignment? Thisfield indicates if this part is consigned.
Note You cannot select both consignment and serialized for the same part.

Source. Select vendor to buy, or internal to build this part.

Area. Thisfield refersto an internal build or fabrication location.
Note Areaisrequired for aninternally sourced part.

Pri Vendor. The system displays the primary vendor ID.
Vendor Part Number. The system displays the number the vendor uses to identify this part.
Manufacturer. The system displays the manufacturer for the part.

Manufacturer Part Number. The system displays the number the manufacturer usesto identify
this part.

Initial Location. Thisfield refers to the bin location of the part.

Inventory Tab: Stock Detail

Use this tab to enter stocking information for a part.

Fig. 4.11
Inventory: Stock Detail Tab
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On-Hand. The system displays the quantity (in issue UOM) of this part currently in inventory
at al binlocationsfor this site.

Reorder Point. Enter the quantity at which to reorder a part.
Reserved. The system calculates the total quantity of the part reserved on stores requisitions.

Min Order Qty. Thisfield refers to the designated minimum order quantity.
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Available. Thisfield displaysthe total quantity on-hand at al bin locations within asite, minus
the quantity on reserve.

The lowest number displayed hereis zero. If there is a deficit because of attempted reserves,
the system displays the quantity of that deficit in the Short field.
Safety Stock. Enter the minimum quantity to keep on hand for a particular part.

Short. The system calculates this field to show the amount of parts reserved but not available
in stores.

Example Thereare 10 unreserved partsin stores and you attempt to reserve 12. Only 10 are
available. The system shows a shortage of 2. The system updates the number short based on
reserving, un-reserving, receiving, and issuing of a particular part.

Mgt Max Qty. Thisfield refersto the optimal amount to stock through stock replenishment, a
guantity pre-set by management.

Reorder point + Minimum order quantity = Mgt max qty

Planned Order. The system displays the planned order quantity for this part. It represents all
requisitions with a status of P (planned).

Order Unit. Enter the vendor-designated quantity or multiple of this quantity to use to order
this part.

Example If the order unitis 2, then the system always orders that part in increments of 2.
Typically, this represents the vendor-designated minimum order quantity required to purchase
the part.

On Order. The system displays the total quantities of a part from all purchase orders with that
item listed. It represents all purchase orders with a status of O (ordered).

Issue UOM. Thisfield refersto aunit of measure, such as* each,” used when issuing a part
from stores.

Last Physical. Thisfield refers to the date of the last physical cycle count for a part.
Note Physical count manually verifies or corrects the quantity listed in stock.

Last Received. Thisfield refers to the date the part was | ast received from a purchase order.

Order UOM. Select the unit of measure to use when ordering parts.

Note You may stock the part by each, yet purchase the part in boxes. Boxes represents the
ordering unit of measure. You must establish a UOM conversion before adding it in the
Inventory record. For example, the Order UOM for a part is box, and the Issue UOM is each.
The multiplier is 10. When you order abox for the part, EAM converts the quantity, resulting
in 10 units available.

ABC Code. Classify each part as A, B, or C, based on its value relative to the store inventory.
Last Issued. Thisfield refersto the date when this part was last issued.

Physical Due. Thisfield displays the date of the next required physical inventory.
You can search or filter for parts by the next physical inventory date.

Date Created. The system displays the date this inventory record was created.
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Inventory Tab: Codes

Use this tab to enter stocking information for a part.

Fig. 4.12
Inventory: Codes Tab
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Type. Use the part type for reporting and filtering purposes in inventory only. For example,
specify atype codein afilter in stock replenishment or physical inventory.

Class. Use the part class for filtering and ordering purposes in inventory only.

Commodity. Group general classifications of parts with this user-defined table in inventory,
requisition, and vendor modules. Associate a part with a user-defined commodity code copied
to arequisition for that specific part. Associate vendors with alist of codes for commodities
that they can supply to your company.

Notify. Notify this user ID or group by e-mail when inventory stock dropsto or below the
reorder point or safety stock.

Catalog. Theinventory tableishierarchical. The higher level, catalog, can be abroad grouping
of parts.

Sub Catalog. The lower level, sub-catalog, consists of typesin the catalog.
Size. Select the size to assign to a part.

Planner. The system displays the employee name or code for the planner and populates the
namefield.

Planner Name. The system displays the name of the planner you select from the lookup.

MSDS No. Thisfield refersto auser-defined table of MSDS (Material Safety Data Sheet)
codes tied to descriptions.

Note MSDS sheets may be stored elsewhere in the organization. EAM cross-references these
sheets.

Notify. Notify thisuser ID or group by e-mail when inventory stock dropsto or below the
reorder point or safety stock.

Weight. Thisfield displays the weight of the part.
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Weight UOM. Thisfield displays the weight unit of measure for this part; for example, pounds
or kilograms.

Active? Thisfield indicates whether a particular part is active. Inactive parts do not display in
the lookup.

Add to BOM? Select the check box to add the part to the equipment bill of materials on issue.

Auto Issue? Select this option to determine whether to auto issue and expense this non-
inventoried part on receipt.

Taxable? If the part is taxable, select this check box.

Tax Code. The system copies the tax code for the part to the requisition for the part, unless
assigned a project tax code. If the part has a special tax status, add a tax code to the part.
Typicaly leave a part’s tax code field blank.

Tax Class. The system copies the tax class for the part to the requisition.

Tax Usage. The system copies the tax usage for the part to the requisition.

Inventory Tab: Cost

Use thistab to list unique accounting datafor a part.

Fig. 4.13
Inventory: Cost Tab
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Inventory. Typicaly, you leave Inventory fields blank, unless you intend to debit accounting data
that is different from the system default upon receipt.

Inventory Dept. Transfer the inventory value upon receipt of the part to this inventory
department code.

Inventory Acct No. Transfer the inventory value upon receipt of the part to this account. At
issue, EAM credits the cost of the part from the inventory account number and that value is
redirected or expensed to the entity that will consume that part (for example, equipment,
project, work order).
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Inventory Cost Cntr. Transfer the inventory value upon receipt of the part to this cost center. At
issue, EAM credits the cost of the part from the inventory account number and that value is
redirected or expensed to the entity that will consume that part (for example, equipment,
project, work order).

Inventory Sub Acct. Thisfield refersto the sub-account to which the part’s inventory valueis
associated.

Note If theinventory accounting data changes, the system prompts you to create new records
and GL transactions.

Adjustment. Typicaly, you leave Adjustment fields blank, unless you intend to debit accounting
data different from the system default upon receipt.

Adj Department. This field refers to the department affected by an inventory adjustment
transaction.

Adj Acct No. Thisfield refers to the account number affected by an inventory adjustment
transaction, manually or through the Physical Inventory module. This account overrides the
system default adjustment account.

Adj Cost Center. Thisfield refersto the cost center affected by an inventory adjustment
transaction, manually or through the Physical Inventory module. This cost center overridesthe
system default adjustment cost center.

Adj Sub Acct No. Thisfield refers to the sub-account number affected by an inventory
adjustment transaction, manually or through the Physical Inventory module.

Expense. Expense fields are display-only. Data comes from the Accounts Sub Detail screen. Use
thisinformation for parts such as consumables not charged directly to a project, equipment or
work order. You can set up more than one expense accounting combination, but one must be the
Primary.

Expense Site. Charge this part to the site you indicate here.

Exp Dept. Charge the primary department for this part.

Exp Acct No. Charge this primary account number when issuing this part from stores.

Exp Cost Center. Charge the primary cost center when issuing this part from stores.

Exp Sub Acct No. Charge the primary sub-account number when issuing this part from stores.

Consignment. Suppliers stock inventory at the customer site, but do not bill the customer until
inventory isissued from the storeroom. This provides critical spares available on demand, with
payment due at the time of issue. You need consignment inventory and adjustment accounts for
consignment transactions. If there is data in these fields on the part record, it will be used on GL
transactions created when an inventory transaction is done against a consignment part. Otherwise,
EAM uses System Site defaults established at General |Business Units|Sites on the Inventory tab.

Cons Asset Dept. Thisfield refersto the consigned asset department used for any transactions
that occur for the vendor-owned stock for this part.

Cons Adj Dept. Thisfield refers to the consigned adjustment department for any adjustments
of the vendor-owned stock for this part.
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Cons Asset CC. Thisfield refersto the consigned asset cost center used for any transactions
that occur for the vendor-owned stock for this vendor.

Cons Adj CC. Thisfield refersto the consigned adjustment cost center used for any
adjustments of the vendor-owned stock for this part.

Cons Asset Acct. Thisfield refersto the consigned asset account used for any transactions that
occur for the vendor-owned stock for this vendor.

Cons Adj Acct. Thisfield refers to the consigned adjustment account used for any adjustments
of vendor-owned stock for this part.

Note If the Send Cons QAD ERP 3.2? check box is clear for this vendor, the QAD ERP
application does not create GL transactions.

Cons Asset Sub. Thisfield refersto the consigned asset sub-account used for any transactions
that occur for the vendor-owned stock for this part.

Cons Adj Sub. Thisfield refersto the consigned adjustment sub-account for any adjustments
of the part’s vendor-owned stock.

Cost.

Cost. Thisfield refers to the current cost per issue UOM.
Note Thelabel for thisfield depends on the costing method (LIFO, FIFO, weighted average).

OH Group. Enter the overhead group into this field.

Total Cost. The system multiplies the cost by the overhead percentage and adds the result to
the part cost. If no overhead percentage exists for this part, the Total Cost equals the regular
part cost.

Est Freight. Usethisfield to estimate freight cost on arequisition, expressed as a percentage of
the part’s cost.

Inventory Tab: PO Text

Use this tab to add an expanded definition of the part.
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Fig. 4.14
Inventory: PO Text Tab
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PO Text. Enter an expanded description, specifications, or other data for you and the supplier
to identify the part. The purchase order may contain thisinformation.

Inventory Tab: User Defined

Use the User Defined tab to track information against specific inventory in EAM. There are 10
user-defined fields.

Fig. 4.15
Inventory: User Defined Tab

Character 1/2 for Inventory. These are user-defined character fields, validated against tables
that you add.

Character 3/4 for Inventory. These are free-form user-defined character fields, not validated
against tables.

Inventory Decimal 1/2. These are user-defined decimal fields for inventory.
Inventory Integer 1/2. These are user-defined integer fields for inventory.
Inventory Date. Thisis a user-defined date field for inventory.

Inventory Logic. Thisis auser-defined logical field for inventory.

Inventory Submenu

The currently active option displays an underlined text label. For example, the active option below
is Detail.
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Fig. 4.16
Inventory Submenu
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Inventory Submenu Option

Purpose

Detail

Use this option to display expanded information about an
inventory record.

Notes

Associate textual descriptions with records on the browse.
Use notes to add additional information to any part record.

Requisitions

This option lists all requisitions associated with the part.
The information displayed hereis a combination of the
contents of the upper and lower Requisition browses.

Vendor Parts

You can associate an unlimited number of vendorsto a
specific part number in the top of the browse. Of these
vendors, oneis primary. The middle browse displays alist
of vendor part numbers for the vendor selected in the top
browse. In the bottom browse, set up pricing schedules
complete with quantity ranges and an expiration date for
each vendor part number.

Serial Numbers

If itisaserialized part, each serial number islisted. The
serial numbers sub-detail contains some of the same dataas
vendor parts, plus acquisition and disposition data for each
serial number.

Reserve Analysis

Display all reserved quantities for a part for specific stores
reguisitions, showing number of parts reserved, date
required, number of parts short, and any purchase orders
and requisitions attached to a transaction.

FIFO/LIFO Stack

This option displays the quantity and price of purchase
receiptsin LIFO or FIFO order for this part.
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Purpose

Consignment Stack

Vendors stock consignment parts at the customer’s location
and retain ownership until you use those parts. The system
displays available consignment parts. View a part’s next
issue cost, depending on the vendor, based on FIFO. Also
see the quantity remaining for each vendor, or that is
company owned. The Consignment Stack Sub Detail is
only available for parts where the Consignment field is
enabled.

Alternates

Cross-reference apart number in one site to a different part
number in another site. Thisis used for organizations that
do not use the same part numbering scheme across sites.

Common Names

Enter common names so employees can search by the
names they use for certain items. For example, asledge
hammer might be commonly called: sledge (26 Ib.), a
persuader, or a nudger.

Manufacturers

Cross-reference manufacturer’s names and part numbersto
the current part number.

Accounts

Avoid clerica errors, such as partsissued to inappropriate
account numbers and cost centers, by setting up specific
expense cost center, department, account, and sub-account
numbers to which this part can be issued.

BOMs

Bills of materials represent all the equipment where this
part is used. Build the BOM manually or automatically by
selecting the Post Equip List check box in System
Administration|System Control.

Inventory Descriptors

View apart’s current availability, general ledger
transaction history, work order usage, purchase requisition
history, and stock out history.

Analysis

View apart’s current availability, general ledger
transaction history, work order usage, purchase requisition
history, and stock out history.

Physical Inventory

Use the physical inventory module to:
« Pick agroup of parts based on user-defined criteria to count and print count sheets.

« Verify the quantity in inventory and enter count results.

« Make adjustments to the on-hand inventory quantity automatically after closing count.

Inventory

145

EAM includes only active partsin physical inventory lists and the physical inventory add lookup.

Managing Physical Inventory

Periodically, count the inventory in your storeroom.
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Fig. 4.17
Manage Physical Inventory Process Map
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Develop the physical inventory schedule and inform all affected departments.
Label inventory locations with items to count.

Add required physical inventories.

Freeze inventory to count.

Generate physical inventory count sheets and distribute to teams.

Perform the physical count and compare it to records on the count sheets.
Record the resultsin EAM.

Review variances. If tolerances are exceeded, perform a recount.

Cancel physical inventory that requires cancellation and update stock out data.

10 Close physical inventories and update EAM.

11 Print physical inventory results reports.

Creating a Physical Inventory Record

1

2

Click New.

Enter relevant information about the physical inventory in the top panel.

The system saves the record automatically.
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Adding Parts to a Physical Inventory Record

1 Add partsto the physical inventory using the global add action in the top panel.
2 Add more parts to the physical inventory run in the lower panel.

3 Double-click apart record after you add parts.

4 Enter the count information into the relevant field.

Physical Inventory Browse

Access this browse from Inventory|Physical Inventory. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 4.18
Physical Inventory Browse
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Physical Inventory Action Menu

Fig. 4.19
Physical Inventory Action Menu
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Change Status

EAM assigns an inventory header record status of Scheduled (S) to new Physical Inventory. You
can change the status to:

 Closed (C)

» Canceled (X)
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Close to adjust the counted quantities, based on what changed for the part/location. Adjust cost if
needed, based on cost structure (L1FO/FIFO and so on). Cancel the physical inventory and
abandon any pending transactions.

Global Add

Use Global Add to add agroup of parts to a physical inventory run.

Print Document

Use Print Document to print a count sheet. You can also print it from Analysis|inventory|Physical
Inventory|Count Sheet.

Physical Inventory Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.20
Physical Inventory Right-Click Menu
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Edit

Columns 3

Change Status
Global &dd

Print Document

New
Use New to create a new physical inventory record with a scheduled (S) status.
Edit

Use Edit to open the physical inventory record detail to update the vendor number, type, or control
number in the physical inventory header.

Column

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Change Status, Print Document, and Global Add are options from the Action menu.

Physical Inventory Record Detail

The system increments the new physical inventory record number. Enter any other relevant
information.
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Fig. 4.21
Physical Inventory Record Detail
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Stock Replenishment

Use Stock Replenishment to identify parts below reorder point or safety stock level. Create
requisitions or work orders to replenish depleted inventory.

« Create a stock replenishment header or stock run in the top frame.
- Globally add parts or attach individual parts to a stock run.
 Print the list of items below reorder point or safety stock level for review in the bottom frame.

The stock run number is copied to the requisition or work order, noting its origin.

Replenishing Purchased Stock
Verify that corporate guidelines authorize a replenishment requisition.

Fig. 4.22
Purchased Stock Replenishment Process Map
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1 Create astock run and add parts.

2 Generate a stock replenishment document.
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3 Review and update reorder quantities, following corporate stock replenishment guidelines.
4 If you commit to the stock replenishment, create purchase requisitions.

5 Analyze purchase requisitions against corporate guidelines.

6 If thereisarequest for quotation required, obtain it.

7 Fulfill the stock replenishment requisition.

Stock Replenishment Browse

Access this browse from Inventory|Stock Replenishment. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 4.23
Stock Replenishment Browse
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Stock Replenishment Action Menu

Fig. 4.24
Stock Replenishment Action Menu
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Global Add

Use Global Add to add a group of parts to a stock replenishment run. Filter for critical items,
specific commodities, or selected vendors, or request thelist of all items below the reorder point or
safety stock level.
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Fig. 4.25
Global Add
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Print Document

Use Print Document to print a Stock Replenishment document. You can also print it from
Analysis|Stock Replenishment.

Create Requests

After you select the parts that need stock replenishment, use the Create Requests Action to
automatically create requisitions and work orders for those parts.

Stock Replenishment Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.26
Stock Replenishment Right-Click Menu
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Global Add
Create Requests
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New

Use New to open the record detail to create a new stock replenishment run.

Edit

151

Use Edit to update the Description, Type, or Originator fields in the Stock Replenishment header.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideiit.

Globa Add, Print Document, and Create Requests are options from the Action menu.

Stock Replenishment Record Detail

The system increments the new stock run record number, assigns planned (P) status, and fillsin the
originator and origination date. Enter the description, type, and update originator.

Fig. 4.27
Stock Replenishment Record Detail
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Stock Replenishment Middle Browse

Review and update order information about each part to replenish on the middle browse.

Fig. 4.28
Stock Replenishment Tab: Parts
Parts

Part

Part No oo 1000 big motor To Urder 1.0000

Quantities

Mot Max Gty 11 OnHand 13

Planned Order IW1ER On Order 1060.01

Reserved 23 Shart i}

RAeserved Orders 20 Source Vendaor

Pri Vendar 1005000 Aeq Mo

w0 No

Part No. Thisfield refersto the inventory part number.

Note Stock replenishment does not include inactive parts. These do not display in the parts
lookup in the bottom frame.

Description. Thisfield displays the description from the master parts record.

To Order. The system calculates this field based on the management maximum quantity,
minus on-hand, minus planned and ordered requisitions. You can update this field manually.
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Example Thereorder point is 10, the management maximum is 20, and the current on handis
10. The system determines that it will take 10 parts to get the on-hand back up to the mgt max.

If there are 5 parts on order, the system adds those to the on-hand quantity, 10 + 5, whichiis 15
on-hand. Order 5 more to get the management maximum of 20.

Mgt Max Qty. EAM uses the value found in the part record to calculate the quantity of partsto
order.

On-Hand. Thisfield displays the current on-hand quantity of a specific part in the inventory
bin locations.

Planned Order. The system displays the planned order quantity for this part. It represents all
requisitions with a status of P (planned).

On-Order. The system adds and displays the total quantity of a part from all purchase orders
with that item listed. It represents all purchase orders with a status of O (ordered).

Reserved. The system displays the current reserved quantity for the specific part.

Note The system can add the quantity short, the considered reserved, and the reserved orders
into the replenishment calculation. These options are user-set for all sites within a domain.

Example If the on-hand quantity is 10 with a management max of 20, the system
recommendsto order 10. If 5 parts are already on-order, the system recommends to order 5. Of
those 5 on-order, if 2 are reserved for a specific work order, then the system recommends to
order 7.

Short. This system-calculated field isthe total quantity reserved in all open stores requisitions
beyond the current on-hand quantity availability.

For example, the reorder point is 10 and the management max is 20. If O are on-hand, the
system recommends to order 20. If the short quantity is 2, then the system recommends to
order 22.

Reserved Order. Current requisitions and reserved orders comprise this calculated field.

Source. Thisfield specifies the part replenishment source. There are two settings: vendor or
internal.

A vendor source generates arequisition to buy the part. Internal source creates awork order to
make the quantity of parts required.

Pri Vendor. EAM displays the primary vendor from the part master record.

Requisition No. The requisition header number displaysin thisfield. After you create a
request, the system adds requisitions for vendor-sourced parts. Create requests adds one
requisition for each vendor listed on that stock run, and groups all vendor parts as lines on that
reguisition.

Line No. The requisition line number displaysin thisfield.

WO No. The work order number assigned to this part displaysin thisfield. After you use the
create requests action, EAM adds work orders for each internally sourced part.
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Stock Replenishment Lower Browse

In the lower browse, you can review order information about each part highlighted on the middle
browse.

Fig. 4.29
Stock Replenishment Lower Browse
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Stores Requisition Lists

Use Stores Requisition List to internally request stock items. Create a detailed parts list for awork
order or task. Print the stores requisition and use it as a stock item pick list, or processit directly
online. After the items are pulled, issued and staged, the transactions are completed, expensing
costs directly to the work order, equipment, expense account data, or project code. Use Stores
Requisition Liststo attach multiple partsliststo awork order. Pre-plan awork order by identifying
al required parts. To separate parts lists by groups of technicians, categorize mechanical parts
Separately from electrical parts.

EAM automatically creates a stores requisition if you are:
- Issuing astock part to awork order, and no stores requisition has been designated

« Auto-issuing a non-stock part from areguisition without a contractor to awork order, and no
stores requisition has been designated

« Issuing a PM with master partslists

Adding a Stores Requisition
Request a stores item following the recommended procedure, and order replenishments if needed.

Fig. 4.30
Request Stores Item Process Map
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1 Add astoresrequisition to the system.
2 Acquire authorization and process the requisition.
3 If the quantity is not available:

a Record astock out event, or

b Hold the requisition until areplenishment order is available.
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4 If the quantity is available:
a Reserveor pull theitem.
5 Pull theitems and kit for issue or staging.

6 Issuetheitems.

Stores Requisition Browse

Access this browse from Inventory|Stores Requisition. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 4.31
Stores Requisition List
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Stores Requisition List Action Menu

Fig. 4.32
Stores Requisition List Action Menu
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Change Status

Use the change status option to update the status of a stores requisition. Select the current status
from the lookup.

Note Customize the change status table under Maintenance]Codes|Work Order Status
Maintenance. Add or delete status codes, set defaults, and mark codesto trigger e-mail based on
work order changes.

Reopen

If your system configuration uses thisfeature, and you have the required security level to accessit,
click Reopen to open the stores requisition. Highlight the status and click OK.
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Copy BOM

Use Copy BOM to copy an equipment bill of material to a new stores requisition.

Copy Master Parts List

Use Copy Master Parts List to copy lists of parts on an MPL and add them to anew list.

Print Documents

Use Print Document to print aPick List or stores requisition list. You can also print this document
from Analysis|inventory|Pick List.

Stores Requisition List Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.33
Store Requisition Right-Click Menu
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New

Use New to create a new stores requisition.
Edit

Use Edit to modify the stores requisition.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Change Status, Reopen, Copy BOM, Copy Master Parts List, and Print Document are optionsfrom
the Action menu.

Stores Requisition List Detail

The system increments the new stores requisition list number and defaultsto the current sitefor the
source and expense site data. Requestor defaultsto the current user and today’s date. Change any
of thisdata if needed.
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Fig. 4.34
Stores Requisition Record Detail
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Creating a Stores Requisition List
1 Click New to add a stores requisition list.
2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Stores Requisition List

1 Double-click arecord from the browse or click Edit to open the stores requisition list record
detail.

2 Enter or update information in relevant fields on the tabs.

3 Click Save.

Stores Requisition List Detail Tab
Enter information about the request to withdraw parts from stores on the Detail tab.

Fig. 4.35
Stores Requisition Tab: Detail
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Description (Detail). Each parts list has a description. Since you can associate multiple parts
liststo awork order, description helps to quickly identity the task for these parts.

Status (Detail). The stores requisition status code and the work order share the work order
status validation table.

Note After you issue all parts on the child browse of the stores requisition and the issued
quantity equals the planned quantity, EAM automatically changes the status of the stores
requisition to C (closed). You can reopen a closed stores requisition. You can change the
status of the stores requisition.

Requestor. Thisfield refersto the employee who created the stores requisition list.

Source. Thisfield indicates whether to source a stores requisition list internally or from an
outside vendor. Optionsinclude vendor and stores. The default is stores.

Source Site. Thisfield refersto the site from which to select parts and issue to a stores
requisition.

Vendor No. Thisvendor is the source for the parts on the stores requisition list. You can
update it only if sourceis Vendor.

Required Date. Thisfield refersto the required date for the requested parts.

WO No. Associate awork order with the stores requisition list. The stores requisition inherits
the work order account structure.

Equip No. Thisfield refers to the equipment associated with the stores requisition list.
Project No. Associate a project to astoresrequisition list.

Job No. If aspecific project requires the list of parts associated with the stores requisition,
associate the project number. On issue, the parts are expensed correctly to the project. Projects
can have multiple jobs. Select the specific job to expense parts onissueif thereis an associated
project.

Expense Site. This field defaults to the current site, but you can charge material expenses to
another site when parts issue to the stores requisition.

Rebuild. Send rebuildable components to this location. Associate avalid rebuild area on the
stores requisition. On Issue, the parts will be directed to the rebuild location.

Serialized Part. Select avalid rebuild areato charge material to a serialized part. identify the
serialized part number and specific serial number. Only serialized parts currently in the rebuild
areadisplay in the lookup.

Serial Number. The serial number of the part with which the work order is associated.

Dept. Thisfield refers to the expense department number issued to the stores requisition list.
All partsissued against the stores requisition list charge to the department number on the
storesrequisition list.

Note If you usethe QAD ERP application, there is not a department field associated with the
general ledger number. EAM does not send the department code to the QAD ERP application.
Most customers use the cost center as a department field.
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Cost Center. Thisfield refersto the expense cost center number issued to the stores requisition
list. All partsissued against the stores requisition charge to the cost center number on the
stores requisition list.

Acct No. Thisfield displays the expense account number associated with the stores requisition
list. All partsissued to the stores requisition charge to the account number on the stores
requisition list.

Sub Acct No. Thisfield refers to the expense sub-account number associated with the stores
requisition list. All partsissued against the stores requisition charge to the sub-account number
on the stores requisition list.

System. If the stores requisition is for a piece of equipment, find further usage detail in the
system and assembly codes. Codes reference specific locations on specific equipment. They
provide an inventory breakdown for cost and where items are used.

Assembly. Stores requisitions for a piece of equipment contain more usage detail using the
system and assembly codes. Codes reference specific locations on specific equipment. They
provide an inventory breakdown for cost and whereitems are used. Enter a system code before
you select an assembly code.

Sales Order. Select the correct SO from the list of sales ordersin QAD ERP.

Sales Order Notify. Notify thisuser ID or group by e-mail when actions take place on a sales
order.
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Stores Requisition Approval Groups

Use Stores Requisition Approval Groups to create approval groups to identify usersto include in
the approval process. Associate stores requisition approval groupsto: accounts, cost centers, users
and/or projects. Depending on settings in System Site Maintenance, EAM routes authorization
reguests to the appropriate group. Stores Requisition Authorization helps to control spending.

Authorizing a Stores Requisition
Authorize a stores requisition following the recommended procedure.

Fig. 4.36
Authorize Stores Requisition Process Map
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1 If the stores requisition routes for approval:
a Verify pricing and accounting structure.
b Verify that the user can authorize the stores requisition.
¢ Route the stores requisition for authorization.
d Verify stores requisition authorization guidelines.
e  Submit to revision control and audit tracing.
2 If the stores requisition does not route or is not approved, hold it.

3 If therequisition is approved, route it to the storeroom for processing.

Stores Requisition Approval Groups Browse

Access this browse from Inventory|Stores Requisition Approvals. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Fig. 4.37
Stores Requisition Approval Groups Browse
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Store Requisition Approval Groups Right-Click Menu
The right-click menu contains administrative functions and options.

Fig. 4.38
Store Requisition Right-Click Menu
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New

Use New to create a new Store Requisition Approval Group record.

Edit

Use Edit to modify the Store Requisition Approval Group record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Creating a Store Requisition Approval Group

1 Click New to open a store requisition approval group.

2 Enter information in relevant fields on the tabs.
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Editing a Stores Requisition Approval Group

1 Double-click arecord from the browse or click Edit to open the stores requisition approval
group record detail.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Rebuild Locations

Use Rebuild Locations to control serialized part rebuilds, such as for motors.
- Send parts removed from equipment to internal or external vendor locations for repair.

 Generate work orders against arebuild location, instead of equipment, and the associated
serial number for the serialized part at that location. Add work orders to build internal parts
linked to arebuild location.

« Charge coststo the work order. The cost flowsto the part serial number. Cost remains with the
part when it returnsto inventory. It stays with the part until it issues out to a piece of
equipment. Then, the cost expenses to the equipment when issued.

Also use Rebuild Locations when fabricating internally sourced parts.

Rebuild Locations Browse

Access this browse from Inventory|Rebuild Locations. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 4.39
Rebuild Locations Browse
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Rebuild Locations Right-Click Menu

The right-click menu contains administrative functions and options.
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Fig. 4.40
Rebuild Locations Right-Click Menu

Columns 3

New

Use New to create a new Rebuild Location record.

Edit

Use Edit to open the Rebuild Location record to edit.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hideit.

Rebuild Locations Record Detail

Fig. 4.41
Stores Requisition Record Detail
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Creating a Rebuild Location Record

1 Click New to open ablank rebuild location record.
2 Assign the area number.

3 Verify the current site.

4 Enter information into relevant fields on the tabs.

5 Click Save.

Editing a Rebuild Location Record
1 Double-click arecord from the browse or click Edit to open the rebuild location record detail.

2 Verify the area number.
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3 Verify the current site.
4 Enter information into relevant fields on the tabs.

5 Click Save.

Rebuild Locations Detail Tab

Enter information about the rebuild location on the Detail tab.

Fig. 4.42
Rebuild Location Tab: Detail
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Site. Thisfield displays the site identified with the rebuild location. When the system creates
the rebuild location, the Site field is read-only.

Area. Thisfield refers to the rebuild location name.

Vendor? Thisfield indicates whether the rebuild is an internal or a vendor rebuild location.
Contact. Thisfield refersto the individual to contact for information at the rebuild location.
Address. Thisfield refersto the street address of the rebuild location.

Address 2. Thisfield refersto additional information about the rebuild |ocation street address,
such as suite number.

City. Thisfield refers to the rebuild location city.

Zip. Thisfield displays the postal code of the rebuild location.

Country. Enter the country of the rebuild location.

Phone Number. Thisfield displays the phone number of the rebuild location.
Fax. Thisfield displays the fax number for the rebuild location.

Expense Site. Select the site to charge for the rebuild from the lookup.

Dept. Thisfield displays the department to use as the default when charging parts, labor, or
contractor costs against arebuild work order.

Cost Center. Thisfield displays the default cost center when charging parts, labor, or
contractors against a rebuild work order.

Acct No. Thisfield displays the account number associated with the expense side of any
distribution of labor, issuing of materials, or contracting against a part in arebuild location.
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Sub Acct No. Thisfield displays the sub-account number tied back to the account number.

Note If you create awork order for aserial number in arebuild location, then the default
work order’s account structure comes from the rebuild location. If a serialized part returns to
stores, then the account structure in the rebuild location represents the inventory asset account
number. When the part istransferred from the rebuild, it will be credited against the rebuild. It
debits or increases the value of the inventory. Cost transfers to stores until the part isissued to
apiece of equipment.
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UOM Conversions

Use Unit of Measure (UOM) Conversion to automatically create a conversion when transitioning
between issuing units of measure and purchasing units of measure.

For example, partsissue out of inventory in units of each (such as individual pencils). The vendor
requires the company to buy the part (pencils) in units of boxes (25 pencilsto a box).

The conversion occurs when requesting 25 eaches. The system converts boxes from the vendor
into eaches for issue. It converts the box price into each prices so that the cost at issueis for the
individual pencil, not the box unit (order price).

UOM Conversion Browse

Access this browse from Inventory|UOM Conversions. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 4.43
UOM Conversions Browse

Trer— -
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1 — e Fid ® St Ush * Bter » ALl
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o HewldLoca"uns s P 1 s
| 'I‘ B0 CASE 0004 l 0%
BOX A 1 0]

[ Inventony Transaction History

UOM Conversions Right-Click Menu
The right-click menu contains administrative functions and options.

Fig. 4.44
UOM Conversions Right-Click Menu

New

Use New to create anew UOM conversion record.
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Edit
Use Edit to edit the UOM conversion record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Creating a UOM Conversion Record
1 Click New to open ablank UOM conversion record.
2 Enter information into relevant fields (order/issue UOM, multiplier, part number, and round

by). The system automatically saves your record.

Note Associate a part number when it has a unique multiplier such as order = box, issue =
each, and the multiplier is 15. Otherwise, al parts with a standard UOM conversion (for
example: order = dozen, issue = each, and the multiplier is 12) use the same multiplier. You
need only create it once, with part number left blank.

Editing a UOM Conversion Record
1 Double-click arecord from the browse or click Edit to open the UOM conversion record.
2 Enter information into round by or multiplier fields.

3 Click Save.

Codes

Use Codesto view or add supporting datato lists of codes. Codes are inventory classification
tables. They group parts for filtering and/or reporting.

Codesin this section contain records for lookups on tab pagesin Inventory. Depending on your
permissions, you can add or edit existing records.

Commodities
The commodity lookup displaysin Inventory. Add or edit codes from Inventory|Codes|
Commodities.

- Commodity codes group items based on the type or use of the part. Maintenance technicians
use them to find or order arepair part.

- Commodity codes can be an important tool for buyers to help analyze a company’s spending
habits. They can also be used in the Stock Replenishment routine and in Inventory and
Purchasing.

« You can format commodity codes to match industry standards. Codes can be up to fifteen
charactersin length, or have hierarchical structure with up to four levels of two codes.
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The commodity code format displays dashes within the commaodity, depending on the format
definitions you establish in the System Registry. Sample commodity codes below (from the
National Institute of Government Purchasing Web site) assume aformat definition of 3-2-2-3-1
(Length 1- three positions or characters, Length 2- two, Length 3- two, Length 4- three, and

Length 5 - one):

Commodity Description
620 Office Supplies
620-80 Pens
620-80-21 Pens, Ball Point

620-80-21-075-4

Fine Point, Black Ink, 12/box

620-80-21-075-3

Fine Point, Blue Ink, 12/box

620-80-21-075-1

Fine Point, Green Ink, 12/box

620-80-21-075-0

Fine Point, Red Ink, 12/box

Fig. 4.45
Codes: Commodities

Applications
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Adding a Commodity Code

1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing a Commodi

ty Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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MSDS

The Material Safety Data Sheet (MSDS) lookup displaysin Inventory. Add or edit codes from
Inventory|Codes|M SDS.

Note This code cross-references MSDSs that may be stored somewhere else in the organization.

Fig. 4.46
Codes: MSDS
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Adding an MSDS Code
1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing an MSDS Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Part

Part includes information to associate with parts, such as catal ogs, classes, locations, statuses,
Types, User-defined Inv Char 1 and Character 2.

Catalogs

The Catalog lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|Catal ogs.

Thisinventory tableis hierarchical. The top level can be a broad grouping of parts, and the lower
level types within that group. Use Catalogs in Inventory only, for filtering and reporting purposes.
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Codes: Catalogs

Applications
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Adding a Catalog Code

1 Click New.

2 Enter the part catalog and description in the top frame.

3 If thereisasub-catalog, enter it and its description in the middle frame.
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4 Enter any common names in the bottom frame. The system automatically saves the new code.

Note The common name is associated with the sub-catalog code. The common nameisa
noun or an adjective to describe the catalog or sub-catalog. Sometimes users add their own

names.

Editing a Catalog Code

1 Double-click the code to edit.

2 Update the part catalog or description.

3 If thereisasub-catalog to update, enter it and its description.

4 Update the common name. The system automatically saves the new code.

Classes

The Classes lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|Classes.

Classes group common parts together. Part classes are in Inventory only, used for filtering and

reporting purposes.
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Fig. 4.48
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Adding a Class Code
1 Click New.

2 Enter the part class and description. The system automatically saves the new code.

Editing a Class Code

1 Double-click the code to edit.

2 Update or add the part class description. The system automatically saves the updated code.

Locations

The Locations lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|
Locations.

Use location to indicate the bin location of the part. Each part requires at least one location to track
guantities. A current quantity is associated with the location.

Fig. 4.49
Codes: Locations
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Adding a Location Code

1 Click New.

2 Enter the part location and description. The system automatically saves the new code.

Editing a Location Code

1 Double-click the code to edit.

2 Update or add the part location description. The system automatically saves the updated code.

Parts Status

The Parts Status lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|Part
Status.

Statuses are user-defined, such as Active (A), Inactive (I) or Obsolete (O), used for analysis and
reporting purposes.

Fig. 4.50
Codes: Parts Status
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Adding a Parts Status Code

1 Click New.

2 Enter the part status and description. The system automatically saves the new code.
Editing a Parts Status Code

1 Double-click the code to edit.

2 Update the part status or description. The system automatically saves the updated code.

Types

The Types lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|Types.
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Use typesin the stock replenishment routine. Types indicate a part’s functional application, used
for filtering and reporting.

Note Type codes should be added or edited only for accounting/SAF purposes. They should
match the corresponding SAF data found in the QAD ERP at Generalized Codes Maintenance.
Theitemswith which they are associated should be itemsin Item Master Maintenance if and when
those items are used in operational transactions.

Fig. 4.51
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Adding a Type Code
1 Click New.

2 Enter the part type and description. The system automatically saves the new code.

Editing a Type Code

1 Double-click the code to edit.

2 Update or add the part type description. The system automatically saves the updated code.

Inv Char 1

The Inv Char 1 lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Inv
Char I.

There are 70 user-defined fieldsin EAM. Of these, there are two Inventory tables for user-defined
lookup codes. You can customize labels and build codes and descriptions.
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Fig. 4.52
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Adding an Inv Char 1 Code

1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing an Inv Char 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Inv Char 2

The Inv Char 2 lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Part|inv
Char 2.

There are 70 user-defined fieldsin EAM. Of these, there are two Inventory tables for user-defined
lookup codes. You can customize labels for these two fields.
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Fig. 4.53
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Adding an Inv Char 2 Code
1 Click New.

2  Enter the code and description. The system automatically saves the new code.

Editing an Inv Char 2 Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Physical Inv Types

The Physical Inventory Types lookup displaysin Inventory. Add or edit codes from Inventory|
Codes|Physical Inv Types.

Use physical inventory typesto classify the purpose of aphysical inventory count, such as wall-to-
wall or spot.

Fig. 4.54
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Adding a Physical Inventory Type Code
1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Physical Inventory Type Code
1 Double-click the code to edit.

2 Update or add the type description. The system automatically saves the updated code.

Stock Out Types

The Stock Out Types lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Stock
Out Types.

Use stock out types to classify a stock out occurrence.

Fig. 4.55
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Adding a Stock Out Type Code
1 Click New.

2 Enter the stock out type and description. The system automatically saves the new code.

Editing a Stock Out Type Code
1 Double-click the code to edit.

2 Update or add the stock out type description. The system automatically saves the updated
code.
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Stock Run Types

The Stock Run Types lookup displaysin Inventory. Add or edit codes from Inventory|Codes|Stock
Run Types.

Use stock run typesto classify the purpose of a stock run such asinternal or critical parts.

Fig. 4.56
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Adding a Stock Run Type Code

1 Click New.

2 Enter the run type and description. The system automatically saves the new code.

Editing a Stock Run Type Code

1 Double-click the code to edit.
2 Update or add the run type description. The system automatically saves the updated code.

UOMs

The Unit of Measure lookup displaysin Inventory. Add or edit codes from Inventory|Codes|
UOMs.

Use UOMSs to classify the units of measure and cost decimals.
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Adding a UOM Code

1 Click New.
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2 Enter the UOM, description, and cost decimal. The system automatically saves the new code.

Editing a UOM Code

1 Double-click the code to edit.

2 Update the UOM description, or cost decimal. The system automatically saves the updated

code.

Sales Order

The Sales Order lookup displays in Inventory|Stores Requisition Lists. View sales orders added in
QAD ERP from Inventory|Codes|Sales Order.

Fig. 4.58
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Inventory Transaction History
The Inventory Transaction History displaysin Inventory.

Whenever an Accounting Period set up in GL Calendar at Finance|Accounting|GL Calendar is
Closed, EAM can create an Inventory History for that closed period. This option is controlled by
enabling a setting in General |Business Units|Sites on the General tab.

Fig. 4.59
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Purchasing Introduction

Use Purchasing to create and maintain requisitions, standard clauses, and approval groups, revise
vendors, and add routing substitutions.
The Purchasing Menu includes the following submenus:
« Purchase Orders
* Requisitions
» Routing Substitutions
« Vendor
» Vendor Revision
» Standard Clauses
» Currency
» Approval Groups
» Codes

Fig. 5.1
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Purchase Orders

Use a purchase order to formalize a purchase transaction with a supplier.

Adding and Distributing Purchase Orders

Fig. 5.2
Creating a Purchase Order Process Map
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1 Add apurchase order for authorized requisitions.

2 Attach terms and conditions per corporate guidelines.
3 Negotiate required contracts.

4 Authorize the PO.

5 Change the PO status to ordered.

6 Distribute the PO document as required.

7 Notify the requestor.

8 Receivethe PO and put away items.
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Receiving Purchase Orders

Fig. 5.3
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1 When you add and distribute a purchase order, or agoods or contractor invoice arrives, verify
that a PO exists.

« If thereisno PO, reject the receipt.
2 Verify that the quantity and details are correct.

a If the quantity and details are incorrect, notify the requestor for disposition or
reprocessing.

b Review your vendor non-conformance guidelines.
- If you can receive the goods, review corporate receiving tolerance guidelines.
« If you cannot receive the goods, return them to the vendor.

3 Return any goods that do not meet corporate receiving tolerance guidelines to the vendor.
4 Receive PO lineitems for any goods meeting the conditions above.

5 Print and distribute the receiver document.

6 EAM creates Accounts Payable liability in the financial system.

7 Notify the requestor that the items have arrived.

8 Receive and put away storesitems.

9 Stage and deliver received goods.

Purchase Orders Browse

Access this browse from Purchasing|Purchase Orders. Use it to organize and display records, to
access supporting functions, and to edit or create new records.
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Purchase Orders Browse
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1 Click New to add a blank purchase order record. The system assigns a purchase order number.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Purchase Order
1
2 Enter information in relevant fields on the tabs.

3 Click Save.

Purchase Orders Action Menu

Fig. 5.5
PO Action Menu
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Return to Vendor

Double-click arecord from the browse or click Edit to open the purchase order record detail.

Use the return to vendor function to return parts to vendors after receiving them through the

purchasing module. Return to vendor:
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 Reduces the on-hand inventory quantity

- Creates ageneral ledger transaction that credits the inventory account and debits the accounts
payable liability account

Lock

The buyer associated with the purchase order can lock/unlock the purchase order. Only the buyer
on the PO can modify or update alocked PO or any attached requisitions.

Reopen

The reopen option only applies if Reopen PO/Regs? has been enabled in General|Business Units|
Domain on the PO/Regs tab. Users with the required settings in Roles can reopen POs once they
have been closed.

Modify Currency

Use this option to select a different currency code for the PO.

PO Order

Use PO Order to activate the purchase order. Items on a purchase order cannot be received unless
the purchase order statusis O (ordered).

Receive

Use this option to receive a purchase order. The Receive POs form displays.

Fig. 5.6
Receive POs Form

Receive POs

Select Al
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vl C14" 1/4" Clamp 355657 50 50 50 0 E& break,
v| 53-8874 10w30 0l 55 55 55 0 GAL camp
[l i ™
Packing Slip No: Receive Date: | 04/08/2008 * | Ship Date: | 04/08/2009 ¥ | Receiver
RECEIWE CAMCEL

1  Select the purchase order to receive.
2 Indicate the packing slip number.
3 Verify the Ship and Receive dates.
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4 Verify thereceiver.

5 Click Receive.
Change PO Status. Use this action to change the status of this PO to C-Change or X-Cancel.
Authorize. Use this action to authorize this PO.

Print Document. Use Print Document to print the purchase order. You can also print it from
Analysis|Purchase Order Print|Purchase Order.

Submit PO/Receipts to MFG/PRO. Use this action for this PO.

Purchase Orders Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.7
Purchase Orders Right-Click Menu
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New

Use New to create a new purchase order.
Edit

Use Edit to edit the selected purchase order.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Return to Vendor, Lock, Reopen, Modify Currency, PO Order, Receive, Change PO Status,
Authorize, Print Document, and Submit PO/Receipts are options from the Action menu.
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Purchase Orders Record Detail

Fig. 5.8
Purchase Orders Browse
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Purchase Orders Tabs

Purchase Orders contains three tabs: Order, Misc, and User Def. Add new records or edit existing
ones from here, save, or export to Excel.

Purchase Order, Order Tab

Enter information about the purchase on the Order tab.
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Fig. 5.9
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Vendor Number. Enter the vendor number associated with the PO.

Vendor Name. Thisfield displays the vendor name associated with the PO. It copies directly
from the vendor master record.

Fax Number. Thisfield displays the vendor’s fax number.
Phone Number. Thisfield displays the primary vendor’s phone number.
e-mail. Thisfield displays the e-mail address listed on the vendor record.

Contact. Thisfield displays the primary contact designated in the vendor record, copied from
the vendor record to the PO.

Address 1. Thisfield displays aline of the vendor’s address.
Address 2. Thisfield displays aline of the vendor’s address.
Address 3. Thisfield displays aline of the vendor’s address.
City. Thisfield displays the vendor’s city.

State. Thisfield displays the vendor’s state.

Zip Code. Thisfield displays the vendor’s postal code.
County. Thisfield displays the vendor’s county.

Language. Thisfield displays the vendor’s language code, which can be changed on this PO.

Note When you print the purchase order document, EAM uses this language code. If no
vendor or language is specified on the vendor record, language defaults from General [Codes|
Language.

Taxable? Sdlect this check box if the PO istaxable.
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Tax Code. Thisfield displays the default tax code for the vendor, copied to the PO.
Tax Class. Thisfield displays the default tax class for the vendor, copied to the PO.
Tax Usage. Thisfield displays the default tax usage for the vendor, copied to the PO.
Total Tax. Thisfield displays the total tax associated with the purchase.

Total Cost. Thisfield displays the total cost of the purchase.

Currency. Thisfield displays the vendor currency if there is one, or the system default.
Authorized Cost. Thisfield displays the amount authorized to spend on this purchase.
Freight. Thisfield displays the cost to ship goods to the purchaser.

Actual Freight. A buyer normally enters this data after all requisitions have been attached to
the PO.

Remarks. Thisfield contains notes relevant to this purchase order. Use thisfield to enter
general remarks pertaining to the vendor, usually about the order or the shipping process.
These notes will be displayed on the PO.

Original Date Due. Thisfield displays the date the purchase order was originally due.

Date Due. Thisisthe date that the vendor has committed to deliver the parts or the serviceto
the facility. The buyer enters the due date and uses it to inform the requester of the PO status.
If adue date changes after aPO is ordered, EAM can send mail to the requester of the
requisition informing them of any due date changes.

Vendor Order. Thisisan updatable field identifying the vendor’s corresponding order number,
used as a cross-reference for the purchaser to communicate with the vendor when trying to
locate a specific order.

Consignment. Thisfield indicates whether this PO isfor consigned parts.

Confirming. Select the check box to indicate whether the vendor should consider this purchase
order entirely new, or confirmation of one already placed.

Confirmed to. Thisfield indicates the vendor representative who confirmed the order.

Purchase Orders Miscellaneous Tab

Enter information about the PO on the Miscellaneous tab.
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Fig. 5.10
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Vendor Invoice. Enter the vendor invoice number associated with the PO.

Ship To Number. Thisfield displays the code for the ship to location. Specify a default Ship
To for each PO in General|Business Units|Domain. The buyer can override this.

Bill To Number. Thisfield displays the code for the bill to location. Specify a default Bill To
for each PO in General|Business Units|Domain. The buyer can override this.

Ship Via. Use the preferred method to ship goods from this vendor.
Terms. Thisfield displays the vendor payment terms from the vendor record.

FOB. Free on Board (FOB), denotes whether freight charges are part of the PO price or will be
billed separately after the invoice, and who pays for freight (buyer or vendor). For example, if
the buyer livesin Des Moines and buys a product FOB New York, the buyer must pay the
shipping charges from New York to Des Moines.

Buyer. Thisfield displays the buyer associated with the PO.

Select the Buyer from alookup of valid buyers.

After requisition approval, EAM restricts who has the ability to change arequisition. Only the
buyer and the person who authorized the expenditure are allowed to change the requisitions on
the PO.

Notify. Thisfield displays the individual or group of individuals to e-mail, based on certain
events occurring against the requisition or purchase order.

Select the user or group to notify for the PO.

As apurchase order goes through the routing approvals, ordering, and receipt process, the
system e-mails the user or group with updates.

Ordered By. Thisfield displays the name of the person who changed the status to O (ordered).
Ordered Date. This field displays the date the order was placed.
Expeditable. Select the check box if this order can be expedited.
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Status. Thisfield displays the order’s status. PO statuses are P (planned), O (ordered), C
(closed), or X (canceled). EAM assigns a new PO a status of P. PO Order Action changes the
status from P to O. EAM changes the status of the PO from O to C when 100% of the goods
are received, or when the receiver indicates that the order is complete.

Authorization Status. Thisfield displays the authorization status of the PO.

The system updates this field.

The status remains blank if the authorization has not been started or if PO Authorization is not
enabled at General |Business Units|Sites. If the PO Authorization isin process, the statusis
routing.

Authorized? This field denotes whether the PO is authorized.

After auser authorizes the PO, the system selects thisfield.

Authorized By. Thisfield displays the user ID who authorized the expenditure of the PO.

EAM validates spending limits. If you can spend at |east the amount required, the PO becomes
authorized. Your user ID displaysin the authorized by field. If you do not meet these criteria,
the PO routes to others for consideration of approval. The user who meets the spending limit
authorizes the PO.

Printed? EAM prompts you to acknowledge that the PO was printed. The system selects this
field after you indicate successful printing.

Blanket. Select the check box if this order is a blanket PO.

Blanket Type. If the blanket purchase order has attached requisitions, it has a blanket type of
Restricted. If the blanket purchase order has no attached requisitions, the blanket typeis Open.

Release Number. Use the release action to create a new PO from the blanket. Each release
contains a unique release number, starting with one and incrementing by one with every new
release against the blanket. This number identifies the blanket PO and release.

Expiration Date. Select the blanket expiration date. You must indicate an expiration date for a
blanket contract PO. EAM automatically closes the blanket and disallows any further releases
from it as of the expiration date.

Expiration Amount. Use the expiration amount only on a blanket PO. A buyer can set an
expiration amount for the blanket. When the blanket reaches rel eases totaling the expiration
amount, it closes automatically.

Current Amount. Thisfield displays the total amount released against the blanket to date.

Purchase Order User-Defined Tab

Enter information about the requisition on the User-Defined tab.
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Purchase Orders User-Defined Tab
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Character 1/2. These are user-defined character fields, validated against tables that you add.

Character 3/4. These are free-form user-defined character fields, not validated against tables.

Decimal 1/2. These are user-defined decimal fields for POs.

Integer 1/2. These are user-defined integer fields for POs.

Enable/Disable Logic. Thisis a user-defined check box for POs.

Purchase Order Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail for the highlighted PO record.

Fig. 5.12
PO Submenu
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PO Submenu Option

Purpose

Detall

This option opens the tabbed view.

Notes

Use this option to add notes about the purchase order.

Standard Clauses

View, add, and delete standard clauses associated with the
PO.

Vendor View, add, and delete vendors associated with the PO.
Receipts Use receiptsto view parts received against the PO.
Requisition View and work with associated requisitions.

Routing View routing status and lists associated with this PO.
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Requisitions

Use Requisition to create and maintain requestsin EAM to purchase inventory stock items, non-
stock parts, or service work. From this point, requisitions attach to purchase orders. Requisitions
represent the detailed line item information on the purchase orders.

Create a header record identifying the expense in terms of account code cost center, work order,
equipment identification, supplier, and more.

All the detailed header information copiesinto the purchase requisition’s line items. You can
modify them.

A requisition header is unique to a specific supplier. EAM automatically manages purchase orders
consolidation to common suppliers when POs are globally created from multiple requisitions.

Fulfilling a Requisition

Fig. 5.13
Creating a Requisition Process Map
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Requisition

1 Create a purchase requisition.

2 Classify therequisition as capital or expense using corporate guidelines.

3 Indicate anon-stock requisition if you are not going to catalog or stock the item.
4 For anitem to catalog or stock, check stores for availability.

5 If theitemisavailable, cancel the purchase requisition and issue the item.

6 If theitem isnot available, complete the purchase requisition.
Requisitions Browse

Access this browse from Purchasing|Requisitions. Useit to organize and display records, to access
supporting functions, and to edit or create new records.
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Creating a Requisition
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1 Click New to open a blank requisition record. The system assigns a requisition number.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Requisition

1 Double-click arecord from the browse or click Edit to open the requisition record detail.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Requisitions Action Menu

Fig. 5.15

Requisitions Action Menu
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Authorize

Use the Authorize Action to authorize the requisition or begin routing for approval of the
requisition. If you have alarge enough spending limit, authority for the associated accounting

structure, and the approval group has no quality person, you can authorize the requisition without
going through routing.
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Change Status

Use the change status option to update the status of arequisition. Select the current status from the
lookup. Options are (C) Close or (X) Cancel. You cannot cancel arequisition that has been
received against. You cannot receive against a closed or canceled requisition.

Modify Currency

Use this option to select a different currency code for the requisition lines.

Reopen

This action only applies if Reopen PO/Regs? has been enabled in General |Business UnitsDomain
on the PO/Regs tab. When enabled, any closed or canceled requisitions may be reopened to
process further.

Create Purchase Order

Use this option to create a purchase order for the requisition.

Global Create Purchase Order

You can globally create purchase orders for selected requisitions. This action creates a PO for each
of the selected requisitions with the same vendor identified on each requisition, and then attaches
each reguisition to its new PO.

Create Quotes

Use this option to create a request for quotation for the requisition.

Print Document

Use Print Document to print the requisition. You can also print it from Analysis|Purchasing|
Requisition Document|Requisition.

Requisitions Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.16
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New

Use New to create a new requisition.

Edit

Use Edit to edit the selected requisition.

Columns

Purchasing
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A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Authorize, Change Status, M odify Currency, Reopen, Create Purchase Order, Global Create

Purchase Order, Create Quotes, and Print Document are options from the Action menu.

Requisitions Record Detail

Fig. 5.17
Requisitions Browse

T, ... |pecuniion

[ Exced Export (5 Privk
Setiens = | Fnd
* PO Mo Sis Descipion

# 1] Manfenarce

w1 Imventoy Fiesgho
=11 % Pucharg
% Puchase Dedar m
: ™
% Juohed e
% Rty Subithudons -
By Vs
%y Standud Dlsuses =
+ Gy ]
# 7 Appeovsl Gocup m
% i Coder =
 ADPO Lines

pocd

- % W W wWow W w W

* Elter v al
Venda Ho

hew o Lt
W e UAA-L

[

A0
Songh R lig e
Shoch; P g 5 PRI
ek P s 13

A
Tant Job formmae

Tout UD bt FOR o pROUECT HOTIE L

Tast UL kbl FOR 3o pROSICT HOTIFY

= Haader Ve

Date Dus  Baper

LR

Latel el ]

[ataldl ]

[atul=al)

QA1

ARRAIY

nn

AgMT

ARRADY

AR RADY

Augh?

2200

Total Coit

111
600

Requisitions Tabs

Requisitions contains two tabs: Detail and Expense. Add new records or edit and save existing

ones from here.

Requisition Detail Tab

Enter information about the requisition on the Detail tab.

MNQAD



198 User Guide — Enterprise Asset Management

Fig. 5.18
Requisitions Tab: Detail
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Description. Enter up to a 30-character a phanumeric description of the requisition. You can
filter and sort by the description.

Date Required. Thisfield displays the required date for the material or service, entered by the
creator of the requisition.

The buyer uses this scheduling information when negotiating with the vendors.

Requestor. Thisfield displays the employee who requested the items, goods, or services
associated with the requisition.

When you create arequisition, EAM adds the employee number of the user ID entering the
new requisition in the requestor field. You can override thisfield.

Total Cost. EAM calculates the total cost by multiplying the quantity times the order cost on
each line of the requisition and displays the total.

Requisition routing approval usesthetotal cost value. EAM comparesthe total requisition cost
to the approving individual’s spending limits.

Total Cost in Vendor Currency. Thisfield contains the cost in the vendor’s currency type.

Contractor? This field denotes whether the requisition is for an outside contractor or services.

A requisition with Contractor selected is auto-issue. Typically, awork order or equipment
identification number links to the requisition. The system uses the contractor account number
from the work order or equipment, instead of the material account number when the
reguisition is auto-issued or expensed upon receipt.

Auto Issue? This field denotes whether to directly expense parts or services upon receipt.

If alineitem on the requisition isastock part set to auto-issue or a non-stock or service, fields
on the expense tab identify the account number and cost center to charge. Theitemis received
against the PO and expensed to the account number and cost center noted on the requisition.
EAM credits the accounts payable liability account.

If you selected auto-issue, you can direct the expense by referencing:
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+ WO No
« Stores Req No
 Equip No
+ Rebuild
* Project Number
Select the check box to display expense accounting structure defaults.
The auto-issue check box also affects what displays and prints on the purchasing documents:
+ Requisition document

- If auto-issueis selected, the department, cost center, account number, and sub-account
number from the expense section display and print.

- If auto-issueisclear, the inventory dept, inventory cost center, inventory account
number, and inventory sub-account display and print.

» Purchase order

« For each requisition, if auto-issueis selected, the cost center and account number from
the expense section display and print.

- If auto-issueisclear, the inventory cost center, inventory account number, and sub-
account display and print.
Stock Run Number. When arequisition is automatically created through a stock run, the
system fills this field with the stock run number.
Note If the requisition is not auto-created by a stock run, the system fills this field with a 0.

PO No. The requisition is attached to this purchase order.

EAM retains the requisition throughout its entire life. Instead of copying arequisition to a
purchase order, EAM attaches a requisition to the purchase order. EAM displays the purchase
order number in the PO number field.

Status. Status defaultsto P (planned). After placing the requisition on order, the system
automatically assignsit an O (ordered) status in the PO. From within the requisition, you can
select the change status action and elect to either X (cancel) or C (close) the requisition.

Vendor Name. Thisfield displays the name of the vendor.

Vendor No. Enter the vendor number associated with the requisition. If a PO number has been
entered and the PO has a designated vendor, EAM displays that vendor number.

When a purchase order is created for the requisition, the system copies the primary vendor
from the requisition to the purchase order.

Vendor Primary Contact. This field displays the primary contact designated in the vendor
record, copied to the requisition.

Vendor Phone Number. Thisfield displaysthe vendor phone number, copied to the requisition
from the vendor record.

Consignment. Thisfield indicates whether this requisition is for parts on the premises owned
by the vendor.

Currency. This code designates the type of currency. EAM defaults to base currency if thereis
no vendor or PO number.

MNQAD



200 User Guide — Enterprise Asset Management

Exchange Rate 1. Thisfield contains the primary exchange rate from the QAD ERP
application.

Exchange Rate 2. Thisfield contains the secondary exchange rate from the QAD ERP
application.
Buyer. A buyer specified on the Requisition copies to line items attached to the requisition.

Select the buyer from alookup of valid buyers. Set up buyers under General |Empl oyees|Buyer
Sites|sub detail.

After requisition approval, EAM restricts who has the ability to change arequisition. Only the
buyer and the person who authorized the expenditure are allowed to edit the requisition.

Notify. Thisfield displays theindividual or group of individuals to e-mail, based on certain
events occurring against the requisition or purchase order.
Select the user or group to notify for the requisition from alookup.

A notify may consist of auser ID or agroup of users, called amail group. Asarequisition
goes through the routing approvals, ordering, and receipt, the system e-mails the user or group
to notify with updates.

Date Due. Thisfield displays the date the buyer expects to receive the parts, based upon the
vendor’s feedback. You can change the date on each line.

Auth? This system field denotes whether the requisition is authorized.

Auth Status. This field displays the authorization status of the requisition.

The status remains blank if the authorization has not been started. If the requisition isin the
routing process, the statusis routing. If it is authorized, the status is authori zed.

Auth Cost. Thisfield displays the current requisition cost at authorization.

The authorized cost field displays the original approval requisition because it might differ
from the final amount.

The buyer and the final authorizer can make changes to the requisition after authorization. In
the General |Business Units|Domain|PO|Regs tab, set a buyer limit (either percentage or
amount), limiting the buyer’s ahility to increase the authorized requisition’s cost. The buyer
can manage arequisition if it needs to be incremented in a small amount. It also forces the
requisition to re-route for approval if changes exceed the buyer limits. EAM enters a new
authorized cost every timeit changes.

Auth By. Thisfield displays the user ID who authorized the expenditure of the requisition.

EAM validates spending limits, account group, or cost center group. If you can spend at |east
the amount required and can approve against the account number or cost center, the requisition
becomes authorized. Your user 1D displaysin the authorized by field. If you do not meet these
criteria, the requisition routes to others for consideration of approval. The quality approver or
user I|D who meets the spending limit authorizes the requisition.

Base Currency. The base currency of your database is specified in the General |Business Units|
Domain|PO|Regs tab.

Requisition Expense Tab

Enter expense and tax information about the requisition on the Expense tab.
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Fig. 5.19
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WO No. If the requisition is associated with awork order number, you can identify it here. Itis
validated from the work order table. identifying the work order on arequisition has two
effects. If the requisition is set to auto-issue, when the parts, goods, or services are received
through the purchasing system, they charge directly to the work order’s expense accounting
data. If the work order is associated with the requisition but auto-issue is cleared, these parts
are till for thework order. Inventory receives them. The accounting data reflects theinventory
asset data. When the parts are received, EAM reserves them for the work order. They go into
inventory, to be issued out later to the work order. Then they are charged to the work order’s
expense accounting data.

Stores Req No. When you enter aWO number with an associated stores requisition number, it
displaysin thisfield.

Equip No. Thisfield displays the identifying number for a piece of equipment.

If the requisition is associated with a piece of egquipment, identify the equipment in thisfield.
Select the equipment from the lookup.

identifying the equipment on arequisition creates the expense GL transaction only if auto-
issueis selected. When purchasing receives the parts, goods, or services, it directly chargesthe
eguipment’s expense accounting data.

If the equipment is associated with arequisition with no auto-issue, these parts are still ordered
for the equipment. Inventory receives them. Account number fields reflect the expense
account number. In this case, the equipment number serves only as a note that the parts were
ordered for this piece of equipment.

Rebuild. You can create arequisition for goods and services to repair or rebuild a serialized or
fabricated part.

EAM sets the requisition to auto-issue. The user must specify arebuild location, a part
number, and serial number. Upon receipt against a PO, the cost associated with the requisition
is charged directly to the rebuild, part number, and serial number specified. Thiscost is
associated with the part and the specific serial number. The part returns to the storage area,
where it issues and charges to a piece of equipment.

MNQAD



202 User Guide — Enterprise Asset Management

Serialized Part. Thisfield displays the serialized part number from EAM’sinventory. A
requisition created specifically to repair arebuildable or serialized part must identify the
serialized part number.

Identify the serialized part’s current rebuild area. You cannot repair a serialized part in the
inventory bin location; first, moveit to avalid rebuild location. You must know the serial
number of the serialized part to identify the specific part to repair.

Serial No. Thisfield displays the serial number of a serialized part associated with the
requisition. A requisition created specifically to repair arebuildable or serialized part must
identify the serial number.

Identify the serialized part’s current rebuild area, as well as the part and its serial number.

Project No. Thisfield displays the identifying number for a project.

When a project number is associated with arequisition, EAM copies the project’s primary
expense accounting number.

Job No. Thisfield displays the job number, associated with a project to expense for this
purchase.

First, identify a project to use ajob number.

If auto-issue is selected, the cost of the goods and services on the requisition automatically
flows to the identified project and job expense accounting structure on the requisition.

System. Thisfield is associated with equipment ID, identified on arequisition.
Create arequisition to charge directly or issue upon receipt against a specific piece of
equipment. Associate avalid system for more detailed analysis of where this cost was
expensed on the equipment.

Each piece of equipment must have an associated BOM type. To reference a system, use the
lookup to see atable of valid system codes associated with the equipment through the BOM
type. Associate an assembly below the system field for more detailed analysis.

Assembly. Thisfield displays the assembly associated with the system code, which associates
to apiece of equipment.

If the requisition is a direct charge and identifies a piece of egquipment, then the part expenses
directly to that equipment. For more detailed analysis of where on the piece of equipment this
part goes, associate the part to a specific system code.

Expense Type. Thisfield determines the requisition expense type: capital or expense.

All requisitions default to expense. Expense type refers to the approval process for a
reguisition. In User Maintenance, each user has two spending limits for expense or capital
requisitions. The requisition check box determines the kind of spending limit. If you enable
the Reqg Proj Limit? check box in General|Business Units|Sites|Authorization Options tab,
EAM usesathird limit value, if it is present.

Implementation Issue: In afacility where people sign approvals for goods and services, they
may have two types of spending limits. For example, for regular expenses, an individua has
$500 approval. On capital items (typically larger purchases), the same individual has an
approval limit of $5,000.

Expense Site. Thisfield displays the site to expense this requisition to.
Dept. Thisfield displays the department charged for the requisition upon receipt.
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Select auto-issue to expense the requisition to a department.

Note If dept, cost center, or sub account are required and the requisition is not auto-issue, the
system ignores the required field setting.

Cost Center. A cost center, describing an area of the facility that can receive materials or
services and in turn be charged for them.

Select the cost center from atable of cost centers, previously created in Finance|Groups|Cost
Centers.

If cost center isrequired and the requisition is not auto-issue, the system ignores the required
field setting.

Acct No. Thisfield displays the account number that receives the auto-issue requisition
charges during the purchasing routine.

The account number table validates the account number. The account number must be valid
within a cost center, if using a cost center.

The system copies the default account number. If an auto-issue requisition identifies a piece of
equipment or awork order, then it copies the work order’s account number by default.

Note A stock replenishment purchase automatically uses the part inventory account number
or system site default.

Sub Acct No. Thisfield displays the sub-account number associated with a specific account
number. The PO charges the account number when it receives the requisition.

When a PO receives goods and services, specifically for thisline item or requisition, the cost
charges to the sub-account number.

You can identify a sub-account number only if an account number was previously identified or
associated with the requisition. The sub-account must be valid for the previous account
number.

Taxable? Select this check box if the requisition is taxable.

Tax Code. Thisfield displays the default tax, copied to the requisition.

The part’stax code copiesto any requisition for the part, unlessthere is a project tax code with
a higher priority. If the part has a special tax status, add atax code to the part. The Tax Code
field istypically blank.

To default to a selected taxable check box, all components of a requisition must be taxable.

Requisitions Submenu

The currently active menu option is displayed with an underlined text label and highlighted line.
For example, the active option below is Detail.
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Fig. 5.20
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Detail

This option opens the tabbed view.

Notes

Use this option to add notes about the requisition.

Routing

View routing status and routing lists associated with this requisition.

Purchase Order

View the PO associated with this requisition.

History

View the history of this reguisition.

Vendor

View, add, and delete vendors associated with this requisition.

Receipts

View parts received against this requisition.

Standard Clauses

View, add, and delete standard clauses to associate with this requisition.
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Requisition Lines

Create an individual request for purchase of an inventory stock item, non-stock parts, or service
work. Access thisinformation from the bottom browse in Requisitions.

Requisition Lines Detail Tab

Enter information about the requisition line on the Detail tab.

Fig. 5.21
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Source Site. The site from which the part number on the requisition is selected.

Part Number. The part number associated with the requisition. Access the lookup at the part
number field. The lookup displays alist of valid stock part ID numbers. Select from thislist
the part to order to replenish stock. However, EAM alows you to type in any number such as
avendor part number, non-stock part, or service description (allowing you to make this an
auto-issue requisition). If the part number entered isavalid EAM stock number, the system
pullsin al the relevant information, such as the description, purchase order text, and account
number structure.

Description. Enter up to a 30-character al phanumeric description of the requisition. If astock
part number is added to the requisition, the part’s description in Inventory|lnventory is copied
to thisfield.

Qty Ordered. Thisisthe quantity to be ordered on the requisition. If the requisition is being
created by the stock replenishment routine, EAM cal culates the quantity ordered based on
user-defined parameters. Otherwise, you can create a requisition and specify a quantity to
order. EAM may also check to seeif the vendor has minimum order quantities set up in the
vendor part record.

Order Cost. The price per unit of measure that the organization is paying for the given goods
or services. If thisis a stock part the following hierarchy determines which of three pricesis
used:

- If the vendor has avalid price schedule, that priceis pulled into the requisition.
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- If no vendor price schedul e exists, the system populates the order cost with the last price
charged for this part.

« If no price schedule or last price exists, EAM pullsin the cost established for the part in
the Inventory record.

Note While EAM may provide a default, in many cases the buyer ends up validating this
price by direct contact with the vendor.

UOM. The vendor’s specified order unit of measure for the part or service. If thisis a stock
part thefield isfilled in with the part’s order UOM as entered in the part record. When parts
are purchased and received in inventory, the purchasing unit of measure is automatically
converted to the issuing unit of measure. Whenever the listing of available partsis viewed,
they are shown in theissue unit of measure. For example, avendor might sell parts by the Box,
but your organization uses and issues the parts by the Each, meaning one at atime. The
Inventory|UOM (Unit of Measure) Conversion module facilitates automatically creating a
conversion when transitioning between issue unit of measures and purchase unit of measures.

Total Cost. EAM calculatesthetotal cost by multiplying the Qty Ordered times the Order Cost
on the requisition.

Location. Thefirst bin location found in the part record is defaulted to the requisition. The user
can override that bin location and identify another valid location within the Location Lookup.
Only locations associated with this part can be used. If the requisition isfor anon-stock part or
service any valid location can be selected from the Location L ookup.

Commodity. A user-defined table used to describe the type of part. If the requisitionisfor a
stock part and the part had a commaodity code listed in its record, then that commodity code
would be copied over to the requisition.

Vendor Part. If avendor is specified in the requisition and thisline is for a stock part, the
system searches for a vendor part number associated with the EAM part record. If a vendor
part number exists and is set to primary, it copies into the requisition by default. This can also
be overridden and another vendor part number linked to a vendor selected if available. If the
requisition is for anon-stock part you can enter avendor’s part number if a manufacturer’'s
part number was entered in the Part No field.

Weight/UOM. The weight of one order unit of measure for this part. The accompanying UOM
field displays the weight’s unit of measure, such as pounds. By default the system cal culates
the weight of one order unit of measure based on data found in the part record. For example,
the Issue UOM is Each and the Order UOM is Box. The system refersto the UOM Conversion
to calculate how many Eaches (issue unit) arein aBox (order unit). The system multiplies the
number of issue units per order unit by the weight of an issue unit, yielding a product that
equals the total weight for the order unit. If the Issue UOM and Order UOM are the same, the
system simply displays the weight of the Issue UOM as entered in the part record.

Contractor? Select this check box if the requisition lineis for outside contractor services. If
enabled then the requisition is an auto-issue. A work order or equipment identification number
istypically noted on the Expense tab of the requisition or thisrequisition line. The system uses
the contractor’s expense accounting data from the work order or equipment instead of the
material accounting data when the part is auto-issued upon receipt.

Auto Issue? This field denotes whether to directly expense parts or services upon receipt.
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If aline item on the requisition is a stock part set to auto-issue, then fields on the expense tab
identify the account number and cost center to charge. Inventory receives the purchase order
part directly, then expensesit to the account number and cost center noted on the requisition.

If it isanon-stock part or service, then the designated expense accounting structure on the
requisition is charged, debiting the requisition and crediting the accounts payable liability
account.

If auto-issueisclear, EAM prompts you to change the auto-issue setting to Yes and you fill out
any of the following fields:

« WO No

Stores Req No
Equip No
Rebuild

Project Number

From Sched? This check box notes whether the default unit price came from the part’s price
schedule.

OH Group. The overhead group code associated with the requisition. Thisfield is available if
the auto-issue check box is selected. Click the field for alookup table of valid overhead group
codes. Adds either afixed amount or percentage to the total cost passed on when the part is
issued, allowing the organization to recover overhead expenses from operational cost centers
and departments.

Est Freight. Estimated freight is not meant to be an exact amount but a method for allocating
freight to part cost. The estimated freight percentage on the requisition line defaults from the
stock part’s estimated freight percentage or the site’s non-stock freight percentage.

Freight. The estimated freight costs for the requisition, also referred to as alocated freight
costs.
Product Line. Select the required Product Line code from the lookup.

Note Add or edit Product Line codes at System Administration|Product Line. The codes
entered here should be used exclusively for accounting/SAF purposes and should match the
corresponding SAF data found in Product Line Maintenance in QAD ERP.

Requestor. Thisfield displays the employee who requested the items, goods, or services
associated with the requisition line.

When you create arequisition, EAM adds the empl oyee number and name of the user entering
the new requisition in the requestor field. You can override thisfield.

Date Required. Thisfield displaysthe required date for the material or service, entered by the
creator of the requisition.

The buyer uses this scheduling information when negotiating with the vendors.

Notify. Thisfield displays the individual or group of individuals to e-mail, based on certain

events occurring against the requisition line or purchase order. Select the user or group to
notify for the requisition line from alookup.

Date Due. Thisfield displays the date the buyer expects to receive the parts, based on the
vendor’s feedback. The buyer or requisition creator can change the date.
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Buyer. If thisisastock part and a buyer is associated with the part number, the buyer’s
employee ID and name are pulled into the requisition line. A buyer specified on the requisition
copies to line items attached to the requisition.

If the buyer is blank, select one from alookup of valid buyers. After requisition approval,
EAM restricts who has the ability to change arequisition. Only the buyer and the person who
authorized the expenditure are allowed to change the requisition and its lines.

Status. Status defaults to P (planned). After placing the requisition lines on order, the system
automatically assignsit an O (ordered) status in the PO. From within the requisition, you can
select the change status action and elect to either X (cancel) or C (close) arequisition line's
status.

Created By. The creator’s user ID displaysin thisfield.
Date Created. The date the requisition line was created. The system updates this field.

Orig Date Due. Thisfield displaysthe original date the buyer expected the partsto be received
prior to vendor feedback.

Requisition Lines Expense Tab

Enter information about the requisition line on the Expense tab.

Fig. 5.22
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WO No. If the part or service on the requisition lineis for awork order, identify it in the work
order number field. It is validated from the work order table. Linking awork order to a
requisition line has two effects:

« If the requisition line is set to auto-issue, when the parts, goods, or services are received
through the purchasing system, they charge directly to the work order expense accounting
data.
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- If awork order is associated with the requisition line but auto-issue is cleared, these parts
are till for the work order. Inventory receives them. The accounting data reflects the
inventory asset data. When the parts are received, EAM reserves them for the work order.
They go into inventory, to be issued out later to the work order. Then they are charged to
the work order’s expense accounting data.

Stores Reg No. When you enter a WO number with an associated stores requisition number, it
displaysin thisfield.

You can enter a specific stores requisition number manually or select one from the lookup.

Equip No. Thisfield displays the identifying number for a piece of equipment.

If the requisition line is associated with a piece of equipment, identify the equipment in this
field. Select the equipment from the lookup. Identifying the equipment on arequisition line
creates the expense GL transaction only if auto-issue is selected. When purchasing receives
the parts, goods, or services, it directly charges the equipment’s expense accounting data.

If the equipment is associated with arequisition line with no auto-issue, these parts are still
ordered for the equipment. Inventory receives them. Account number fields reflect the
expense account number. The equipment number serves as a note that the parts were ordered
for this piece of equipment.

Rebuild. Create arequisition for goods and servicesto repair or rebuild a serialized or
fabricated part. Identify the current rebuild area. You must move a serialized part from the
inventory bin to avalid rebuild location.

For a serialized part, EAM sets the requisition to auto-issue. Specify arebuild location, a part
number, and serial number. Upon receipt against a PO, the cost associated with the requisition
is charged directly to the rebuild, part number, and serial number specified. Thiscost is
associated with the part and the specific serial number. The part returns to the storage area,
where it issues and charges to a piece of equipment.

Serialized Part. Thisfield displays the serialized part number from EAM’s inventory master.
A requisition created specifically to repair arebuildable or serialized part must identify the
serialized part number.

Serial No. Thisfield displays the serial number of a serialized part associated with the
requisition. A requisition created specifically to repair arebuildable or serialized part must
identify the serial number.

You must identify the current rebuild area, as well asthe part and serial number.

Project No. Thisfield displays the identifying number for a project.

When a project number is associated with arequisition line, EAM copiesthe project’s primary
expense accounting data.

Job No. Thisfield displays the job number, associated with a project to expense for this
purchase. |dentify a project to use ajob humber.

If auto-issueis selected, the cost of the goods and services on the requisition line automatically
flows to the identified project and job expense accounting structure on the requisition line.
System. Thisfield is associated with equipment ID, identified on arequisition line.

Create arequisition line to charge directly or issue upon receipt against a specific piece of
equipment. Associate avalid system for more detailed analysis of where this cost was
expensed on the equipment.
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Each piece of equipment must have an associated BOM type. Use the lookup to see atable of
valid system codes associated with the equipment through the BOM type. Associate an
assembly below the system field for more detailed analysis.

Assembly. Thisfield displays the assembly associated with the system code, which associates
to a piece of equipment.

If the requisition lineisadirect charge and identifies a piece of equipment, then the part
expenses directly to that equipment. For more detailed analysis of where on the piece of
equipment this part goes, associate the part to a specific system code. Beneath the system
code, there is a specific assembly code associated with the system.

Validation: The assembly code table must be valid. It must also be valid for the associated
system code. A system codeis required to use an assembly code.
Expense Type. This field determines the requisition line expense type: capital or expense.

All requisition lines default to expense. Expense type refers to the approval processfor a
requisition. In User Maintenance, each user has a spending limit for two types of requisitions:
expense or capital. The requisition check box determines the kind of limit you have for that
type of requisition.

Implementation Issue: In afacility where people sign approvals for goods and services, they
may have two types of spending limits. For example, for regular expenses, an individual has
$500 approval. On capital items (typically larger purchases), the same individual has an
approval limit of $5,000.

Expense Site. Thisfield displays the site to expense this requisition line to.

Dept. Thisfield displays the department charged for the requisition line upon receipt.
Select auto-issue to expense the requisition line to a department.

Note If dept, cost center, account or sub account is required (in System Administration|
Mandatory Fields) and the requisition is not auto-issue, the system ignores the mandatory field
setting.

Cost Center. Select the cost center from atable of cost centers, previoudy created in Finance)
Groups|Cost Centers.

Acct No. Thisfield displays the account number that receives the auto-issue requisition line
charges during the purchasing routine.

The account number table validates the account number. The account number must be valid
within a cost center, if using a cost center.

The system copi es the default account number. If an auto-issue requisition identifies a piece of
equipment or awork order, then it copies the work order account number by default.

Note A stock replenishment purchase automatically uses the part asset account number or
system site default.

Sub Acct No. Thisfield displays the sub-account number associated with a specific account
number. The PO charges the account number when it receives the requisition.

When a PO receives goods and services, specifically thisrequisition line item, the cost charges
to the sub-account number.
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You can identify a sub-account number only if an account number was previously identified or
associated with the requisition. The sub-account must be valid for the previous account
number.

Note If you selected Auto Issue?, all the fields under the Asset heading will be blank. If Auto
Issue?isclear, EAM displays the asset account information under the heading Asset.

Asset Source Site. Thisfield displays the site to debit when this requisition lineis received.

Asset Dept. If the requisition line part includes the inventory department (Cost tab of
Inventory record), it is displayed here. If thisinformation in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Cost Cntr. If the requisition line part includes the inventory cost center (Cost tab of
Inventory record), it is displayed here. If thisinformation in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Acct No. If the requisition line part includes the inventory account number (Cost tab of
Inventory record), it is displayed here. If thisinformation in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Sub Acct. If the requisition line part has the inventory sub-account filled out (Cost tab of
Inventory record), it is displayed here. If thisinformation in the part record is blank, then the
site defaults (POs tab of System Site Maintenance) is displayed.

Note If auser changestherequisition line part number, the system pullsin new asset account
information along with the other defaults from the part record or System Site Maintenance.

Taxable? Select this check box if the requisition line is taxable.
Tax Code. Thisfield displays the default tax code, copied to the requisition line.
Tax Class. The system copies the default tax classto the requisition line.

Tax Usage. The system copies the default tax usage to the requisition line.

Requisition Lines PO Text Tab

Enter comments about the requisition line on the PO Text tab.

Fig. 5.23
Requisition Lines PO Text Tab
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PO Text. Enter an expanded description, specifications, or other data for you and the supplier.
The purchase order may contain this information. EAM copies PO text from the stock record
for stock parts. You can enter unlimited PO text for a non-stock part. PO Text prints on the
purchase order.

Requisition Lines User-Defined Tab

Enter comments about the requisition line on the User-Defined tab.

Fig. 5.24
Requisition Lines User-Defined Tab
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Character 1/2. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for requisition lines.

Integer 1/2. These are user-defined integer fields for requisition lines.

Date. Enter adate type field here.

Enable/Disable Logic. Thisis a user-defined check box.

Requisition Line Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail for the highlighted requisition record.
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Requisition Line Submenu
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Requisition Submenu Option | Purpose

Detail This option opens the tabbed view.

History View thisrequisition’s history.

Inventory View inventory associated with this requisition line.

Inventory Analysis View EAM’s andlysis of inventory associated with this
requisition line.

Receipts View goods and serviced received against this requisition
line.

Vendor View, add, and delete vendors associated with this
requisition.

Vendor Parts View add, and delete vendor parts if therequisition lineis
for astock part. EAM will display the vendor part(s) for the
EAM part.

Quotes
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The Quote module, sometimes referred to as Request for Quotation (RFQ), is used to alow the
organization to request competitive bids on parts or services from various vendors.

The Quote modul e contains a number of components. The first is the quote header, which contains
basic information about the quotation, such as a general description, requester, an assigned buyer,
technical contacts, status, dates required, and response due dates by vendors. Requisitions can be
turned into Quotes or they can be added manually. The next component is the quote line, where a
specific part or serviceis added. Requisitions turned into Quotes create the lines automatically or
they can be added manually. The next component isthe Bids Sub Detail, where vendors are
added, and the buyer enters the vendor’s bid quantities, price, and valid dates to the quote line.
The Quote Actions provides the ability to print quotes, change status, and award a quote or quote
line to a specific vendor or vendors.
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Create a Request for Quotation

Fig. 5.26
Creating a Request for Quotation Process Map
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To create arequest for quotation:

1 Refer to corporate RFQ guidelines.

2 Distribute RFQ to candidate vendors.

3 Receive and analyze bids.

4 Award bids to selected vendor or vendors.

5 If the RFQ is needed for Project or Work Order planning, direct it to that group for
authorization.

6 If the RFQ isnot needed for Project or Work Order planning, direct it to the proper group for
authorization.

Quotes Browse

Access this browse from Purchasing|Quotes. Use it to organize and display records, to access
supporting functions, and to edit or create new records.
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Quotes Browse
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Creating a Quote

To create aquote:

Purchasing

1 Click New to open ablank quote record. The system assigns an RFQ number.

2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Editing a Quote

To edit aquote:

1 Double-click arecord from the browse or click Edit to open the quote record detail.

2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Quotes Action Menu

Fig. 5.28
Quotes Action Menu

Action ~| Find
Award
Change Status
Print Document

External Links

Award

215

Use the Award action to award bids to those vendors that have a positive Award Qty entered on the
lower browse. Once the bids have been awarded, they can be turned into purchase orders.
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Change Status

Use the Change Status option to update the status of a quote. Select the current status from the
lookup. Options are (C) Close or (X) Cancel.

Print Document

Use Print Document to print the quote. You can also print it from Analysis|Purchasing|Quote
Document|Request For Quote.

External Links

Link an unlimited number of filesto an EAM quote record. If you can run the file on your
operating system, you can run it from EAM onceit is linked.

Quotes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.29
Quotes Action Menu
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Edit
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Award

Change Status
Print Document

External Links

New

Use New to create a new quote.
Edit

Use Edit to edit the selected quote.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Award, Change Status, Print Document, and External Links are options from the Action menu.
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Quotes Record Detalil

Fig. 5.30
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Quotes Detail Tab

Enter information about the quote on the Detail tab.

Fig. 5.31
Quotes Record Detail
Detail o
etai : 0 Do
Geneial B Ouote Versdor
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Description

Enter up to a 30-character a phanumeric description of the quote. You can filter and sort by the
description.

Status

Status defaults to P (planned) on a new quote. From within the quote, you can select the change
status action and elect to either X (cancel) or C (close) the quote.

Requestor

Enter the employee who requested the items, goods, or services associated with the quote. When
you create aquote, EAM adds the employee number of the user ID entering the new quote in the
reguestor field. You can override thisfield.
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Commaodity

This user-defined table in the inventory, requisition, quotes, and vendor modules can group general
classifications of parts and services. Specify acommaodity code here in the quote header or upper
browse. This code isnot added to the individual lines on the quote.

Tech Contact

The designated employee, identified by an employee ID number, who is to be contacted by the
vendor with any technical issues surrounding the quote.

Buyer

The code for the user who is assigned as the buyer to a given quote.

Dept

Enter the department requesting the goods or services.

Ship To No

The address that is used as the Ship To, which is eventually used on the PO created from the
guotation header.

Bill To No

A Bill To Address can be entered by the user/buyer on the quote header for use when the quoteis
turned into a purchase order.

Date Required

Thisfield displaysthe required date for the material or service, entered by the creator of the quote.

The buyer uses this scheduling information when negotiating with the vendors. Itis printed onthe
quotation document sent to the vendor.

Response Due

The date the buyer is requiring the vendor to have the response to the quote sent back.

Quotes Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail for the highlighted quote record.
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Fig. 5.32
Quote Submenu

S5y Detai

@ Quote Yendor

{E’C‘} Standard Clauses

Quote Submenu Option Purpose

Detail This option opens the tabbed view.

Quote Vendor Use this option to display the vendors added in the Quote lines and the parts
they are bidding on.

Standard Clauses View, add, and delete standard clauses to associate with this quote.

Quote Lines

Create an individual request for quote of an inventory stock item, non-stock parts, or service work.
Access thisinformation from the lower browse in Quotes.

Quote Lines Detail Tab

Enter or update information about the quote line on the Detail tab.

Fig. 5.33
Quote Lines Detail Tab
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Note If the quote is generated from a Requisition, the information on the quote lines pictured
above cannot be updated. However, you can view the Detail tab by double-clicking on a quote
line. The Bids Submenu can be then be accessed and additional vendors and bid data can be
entered.

Part Number. The part number associated with the quote. Access the lookup at the part
number field. The lookup displaysalist of valid stock part ID numbers. However, EAM
allows you to type in any number such as a vendor part number, non-stock part, or service
description. If the part number entered isavalid EAM stock number, the system pullsin all the
relevant information such as the description, and commodity code.

Description. Enter up to a 30-character a phanumeric description of the quote. If a stock part
number is added to the quote, the part’s description in Inventory|lnventory is copied to this
field.

Qty Requested. Thisis the quantity required on this quote for the specified part.
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Order UOM. The vendor’s specified order unit of measure for the part or service. If thisisa
stock part, the field isfilled in with the part’s order UOM as entered in the part record.

Date Required. Thisfield displays the required date for the material or service, entered by the
creator of the quote.

The buyer uses this scheduling information when negotiating with the vendors.

Commaodity. A user-defined table used to describe the type of part. If the quote isfor a stock
part and the part had a commodity code listed in its record, then that commaodity code would
be copied over to the quote. A commodity code can be specified on each quote line.

Quote Line Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail for the highlighted quote record.

Fig. 5.34
Quote Line Submenu
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Detail This option opens the tabbed view.
Bids View, add, update, and delete vendors' responses to the part or service on the
quote line.
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Routing Substitutions
Use a Routing Substitution to replace a user for all requisition, purchase order, and project

approvals for a specified period of time.

Using Established Purchasing Controls
1 Click New to open ablank routing substitution record.

2 Enter information in relevant fields. The system automatically saves your record.

Fig. 5.35
Purchase Requisition Authorization Process Map
. Purchase
Requisition
Authorization
Requestor / No \/ Hold Purchase
Procurement ¥ Requisition
‘ x
Route for fﬁ \-ferl?| Add & Verify i ngﬁ{;%gn VEErlilf; g;;(ngtan
- : Reguisiti Needed Fil { !
‘Authonzation? saisten gt e e —) Accountng —N Accounting
Rolil_te " Rstzquri‘igion R
uisition for pendin evision No
| .
m{ﬁ“&ﬁ‘.’nﬁ u ﬁuthori?v% P o At < dpproved?
\uthorization Gmdellr_@s v
Yes ) Routetomu T
Procurement for Fur&asi}rg M Purchase
Orders
Fig. 5.36
Purchase Order Authorization Process Map
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Routing Substitutions Browse

Access this browse from Purchasing|Routing Substitutions. Use it to organize and display records,
to access supporting functions, and to edit or create new records.

Fig. 5.37
Routing Substitutions Browse
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Vendor

Use the vendor file to store supplier information, including address, contacts, tax information,
shipping data and terms. Inventory and Purchasing use the vendor file. Equipment, Physical
Inventory, and Stores Requisition files may also include a vendor number.

Adding a Vendor Record to EAM

Fig. 5.38
Creating a Vendor Record Process Map
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1 Identify sourcing channels.

2 Add vendorsto the QAD ERP application.
3 Download vendors to EAM.

4 Download languages to EAM.

5 Download required currency to EAM.
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6 Add new vendor codes.

Vendor Browse
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Access this browse from Purchasing|Vendor. Use it to organize and display records, to access

supporting functions, and to edit or create new records.

Fig. 5.39
Vendor Browse
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Adding a Vendor Record

1 Click New to open ablank vendor record.

2 Assign the vendor number.

3 Enter information in relevant fields on the tabs.

4  Click Save.

Editing a Vendor Record

1 Double-click arecord from the browse or click Edit to open the vendor record detail.
2 Veify or change the vendor number.

3 Enter information in relevant fields on the tabs.

4  Click Save.

Vendor Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 5.40
Vendor Right-Click Menu
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New

Use New to open the vendor record detail to create a new record.

Edit

Use Edit to open the vendor record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Vendor Record Detail

The record detail contains al information about this vendor. Assign a vendor number to display
over all associated tabs.

Fig. 5.41
Vendor Record Detail
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Vendor Tabs

Vendor records contains five tabs: Address, Detail, Codes, Remit, and User Defined. Add new
records or edit existing ones from here, save, or export to Excel.

Vendor Tab: Address

Enter vendor physical address information on the Address tab.

Fig. 5.42
Vendor: Address Tab
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Name. Thisfield displays the vendor name that displays with purchase orders and quotations.
Address 1. Thisfield displays aline of the vendor’s address.
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Address2. Thisfield displays the second line of the vendor’s address.
Address3. Thisfield displays the third line of the vendor’s address.
City. Thisfield displays the vendor’s city of address.

State. Thisfield displays the vendor’s state of address.

Zip. Thisfield displays the vendor’s postal code.

County. Thisfield displays the vendor’s county of address.

Country. Thisfield displays the vendor’s country of address.

Pri Contact. Thisfield displays the primary contact name for the vendor.

Note The primary contact cannot be updated directly from thisfield. The contact information
can only be added or updated from the Vendor Contacts submenu.

Fax No. Thisfield displays the vendor’s primary contact fax number.
Phone No. Thisfield displays the vendor’s primary contact phone number.

e-mail. Thisfield displays the e-mail of the vendor’s primary contact.
Vendor Tab: Detail

Enter vendor information on the Detail tab.

Fig. 5.43
Vendor: Detail Tab
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Active. Select this check box to use this vendor. If this check box is not selected, the vendor
lookup excludes the vendor. Validation for Vendor No on Purchase Order, Requisition, and
Vendor Part Maintenance screens prevents users from entering an inactive vendor. EAM

notifies you about any open records that use a vendor that could cause problems when you
change vendor status to inactive.

Federal ID. Thisfield displays the vendor’s Federal Tax ID.

Minimum Order. Thisfield displays a minimum total cost to meet or exceed on a purchase
order for this vendor. The value isin terms of the vendor’s currency. When you select the PO

Order action, EAM stops the order if the total cost of the PO is not greater than or equal to the
vendor’s minimum order.
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Order Method. Thisfield displays the preferred method to order goods from a vendor, such as
fax, telephone, or e-mail.

Freight on Invoice. Select the check box to include freight on the invoice. Otherwise, the
system does not include freight on the invoice. There is no receiver for freight for any parts
received from this vendor. Typically, you still pay for freight, but the shipper charges
separately from the supplier.

Ins Exp Date. Thisfield displays the date the vendor’s insurance expires.
Ship Via. Use the preferred method to ship goods to this vendor.

FOB. Free on Board (FOB), denotes whether freight charges are part of the PO price or will be
billed separately after the invoice, and who pays for freight (buyer or vendor). For example, if
the buyer livesin Des Moines and buys a product FOB New York, the buyer must pay the
shipping charges from New York to Des Moines.

Terms. Thisfield displays the vendor payment terms.

Net Due in Days. Thisfield displays the number of days before you must pay the vendor’s
invoice.

Disc in Days. Thisfield displays the number of days a vendor allows to use an invoice
discount.

Discount %. If you pay the invoice within the number of days specified, thisfield displaysthe
percentage of that discount.

Last Purchased. Thisfield displays the last date you placed a PO with this vendor.

Last Receipt. Thisfield displays the latest date you received an item against a purchase order
for this vendor.

Auto Print. Select this check box to automatically print expedite letters or POs for this vendor.
Auto Fax. Select this check box to automatically fax expedite letters or POs for this vendor.

Auto e-mail. Select this check box to automatically e-mail expedite letters or POs for this
vendor.

Vendor Tab: Codes
Select system codes information on the Codes tab.

Fig. 5.44
Vendor: Codes Tab
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Type. The Vendor Type code is user-defined. It groups common types of vendors for filtering
and sorting.

Status. This field displays the vendor’s current status. It is for information only.

Approved? Select this check box if the vendor is approved to do contract work on site. You
cannot authorize or order a PO if you did not select the vendor check box, and thereisa
contract requisition attached to the purchase order.

Language. Thisfield display the supplier’slocal language.

Note When you print the purchase order document, EAM uses this language code. If no
language is specified on the vendor record, language defaults from General |Codes|Language.

Minority? Select this check box if the vendor is minority-owned.

Minority Code. Thisfield displays the minority code for government reporting purposes.
Currency. Thisfield displays the vendor’s currency type.

Taxable? Select this check box if the vendor is taxable.

Tax Class. The system displays the default tax class for the vendor.

Tax Code. Thisfield displays the vendor’s tax code. If an out of state vendor does not charge
salestax, you can set a vendor tax code to default to a use tax code. If apart has atax code or
is being purchased for a project that has atax code, the part or project’stax codeis the default
tax code on the requisition.

Tax Usage. The system copies the default tax usage for the vendor to the requisition.

Send Cons ERP. Select the check box to send consignment adjustment GL transactions to the
QAD ERP application.

Dept. Thisfield displays the vendor’s receipt credit department.
Cost Center. Thisfield displays the vendor’s receipt credit cost center.
Acct No. Thisfield displays the vendor’s receipt credit account number.

Sub Acct No. Thisfield displays the vendor’s receipt credit sub-account number.

Note Receipt credit dept/cc/acct/sub fields are used on receipt and return to vendor (including
tax and freight). EAM uses vendor fields on the GL, and not the site’s AP dept/cc/acct/sub or
Expense Items Receipt (EIR) from the QAD ERP application.

Vendor Tab: Remit

Enter vendor payment information on the Remit tab.
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Fig. 5.45
Vendor: Remit Tab

Address | Detail | Codes | Remit | User Defined |

[Femit To

Remil To | A2001 [E]  RMT Courty | EETES
RMT Name | Carbon Frames RMT County | US [S]UNITED STATES
RMT Addiess 1 [ E Main Stieet 1508 | RMT Contact | Lily Allen
AMT Addiess 2 | RMT Phone Mo |
AMT Addiess 3 | | RMTFaxNo |
RMT Cily | Wedington AMT St | UT

RMT Zip | UT84542

Remit To. Thisfield displays a lookup that associates the vendor address to remit payment for
invoices.

RMT County. Thisfield displays the vendor’s remit-to county.
RMT Country. Thisfield displays the vendor’s remit-to country.
RMT Name. Thisfield displays the vendor’s remit-to name.
RMT Contact. Thisfield displays the vendor’s remit-to contact name.
RMT Address. These fields display the vendor’s remit-to address information.
RMT Phone Number. Thisfield displays the vendor’s remit-to phone number.
RMT Fax No. Thisfield displays the vendor’s remit-to fax number.
RMT City. Thisfield displays the vendor’s remit-to city.
RMT St. Thisfield displays the vendor’s remit-to state.
RMT Zip. Thisfield displays the vendor’s remit-to postal code.
Vendor Tab: User Defined

Use the Vendor User Defined tab to track information against specific vendors. There are ten user-
defined fields.

Fig. 5.46
Vendor: User-Defined Tab

Address | Detail | Codes | Remit| User Defined
User Defined Fislds
Char 1 Code [55TAR [ | Excellent Char 2 Code [ INSTATE [E] 'n State Vendor
Vendor Char 204 | | Wendatint1 |
Wendor Char 404 | Vendorint 2 0|
Vendar Dec 1 | 0.0000] Vende:Date | [none] -]
Wendor Dec 2 | 00000  Vendor Logical

Character 1/2. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for vendor.

Integer 1/2. These are user-defined integer fields for vendor.

Enable/Disable Logic. Thisis a user-defined check box.
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Vendor Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail for the highlighted vendor record.

Fig. 5.47
Vendor Submenu
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Vendor Submenu Option | Purpose

Detail This option opens the tabbed view.

Purchase Orders View all purchase orders associated with this vendor.
Vendor Clauses View clauses associated with this vendor.

Vendor Contacts View this vendor’s contact names and information.
Vendor Commaodities View commodities associated with this vendor.
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Standard Clauses

The QAD ERP application uses standard comments, similar to EAM’s standard clauses. When a
purchase order is copied to the QAD ERP application, EAM standard clauses are copied to the
standard comments section.

During implementation, you can copy standard comments from the QAD ERP application into
EAM. Standard commentsin the QAD ERP application are grouped by type. The system
administrator must identify the types. Use Standard Clauses to attach standard terms and
conditions or specia instructions to a purchase order. Standard Clauses can also be attached to a
Vendor Record. Each time avendor is linked to a purchase order, al of the vendor’s Standard
Clauses are copied to the purchase order. Additional Standard Clauses can be added as needed and
attached to a purchase order.

Downloading and Adding a Standard Clause

Fig. 5.48
Establishing Standard Clauses Process Map
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Enter Standard

Claiises in EAM

1 Determine the master clauses you need.

2 Add them to the QAD ERP application.

3 Download clausesto EAM.

4 Add other clausesto EAM if you need them.
5 Add clausesto vendors.

6 Add purchasing datato EAM.

Creating a Standard Clause
1 Click New.

2 Enter information in relevant fields. The system saves the clause.
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Editing a Standard Clause Record
1 Highlight arecord in the browse.
2 Double click the record.

3 Enter information in the Description or Text fields. The system saves the updated clause.

Standard Clauses Browse

Access this browse from Purchasing|Standard Clauses. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 5.49
Standard Clauses Browse

Applications 1
Home | Standard Clauses |
b | [ Excel Export (= Print ~ © Add To Favourites New. 55 Lindo
ol
= —' . Find 5 | Ske US-A-1 + Fiter ~ ALL
7] Mantenance
BHT Inventory | Clause v Descriplion Dornain
1% Puichasing B VendlAN-USDT “Wendor Notes F1 usa
%" Puchase Orders Shipping-\N-us01 Motes on shipping for vendors. o type WH. usa
% Requesions Ship2-VN-us-01 Shipping Motes #2 for Vendors, usa
{#r’ Quotes OMobiletsiaus0]  Dption should only ba performa usa
" Routing Substitubion:
= 9 * hedét pti-uz-01 Thi rurnbier of isers curtently usa
Sy Wendor
...'T Siandad Claes Delivery nstruction-F  Flease call 404 123 1234 to srange an appointme  USA
' Cumency Conbrzctor Specs-PR 1. Up todate insurance cenificate usa
= ™ Approval Group Contractor Spacs-PR  Before an outide contractar is alowed onsitethef  USA
%" Purchasze Order Approval Gro bmparpOT pbieass 01 Lasd times in manufactusing da usa
[ Requistion Approval Group adspip01 pan-us01 ¥ Indicates that multiple comm Usa
#-CY Codes
7= _ 3 Supplier i 1o provide usa
e AlLPO Line:

Standard Clauses Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 5.50
Standard Clauses Right-Click Menu

Select Al

Add Record To Browss
New

Edit

Colurnns 3

New

Use New to open the standard clause record detail to create a new record.
Edit

Use Edit to open the standard clause record detail to edit the selected record.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideiit.

Standard Clause: New
Creating a Standard Clause Record
1 Click New.

2 Enter information in relevant fields.

Editing a Standard Clause Record

1 Double-click arecord from the browse.

2 Enter information in relevant fields. The system will automatically save your changes.

Fig. 5.51
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Add or update currency types and exchange rates to EAM by downloading them from the QAD
ERP application. The Currency table lists valid, available Currency codes.

Creating a Currency Record
1 Click New.

2 Enter information in relevant fields.

3 Enter currency conversion information into the lower pane. The system automatically saves
your changes.
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Editing a Currency Record
1 Double-click arecord from the browse.

2 Enter currency conversion information into the lower pane. The system automatically saves
your changes.

Currency Browse

Access this browse from Purchasing|Currency. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 5.52
Currency Browse

Currency Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 5.53
Currency Right-Click Menu

Columns 3

New

Use New to open the currency record detail to create a new record.
Edit

Use Edit to open the currency record detail to edit the selected record.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideiit.
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Use Approval Groupsto monitor and control costs across the organization. Approva groups
consist of individuals who have specific spending authority. There are two types of approval

groups: requisition and purchase order.

A requisition approval group can authorize an expenditure and control it down to the specific cost
center and/or account number. Groups consist of users with specific spending authority and

authorization to spend against cost center or account groups.

Buyers and buyer managers make up a purchase order approval group. The PO approval group
evaluatesthetotal expense to the organization. This may include many requisitions associated with

one purchase order number.

Establishing Purchasing Controls

Fig. 5.54
Establish Purchasing Controls Process Map
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Procurement

Purchasing
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Routing
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1 Establish account groups.

2 Establish cost center groups.

3 Establish requisition approva groups.

4 Establish purchase order approval groups.
5 Establish project approval groups.

6 Add routing substitutions.

Account Group

Establish account groups at Finance|Groups|A ccount Groups. Associate one or more account
groups per site for a requisition authorization initiator in their user profile. When routing is

initiated, EAM validates that the user can purchase against the account on the requisition.

MNQAD



236 User Guide — Enterprise Asset Management

Creating an Account Group Record

1 Click New to open ablank account group record.
2 Enter information in relevant fields. The system automatically saves the new group.

3 Right-click New in the lower pane to add the appropriate accounts for this group. Typein the
Acct No or click on the lookup to select one. The system automatically fillsin the Acct NoO's
description.

Editing a Account Group Record

1 Double-click the group to edit.
2 Update the group description.

Cost Center Group

Establish cost center groups at Finance|Groups|Cost Center Groups. Associate one or more cost
center groups per site for arequisition authorization initiator in their user profile. When routing is
initiated, EAM validates that the user can purchase against the cost center on the requisition.

Creating a Cost Center Group Record

1 Click New to open ablank cost center group record.
2 Enter information in relevant fields. The system automatically saves the new group.

3 Right-click New in the lower pane to add the appropriate cost centers for this group. Typein
the Cost Center or click on the lookup to select one. The system automatically fillsin the Cost
Center’s description.

Editing a Cost Center Group Record

1 Double-click the group to edit.
2 Update the group description.

Requisition Approval Group

User IDs can be associated with the requisition approval group in Purchasing|Approval Groups|
Requisition Approval Groups. The requisition approval group can also be associated with any
number of account numbers or cost centers.

Note Each account number and cost center can have only one approval group for account or cost
center based routing. A user can have only one approval group per site.

Identify arequisition approver by selecting Requisition Limit?in User Maintenance. Enter avalue
for expense type purchase and capital purchases. EAM uses capital limit if the requisitionis
marked capital. Establish arequisition approval group listing appropriate users, selecting Cons
Limit? for this user to authorize based on spending authority. If Cons Limit? is selected, the
individual is aquality approver.
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Fig. 5.55
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A requisition approval group has acode and description, typically generalizing the type of usersto
associate with it. Add alist of user IDsto that group.

When a user with the appropriate account or cost center group initiates the routing process, the
system locates the appropriate requisition approval group. The users on the appropriate requisition
approval group receive e-mail requesting their approval of arequisition. To change the status of
the requisition, a user in the approval group with sufficient spending limits must authorize it
during the routing.

Enable the Use Hierarchical ? option at the General |Business Units|Sites|A uthorization Options tab
to use al or any of the three methods for routing approval:

« Account based

« Cost center based

e User based
Account-based routing requires a specific requisition group to be assigned to a specific account

number. EAM routes a requisition based on its account information to the group associated with
the account number on the requisition. Thisinformation is in Finance|Accounting|Accounts.

Cost center-based routing requires a specific requisition group to be assigned to a specific cost
center number. EAM routes cost center information to the group associated with the cost center
number on the requisition. Thisinformation isin Finance]Accounting|Cost Centers.

User-based routing depends on the user who initiates the routing. The user group is assigned to the
User Profile.

In al three options, EAM requisition initiators must have a cost center or account group in their
profiles. In this way, you can control who can purchase against cost center and account numbers.

When you select Hierarchical, EAM considers all methods in a user-defined sequence.
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For example, the first method is cost center, the second is account, and the third is user. EAM uses
the cost center approval group first. If no cost center islisted or no requisition approval group is
linked to the cost center, it uses the account approval group. If no requisition approval group is
linked to the account, EAM uses the user-based method for routing. If the user who initiates the
routing does not have a requisition approva group assigned to their User Profile, the routing is
aborted.

Purchase Order Approval Group

PO Approval Group isagroup of userswith the ability to approve purchase orders. Access this
code from Purchasing|Approva Groups|Purchase Order Approval Groups.

Identify approvers and their associated sites under Employee Maintenance. Establish the PO
spending limit under the user profile.

Fig. 5.56
Purchase Order Approval Group Browse
|
|:l m m = ' |Home *| Purchase Order Approval Group %
| M exeslewport Sprine add ToFaveurtes | [ Mew
i Find ® |Ste Us-a1 * Eier v ALl -
#47 Mantenance
B4 Inventeey Approval Group * | Description
= Puchasing
" Purchate Oidess FOFl 1
%" Requishors T T1 FD Approval Gioup
[%" Quotes
" Ruouting Subrsbhutions
%y Vendor
=y Standad Clauzes EEIEEI EW[ 4 Print Add To Favourites New
[ Cursency T e
“ Approval Gioup Find W Defauk » e a
(g Furchase Ordet Approvsl Group Uset ID * Hame POLimt | Cons Limt?
© Resniponton | » N
5 [ Codes jed et Diote S 25000 v
“ BIPD Lines

Establish a PO Approva Group listing the approvers. Select Cons Limit? to indicate that this
approver can authorize based on spending authority. If Cons Limit?is clear, theindividual isa
quality approver who can verify quality of vendor, budget, and so on, but cannot authorize
spending.

Theindividual who initially triesto authorize the purchase order determines a purchase order’s
approval group. The individual who initially tries to authorize the purchase order or the buyer
listed on the PO determines a purchase order’s approval group. If the individual who triesto
authorize the purchase order has a sufficient PO spending limit, the PO is approved. If not, EAM
verifies spending limits and creates a routing to the buyer’s PO approval group (in the employee
record). EAM routes the group based on individual spending authority. It begins with the lowest
spending limit and authorizes when it reaches the approver with a sufficient PO spending limit.
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Codes

Use Codes to view or add supporting data, such as Bill To and Ship To addresses, minorities,
returns, order methods, and other information critical to the Purchasing module.

Defining Vendor Codes

If your EAM system isintegrated with the QAD ERP application, vendors, bill to and ship to data
codes are downloaded from ERP. Do not update vendor data from EAM except when noted.

Fig. 5.57
Define Vendor Codes Process Map

Eéifdigg \\#E?\g‘ll' Procurement

Add Order Add vendor Add Vendor Add Minority Add Ship Via Define Vendars
Method Codes Type Codes Status Codes Codes Codes in EAM

1 Add order method codes.

2 Add vendor type codes.

3 Add vendor status codes.

4 Add minority codes.

5 Add ship viacodes.

6 Definevendorsin EAM. See Vendor Submenu.

Addresses

Address codes include Bill Tos and Ship Tos.

Bill Tos

The Bill To lookup displays on Purchasing|Codes|Addresses|Bill Tos. Add or edit codes from the
code form.

Use Bill Tosto record vendor billing address and contact information.
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Fig. 5.58
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Adding a Bill To Code

Download the address to which you send an invoice from the QAD ERP application, or add
directly to EAM.

1 Click New.

2 Enter the bill to number, name, address, and contact information. The system automatically
saves the new code. The purchase order system requires that a Bill To address be specified on
each PO. Use Bill Tos to record billing address and contact information.

Editing a Bill To Code

1 Double-click the code to edit.

2 Update the bill to name, address, and contact information. The system automatically saves the
updated data.

Ship Tos

Download the address to which the vendor ships goods from the QAD ERP application, or add
directly to EAM.

The Ship Tos lookup displays on Purchasing|Codes|Addresses|Ship Tos. Add or edit codes from
the code form.

Use Ship Tosto record vendor shipping address and contact information.
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Codes: Ship Tos

Adding a Ship To Code

1 Click New.

Purchasing

2 Enter the code and ship to details. The system automatically saves the new code.

Editing a Ship To Code

1 Double-click the code to edit.

241

2 Update the name, address, and contact information. The system automatically savesthe

updated data.

Minorities

The Minorities lookup displays on Purchasing|Codes|Minorities. Add or edit codes from the code

form.

Use Minorities to filter and report on vendors based on their minority status.

Fig. 5.60
Codes: Minorities
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Adding a Minority Code

1 Click New.

2 Enter the minority and description. The system automatically saves the new code.

Editing a Minority Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Order Methods

The Order Methods lookup displays on Purchasing|Codes|Order Methods. Add or edit codes from
the code form.

It isatable of valid methods or ways of placing an order with a vendor.

Fig. 5.61
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Adding an Order Method Code

1 Click New.

2 Enter the order method and description. The system automatically saves the new code.

Editing an Order Method Code

1 Double-click the code to edit.

2 Update the order method and description. The system automatically saves the updated code.

Returns

The Returns lookup displays on Purchasing|Codes|Returns. Add or edit codes from the code form.
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Reference areturn code to explain why the return to the vendor was made. Return reasons provide
better vendor history and performance reporting capabilitiesto determine the causes and frequency
of reasons for a part returning to a vendor, such as quality, incorrect part, and so forth. Return
codes can also be associated with e-mail. Return codes can trigger notification to the buyer
associated with the requisition’s purchase order.

Fig. 5.62
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Adding a Return Code

1 Click New.

2 Enter thereturn, description, and select e-mail. The system automatically saves the new code.

Editing a Return Code

1 Double-click the code to edit.

2 Update the description or e-mail option. The system automatically saves the updated code.

Ship Vias

The Ship Vialookup displays on Purchasing|Codes|Ship Vias. Add ship via codes directly to
EAM.

The Ship Viamodule is atable of methods by which goods can be shipped to a plant. The Ship Via
code is associated with a Vendor record when the vendor is utilized on a purchase order. The Ship
Via code from the Vendor record is pulled into the purchase order Ship Viafield. Thiscan be
overridden by the buyer if necessary.
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Fig. 5.63
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Adding a Ship Via Code
1 Click New.

2 Enter the ship via, description, and select rush. The system automatically saves the new code.

Editing a Ship Via Code
1 Double-click the code to edit.

2 Update the description or rush option. The system automatically saves the updated code.

Terms

The Terms lookup displays on Purchasing|Codes|Terms. Add or edit codes from the code form.

Use Terms to represent the vendor’s terms for payment. You can download terms from the QAD
ERP application at System Administration|ERP Interface|Download|Terms Download.
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Fig. 5.64
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Adding a Ship Via Code

1 Click New.

2 Enter the term and description. The system automatically saves the new code.

Editing a Ship Via Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Purchase Order

Purchase Order codes include Character 1 and Character 2.

Character 1

The Character 1 lookup displays on Purchasing|Codes|Purchase Order|Character 1. Add or edit
codes from the code form.
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Fig. 5.65
Codes: PO Character 1
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UsR user-defined

Adding a Character 1 Code
1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Character 2

The Character 2 lookup displays on Purchasing|Codes|Purchase Order|Character 2. Add or edit
codes from the code form.

Adding a Character 2 Code
1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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Requisition

Requisition codes include Character 1 and Character 2.

Character 1

The Character 1 lookup displays on Purchasing|Codes|Requisition|Character 1. Add or edit codes
from the code form.

Adding a Character 1 Code

1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Character 2

The Character 2 lookup displays on Purchasing|Codes|Requisition|Character 2. Add or edit codes
from the code form.

Fig. 5.66
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Adding a Character 2 Code

1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.
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Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Vendor

Vendor codes include Statuses, Types, Character 1, and Character 2.

Vendor Status

The Vendor Status lookup displays on Purchasing|Codes|Vendor|Statuses. Add or edit codes from
the code form.

Fig. 5.67
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Adding a Status Code

1 Click New.

2 Enter the vendor status and description. The system automatically saves the new code.

Editing a Status Code

1 Double-click the code to edit.
2 Update the description. The system automatically saves the updated code.
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Types

The Type lookup displays on Purchasing|Codes|Vendor|Types. Add or edit codes from the code
form.

Fig. 5.68
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Adding a Type Code
1 Click New.

2 Enter the vendor type and description. The system automatically saves the new code.

Editing a Type Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Vendor Char 1

The Vendor Character 1 lookup displays on Purchasing|Codes|Vendor|Vendor Char 1. Add or edit
codes from the code form.
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Fig. 5.69
Codes. Vendor Character 1
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Adding a Vendor Char 1 Code
1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.

Editing a Vendor Char 1 Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Vendor Char 2

The Vendor Character 2lookup displays on Purchasing|Codes|Vendor|Vendor Char 2. Add or edit
codes from the code form.

Adding a Character 2 Code

1 Click New.

2 Enter the user defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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Quote Reason

The Quote Reason lookup displays on Purchasing|Quote|Quote Line Submenu. Add quote reason
codesto EAM to track why a vendor was not awarded the bid on a selected quote line.

Fig. 5.70
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Adding a Quote Reason Code
1 Click New.

2 Enter the Quote Reason code and description. The system automatically saves the new code.

Editing a Quote Reason Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

All PO Lines Browse

Access this browse from Purchasing|All PO Lines. Useiit to organize and display records and to
access supporting functions. Using the filter, selected POs or Requisitions can be displayed, the
browse printed or exported to Excel.

Fig.5.71
All PO Lines Browse
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All PO Lines Right-Click Menu
The right-click menu contains administrative functions and options.

Fig. 5.72
All PO Lines Right-Click Menu

Edit

Columns 3

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

M QAD



This section discusses the following Finance modul e topics:

Finance 254
Accounting 256
Tax 271
Overhead 278
Groups 282
Codes 287

Intercompany Accounts

291

Chapter 6

Finance



254  User Guide — Enterprise Asset Management

Finance

Use Finance to view, manage, and enter manual journal entry transactions, create and manage GL
accounting calendars, access records for accounting periods that have been closed, and create and
manage budgets. Finance includes:

» Accounting

« Tax

+ Overhead

« Groups

» Codes

Intercompany Account

Fig. 6.1
Finance Menu
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Setting Up Financial Data in EAM

Fig. 6.2
Set Up Financial Data Process Map

1 Download cost center datafrom QAD ERP.

2 Download account data from QAD ERP.

3 Download sub-account datafrom QAD ERP.

4 Download GL calendar from QAD ERPto EAM.

5 Set upthe GL calendar in the EAM application.

6 Download budget datafrom the EAM application.

7 Download budget datafrom QAD ERP.

8 Determine departments needed and set them up in EAM.

Setting Up the GL Calendar in EAM

Use this module to set up the GL accounting period calendar. Download the GL calendar from
QAD ERPIif oneisthere.
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Fig. 6.3
Set Up Accounting Calendar Process Map
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1 If the caendar in the QAD ERP application is aready set up:
a Download the GL calendar year.
b Update the GL calendar period.
¢ Copy the calendar to other sites.
2 If QAD ERP does not offer aGL caendar:
a SetuptheGL calendar year.
b Setupthe GL calendar period.

¢ Copy the calendar to other sites.

Accounting

Accounting includes the following:
+ Posted GL Transactions

Unposted GL Transactions

GL Calendar

Lifetime Budgets

Departments

 Cost Centers

Accounts

 Sub Accounts

Posted GL Transactions Browse

Access this browse from Finance]A ccounting|Posted GL Transactions. Use it to view posted GL
transactions. Organize and display records, access supporting functions, export to Excel, and edit
or create new records.
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Fig. 6.4
Posted GL Transactions Browse
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The Posted GL Transactions screen displays all EAM transaction records on the Browse after
filtering. These records can be sent to QAD ERP or used to view QXtend detail. The GLs should
ultimately be posted to QAD ERP.

Posted GL Transactions Action Menu

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.5
Posted GL Transaction Action Menu

Action - | Find

Re-Post GL Transaction

View QXtend Detail

Re-Post GL Transaction

Select the Re-Post GL Transaction item to post the selected GL record to QAD ERP,

View QXtend Detail

Select the View QXtend Detail item to see the selected GL record in QXtend.

Unposted GL Transactions Browse

Access this browse from FinancelAccounting|Unposted GL Transactions. Use it to enter general
ledger transactions into EAM. You can also organize and display records, access supporting
functions, export to Excel, and edit or create new records.
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Fig. 6.6
Unposted GL Transactions: Browse
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Users can associate the manually created GL with awork order number, equipment number, or
project number and job number in EAM. The user can indicate whether the manually entered GLs
should ultimately be posted to QAD ERP.

Unposted GL Transactions Action Menu (upper browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.7
Unposted GL Transactions Action Menu
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Post |

Post

Select the Post Action to post the selected GL record to EAM.

Global Post

Select the Global Post Action to post the selected GL recordsto EAM.

GL Calendar

Use the GL Calendar to set up and close accounting periods based on year, period, and site.

GL Calendar Browse

Access this browse from FinancelAccounting|GL Calendar. Use it to set up the GL calendar for a
fiscal year, period and quarter for each site. Organize and display records, access supporting
functions, export to Excel, and edit or create new records.
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Fig. 6.8
Sites Account Calendar Browse
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The Sites calendar includes three browses: year, period, and site. The upper browse displays the
selected accounting year.

The middle browse contains quarters and periods for the selected accounting year. The first period
isnumber 1, and the system sequentially increments the numbers of subsequent periods. Users can
manually enter beginning and end dates for each period. If you change an account period’s end
date, EAM automatically changes the start date of the following period to eliminate gaps or
overlaps. Use the Close action to close the selected period.

Use the lower browse to close account periods on a site-by-site basis.

Important You cannot reopen closed accounting periods.

GL Calendar Action Menu (upper browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.
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Fig. 6.9
Sites Account Calendar Action Menu
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Use Copy to copy the selected GL calendar to the new year on the Copy Calendar screen.

Fig. 6.10
Copy Caendar
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Close

Use Close to end the selected year. If you use QAD ERP, EAM notifies you that there are
transactions you still need sent to QAD ERP.

Note You cannot overwrite an existing GL calendar.

GL Calendar Action Menu (middle browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menul.

Fig. 6.11
Sites Account Calendar Action Menu

Action = || Find
Close

Close

Use Close to end the selected period. If you use QAD ERP, EAM notifies you that transactions
need to be sent to QAD ERRP. If you proceed, QAD ERP excludes unsent transactions from period
totals.

You may close account periods in certain sites earlier due to time zone differences. Close account
periods by site to set specific end-of-period accounting deadlines for individual sites.
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GL Calendar Action Menu (lower browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menul.

Fig. 6.12
Sites Account Calendar Action Menu
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Usethis action to close account periods on asite-by-site basis. If you use QAD ERP, EAM notifies
you that transactions need to be sent to QAD ERP . If you proceed, QAD ERP excludes unsent
transactions from period totals.

You may close account periods in certain sites earlier due to time zone differences. Close account
periods by site to set specific end-of-period accounting deadlines for individua sites.
GL Calendar Right-Click Menu (all browse levels)

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.13
Sites Account Calendar Right-Click Menu

New

Use New to open the GL calendar browse to create a new record.
Edit

Use Edit to open the GL calendar browse to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Copy and Close are options from the Action menu.
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GL Calendar Record Detail
Download any GL calendars from QAD ERP if you use the interface.

Creating a GL Calendar Site Record

1 Click New to add ablank GL caendar for afiscal year.
2 Assign thefiscal year.
3 Verify the domain.

Editing a GL Calendar Site Record

EAM displays downloaded accounting period dates as they have been set up in QAD ERP. On the
GL Calendar middle browse, users can edit beginning and end dates for each period. If you change
an account period’s end date, EAM automatically updates the start date of the following period.

1 Double-click arecord from the middle browse to edit begin and end dates for a period.
2 Verify or change the dates.
3 Veify thesite.

Lifetime Budgets

Use this module to plan resource allocations. Enter cost center, account, and sub-account
combinations for specific account calendar periods. Download budgetsin QAD ERP to EAM.

Fig. 6.14
Budgets Process Map
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1 Create budgetsin EAM if you are not downloading them from QAD ERP.
2 Update budgetsin EAM.
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3 Copy budgetsin EAM.
4 Recalculate and update budgetsin EAM.
5 Print and review budgets

6 Eliminate unnecessary budgets.

Lifetime Budget Browse

Access this browse from Finance]Accounting|Lifetime Budgets. Use it to set up budgets for the
fiscal year and periods for each site. Organize and display records, access supporting functions,
and edit or create new records.

Fig. 6.15
Lifetime Budgets Browse
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The Lifetime Budget functionality includes two browse levels. The upper browse displays the
Domain, Site, Year and Period set up in the GL calendar. You cannot updateit. It displaysthe
periods status for the selected accounting year.

The lower browse contains cost center, account, and sub-account combinations and the planned
spending amount for the selected accounting year’s periods.

Set up abudget for Period 1 of ayear for asite. Copy thisbudget to all periods (including Period 1)
for the year.

Lifetime Budgets Right-Click Menu (upper browse)

The right-click menu contains administrative functions. You cannot update the upper browse.

Fig. 6.16
Lifetime Budgets Right-Click Menu
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideiit.

Lifetime Budgets Right-Click Menu (lower browse)

The right-click menu contains administrative functions.

Fig. 6.17
Lifetime Budgets Right-Click Menu
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New

Use New to open the budgets browse to create a new record.

Edit

Use Edit to open the budgets browse to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Budget Record Detail

Budget Records for a Site in a Domain (upper browse)

Download budgets from QAD ERP to the QAD EAM application. The display in the upper browse
comes from the data set in the GL calendar and is not updateable.

Creating a Budget Site Record (lower browse)

EAM displays the accounting period’s budgets as they have been set up in QAD ERP. On the
lower browse, set up or edit a budget for Period 1 of ayear for asite. Copy it to al other periods
for that year in the site. You can copy this budget to all periods (including Period 1) for the year in
adifferent site.

1 Click New.

2 Enter the cost center, account, and sub-account combination for the highlighted budget period
record.

3 Add the budget amount for the cost center, account, and sub-account combination.
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Editing a Budget Site Record (lower browse)
1 Double-click arecord from the lower browse to open the sites budget record detail.

2 Verify or change the budget amount for the cost center, account, and sub-account combination.

Departments Browse

Access this browse from FinancelA ccounting|Departments. Organize and display records, access

supporting functions, and edit or create new records. Each site may contain different departments.
QAD ERP does not use departments. Departmentsin EAM do not impact GL transactionsin QAD
ERP.

Fig. 6.18
Departments Browse
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Departments Right-Click Menu

The right-click menu contains administrative functions.

Fig. 6.19
Departments Right-Click Menu
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New

Use New to open the department record detail to create a new record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Edit

Use Edit to open the department record detail to edit the selected record.
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Creating a New Department

1 Click New. EAM assignsthe user’s current site.

2 Enter adepartment name and description.

Editing a Department

1 Double-click the department to edit.

2 Enter or edit the department description. The system automatically saves the updated
description.

Cost Centers
Use cost centers with the cost center group. Associate a cost center group code with the user ID.

You can use a cost center as a basis of routing approvals for a purchase requisition aswell asa
stores requisition. You can associate each cost center with an approval group.

Create and name a cost center group at Finance|Groups|Cost Center Group. Add alist of cost
centers to the group on the lower browse.

Use EAM to associate the cost center group with selected user IDs under System Administration|
User|User-Subdetail [Cost Center Group. You can associate multiple cost center groups with a user
ID.

Cost Centers Browse

Access this browse from FinancelA ccounting|Cost Centers. Organize and display records, access
supporting functions, and edit or create new records.

Fig. 6.20
Cost Center Browse
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Cost Centers Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 6.21
Cost Centers Right-Click Menu
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Use New to create a new cost center record. If you use the interface to QAD ERP, download cost
centersfromit.

Edit
Use Edit to edit the selected cost center record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideiit.

Creating a New Cost Center

1 Click New.
Note Download cost centers from QAD ERP if you use an interface with that application.

2 Enter acost center name, description, requisition approval group, and stores approval group.

3 Select the check box if this cost center is currently active.

Editing a Cost Center

1 Double-click arecord from the browse to open the cost center record detail.

2 Enter or edit a cost center name, description, requisition approval group, or stores approval
group.

3 Select the check box if this cost center is currently active.

Accounts

Use accountsto charge labor, issue parts, or purchase materials for asite. Use an account asabasis
of routing approvals for a purchase requisition and a stores requisition. Associate each account
with an approva group.

Create and name an account group at FinancelGroups|Account Group. Add alist of account
numbers to the group on the lower browse.

Use EAM to associate the account group with any selected user IDs, under System Administration|
UserglUser Subdetail]Account Group. You can associate multiple account groups with the user 1D.

MNQAD



268 User Guide — Enterprise Asset Management

Account Browse

Access this browse from Finance]A ccounting|Accounts. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 6.22
Account Browse
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Account Right-Click Menu

The right-click menu contains administrative functions.
Fig. 6.23
Account Right-Click Menu
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Creating a New Account

1 Click New.
Note Download account datafrom QAD ERP if you use an interface to that application.

2 Enter an account name, description, type, requisition approval group, and stores approval
group.

3 Select the check box if this account is currently active.

Editing an Account

1 Double-click arecord from the browse to open the account record detail.

2 Enter or edit an account, description, type, requisition approval group, or stores approval
group.

3 Select the check box if this account is currently active.
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Adding a Valid Account Range

1 Click New on the lower browse. Designate the cost centers for which the sel ected account
number isvalid.

2 Enter the starting cost center, press Tab, and enter the ending cost center.
3 Repeat as necessary. You can associate multiple cost center ranges to an account number.

Note If you download accounts and cost centers from QAD ERP, the valid account associations
for cost centers download as well.

Sub-Accounts

Use the sub-account download feature to download sub-accounts from QAD ERPinto EAM.
QAD ERP uses sub-accounts to analyze activity on an account code and to provide detail for
financial reporting. Use sub-accounts to report on the financial activity of business units or
divisionsin an entity.

Sub-Accounts Browse

Access this browse from Finance|A ccounting|Sub-Accounts. Use it to organize and display
records, to access supporting functions, and to edit or create new records.

Fig. 6.24
Sub-Accounts Browse
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Sub-Accounts Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.25
Sub Accounts Right-Click Menu
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Creating a New Sub-account

1 Click New. Download sub-accounts from QAD ERP if you use an interface with the
application.

2 Enter a sub-account code and description.

3 Select the check box if this sub-account is currently active.

Editing a Sub-account
1 Double-click arecord from the browse or click Edit to open the sub-account record detail.
2 Enter or edit a sub-account code and description.

3 Select the check box if this sub-account is currently active.

Adding a Valid Sub-account Range

1 Click New on the lower browse. Designate the accounts for which the selected sub-account
number isvalid.

2 Enter the starting account, press Tab, and enter the ending account.
3 Repeat as necessary. You can associate multiple account ranges to a sub-account number.

Note If you download accounts and sub-accounts from QAD ERP, the valid account associations
for sub-accounts download as well.
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Tax

Global Tax Management (GTM) in QAD ERP supports multinational enterprisesto calcul ate taxes
on business transactions. The types of taxes, formulas used to calculate them, and when taxes are
assessed often vary considerably between countries. GTM can process taxes for multiple countries
within the same database.

EAM Tax Management includes tax classes, tax codes, tax rates, and tax types. These data may
depend on one another, and most are based on tax laws relevant to the corporation and location.
Setting Up Tax Structure in EAM

Fig. 6.26
Set Up Tax Structure in EAM Process Map
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1 Enter and review required datain QAD ERP.

2 Determine taxes needed in EAM.
3 Add Tax Type Codes.

4 Add Tax Usage Codes.

5 Add Tax Class Codes.

6 Define Tax Codes.

7 Define Tax Rates.

8 Set up Site Tax Environment.

Tax Classes

Use this table to create and modify tax class codes. Tax class codes track a class of people or
items. A tax class can represent a customer, supplier, or item. In some cases, tax law specifies that
the tax applies based on tax class. In QAD ERP, the tax class determines the tax rate for tax types
in the set of tax types for related transactions.

Note In EAM, tax classis associated with atax rate.
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Tax Classes Browse

Access this browse from Finance|Tax|Tax Classes. Organize and display records, access
supporting functions, and edit or create new records.

Fig. 6.27
Tax Classes Browse
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Tax Classes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.28
Tax Class Right-Click Menu
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Creating a New Tax Class
1 Click New.

2 Enter atax class name (maximum of 3 characters) and description.

Editing a Tax Class

1 Double-click arecord from the browse or click Edit to open the tax class record detail.

2 Enter or edit atax class description.

Tax Codes
A tax code specifies the tax types that apply to a particular taxable purchase.
Tax types are individually associated or grouped under atax code.

When you specify atax code on a purchase transaction, EAM validates associated tax types

against rates that include those types, as well as any tax class or usage associated with the
purchase.
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Tax Codes Browse

Access this browse from Finance|Tax|Tax Codes. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.29
Tax Codes Browse
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Tax Codes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.30
Tax Codes Right-Click Menu
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New

Use New to open the tax code record detail to create a new record.
Edit

Use Edit to open the tax code record detail to edit the selected record.
Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.
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Creating a New Tax Code
1 Click New.
2 Enter atax code and description.

3 Click New on the lower browse and add one or more tax types.

Editing a Tax Code

1 Double-click arecord from the browse or click Edit to open the tax code record detail.

2 Enter or edit the tax code description.

Tax Rates

Use atax rate to define a specific tax rate percentage. Each tax rate must have an associated tax
type. Associate atax class or usage code with arate code to identify a specific rate percentage.

The tax rate defines tax accrual.

During ataxed purchase transaction, EAM begins the tax calculation by validating the tax code on
the requisition. EAM validates each associated tax type code. It matches them with the applicable
tax rate. If tax type codes are combined with the specified class or usage codes on atax rate, the
system adds those applicable percentages to the tax calculation.

The combination of tax type, tax class, and tax usage determine the tax ratein EAM.
Tax Type + Tax Class + Tax Usage = Tax Rate

Note Tax class and tax usage are not required. The tax type can define the tax rate.

Tax Rates Browse

Access this browse from Finance|Tax|Tax Rates. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.31
Tax Rates Browse
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Tax Rate Maintenance Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.32
Tax Rates Right-Click Menu
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New

Use New to open the tax rate record detail to create a new record.
Edit

Use Edit to open the tax rate record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Creating a New Tax Rate

1 Click New.

2 Enter atax rate, description, type, class, usage, and other relevant information.

Editing a Tax Rate Record

1 Double-click arecord from the browse or click Edit to open the tax rate record detail.

2 Enter or edit atax rate description, type, class, usage, or other relevant information.

Tax Rate Record Detail

Therecord detail contains all information about thistax rate. Assign atax rate code, enter other tax
elements previously established, set limits for this rate, and select variables unique to this rate.

Fig. 6.33
Tax Rates Browse

Home * | TaxRates | Tax Rate: 00008
TaxFiate 00009
H @ R —
TaxRat
ax Rate Sy Datal
Detail P
slals fj Tax Accrual Account
Description | Dekalb Caunty Acciue Tax?
Tax Type DEKAC 3] Dekalb County Accal GLs?
Tau Class Invertom Tax?
TaxUsage HStock Tax? 7
TauRate % 20000 % Recoverable 0.0000
Tau Limit 0.0000

Tax Rate. Enter the code to define atax percentage based on tax type, and optionally combine

with atax class and tax usage.
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(Tax Rate) Description. Thisfield contains a text description of the tax rate. Enter meaningful
text to identify the tax rate.

Tax Type. Enter the tax type code. A tax type is associated with a specific tax rate, alone or
with atax class and tax usage. You can include the same tax type in multiple tax rates if there
are various tax class and tax usage codes to include in the calculation.

Tax Class. This code represents a customer, supplier, or item. Use this code to track a class of
people or items.

Tax Usage. This code represents the operation type or how the purchased items are used.

Tax Rate%. Thisfield contains the percent of tax charged on receipts of goods upon close and
receipt of the PO.

% Recoverable. Enter a percentage if thistax rate permits you to recover some of the entire
purchase tax amount.

Tax Limit. Thisfield contains the upper limit on the taxable amount. EAM automatically
ceases to include this tax when you reach that limit. Set up atax limit only when the law
stipulates a ceiling on the cumulative total .

Accrue Tax? Select this check box if the amount of tax for this tax rate should be accrued
instead of paid to the vendor.

Accrue G/L? Select this check box if you create GL transactions for the accrua of the tax upon
receipt in EAM. Use it when the Accounts Payable department wants to calculate the accrued
amount of tax based on actual invoices.

Inventory Tax? Select this check box if you want the tax on stock items to go to the cost of the
inventory item and include it when the part isissued. Do not select it if you want the tax on a
stock item to go to atax expense account.

Non Stock Tax? Select this check box if you want the tax on non-stock itemsto go to atax
expense account.

Tax Types

Tax types are the building blocks of tax codes. A tax type represents the tax definition for aregion
(state, county, city, and so on). EAM groups tax types under atax code. They apply to all domains
in the database. In QAD ERP, tax types are individually calculated and reported as regional taxes
or tax exemptions. They apply to all domainsin the database. Some samples are Canadian
PST/GST, Californiasalestax, and federal excise tax. On transactions, the system calcul ates taxes
for line items based on the tax types specified.

You can create as many tax types and as many tax codes as you need.

When you specify atax code on a purchase transaction, EAM validates associated tax types
against rates that include those types, aswell as any tax class or usage associated with the
purchase.
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Tax Types Browse

Access this browse from Finance|Tax|Tax Types. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.34
Tax Types Browse

pplications = TaxTyDBS

Menu Search

] Excel Export (=0 Print | Mew
3 Maintenance Fird ® | Flor+ AL - oetal
#3 Inventary
— n
+17 Puchasing TT:TJT}'PE [:;;cTnphon
<% Finance a
[ Projects 5% 5% Tan Rate
+- [ Acoounting b | SIKEN iken County
=% Tax

E;J Taw Clagses
E;J Taw Codes
T‘%:'s Taw Rates
Eog T2 Types
E;J Tawx Usages

Tax Types Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.35
Tax Types Right-Click Menu
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Use New to open the tax type record detail to create a new record.
Edit

Use Edit to open the tax type record detail to edit the selected record.
Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.
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Creating a New Tax Type

1 Click New.

2 Enter atax type (maximum of 16 characters) and description.

Editing a Tax Type
1 Double-click arecord from the browse or click Edit to open the tax type record detail.

2 Enter or edit atax type description.

Tax Usages

You can create as many tax usages as you need.

Tax Usages Browse

Access this browse from Finance|Tax|Tax Usages. Useit to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.36
Tax Usages Browse
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Overhead

Overhead refers to a continuing cost of operating a business. Overhead usually groups expenses
necessary to the continued functioning of the business, but that do not directly generate profits,
such as accounting, advertising, depreciation, indirect labor, insurance, interest, legal fees, rent,
repairs, supplies, taxes, telephone, travel, and utilities.

Overhead Rates

Set up overhead rates to associate with overhead groups. Overhead rates and groups add coststo a
transaction to account for an organization’s overhead expenses.

Overhead Rates

Set up overhead rates to associate with overhead groups. Overhead rates and groups add costs to a
transaction to account for an organization's overhead expenses.
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Add Overhead Rates Process Map
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1 Determine overhead rates data needed.

2 Add overhead rates.
3 Update overhead groups.

4 Maintain overhead group options.

5 Deploy overhead groups.

Overhead Rates Browse

Access this browse from Finance]lOverhead|Overhead Rates. Use it to organize and display

records, to access supporting functions, and to edit or create new records.

Fig. 6.38
Overhead Rates Browse
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Overhead Rates Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.39
Overhead Rates Right-Click Menu
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New

Use New to open the overhead record detail to create a new record.

Edit

Use Edit to open the overhead record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Creating a New Overhead Rate

1 Click New.

2 Enter an overhead rate code and description.

Editing an Overhead Rates Record

1 Double-click arecord from the browse or click Edit to open the overhead rates record detail.

2 Enter or edit an overhead rate description.

Overhead Groups
Use overhead groups to recover overhead expenses from operational cost centers and departments.

You can apply overhead groups (composed of overhead rates) to part issue and labor posting
transactions. Overhead rates can be fixed monetary unit amounts or percentages of the total
transaction cost. Build as many overhead rates and overhead groups as you need. You can set
default overhead groups per site, part, and employee. You control whether users can modify
overhead groups on transaction screens.

Overhead Groups Browse

Access this browse from Finance]lOverhead|Overhead Groups. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Overhead Groups Browse
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Overhead Groups Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig

.6.41

Overhead Groups Right-Click Menu
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Creating a New Overhead Group

1

2

Click New in the upper browse.

Enter the overhead group name and a description.

Click New in the lower browse.
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Select an overhead rate code from the lookup. Add as many overhead rates as you need to

build up the group’s fixed amount or total rate.

Editing an Overhead Group

1

2

N

Double-click arecord from the upper browse.
Enter or edit the overhead group description.
Click New or Delete in the lower browse.

Add or subtract associated rates.
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Groups
Use groups to restrict purchase requests to valid accounts and cost centers. You can develop

groups of users with project approval limits.

Setting Up Finance Groups

Fig. 6.42
Finance Group Process Map
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1 Define account groups.
2 Define cost center groups.

3 Define project approval groups.

Account Group
Use account numbers with the account group. Use the account group code with the user 1D.

Create and name an account group, typically generalizing the type of usersthat will be associated
withit. Add alist of account numbers to that group on the lower browse.

Associate the account group with any selected user 1Ds, under System Administration|Userg|
Account Groups. You can associate multiple account groups with the user 1D.

When the user selects the Authorize Action in Requisitions, the system validates the associated
account group or cost center group in the requisition with the user permissions. If these are found,
the requisition approval process begins.

Account Group Browse

Access this browse from FinancelGroups|Account Group. Organize and display records, access
supporting functions, edit or create new records, and export to Excel.
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Fig. 6.43
Account Group Browse
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Account Group Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.44
Account Group Right-Click Menu
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New

Use New to open the account group record detail to create a new record.
Edit

Use Edit to open the account group record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.
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Creating a New Account Group

1 Click New in the upper browse.

2 Enter the account group name and description.
3 Click New in the lower browse.

4 Select an account code from the lookup. Add as many accounts as you need.

Editing an Account Group Record
1 Double-click arecord from the browse to update the account group description.
2 Enter or edit account group description.

3 Click New or Delete to add or remove accounts from the group.

Cost Center Group
Use cost centers with the cost center group. Use the cost center group code with the user ID.

Create and name a cost center group, typically generalizing the type of usersto associate with it.
Add alist of cost centersto the group on the lower browse.

Associate the cost center group with selected user 1Ds, under System Administration|Users|Cost
Center Group. You can associate multiple cost center groups with auser ID.

When the user selects the Authorize Action in Requisitions, the system validates the associated
account group or cost center group in the requisition with the user permissions. If these are found,
the requisition approval process begins.

Cost Center Group Browse

Access this browse from Finance|Groups|Cost Center Group. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Cost Center Group Browse
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Cost Center Group Right-Click Menu
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The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.46
Cost Center Group Right-Click Menu
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Use New to open the cost center group record detail to create a new record.

Edit

Use Edit to open the cost center group record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hideit.

Creating a New Cost Center Group

1 Click New in the upper browse.

2 Enter the cost center group name and description.

3 Click New in the lower browse.
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4 Select acost center from the lookup. Add as many cost centers as you heed.

Editing a Cost Center Group

1 Double-click arecord from the browse or click Edit to open the cost center group record detail.
2 Enter the cost center group name or description.

3 Click New or Delete in the lower browse to add or remove cost centers from the group.

Project Approval Group

Use Project Approva Groups to represent a group of users who can approve projects.

Project Approval Group Browse

Access this browse from FinancelGroups|Project Approval Group. Use it to organize and display
records, to access supporting functions, and to edit or create new records. Assign a project
approval group to a project.

When a user approves a project, EAM validates the user’s spending limit. If the spending limit is
equal to or greater than the project cost, the project is approved and authorized. If the project cost
exceeds the spending limits, then the action is approved but not authorized. Someone with
sufficient spending limits must authorize it.

The settings for auser under System Admin|Users|Detail tab determine user spending limits and
amounts for approval of projects.

Fig. 6.47
Project Approval Group Browse
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Project Approval Group Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.48
Project Approval Group Right-Click Menu
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Use New to open the project approval group record detail to create a new record.

Edit

Use Edit to open the project approval group record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Creating a New Project Approval Group

1 Click New in the upper browse.
2 Enter an approval group and description.
3 Click New in the lower browse.

4 Select auser from the lookup. Add as many users as you need.

Editing a Project Approval Group
1 Double-click arecord from the browse to update the project approval group description.
2 Enter or edit an approval group description.

3 Click New or Delete in the lower browse to add or remove users from the group.

Codes

Use Codes to view or add supporting datato lists of codes, such as project, status, type, and others
critical to the Finance module.

Code formsin this section contain records for lookups on tabs within Projects. Depending on your
permissions, you can add or edit existing records.

Project

Project codes include Statuses, Types, User-defined Character 1 and Character 2.
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Statuses

Access the Statuses lookup from Finance]Projects|Codes. You can add or edit codes from the code
form, and also designate project status changes that trigger system-generated e-mail to a Notify.

Fig. 6.49
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Adding a Status Code
1 Click New.
2 Enter the status and description.

3 Select defaults and notifies. The system automatically saves the new code.

Editing a Status Code

1 Double-click the code to edit.

2 Enter or edit the status description.

3 Select defaults or notifies. The system automatically saves the updated code.

Types

Access the Types lookup from Finance|Projects|Codes. You can add or edit codes from the code
form.

Use Types to add, view, or edit project types.
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Fig. 6.50
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Adding a Type Code
1 Click New.

2 Enter the project type and description. The system automatically saves the new code.

Editing a Type Code
1 Double-click the code to edit.

2 Enter or edit the project type description. The system automatically saves the updated code.

Project Character 1 and 2

Access the Proj Character 1 lookup from Finance|Projects|Codes. You can add or edit codes from
the code form.

Use (user-defined) Proj Character 1 and 2 to access your organization’s validation tables for data
entry and selection in the project module. The system administrator or implementation team
defines the labels for these two fields.
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Fig. 6.51
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Adding a Proj Char 1 Code
1 Click New.

2 Enter the project character 1 or 2 code and description. The system automatically savesthe
new code.

Editing a Proj Char 1 Code

1 Double-click the code to edit.

2  Enter or edit the project character 1 or 2 description. The system automatically savesthe
updated code.

Jobs
Job codes include Types, User-defined Character 1, and User-defined Character 2.

Types

Access the Types lookup from Finance|Jobs|Codes. You can add or edit codes from the code form.
Use Typesto add, view, or edit job types.
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Fig. 6.52
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Job Char 1 and 2

Access the Character 1 lookup from FinancelJobs|Codes. You can add or edit codes from the code
form.

Use (user-defined) Character 1 and 2 to access your organization’s validation tables for data entry
and selection in the project module on the Jobs lower browse. The system administrator or
implementation team defines the labels for these two fields.

Intercompany Accounts

Use intercompany accounts when GL transactions must go between sites (for example, inventory
transfer between site A and site B), and you cannot use the default transfer cost center, account,
and sub-account.

When a part rel ocates from one site to another, EAM credits the inventory from which it was
removed, and debits the transit location. Use EAM System Admin|System Control Maintenance]|
System Site MaintenancelMore Inv tabbed page to set up cost center, account number, and sub-
account.

Define a unigue default intercompany cost center, account, and sub-account to use when GL
transactions go between the user’s primary site and other sitesin EAM.

Intercompany Accounts

Access this browse from Financell ntercompany Accounts. Organize and display records, access
supporting functions, access existing or create new records, and export to Excel.

Fig. 6.53
Intercompany Accounts Browse

Applications

Home | Intercompany &ccounts ‘

Menu Search Excel Export (0 Print | 1 Mew

& g ‘Mamlfnance Find & | Fiter = AL = Default 20
) Iwntory
#5) Purchasing Fram Site. To Site # Dept Cost Center Acct No Sub Acct No

10000 ATl prod 0150 1040 1000

=¥ Finance
[ Projects 10000 SANF HR s010 1201 000t
%53 Acoounting 20
T Taw
-3 Dverhead
05 Groups
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Intercompany Accounts Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.54
Intercompany Accounts Right-Click Menu

Select Al
#dd Record To Browse

Tew

Edit

Columns 3

New

Use New to open the intercompany accounts record detail to create a new record.
Edit
Use Edit to open the intercompany accounts record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Intercompany Accounts Record Detalil

The record detail contains the information about this site’s Intercompany Accounts default cost
center, account, and sub-account to be debited anytime GL transactions go between this site and
the highlighted other site.

Fig. 6.55
Intercompany Accounts Record Detail

Home | Intercompany Accounts ‘

[ Excel Export (= Frint [ 1] Mew

Find @ | Fiter = ALL - Default )

From Site To Site “ Dept Cost Center Acct No Sub Acct Mo
10000 ATL prod o150 1040 1000

10000 SANF HR 5010 120 0001

From Site. EAM enters the current user’s primary site. This cannot be changed.

To Site. Select the site by using the lookup table available in the To Site field. Any other site
that will beinvolved in intercompany transactions and cannot use your site's default transit
accounting data should be set up here.

Dept. Thisisthe department to be used in any intercompany transaction between the site listed
in the To Site box and the From Site. Select the department through the Dept field's lookup.
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Cost Center. Thisisthe cost center to be used in any intercompany transaction between the
sitelisted in the To Site box and the From Site. Select the cost center through the Cost Center
field'slookup.

Acct No. Thisisthe account to be used in any intercompany transaction between the site listed
in the To Site box and the From Site. Select the account through the Acct No field's lookup.

Sub Acct No. Thisis the sub-account to be used in any intercompany transaction between the
site listed in the To Site box and the From Site. Select the sub-account through the Sub Acct
No field's lookup.
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Chapter 7

Project Accounting

This section discusses the following Project Accounting modul e topics:
Project Accounting Introduction 296

Jobs 311



296 User Guide — Enterprise Asset Management

Project Accounting Introduction

Use Project Accounting to track and control expenses associated with projects within facilities and
across the organization. Set up budgets, spending estimates, and warning limits. Designate
multiple cost centers, departments, accounts, sub-accounts, and charge expense accounting data
for a project. Designate a project number and job number on work orders, part and service
requisitions, part issues, stores requisitions, and labor postings. Record and track all costs
associated with a project or job within a project.

Setting Up a Project

Fig. 7.1
Set Up Project Process Map

IEE?%?IEJ“ | Engineering Finance Engineering

Project
Add /Update Supportin Set U j : j
x = p Proje: Set Up Project
Project Record DQCUEIEEI'ItEItgvDI'I Jobs Now? Jobs
in EAM elines
2
Attach
Complete -
Initial Project Ret%upmlreqegtlﬁ
Details o

Classify Project
as Expense or
Capital

—

Corporate
Project
Classification
suidelines

Add Project
Related
Approval Data

Project Quality

Set Multi-Year
Annual
Budgets

esl  Add / Copy
Project Records

rd
Multi-Year es
Project?

Set[{nitial
Overall Project
Budget

System

Administration Accounting

Guidelines

blo

Define Project

& Spending e Proje
Authorization “’S‘:t‘:r?j‘é&u;;'?g Authorization
elines

Plan Projett. ye Project
Before Resource
. horizati‘ Development

1 Add or update a project record in EAM.

2 Completeinitial project details.

3 Classify the project expense type (expense or capital).

4 Verify compliance with corporate project guidelines.

5 Add project-related approva data.

6 Review and follow quality and spending authorization guidelines.
7  Define the project accounting structure.

8 Review and follow project accounting guidelines.

9 Settheinitial overall project budget.

10 Set annua budgets for a multi-year project.
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11 Attach required files to the project record.

12 Review and follow supporting documentation guidelines for the project.

13 Set up project jobs.

14 Add or copy recordsif other business units need the project.

Project Accounting 297

15 Develop project resources to plan the project before authorization.

16 Obtain authorization for the project.

Project Browse

Access this browse from Finance|Projects. Use it to organize and display records, to access

supporting functions, export to Excel, and to access existing or create new projects.

Fig. 7.2
Project Browse

& Applications

Menu Search
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#{7 Purchasing
=¥ Finance

#47 Accounting
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4 ’—l—‘
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Build Die 101 for TCA
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fooan Project v a route Hi Autharized T 070202008
1040% ey Produst Line 0 FINC 06172009
il Training Project 20,000 INITIA FINC 11/08/2009
Delta new project 0 0602003
IP-101 Interenal Project H Authorized 11/30/2009
ML tdove Line 1 INITIA FRouting 076009
L1022 b Line 1 INITIA Routing

ML2 ML2 INITIA Authorized

Hewpro neviproject i Aithorized 08312002

CFJ-202

INITIAL | |

INITIAL

3 PLF202 Build Die 202 for TCA, INITIA Authorized
PCF303 Build Die 202 for TCA INITIA Authorized
Q123w New Tool Crib 0 Suthorized 06012009
iExce\ Export I._‘:‘.J Frint ‘ | Hew /Ed\t
4 Action = | Find & | Default 120
JobMa # | Description Status  Locked?
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Project Action Menu

Fig. 7.3
Project Action Menu

fiction ~|| Find

Paost Labaor

Capy Praject
Change Status
LackfUnlock.
Refresh
Reopen
Reallocate
Madify Budget
Rewverse Labaor

Submit Routing

Post Labor

Use Post Labor to charge employees' time against the highlighted project and selected job.

Copy Project

Use Copy Project to use details and attached documents from this project as atemplate for a new
project.

Fig. 7.4
Copy Project

Copy Project

Site Code

Mew Project Mo

Expensze Accounts

Altachments

Jobs
Wwhork Orders
Requisitions

Stores Req Lists

(] 8 ] [ Cancel

Change Status

Use Change Status to cancel or close a project.

Note You cannot cancel a project with open charges.
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Lock/ Unlock

Use Lock to prevent any additional charges against the project. Use Unlock to resume making
charges against the project.

Note If the project has an owner, only the owner (or member of the owner group) is able to
lock/unlock a project.

Refresh

Use Refresh to display all the charges made to the project.

Reopen

Use Reopen to change the status of a closed or cancelled project to make additional changes or
charges.

Reallocate

Use Redllocate to reallocate funds to another project.

Modify Budget

Use Modify Budget to revise the overall budget for this project.

Reverse Labor

Use Reverse Labor to remove employee charges against this project and selected job.

Submit Routing

Use this action to begin the authorization routing process for this project.

Project Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig.7.5
Project Right-Click Menu

Select al
Add Record To Browse

Mew

Edit

Colurns 3

Post Labor
Copy Project
Change Status
LackiUnlock,
Refresh
Reopen
Reallocate
Maodify Budget

Reverse Labor

Subrnit Routing

New

Use New to open the project record detail to create a new record.
Edit

Use Edit to open the project record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Post Labor, Copy Project, Change Status, Lock/Unlack, Refresh, Reopen, Reallocate, M odify
Budget, Reverse Labor, and Submit Routing are options from the Action menu.

Project Record Detail

The record detail contains all information about this project. The project number and current site
display over all associated tabs.
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Fig.7.6
Project Record Detail

Home | Projects | Site: US-4-1, Project MNo: PUS- ‘

Site U541 Project No

Project Accounting

PUS-41P101

action ~ | b | ) | @
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Auth By

Req App Gip
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Creating a Project Record

1 Click New to open ablank project record.

301

Assign the project number. If it existsin the QAD ERP application, use the same number.

2
3 Verify the current site.
4

Enter information in relevant fields on the tabs.

5 Click Save.

Editing a Project Record

1 Double-click arecord from the browse or click Edit to open the project record detail.

Verify the project number.

2
3 Verify the current site.
4

Enter information in relevant fields on the tabs.

5 Click Save.

Project Tabs

Projects contains six tabs: General, Cost, Customer Funding, Program, Lifetime Budget, and User

Defined.
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Project Tab: General

Use this tab to view or change information about the project, including details, codes, tax, and
authorization.

Fig. 7.7
Project: General Tab

General | Cost | Customer Funding || Program | Lifetime Budget | User Def

Detall

Diescription Mew Product Line for ‘Work Center 3

Start Date 77142008 - Est Comp Date | 11,20/20m -
Fev Comp Date [hone) - Act Comp Date
Expense Type | Capital - Status IMITIAL

Funding Type Company Funded -

Codes

Bus Segment | ErhCapPri %] Erhancemert Capital Proje Assigned JBRYANT L JEAMNIE BRYANT
Mofify JBRYANT +| JEANNIE BRYANT Duiner

Type Erh +.| Enhancement Project

Tan

Tawable? Tax Code

Tax Class Taw Usage

Authorization

Auth? Auth Status

Auth By Proj &ppr Grp

Feq ppr Grp Stores Appr Grp

Description. Enter an alphanumeric description of the project.

Start Date. Enter the planned start date of the project. The project manager uses this data for
planning and reference purposes.

Estimated Completion Date. Enter the estimated completion date of the project. Use this data
for planning and reference purposes. After you complete and close the project, compare this
date to the revised and actual completion date to measure success in planning and scheduling.

Revised Completion Date. Enter a revised completion date from the estimated completion
date.

Note Usethisdatein reporting, to compare the estimated completion date with the actual
completion date.

Actual Completion Date. This system-assigned date indicates when the project was completed.
Compare the actual completion date to the estimated completion date. Review the compl eted
date to measure success in planning and scheduling.

Note If you reopen aclosed project, the system clears the actual completed date field.

Expense Type. Select the expense type, Capital or Expense.

All projects default to Expense. If there is requisition authorization, expense type specifiesthe
approval processfor aproject requisition. In User Maintenance, each user has a spending limit
for two types of requisitions: expense or capital. The requisition type determines the kind of
[imit the individual has.
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Status. Thisfield displays the user-defined project status. Initial project status defaults from
the Default? check box from Finance|Codes|Projects|Status. Project status cannot be closed or
canceled for awork order, stores requisition, or purchase order to reference that project. To
receive and issue parts or distribute labor against a project number, the project status cannot be
closed or canceled, and must be approved (if authorization of projectsis required under
System Admin|System Control Maintenance|Sites|<site>|Maintenance tab|Proj Auth?).

If the email check box is selected on Finance|Codes|Projects|Statuses, the system e-mails
users designated to notify of the change.

Funding Type. Select the funding type (customer, company, both, or internal) from the list.

Business Segment. Business Segment can represent a plant or group of plants. With
customer-funded projects, the business segment may be a client. You may have specialized
Business Segments that operate as units distinct from the financial accounting structure of
departments or cost centers. These concentrate on particular tasks. Assign a Business Segment
to aproject to track which ones initiate particular capital projects.

Assigned. Thisfield displays the employee assigned to this project. The assigned and the user
or group to notify are often the same person.

Notify. Enter auser or mail group to receive e-mail notifications about spending limit warnings
and changes in status of the project. This user receives e-mail notifications about changesin
the status of the project and any spending limit warnings. Typicaly, thisis the same person as
the assigned. All individual or group usersin this field are notified through e-mail when a
project is authorized and open to spending.

Owner. The user ID or owner group specified in thisfield identifies the owners of this project.
The owner field adds security to each project record. If the owner field is blank for agiven
project record, any user with security to update projects can update this project. If the owner is
asingle user, then only that user can update that project. If the owner is an owner group, then
any member of that group can update the project.

Type. Enter a user-defined code to classify the project.

Taxable? Select thischeck box for ataxable project. The taxable check box overridesall other
tax settings for all project purchases.

Tax Code. Thisfield displays aproject’s tax code. Assign a project tax code if aproject istax
exempt or has areduced tax rate. All purchases for a project inherit the project tax code,
instead of the one from the Vendor, Inventory, or Ship To record.

Tax Class. The system copies the default tax class to the project.
Tax Usage. The system copies the default tax usage to the project.
Authorized? The system indicates whether the project has been authorized.

Authorization Status. Thisfield displays the authorization status of the project.

The status remains blank if the authorization has not been started. If the project isin the
routing process, the statusisrouting. If it is authorized, the status is authorized.
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Project Approval Group. A code identifying a group of users who make up a project approval
group. If projects require authorization, select a project approval group to designate who
receives the request for authorization. The system routes the authorization request to that
group. The project approval group receives e-mail about the request and can approve or
disapprove the project.

Note Thisfieldisrequired to submit authorization routing for a project.

Authorized By. Thisfield displays the user who approved the project. Thisfield identifies the
final project approver.

Requisition Approval Group. This code identifies the requisition approval group for this
project. Usersin this group receives e-mail requests for authorization of all requisitions
associated with this project.

If you select the Project Requisition Limit check box in System Admin|System Control
Maintenance|Sites|<site>|Misc tab|Project Req Auth option, EAM uses the Req Project Limit
value.

Stores Approval Group. Enter the stores requisition approval group for this project. Thisfield
designates which approval group to use when authorizing a stores requisition list that
references a project. Unlike most fields in Project Maintenance, copying a project does not
copy the stores approval group. Changing the stores approval group field createsarevision for
the project if project revision control is active.

If the Stores Auth? field is set to either Projects or All at System Admin|System Control
Maintenance|Sites|<site>|More Inv tab, you cannot issue parts to a Stores Requisition List that
references this Project unless the Stores Requisition is Authorized.

Project Tab: Cost

Use this tab to list unique accounting data for a project.

Fig. 7.8
Project: Cost Tab

General Cost Cusgtormer Funding | Prograrm | Lifetime Budaet | User Def

Detail
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Original Budget. Thisfield displays the value entered in Modify Budget action. This value
records the original or updated project budget.

Net Budget. This amount includes the original budget plus or minus any reallocations.

Original Estimate. Thisfield displays the original cost estimate for the whole project. This
number is an estimate to reference as the project progresses. At the close of the project, it helps
project managers detect discrepancies in estimates against the actual amount. Managers use
the information to better estimate future projects and to investigate reasons for estimate
discrepancies.

Spending Limit. Use this amount as a cap for overall spending on the project. It does not flow
up from the jobs spending limit; you may want a spending limit for larger jobs but not for
smaller jobs.

Authorized Spending. This value indicates the authorized amount for the current project. This
value remains the same even if the budget is modified.

Warning Limit. Thisfield displays an amount set by the project manager as a budgetary
warning point. The system issues an e-mail warning to the user or group to notify when
expenses reach this amount.

Spending Estimate. Enter the estimated amount to spend.

Planned Purchase. Thisfield displaysthe total cost of all planned, unauthorized purchase
requisitions for the project.

Authorized Purchase. Thisfield displays the total cost of all planned, authorized requisitions
that reference the project, calculated by EAM.

Committed. Thisfield displays the total value of ordered purchase orders minus any receipts
against the purchase order.

Balance to Commit. Thisfield displays the total of uncommitted authorized funds.
% Utilized. Thisfield displays the committed amount as a percent of the authorized amount.

Received. The system calculates the total sum of all received purchases associated with the
project.

Labor Cost. Thisfield displays the labor transactions total charged to the project.

Internal Material Cost. Thisfield displays the sum of al direct issues from inventory (not
through arequisition) for the project.

External Material Cost. Thisfield displays the project parts total, minus tax, for auto-issue
receipt transactions only.

Contractor Cost. Thisfield displays the project’s outside contractor services total, minus tax.
This represents receipt transactions for all auto-issue requisitions marked as Contractor.

Tax Cost. Thisfield displays tax associated with any costs from external material and
contractor services.

Manual Cost. Thisvalueis calculated as the sum of all manual GL transactions for the project.

Total Spent. This field displays the project total for partsissued, services, and labor
transactions.
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Note Theamount in thisfield equalsthe sum of al other cost fields on the tab.
Est to Complete. The system calculates this value as spending estimate minus total spent. Itis
updated when the spending estimate changes or when you refresh the project.
The system recal culates this value when you:
« Change the spending estimate of ajob.
 Cancel ajob.
- Deleteajob.
- Reopen ajob.
Recalculating field values also creates revisionsif revision control is active.
Planned Internal. Thisfield displays the total planned cost of |abor and material.
Vouchered (Cost). Thisfield displays the amount vouchered against project purchase orders.
Displays the amount AP has prepared for payment.

Note Vouchered amounts come from the QAD ERP application. You cannot edit vouchered
amountsin EAM. If you do not use the QAD ERP application interface, vouchered fields
awaysequal 0.

% Spending Est. Thisfield displays the Site’'s Calc % Spend Est field (under System Site
Maintenance) divided by estimated spending.

Note The system recalculates the value of this field when the following job functions or
actions occur:

« Change the spending estimate of ajob.

« Cancel ajob.

- Deleteajob.

- Reopen ajob.
Recalculating field values also creates revisions, if revision control is active.
View, interms of a percentage, how close expenditures are to reaching the estimated spending
for the project.
Over Spend Est. Thisfield displays a percentage of how much beyond the estimate project
expenses have gone.

Note The system recalculates this value when any of the following job functions or actions
occur:

« Change the spending estimate of ajob.

« Cancel ajob.

- Deleteajob.

- Reopen ajob.
Recalculating field values also creates arevision, if revision control is active. Thisfigure
notifies managers when the project exceeds estimated spending and by what percentage.

Expense Site. Thisfield displays the site with the costing structure that is charged to expense
against this project. By selecting an expense site for this project, you restrict expenses to only
this expense site.
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Dept. Thisfield displays the primary department associated with the project.

Cost Center. Thisfield displays the primary project cost center from the project expense
accounts sub-detail. The primary cost center copies to various transactions, such as
purchasing, labor, and parts issued for this project.

Acct No. Thisfield displays the primary expense account from the project expense account
sub-detail.

Sub Acct No. Thisfield displays the primary expense sub-account from the project expense
accounts sub-detail.

Project Tab: Customer Funding

Use the Project Customer Funding tab to track information against customer funded projectsin
EAM.

Fig. 7.9
Project: Customer Funding Tab

13;| Program || Lifetirne Budaet | User Def

Cetail

Original Budget | Spending Limit | 1500

Auth Spending | g Funded &mt | g

Invaice &mt | g Reimburse Amt |

wiite Off &mt | g Unfunded &mt | g

Met Cost To-Date | g Funded Statuz -

I argin il

Original Budget. Thisfield displaysthe origina budget estimate from the Cost tab, or updated
with the Modify Budget action.

Spending Limit. Thisfield displays data from the spending limit field on the Cost tab.

Auth Spending. Thisfield displaysthe current amount authorized on this project from the Cost
tab.

Funded Amount. This field displays the Customer PO amount from Scheduled Payments POs
on the Projects submenu.

Invoice Amount. Thisfield displays the amount invoiced to the customer from QAD ERP.
EAM calculates this amount based on the total amount invoiced from Invoices displayed in the
Projects submenu.

Reimburse Amount. This field displays the amount received as customer payments against
invoices for reimbursement downloaded from QAD ERP.

Write Off Amount. Thisfield displays the total of write-offs from the Projects submenu.

Unfunded Amount. Thisfield displays the authorized amount minus (Funded Amt + Write off
amounts).

Net Cost-to-Date. EAM subtracts the reimbursement amount from the total amount on the
Costs tab.
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Funded Status. EAM displays funded, unfunded, or partial. If Funded Amt has avalue of 0,
the status displays as Unfunded. If the field Unfunded Amt has avalue of zero, and the Funded
Amt contains avalue, the status displays as Funded. If thereis avalue in both the Funded Amt
and the Unfunded Amt fields, the status displays as Partial.

Margin. EAM subtracts spending estimate from total funded amount to calculate thisfield.

Project Tab: Program

Use the Project Program tab to track information against project programsin EAM.

Fig. 7.10
Project: Program Tab

1} Lifstime Budget | User Def

Cetail
Program Mo Fev Level

Feporting 1D Project Title
Frogram Type - Aszzet Life
Program Mame Model Vear
Customer Ref Mo End Item Part Mo
Description Cust Buginess Grp
CEM Bill To Customer
Program Manager Account Manager
PG Controller Program Buyer

Farm Preparer

Program No. Enter the project program number in thisfield.
Rev Level. Enter therevision level in thisfield.
Reporting ID. Usethis ID to filter groups of projects.

Project Title. Enter the project title. For example, it can be a combination of the OEM,
program name, model year, part name, and end item number for customer-funded projects.

Program Type. Select Forward or Current model from the list.
Asset Life. Enter the remaining life of the program.

Program Name. Enter the customer program name.

Model Year. Enter the model year for the customer program.
Customer Ref Number. Enter the customer reference number.

End Item Part No. Enter the Original Equipment Manufacturer’s (OEM) End Item Part
Number from the PO if thisis a customer-funded project.

Description. Enter the program description.
Cust Business Group. Enter the customer business group to work with on this program.
OEM. Enter the Original Equipment Manufacturer.

Bill To Customer. Enter the name of the customer, normally the customer issuing the PO, to
whom to hill the project costs.
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Program Manager. Select the program manager from the list of EAM User IDs.

Account Manager. Select the account manager from the list of EAM User IDs.

PG Controller. Select the program controller from the list of EAM User IDs.

Program Buyer. Select the program buyer from the list of EAM User IDs.

Form Preparer. Select the form preparer from the list of EAM User IDs.

Project Tab: Lifetime Budget

Use the Project Lifetime Budget tab to track information against its lifetime budget in EAM.

Fig. 7.11
Project: Lifetime Budget Tab

i User Def

Original
Orig Budget il
Reallocations

+ a

a

Met
Met Budget il

Orig Budget. Thisfield displays the original budget estimate from the Cost tab or updated

using the Modify Budget Action.

+. Thisvaueincludes additions to the project budget from other projects through reallocation.
The value is added to the Orig Budget to calcul ate the Net Budget.

-. This value includes subtractions from the project budget to other projects through
reallocation. EAM subtracts reall ocated amounts from the Original Budget to cal culate the Net

Budget.

Net Budget. EAM displays the original budget recalculated against reallocations.

Project Tab: User-Defined

Use the Project User-Defined tab to track information against specific projectsin EAM. There are

ten user-defined fields.

Fig. 7.12
Project: User-Defined Tab

|Genera| || Cost || Customer Funding ” Program " Lifetime Budget | Uiser Daf

Uszer Defined Fields

Proj Char 1

Proj Char 3

Proj Date [one]
Fioj Dec 1

Proj Int 1

0.0000

Proj Char 2
Proj Char 4
Froj Logical
FrojDec 2

ProjInt 2

0.0000

Character 1/2. These are user-defined character fields, validated against tables that you add.
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Character 3/4. These are free-form user-defined character fields, not validated against tables.

Decimal 1/2. These are user-defined decimal fields for projects.

Integer 1/2. These are user-defined integer fields for projects.

Enable/Disable Logic. Thisis a user-defined check box.

Projects Submenu

The currently active menu option displays an underlined text label. For example, the active option

below is Detail.

Fig. 7.13
Projects Submenu

FProjects

&

Detail

Motes

Whork Orders
Routing

Expenze Accounts
Requizitions

E quipment

Storez Req Listz
Cost Analyzis
Annual Budget
Scheduled Payments S0z

Scheduled Payments POs

Invoices
wribe OFfz
Projects Submenu Purpose
Detail Use this option to open the tabbed view of the project.
Notes Use this option to add notes about the project.
Work Orders Use this option to display alist of al work orders
associated with this project.
Routing Use this option to display alist of all routings associated
with this project.
Expense Accounts Use this option to display or add alist of al expense
accounts associated with this project.

M QAD




Project Accounting

Projects Submenu Purpose

Requisitions Use this option to display or add alist of al requisitions
associated with this project’s jobs.

Equipment Use this option to display or add alist of al equipment

associated with this project.

Stores Requisition Lists

Usethisoption to display alist of all storesrequisition lists
associated with this project.

Cost Analysis

Use this option to display cumulative and detailed [abor,
material, contractor, and manual journal entry costs
associated with this project.

Annual Budget

Use this option to display annual budget details for this
project.

Scheduled Payments SOs | Use this option to display scheduled payments for sales
orders from the customer. Use action SO Ship to complete
the scheduled sales order payment.

Scheduled Payments POs | Usethis option to display scheduled paymentsfor purchase
orders from the customer. Use action Complete Payment to
complete the selected scheduled payment.

Invoices Use this option to display invoices for this project.

Write Offs Use this option to display write offs for this project.

Jobs

311

Use jobsto break projects down into sub-categories. An individual job may be a different phase of

aproject, each with its own estimated amount, planned amounts, and actual costs.

Setting Up a Job

Fig. 7.14
Set Up Job Process Map
Set I.I]zgsmje(t | Engineering Finance Engineering
Project
Add /Update Supporting
Jobs in EAM Documentation
elines
Complete Job Attach Files for Set Up Jobs for
Details Job to Project Each Part
Classify Job as Set Initial Job Capital s Set Up Jobs for
Expense or Spendin 4 2 I%
pital Domite q Tm%:ng? Each Part
Corporate Job Project
Classification Accounting
uidelines fuwde}in&s
Add Job Add Job a
System 4 Prototype &  Add Parent
i Related Accounting E
BAdministration Approval Data Struchurs Tooling? Jobs
o

Praject Quality
& Spending
Authorization
suidelines

S

Project
Initiation

MNQAD



312 User Guide — Enterprise Asset Management

1 Addor edit ajob record, if needed.
2 Complete job details.
3 Classify the job expense type (expense or capital).
4 Verify compliance with corporate job classification guidelines.
5 Add job-related approval data.
6 Review and follow quality and spending authorization guidelines.
7 Add thejob accounting structure.
8 Review and follow project accounting guidelines.
9 Settheinitia job spending limits.
10 Attach required files for the job to the project record.
11 Review and follow supporting documentation guidelines for projects and jobs.
12 Set up customer funded tooling jobs
a Setupjobsfor each part.
13 Set up capital tooling jobs
a Setupjobsfor each part.
14 Set up prototype tooling jobs
a Set up parent jobs.

15 Initiate the project and the jobs

Job Browse

Access this browse from Finance|Projects. It is the bottom browse in aproject display. Useit to
organize and display records, to access supporting functions, export to Excel, and to access
existing or create new records.
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Fig. 7.15
Project Browse

AI(““T““‘W
= |Home *|Projects *

Project Accounting

Merw Search 5 Excel Export. (=4 Print | ] Mew g#Edit
5 Maintenance Action - | Find & |Ste 10000 ~ Fiter = ALl ~ Default
3 Inventory
T Purchasing Froject No # | Description Status |Locked?  AuthStatus | Type Start Date
507 Finance 1 Deseription for 1t 1000 i}
e Frojects 10000 Froject v aroute Nt Buthorized T 07A02/2008
+ h Accounting 104000 New Froduct Line i} FINC 060152003
#H Tar 250 Training Frojact 20,0011 INITI&, FING 11082003
5 Dverhead Delta newproject 0 0602003
5 Groups
C dp IP-101 Interenal Froject H Authorized 1173062009
o odes
|_-“v_- Inercampany Accounts hdLl bdove Line 1 INITIA Routing OTNE2009
& 5 Generd MLI022 Move Line 1 INITI&, Routing
) Andlysis ML ML INITI& Authorized
1 () Syslem Admirishalion Newprg] nawprojact 0 Authorized 0813172002

PCF-101

Build Die: 101 for TCA

Authorized

£7 FCFRa0z Euild Die 202 far TCA INITI& Authorized
i PCROZ Build Die 202 for TCA INITIA Athorized
oo Newr Tool Crib a Authorized 06172009
@ Excel Export l.,‘_g‘J Pink | ] Mew g#Edit
& ction = | Find @ | Defauk =20

Job Mo # | Description

CRJ-202

Status | Locked?
INITIAL | |

INITIAL

Job Action Menu

Fig. 7.16
Job Action Menu

Ackion -

Lock,

Reopen

Change Skatus

Lock

313

Use this option to bar charges against this job. You can continue to plan and associate documents

such as work orders with this job.

Reopen

Use this option to reopen suspended jobs.

Change Status

Use this option to close or cancel ajob or assign another user-defined status. You cannot cancel a

job with active expenses.

Job Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 7.17
Job Right-Click Menu

Select Al
Add Record To Browse

Mew

Edit

Colurns 3

Lack.
Recpen

Change Status

New

Use New to open the job record detail to create a new record.
Edit

Use Edit to open the job record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Lock, Reopen, and Change Status are options from the Action menu.

Job Record Detail

The record detail contains al information about this job. The project number and current site
display over all associated tabs.

Fig. 7.18
Job Record Detail
Details [ Amounts ey Dot
Detail L
stals & Costbnabsis
Activity o @ Admiristration Description <
Ewpense Site | 10000 @ Dept PROD a [Z Reaustions
CostCenter | a0 G AcctNo 5100 @ [ work Orders
SubAcctMa (1000 O] AcctTypeDesc ETJ Equipment
Status INITIAL o ComponentPat | 1m [ stores Rea Lists
Exp Type . Completed?
Capitalizz Date | 2/28/2010 .| JobTeee it1
Fleq Appr Gip | ga Hsset? i
Asset Mo

Creating a Job Record
1 Click New to open ablank job record.
2 Assign the job number.

3 Veify the current site.
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Enter information in relevant fields on the tabs.

Click Save.

Editing a Job Record

1 Double-click arecord from the browse or click Edit to open the job record detail.
2 Verify or change the job number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Job Tabs

Jobs contains two tabs; Details and Amounts.

Job Tab: Details

Use this tab to apply expense accounting detailsto ajob.

Fig

.7.19

Job: Details Tab

|Is Arnounts

Details
Activity 032 L | Set & Test Equipment Description Charges against project without a job
Expense Site | 10000 0L Diept 4000
Cost Center 4100 2\ oot Ho G200
SubdcctMo | popz 0 Aect Type Desc
Status i} 2 Component Part
Exp Tope 7 Completed?
Capitalize Date Job Type
Fieq &ppr Gra Agzet?

Agget No

Activity. Thisfield displays the activity code for thisjob. Activity codes are set up to make it
easier for the creator of jobs. Since an expense accounting structure can be linked to a pre-
established Activity code, the user need not be familiar with the accounting information. The
user simply selects the activity and the system pulls in the appropriate expense accounting
structure.

Description. Thisfield contains a description of the job, to clarify project phases.

Expense Site. Thisfield displays the site with the costing structure that is charged to expense
against thisjob. Use the expense site for this job’s project.

Dept. Enter the department associated with the job.

Cost Center. Enter the default job cost center. The default cost center copies to various
transactions, such as purchasing requisitions, labor postings, and parts issued for this project’'s
job.
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Acct No. Enter the expense account for this job. Selecting this account number assignsit all
chargesfor thisjob. If thisfield is blank, expenses go to alist of project accounts.

Sub Acct No. Thisfield displays the sub-account to expense for this job. By selecting a sub-
account for this project, you restrict expenses to the job to use only this sub-account.

Account Type Description. Displays the account type description associated with the account
number selected. Examples are Asset or Expense.

Status. This field displays the current user-defined project status of the job. If the job statusis
closed or cancelled, you cannot expense anything against the job.

Component Part. Enter the component part, which isthe part number being built by thetool. It
isamanually entered field.

Completed? This check box indicates whether the project is complete.

Exp Type. Select this check box to indicate that thisis an expense, not a capital expenditure.
Capitalize Date. If thisjob creates an asset, indicate its capitalization date.

Job Type. Select the user-defined job type code from the lookup.

Req Appr Group. Enter the requisition approval group at ajob level. EAM overrides the
requisition approval group for the project and uses the one entered at the job level.

Asset? Select this option if an asset will be created from thisjob.
Asset No. Enter the asset number if thisjob produces an asset.

Job Tab: Amounts

Use this tab to input cost data for the job.

Fig. 7.20
Job: Amounts Tab

Amourts

Amounts

Orig Estimate 15000000/ Spending Limit 1,100.0000
“wéarning Limit 9000000 Spending Est 750.0000
Planned Purch 2,000.0000 Auth Purch 0.0000
Committed 0.0000 Received 0.0000
Labor Cost 15.5600 Int bl Cost 0.0000
Ext Mirl Cost 0.0000 Cont Cost 0.0000
Maral Cost 0.0000 Total Spent 155600
Est to Complete 34,4400 Wouchered 0.0000

Orig Estimate. Enter an original estimate of the total job cost.
Spending Limit. Enter the spending limit for thisjob.

Warning Limit. Thisfield displays an amount set by the project manager as a budgetary
warning point. The system issues an e-mail warning to the user or group from the project’s
General tab to notify when expenses reach this amount.

Spending Estimate. Enter the estimated amount to spend for this job.
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Planned Purchase. The system calculates total cost of al planned, unauthorized purchase
requisitions for the job. If you do not use requisition routings, the sum is the total cost of all
planned requisitions for the job.

Authorized Purch. Thisfield displays the sum of thetotal cost of all planned, authorized
requisitions that reference the job, calculated by EAM.

Committed. Thisfield displays the total value of ordered purchase orders for this job minus
any receipts against the purchase order.

Received. The system calculates the total sum of all received purchases associated to the job.
Labor Cost. Thisfield displays the labor transactions total charged to the job.

Internal Material Cost. Thisfield displays the job partstotal, excluding auto-issues through
requisitions.

External Material Cost. Thisfield displays the job partstotal for auto-issue transactions
through requisitions only.

Contractor Cost. Thisfield displaysthe job’s outside contractor servicestotal.

Manual Cost. The system calculates this value as the sum of all journa entries for the job.

Total Spent. Thisfield displays the project total for partsissued, services, and labor
transactions associated with thisjob.

Est to Complete. Thisfield displays the value of Spending Est minus Total Spent. EAM
updates it when Spending Est changes or when you refresh the project.
The system recal culates this value when you:

« Change the spending estimate of thisjob.

 Cancel thisjob.

 Reopen thisjob.
Vouchered. This field displays the amount vouchered against purchase orders associated with
the job.

Note Vouchered amounts come from QAD ERP. You cannot edit vouchered amountsin
EAM. If you do not use the QAD ERP interface, vouchered fields always equal 0.

Jobs Submenu

The currently active menu option displays an underlined text label. For example, the active option
below is Detail.
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Fig. 7.21
Jobs Submenu

S5y Detai

B,

/"5 Cost Analysis

6-) Fequisitions
6-) Wwhork Orders
6-) E quipment
6-) Stores Req Lists

Jobs Submenu Option

Purpose

Detall

Use this option to open the tabbed view of the job.

Cost Analysis Use this option to display cumulative and detailed labor,
material, contractor, and manual journal entry costs
associated with this job.

Requisitions Use this option to display or add alist of al requisitions
associated with this job.

Work Orders Use this option to display or add alist of all work orders
associated with thisjob.

Equipment Use this option to display alist of all equipment associated
with this job.

Stores Req Lists Use this option to display or add alist of all stores

requisition lists associated with thisjob.
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General

This section discusses the following General utilities modul e topics:
General 320

Business Units 321

Set Up Domain, Entity and Site Data 322

Sites 331

Codes 337

Groups 354
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General

Use General to administer and maintain system files and tools such as:
» Business units
- Domain, entity, and site relationships
» Codes

Employees

Groups

Fig. 8.1
General Menu

F Applic

Menu Search

+7) Maintenance
+7) Inventary
+ 7 Purchasing
+ 7 Finance
=Risd General
—I-| ¥ Business Units

[ Business Segments
@ Diomain
|'i~_3 Sites
=% Codes
[ Caountries
[ Languages
|'i~_J Sizes
|'i~_3 Fricrities
|'i;3 M anufacturers
[ Swstemsdtasemblies
=1 ™ Employee
|'i~-J SB Emp 1
|'i-) SBEmp 2
EQ Employees
=J-| % Groups
EY Mail Graup
|'i~_J Owrer Group
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Business Units

Use the Business Units section to create, view, modify, and delete business relation records. The
Domain, Entity and Site codes you set up in EAM should match those added in the QAD ERP
application.

Business Segments

An organization may have specialized Business Segments that operate as distinct units,
concentrating on particular interests or tasks. Managers can track which Business Segments are
initiating capital or expense projects, and identify the driving Business Segments in the Project
module.

In the System Registry, you can add up to eight levels to the Business Segment format. Define the
format based on your organization’s requirements. In addition to having the ability to format the
Business Segment, you can select the length of the Business Segment for atotal of up to fifteen
characters among the eight levels of formatting.

Business Segments Browse

Access this browse from General |[Business Units|Business Segments. Use it to create and modify
entity codes and descriptions.

Fig. 8.2
Business Segments Browse
[ :
- . Homne Business Segmenis
— ! [ Exced Export (= Print
=
b [Fined <% | Fiter ~ ALl
+4] Mantenance
#17 Inventory Bus Segment  ~ Descrption
- pwc}ww EnhExpPrj Enharcament Expanse Proj
#4773 Finance EnhExp Enhancement Expense
=™ General EnhCapFri Enhameement Capitsl Frojec
=" BusssUnis EnhCap : Capita
g Business Segments |
, Enh Enhar-amient
%" Domain
P Cas Cptsegpin Flant lewel
B Codes CptDinCO Corporake Die Co Dwmed
%" Countries CptbieCF Comporate Dée CF
%" Languages CptDie Coiporate Die
%' Descriptor Types ot e
%" Dezcriplor Defindions

BusSegment. A fifteen-character field that is used to enter a Business Segment code. The
format of the Bus Segment changes to display dashes, depending on the format definitionsin
the System Registry.

Description. Description usually includes the name of the business segment.

Business Segments Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 8.3
Business Segments Right-Click Menu

New

Use New to open the business segment record detail to create a new record.
Edit

Use Edit to open the business segment record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Set Up Domain, Entity and Site Data

Set Up Business Units and Access to EAM Process Map

Fig. 8.4
Set Up Business Units and Access to EAM Process Map

. . Eam
Srrgleseritation Pkt
Team

€ ) Lnk Logen o e Eat
r Site & Add L L] Managa
| Dateuh thn |+%h:] 4 wanJ s iz
Dufirns
o #  Oosiness —
Tegmealy

1 Set up one or more domain codes.
2 Set up one or more entity codes.

3 Set up one or more site codes.
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4 Add new site to the sysadm user-subdetail .

5 Copy an existing role to the new site.

6 Logonto new site and edit or set up required roles.
7 Link user sysadm to new security group.

8 Logontonew site and set up required roles.

9 Link user sysadm to new required roles.

10 Set up business segment codes.

Domain Browse

Access this browse from General|Business Units|Domain. Use it to organize and display records,
to access supporting functions, and to edit or create new records.This datais important when EAM
integrates with the QAD ERP system.

Fig. 8.5
Domain Browse

Home Diarmain X
s [ Excel Export. (S5 Prink. 1 Add To Fayourks New o Edt
=@l Fird % | Fiter = -
9 Manlenance L=A Deefault
+ Ireventone Dromain ~ | Description Language Base Cunency
; Puchasing [TET USa Damms for QAD WiEE
#47 Fnance
=T General B3 Exced Export (55 Prink. o Add To Favourke New
=" Bumness Urds = . -
[ Business Segments Find |, Default =20
= Domain Enkity # | Descrphon
= Sikes [TE:27% U= Demo Entity for Domain USAin 0AD EE
®1{Z Codes UsA0 Frimacy Entity fos U5 Domain in QAD EE
= Z e us-B US-B Dimo Entity for Dorvain USiin A0 EE
i3 OGS
& ch Paswioid us-C U5 Desno Entity for Domeain USAin 0AD EE
Y Analsis Us-b W50 Do Entity for Domain USA 0AD EE
B System Administiation
3 Find L. - -
S Entty |Ske Desciption NStock Acct Mo

Highlight adomain in the upper browse. The middle browse displays entities associated with the
domain. The lower browse displays the sites associated with the entity.

Creating a Domain Record

1 Click New in the upper browse to open a blank domain record. Assign adomain code to match
one set upin QAD ERP.

2 Enter information in relevant fields on the tabs.

3 Click Save.
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Editing a Domain Record

1 Double-click arecord in the upper browse or click Edit to open the domain record detail.
2 Enter information in relevant fields on the tabs.

3 Click Save.

Creating an Entity Record

1 Click New in the middie browse to open ablank entity record. Assign an entity code to match
one set upin QAD ERP.

2 Enter an entity description. The system automatically saves the record.

Editing an Entity Record

1 Double-click the entity description in the middle browse to edit.

2 Enter or update the entity description. The system automatically saves the updated description.

Creating a Site Record

1 Click New in the lower browse to open a new site record. Assign a site code to match one set
upin QAD ERP.

2 Enter asite description. The system automatically saves the record.

Editing a Site Record

1 Double-click the site description in the lower browse to edit.

2 Enter or update the site description. The system automatically saves the updated description.

Domain Right-Click Menu

The right-click menu contains administrative functions.

Fig. 8.6
Entity Right-click Menu

New

Edit

Columns »

New

Use New to open the entity browse to create a new record.
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Edit

Use Edit to open the entity browse to edit the selected record.

Columns

A list of columns available to the entity lower browse displays here. Select a column header to
display it. Clear the column header to hide it.

Domain Record Detail

The record detail contains all information about this domain. Assign a domain code.

Fig. 8.7
Domain Record Detail

Horme Dlormain Clormain: LISA

Domain |USA

Domain Tabs

Domain records contain four tabs: Detail, Maint, Inventory, and PO/Regs. Add new records or edit
existing ones from here, or save. The values and settings apply to just this domain.

Domain Tab: Detail

Enter domain information on the Detail tab.

Fig. 8.8
Domain: Detail Tab

Domsin [usa
H D

 Detail | Maint | Inventory | PO/Regs |

General

Descrphon | USA Dem fos BAD EE | tengusge [1033 =)
MigPRO Integration
Bl To .caupany ShipTo | shipto
Clawsse Type [V ]
Oixtend Integration

Dagbook Code | EAM
Accounting
Fequre CC Requee Acch
Requie Sub Acct
SAF
Default ltem Type [ELEC [ 1] S4F Electical ltem Dedfad Suppbet Type [ LOC [ S Local Suppier
Distaut Product Line | Def [] Defauit Product Line
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Domain. Enter a code (maximum 8 characters) identifying a specific domain. Codes are
restricted to the upper and lowercase letters and numbers. A primary domain code must be
unique within a database and across connected databases. EAM domains must match QAD
ERP domains.

Description. Enter a brief name (maximum 14 characters) to associate with thisdomain. This
name must be unigque within a database and across connected databases.

Language. Enter the default language for this domain. The EAM domain language must match
the QAD ERP domain language.

Daybook Code. Enter the daybook code associated with this domain.
Bill To. Thisisthe default bill-to address that is utilized on all POs for this specific domain.
Ship To. Thisisthe address type stored in Addresses in EE to designate ship to addresses.

Clause Type. Refersto the Typefield in QAD Enterprise Edition (EE) master comments. In
EE, master comments can be used in avariety of places. To help organize these comments, a
user-defined type field is used to group them. The ERP InterfacelDownload routine only
displays the EE master comments based on the Clause Type entered into thisfield.

Daybook Code. Enter the daybook code associated with this domain needed for integration
using QXtend.

Require CC. If this option is selected, EAM requires a Cost Center on atransaction.
Require Acct. If thisoption is selected, EAM requires an Account on a transaction.

Require Sub Acct. If this optionis selected, EAM requires a Sub Account on atransaction.

Note You can use the mandatory fields functionality found at System Administration|
Mandatory Fields for a more selective enforcement of this requirement.

Default (SAF) Item Type. Enter a default Item Type code associated with a part transaction.
When EE tells EAM that the Item Type concept is required, EAM finds the parts record
associated with mglt_det and providesthe parts.type _codevalue. If parts.type codeisblank or
no parts record can be found, EAM uses the default found here.

Default (SAF) Supplier Type. Enter a default Supplier Type code associated with a purchasing
transaction. When the Supplier Type concept is required, EAM usesthe mglt_det.po_no to
find the po_header. It then finds the vendor for that po_header and supplies vendor.type code.
If the record cannot be found or the value is blank, EAM uses the default found here.

Default (SAF) Product Line. Enter a default Product Line code associated with a part
purchasing transaction. When the Product Line concept is required, EAM uses mglt_det to
find the relevant parts and po_line and pulls the product_line_no from those records. If the
record cannot be found or the value is blank, EAM uses the default found here.

Note EAM only supports SAF when integrated with EE. EAM does not store SAF details
related to transactions. EAM draws the SAF concepts it needs from EE based on a transaction
line's cost center, account code, and project number. EE then compares those three values to
its SAF Structures and returns the Concepts that EAM must fulfill.
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Domain Tab: Maint

Enter system control information to set up domain-wide parameters on the Maint tab.

Fig. 8.9
Domain: Maint Tab

Detail | Mairt)| Irventore  PORegs

Equpment

Post Equip Lit? NStack BOM?
CIM Load | Readng -

‘Work Ordars / Senvice Requets

Reopen'w05? WO Auth?
SRAuR? o

Fi/Laber Scheduing
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Saturday Pz on'Wiork Daye

PFropect Oplions

Resopen Proects? o

Post Equip List? If this option is selected, the system posts al stock parts with their Add to
BOM? option selected (on the Codes tab of the Inventory screen) to the Equipment Bill of
Materias structure when issued from stores.

NStock BOM? This option controls whether non-stock parts are added to the Bill of Material
(BOM) for any piece of equipment referenced on arequisition. The NStock BOM? option is
disabled and cleared when the Post Equip List? option is cleared.

CIM Load. This option controls whether the Loads DUOM Readings batch job datafile
includes the equipment’s usage, the accumul ated usage for the time frame being reviewed, or
the equipment’s reading, the current meter reading for the DUOM.

Reopen WOs? [f thisoptionis selected, userswith the required rol e setting can reopen awork
order. You can issue parts, distribute labor, and receive and charge POs against the work order.
If awork order is closed or canceled and this option is selected, reopened the work order

before you can make these changes. If the option is cleared, you cannot reopen the work order.

WO Auth? If this option is selected, the work order must be authorized by a user with the
required role setting before any associated parts, labor, or receipts against a PO can be
initiated.

SR Auth? If this option is selected, a Service Request must be authorized by a user with the

required role setting. The Service Request must be authorized before it can become a Work
Order.

PM/Labor Scheduling. Select this option to automatically schedule PMs meeting calendar
criteria, such as specifying holiday closures.
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The selected days of the week are used in scheduling preventative maintenance work orders.
For example, if Saturday is selected, and a PM comes due on a Saturday, the system generates
the PM work order for that Saturday. If Saturday is cleared, the system does not generate the
PM work order. It sets the schedule start date to the next available work day. The system finds
the next available day to schedule that work order.

PM's Wk Day. When aPM is due, the system compares the original scheduled date for the PM
to the Sunday-through-Saturday settings above to determine the actual date.

For example, if the PM is due on a Saturday and Saturday is cleared, the system validates the
PM work schedules. If it is selected, the PM scheduled start date is the next available workday.
If the PM’s Wk Day option is cleared, the system schedules it for Saturday even though the
Saturday is cleared. It schedules the work order for aday that is not scheduled for PM work.

Reopen Projects? Indicate whether users with the required role setting can reopen closed
projects.

Domain Tab: Inventory

Enter system control information to set up domain-wide parameters on the Inventory tab.

Fig. 8.10
Domain: Inventory Tab
Dietail | Maint || Inventory| | POBeqs

Drdeing
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Inv Cost Method. Set the inventory cost method for all sites associated with a domain. EAM
supports the following inventory evaluation methods. FIFO (first in, first out), LIFO (last in,
first out), Weighted Avg (weighted average), and Standard (standard cost). Select one of these
optionsto control how EAM determines the value of the inventory for all items.

Note Do not use the standard cost method.

Cons Reserves? EAM uses this option when calculating the number of parts needed to
replenish inventory based on the reorder point and the management maximum quantities. The
purpose of Consider Reservesisto add (selected) or ignore parts that are reserved for specific
jobs from the stock replenishment run.

Cons Res/Short? The system uses this option if there are currently more parts reserved than
availablein inventory. EAM adds the number of parts reserved and the shortage when
calculating the quantity to be reordered on the stock replenishment run.
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Cons Res Orders? Use this option to add (selected) or ignore the requisitions on-order for
partsthat are reserved for specific jobs from the stock replenishment calculation.

ABC Percent. Specify the relative percentage of inventory value for A, B, or C-type parts.

When the ABC Calculation is run, EAM determines the total value of the inventory based on
the unit cost times the quantity of each part. The system evaluates selected ABC percentages
and assigns each part a classification based onitsindividual valuein relation to the total value.

ABC Days. Specify the number of days used to calculate the next physical inventory due date.
First the system calculates the ABC classification of a part. It adds to the current day the
number of days required between physical inventory counts, establishing the resulting date as
the next physical inventory due date.

Reserve Inv? If this option is selected, EAM automatically reserves all parts on a stores
requisition (work order partslist). When a storesrequisition is created, EAM automatically
reserves all partson thelist. If thisoption is cleared, you can still selectively reserve parts on
specific critical stores requisitions.

Transit? This option determines whether the system uses transit accounts when relocating
parts between sites. If Transit?is cleared, when a part transfer is done from one site, inventory
isautomatically relieved from the original site, and it appearsin the destination site. If Transit?
is selected, when the part isissued from the origina site, it goesinto atransit account (similar
to anintercompany charge account). The part remainsin the From Site'stransit charge account
until the inventory clerk receives the part into the destination site. At receipt, the
corresponding debit and credit is made against the intercompany charge account and moves
the part into the destination site. After the part isin the To Site’s inventory, you can issueiit.

Diff Acct Period. Thisoption determineswhether sites currently in different accounting periods
can process intercompany transactions. If selected, you can processintercompany transactions
between sitesin different accounting periods. If cleared, you can process intercompany
transactions only between sites in the same accounting period.

Reopen Stores? Use this option to determine whether users with the required role access can
select the reopen action on closed stores requisitions. If you need to return itemsto the store
room that were issued but not used for a Stores Requisitions, select this option.

Part Description Protected. Select this check box to copy the original part number and
description to other sites. When this option is selected, other sites cannot update the part
number and description when they use the Copy Parts Across Sites action.

Domain Tab: PO/Reqs

Enter system control information to set up domain-wide parameters on the PO/Regs tab.
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Fig. 8.11
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Any Buyer? With the option selected, any designated buyer in any site in any domain can
modify any approved PO. With the Any Buyer? option cleared, only the Buyer who approved
a PO can modify or edit the purchase order.

Reopen PO/Reqs? Users with the required security setting can reopen PO’s or requisitions
once they have been closed if this option is selected. You cannot make adjustments (such asa
return to vendor, additional receipts) to a closed PO; you must reopen it first.

Base Currency. Select asingle base currency from alookup of valid currencies. All entitiesin
adomain use the same base currency. Transactions in other currencies are converted into the
designated base currency before being passed up to the QAD ERP application.

NStock UOM. Any time a hon-stock item (does not have an EAM Inventory Part record) is
specified on arequisition, the system uses the default unit of measure (UOM) from the parts
record. It is validated from the unit of measure table.

Upd Receiver? This option determines whether users can update purchasing receivers.

EAM providesthe choice of whether areceiver number isautomatically generated. Sometimes
Accounts Payable departments prefer to input the packing slip number as the Receiver
number. If selected, you can manually enter the Receiver number when receiving against a
purchase order. Clear the option to automatically generate a Receiver number.

Receipt Limit? Select this option to receive orders exceeding the cost shown on the purchase
order. When an order exceeds the cost on the purchase order, the system checks the receipt
limit. You can receive the item if the cost does not exceed the specified percentage or amount
(whichever is greater). Enter the percentage, amount, or both.

Receipt Limit%. Enter a percentage to allow an item to be received with more than the original
quantity ordered.

Receipt Limit Amount. Enter an amount to allow an item to be received with more than the
original quantity ordered.

Account Number. Enter the account number.

Sub-account Number. Enter the sub-account number.
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Create PO When? EAM purchase orders are created also in QAD ERP as memo item type
POs. Users can set at what stage they want the PO to appear in QAD ERP, either at create,
authorized, or ordered.

Receiver? Select the software to use for receiver number generation.
EAM Recv. Prefix? Enter the prefix for EAM receiver numbers.

Enforce Buyer Limit. Use the buyer limit with the PO or requisition approval process. Once a
PO or requisition is approved, you can change the cost from what was originally approved.
The buyer limit prevents the buyer from exceeding the approved cost by a percentage above
the approved cost and the designated dollar amount. If exceeded, the system reroutes the PO or
requisition for approval.

Increase Amount. Enter an amount that represents how much abuyer can increase an aready

authorized purchase order or requisition without having to reroute the PO or requisition for

reapproval

Increase %. Enter a percentage that represents how much a buyer can increase an aready
authorized purchase order or requisition without having to reroute the PO or Requisition for

reapproval.

Decrease Amount. Enter an amount that represents how much abuyer can decrease an already
authorized purchase order or requisition without having to reroute the PO or Reguisition for

reapproval.

Increase %. Enter a percentage that represents how much a buyer can decrease an already
authorized purchase order or requisition without having to reroute the PO or Reguisition for

reapproval.

Sites

Sites Browse

Access this browse from General |Business Units|Sites. Use it to organize and display records, to

access supporting functions, and to edit or create new records.

Fig. 8.12
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Creating a Site Record

1 Click New to open ablank site record in the upper browse. Assign a site code to match one set
up in QAD ERP.

2 Enter information in the site description. The system automatically saves the new code.

3 Click Save.

Editing a Site Record

1 Double-click arecord from the site browse to update the site description. The system
automatically saves the new code.

Sites Right-Click Menu

The right-click menu contains administrative functions.

Fig. 8.13
Sites Right-click Menu

Columns »

New

Use New to open the site browse to create a new record.
Edit

Use Edit to open the site browse to edit the selected record.

Columns

A list of columns available to the sites browse displays here. Select a column header to display it.
Clear the column header to hideit.

Site Record Detail

The record detail contains all information about the site.

Site Tabs

Site records contain eight tabs: General, Purchase Order, Inventory, More Inventory, Maintenance,
Authorization Options, Misc, and MFG/PRO Options. Add new records or edit existing onesfrom
here, or save. The values and settings apply to just this site.
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Fig. 8.14
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Site. Enter a code identifying a specific site. Codes are restricted to the characters A-Z, a-z,
and 0-9. A primary Site code must be unique within a database and across connected
databases. EAM sites must match QAD ERP sites.

Description. Enter a brief name to associate with this site. This name must be unigue within a
database and across connected databases.

Create Acct Hist. If this option is selected, the system stores an account activity history.

Create Inv Hist. If this option is selected, the system stores a history of specific part numbers.

Company Name. Enter the official company name. All the information in this section appears
on the purchase order document.

Line 1. Enter thefirst line of the company’s address. This information appears on the purchase

order document.

Line 2. Enter the second line of the company’s address. This information appears on the

purchase order document.

Line 3. Enter the next line of the company’s address. Thisinformation appears on the purchase

order document.

Line 4. Enter the next line of the company’s address. Thisinformation appears on the purchase

order document.

Line 5. Enter the next line of the company’s address. Thisinformation appears on the purchase

order document.

Company Name. Enter the company name. This information appears on the purchase order

document.

Contract GL? If this option is selected, all requisitions that are flagged as contract create a
general ledger transaction in EAM.
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Material GL? If this option is selected, EAM creates agenera ledger entry for al inventory
transactions, such as physical inventories, i ssues, receipts, adjustments, and returnsto stock, as
well as PO receipts and returns to vendor.

Labor GL? If this option is selected, al labor postings create a general ledger transaction in
EAM.

Upd OH Group? If this option is selected, users are allowed to modify the overhead code on
transactionsin EAM

Equip to PM? If this option is selected, filesthat are attached to an equipment record
automatically copy to any PM record associated with that piece of equipment.

Equip to WO? If this option is selected, files that are attached to an equipment record
automatically copy to any work order associated with that piece of equipment.

Inv to Reqg? If this option is selected, files that are attached to an inventory part record
automatically copy to any requisition line record, including that part.

Inv to WO? If this option is selected, files that are attached to an inventory part record
automatically copy to any “fabricated” work orders for that part.

PM to WO? If this option is selected, files that are attached to a PM template record
automatically copy to any work order record created from that PM record.

Equip Rev? If this option is selected, when modifications are made to the equipment record,
revisions are automatically created.

PM Rev? If thisoption is selected, when modifications are made to the PM template record,
revisions are automatically created.

PO Rev? If thisoption is selected, when modifications are made to a purchase order record,
revisions are automatically created.

Project Rev? If this option is selected, when modifications are made to a project, revisions are
automatically created.

Req Rev? If thisoption is sel ected, when modifications are made to areguisition, revisions are
automatically created.

Vendor Rev? If this option is selected, when changes are made to an “ ordered” purchase order,
vendor revisions can be created.

WO Rev? If this option is selected, when modifications are made to awork order record
revisions are automatically created.

Site Tab: Purchase Order

Enter site information on the Purchase Order tab.
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Fig. 8.15
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Stock Dept. At the time that a stock part is received, if that stock part does not have a stock
department number, the system looks up the specific site and looks for a specified stock
department for PO receipts.

Stock CC. At thetimethat a stock part isreceived, if that stock part does not have a stock cost
center, the system looks up the specific site and looks for a stock cost center for PO receipts.

Stock Acct No. At thetime that a stock part isreceived, if that stock part does not have a stock
account number, the system looks up the specific site and looks for a stock account number for
PO receipts.

Stock Sub Acct. At the time that a stock part isreceived, if that stock part does not have a
stock sub-account number, the system looks up the specific site and looks for a stock sub-
account number for PO receipts.

NStock Dept. Non-stock items on requisition lines are automatically set to auto-issue. The user
can specify adepartment number to expense or debit upon receipt of anon-stock item. If oneis
not specified, the system looks up the site’s non-stock PO receipt debit department number
field.

NStock CC. Non-stock items on requisition lines are automatically set to auto-issue. The user
can specify acost center to expense or debit upon receipt of a non-stock item. If oneis not
specified, the system looks up the site’'s non-stock PO receipt debit cost center field.

NStock Acct No. Non-stock items on requisition lines are automatically set to auto-issue. The
user can specify an account number to expense or debit upon receipt of a non-stock item. If
oneis not specified, the system looks up the site’s non-stock PO receipt debit account number
field.

NStock Sub Acct. Non-stock items on requisition lines are automatically set to auto-issue. The
user can specify an sub-account number to expense or debit upon receipt of a non-stock item.
If one is not specified, the system looks up the site’s non-stock PO receipt debit sub-account
number field.
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AP Liab Dept. At thetime that arequisition line item is received from a PO, the stock or non-
stock department is debited or increased and also an off-setting liability is credited for
accounts payable. The system looks at the specific site’'s AP Liability Department Number
against which to credit all inventory receipts.

AP Liab CC. At thetime that arequisition lineitem is received from a PO, the stock or non-
stock cost center isdebited or increased and also an off-setting liahility is credited for accounts
payable. The system looks at the specific site’'s AP Liability CC against which to credit all
inventory receipts.

AP Liab Acct No. At the time that arequisition line item is received from a PO, the stock or
non-stock account number is debited or increased and also an off-setting liability is credited
for accounts payable. The system looks at the specific site’'s AP Liability Acct No against
which to credit all inventory receipts.

AP Liab Sub. At the timethat arequisition lineitem is received from a PO, the stock or non-
stock sub-account number is debited or increased and al so an off-setting liability is credited for
accounts payable. The system looks at the specific site’s AP Liability Sub Acct No against
which to credit all inventory receipts.

Inv Freight? If thisoption is selected, Freight isincluded in the part expense for stock or non-
stock parts. Stock or non-stock parts include the estimated freight percentage on the
requisition as part of their inventoried cost.

Freight Dept . If freight is specified on arequisition line-item, at the time of receipt, the cost of
the freight is distributed to the freight department for the specific site set up here at General|
Business UnitgSites Purchase Order tab.

Freight CC. If freight is specified on arequisition line-item, at the time of receipt, the cost of
the freight is distributed to the freight cost center for the specific site set up here at General|
Business UnitgSites Purchase Order tab.

Freight Acct No. If freight is specified on arequisition line-item, at the time of receipt, the cost
of the freight is distributed to the freight account number for the specific site set up here at
General |Business Units|Sites Purchase Order tab.

Freight Sub Acct. If freight is specified on arequisition line-item, at the time of receipt, the
cost of the freight is distributed to the freight sub-account number for the specific site set up
here at General |Business Unitg|Sites Purchase Order tab.

NStock Freight. Number identifying the additional percent added to a non-stock part’s cost to
cover freight.

Bill To No. The default bill-to address that is used on all POs for the specific site.
Ship To No. The default ship-to address that is used on all POs for the specific site.

Print Clauses? An option that controls whether standard clauses print before or after the line
items on a Purchase Order Document.
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Codes

Use Codesto view or add supporting datato lists of EAM codes, such as countries, languages,
sizes, priorities, manufacturers, and others.

Code formsin this section contain records for lookups on tabs in Maintenance, Inventory, and
Purchasing. Depending on your permissions, you can add or edit existing records.

Countries

The Country lookup displays on the General|Codes tab. You can add or edit codes from the code
form. Country codes apply to all entities and domainsin a database.

Use the Country code to associate countries with addresses.

Fig. 8.16
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Adding a Country Code

1 Click New. Enter a code to identify acountry.

2 Enter the country description. The system automatically saves the new code.

Editing a Country Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
Languages

The Language lookup displays on the General |Codes tab. You can add or edit codes from the code
form.
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Use the Language code to set the default language for your system. All available languages, set up

during installation, display in this lookup.

Fig. 8.17
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Adding a Language Code

1 Click New. Enter acode to identify alanguage.

2 Select the default language. The system automatically saves the new code.

Editing a Language Code

1 Double-click the code to edit.

2 Select anew default language. The system automatically saves the updated code.

Descriptor Types

The Descriptor Types lookup displays on the General|Codes tab. You can add or edit codes from
the code form. The Descriptor Types table is one used to group classifications of descriptor
templates. Descriptor Types are then associated to descriptor definitions or templates found in the
Inventory and Equipment modules.

Fig. 8.18
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Adding a Descriptor Type Code

1 Click New. Enter a code to identify a Descriptor Type.

2 Enter the description. The system automatically saves the new code.

Editing a Descriptor Type Code

1 Double-click the code to edit.

2 Update the Descriptor Type description. The system automatically saves the updated record.

Descriptor Definitions

The Descriptor Types lookup displays on the General[Codes tab. You can add or edit codes from
the code form. Descriptor Definitions are used as away of creating standard technical
documentation for equipment and inventory parts. The descriptor allows usersto set up a standard
template for technical information and then associate it to a number of pieces of equipment or
inventory parts. A given piece of equipment or apart can have multiple descriptors associated with
it. Once the descriptor is associated with a given inventory or equipment record, the user can
update the information on a given field in the template.

Fig. 8.19
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Descriptor Definitions Upper Browse

Add new Descriptor Definitionsin the upper browse.

Creating a Descriptor Definition Record

1 Click New to open a blank Descriptor Definition record.

2 Enter anew descriptor name.

3 Enter the description for the new descriptor code.

4 Enter adescriptor type code in the Desc Type field or click on the lookup icon.

5 Enter the new descriptor’s Kind.
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Note There are only two valid kinds associated with a descriptor: E for equipment and | for
inventory.

6 EAM automatically saves the new code.

Editing a Descriptor Definition Record
1 Click on afield of arecord in the browse.
2 Enter information into relevant fields.

3 EAM automatically saves the updated record.

Descriptor Specifications Lower Browse

Add the Descriptor Specifications for the highlighted Descriptor in the lower browse.

Creating Descriptor Specifications
1 Click New to open ablank Descriptor Specification line.
2 Enter anew Spec label.

3 Enter the data type for the new Spec label. Valid values include:
(Nnteger. It must be awhole number written without a fractional or decimal component.
(D)ecimal. It must contain a decimal component and can be a whole number with adecimal.
Da(t)e. The date entered must be in the MM/DD/YY Y'Y format.
(9)tring. Virtually any combination of letters, numbers, and dates can be entered.

4 EAM fillsin the data type description in the Data Type Desc field.
5 Continue to enter new specification labels until you have all you need.
6 EAM automatically saves the new code.

7 Usethe Move Up and Move Down Actions to change the order of the list of specification
labels.

Editing a Descriptor Definition Record

1 Click on afield of a Descriptor Specification line in the browse.
2 Enter information into relevant fields.
3 EAM automatically saves the updated record.

4 Usethe Move Up and Maove Down Actions to change the order of thelist of specification
labels. Use them as often as needed until you have list of specification labels sorted in the
desired manner.

Note The only opportunity to change the order of the specification labelsis when you are
adding or updating a descriptor. Once attached to a piece of equipment or inventory part, the
order cannot be changed.
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Sizes

The Sizes lookup displays on the General|Codes tab. You can add or edit codes from the code
form.

Use the Size code to define sizes for inventory.

Fig. 8.20
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Adding a Size Code

1 Click New.

2 Enter the description. The system automatically saves the new code.

Editing a Size Code

1 Double-click the code to edit.

2 Update or add the size description. The system automatically saves the updated code.

Priorities

The Priority lookup displays on the General |Codes tab. You can add or edit codes from the code
form.

Use the Priorities code to rank work orders by importance.
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Fig. 8.21
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Adding a Priority Code
1 Click New.

2 Enter the priority and description. The system automatically saves the new code.

Editing a Priority Code
1 Double-click the description to edit.
2 Update the description. The system automatically saves the updated code.

Manufacturers

The Manufacturer lookup displays on the General |Codes tab. You can add or edit codes from the
code form.

Use the Manufacturer code to associate part and equipment records to valid manufacturers.
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Fig. 8.22
Codes. Manufacturer

Home * | Manufacturers |
Lo [ Exced Export. (= Print Aadd To Favieurites M
B _
5 s . Find % | Filter » Mot
#4 Maintenance
4 Inventory Manufachurer  ~  Descnplion
#47) Purchasing WEG ‘Westeren Blectric Group
B Finarce WERSOMN WERSOMN
£ General usi US|
EHG Busmess lnds US MACHINE US MACHINE
=™ Codas - i
A . Unéversal Uniwersal
= Countries
% Languages UNITROL UNITROL
[® Desenptor Types Toyota TOYOTA
[® Descrptor Definitions Tirnkan Timken Manidsoturing
{%' Sizes TERADYNE TERADYNE
[ =reckaacs TENMANT TEMMANT

Adding a Manufacturer Code
1 Click New.

2 Enter the manufacturer and description. The system automatically saves the new code.

Editing a Manufacturer Code
1 Double-click the description to edit.
2 Update the description. The system automatically saves the updated code.

Systems/Assemblies

The System/A ssembly lookup displays on the General |Codes tab. You can add or edit codes from
the code form. Each piece of equipment can have a system and assembly structure. Reference parts
to asystem and assembly at issue.

An example of a System and Assembly is a conveyor, which has major components such as
hydraulic and electrical systems. These components are systems. Within each system are smaller
components, or assemblies. For example, the hydraulic system has components such as a pump or
line. These are classified as assemblies.
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Fig. 8.23
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Adding a System Code
1 Click New. Add a system code from the upper browse.

2 Enter the system and description. EAM automatically saves the new code.

Editing a System Code

1 Double-click the description to edit.

2 Update the system description. The system automatically saves the updated code.

Adding an Assembly Code

1 Highlight a system code on the upper browse.
1 Click New in the lower browse. Add assembly codes.

2 Enter the assembly description. EAM automatically saves the new code.

Editing an Assembly Code
1 Double-click the code to edit.

2 Update the assembly description. The system automatically saves the updated code.
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Employee

Employee codes include Character 1 and Character 2. There are two user-defined lookup tables.
Use user-defined Character 1 and 2 to access your organization’s validation tables for data entry
and selection in the employee file. The system administrator or implementation team defines the
labels for these two fields.

Employee Character 1 and 2

The Employee Character 1 and 2 lookups display in the Employee file. You can add or edit codes
in General|Codes| Employee |Character 1 or Character 2.

Character fields are user-defined. Define the Character 1 and 2 code for custom data; for example,
compensation range.

Fig. 8.24
Codes: Employee Character 1 Code
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Adding an Employee Character 1 or 2 Code

1 Click New.

2 Enter an Employee Character 1 or 2 code and description. The system automatically saves the
new code.

Editing an Employee Character 1 or 2 Code

1 Double-click the code to edit.

2 Update the Employee Character 1 or 2 description. The system automatically saves the
updated code.
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Set Up Employee Data Process Map

Fig. 8.25
Codes: Employee Character 1 Code
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Define Pay
Multigher

1 Establish numbering scheme.
2 Add crew codes.

3 Add craft codes.

4 Add skill codes.

5 Add shift codes.

6 Define pay additives.

7 Define pay multipliers.

8 Define overhead groups.

9 Enter employee data.

Employee Browse

Access this browse from General |[Employee. Use it to organize and display records, to access
supporting functions, and to edit or create new records. The Employee filein EAM iswhere you
set up records on individuals. These employee records can be used to distribute labor, for reference
information, and/or to assign employeesto work orders. The employeeis given aunique employee
number to identify an individual.
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Fig. 8.26
Employee Browse
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Employee Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 8.27
Employee Action Menu

Action - | Find

Paost Labor

Reverse Labar

Post Labor

This action allows the highlighted employee’s time to be charged to a particular activity, such asa
work order or aproject or directly to a department, cost center, and account number.

Reverse Labor

The Reverse action is used to remove previously posted labor charges.

Employee Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 8.28
Employee Right-Click Menu
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Use New to open the Employee record detail to create a new record.

Edit
Use Edit to open the Employee record detail to edit the selected record.

Post Labor and Reverse Labor are options from the Action menu.

Employee Record Detail

Therecord detail contains all information about this employee. The employee number and current
site display over all associated tabs.

Fig. 8.29
Employee Record Detail
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Creating an Employee Record

1 Click New to open a blank Employee record.
2 Verify the current site.

3 Assign the Employee number.

4 Enter information in relevant fields on the tabs.
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5 Click Save.

Editing an Employee Record

1 Double-click arecord from the browse or click Edit to open the employee record detail.
2 Veify the current site.

3 Verify the employee number.

4 Enter or update information in relevant fields on the tabs.

5 Click Save.

Employee Tabs

Employee contains three tabs: Personal, Codes and User Defined.

Employee Tab: Personal

Use this tab to enter personal data about the employee plus accounting data.

Fig. 8.30
Employee Tab: Personal
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Last Name. The employee’s last or surname.

First Name. The employee'sfirst or given name.
Address. The employee's home address.

Address 2. The second line of the employee's address.
City. The city in which the employee lives.

State. The state or province in which the employee lives.
Zip. The postal code used in the employee's address.

Phone. The employee’'s home phone number.
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Second Phone. An employee's second tel ephone number, such as a cell phone or work
extension.

Fax. The employee’'s home fax number.
Country. The country in which the employee lives.

Dept. The department code used when charging an employee’stime. The department number
in the employee’srecord is used on the credit side of the labor posting transaction.

Cost Center. Used as the expense cost center by EAM during alabor posting if no cost center
is specified under the equipment.

Note The equipment cost center is checked by the system first. If oneis not listed under the
equipment, the system looks for a default cost center under the employee.

Acct No. The account number used when charging an employee'stime. The account number in
the employee'srecord is used as the credit side of the transaction.

Sub Acct No. The sub-account number used when charging an employee's time. The sub-
account number in the employee’s record is used as the credit side of the transaction.

Note There aretwo sets of default labor accounting codes in the Site System Maintenance
module on the Labor tabbed page. The first column is labeled Debit, which is used for the
expense accounting codes provided none was used in the labor posting transaction. The second
column is labeled Credit; these accounting codes are used if there are not any in the employee
record.

Employee Tab: Codes

The Codes tab identifies a number of groups to which an employee belongs, such as Craft, Skill,
Crew, and Shift, and also contains pay information, such as Pay Rate and any pay adders.

Fig. 8.31
Employee Tab: Codes
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Pri Craft. Identifies the employee’s primary craft.

Note Itisfrom auser-defined table of crafts. The employee's craft isidentified so that the
system can search for employees with specific crafts during the work order scheduling
process.

Skill. A user-defined table that alows further definition of an employee’s capabilities.
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Note The user can denotethe level of skill an employee has within their craft. 1t becomes
important to know the level of capahility of an employee when scheduling awork order, since
amore senior craftsperson may be needed for amore difficult task.

Crew. A user-defined table, containing crew codes and descriptions, used to identify the group
to which an employee belongs.

Shift. Thisfield contains avalid shift from the standard shifts defined for your system. Thereis
alookup available for thisfield.

Date Hired. The date the employee was hired.
Date Terminated. The date the employee was terminated from employment.

Planner. Select if the employeeis a defined as a planner in EAM.

Note If Planner is selected, the employee shows up on the planners lookup table.

Resp. Select if the employeeislisted as aresponsible individual, in the sense of being
responsible for a group of equipment or group of parts.

Note If Responsibleis selected, thisemployeeislisted when the lookup tableis activated to
search for responsible individuals.

Assigned. Select if the employee can be assigned to maintenance work orders. Only those
employee records that are selected as Assigned appear the Assigned Employee L ookup.

Regular Pay Rate. The standard hourly rate the employeeis paid, expressed in the company’s
base currency.

Note Thisrate can then be combined with pay multipliers, such astime and a half or double
time, depending upon the specific activity or time they are working, such as holidays or
weekends.

Pay Add Code. A user-defined code that specifies an amount of money that is paid to an
employee on an hourly basis in addition to that employee’s regular hourly wage.

Note Thisisan optional field. Anexample of how it would be used is when the user sets up
an additional 50 cents per hour to be paid to an employee on third shift. Keep in mind that any
time the employee isreceiving time and a half for working on Sunday, for example, he/she
receives not only half again of the regular hourly wage but also half again for the 50 cents.
OH Group. The default overhead group for an employee.

Note Labor posted for an employee includes overhead charges defined by the overhead
group. An employee overhead group overrides the site default |abor overhead group.

Employee Tab: User Defined

Use the Employee User Defined tab to track information against specific Employeesin EAM.
There are ten user-defined fields.
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Fig. 8.32
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Character 1/2. These are user-defined character fields, validated against tables that you add.
Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for Employee.

Integer 1/2. These are user-defined integer fields for Employee.

Enable/Disable Logic. Thisis a user-defined check box.

Employee Submenu. The currently active menu option displays an underlined text label. For
example, the active option below is Detail for the highlighted employee record.

Fig. 8.33
Employee Sub Detail
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This option opens the tabbed view.

Buyer Sites

Use this option to display abuyer in asingle or multiple-site configuration. Click New to accessa
standard Site Maintenance lookup table. Select the appropriate site code. In addition, you can aso
select the appropriate PO Approva Group to which the buyer is associated for the electronic
approval routing of purchase orders. Thisisnot necessary for organizations that do not require PO
authorization.
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Labor History

Use this option to display a browse of labor records, allowing you to view both posted and
reversed records. Reversals show a negative number of hours and negative cost; postings have
positive hours and costs.
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Groups

Use Groups to associate multiple users for specific purposes, such as e-mail notification or
ownership.

Mail Group

EAM extensively uses electronic mail within the system. You can create e-mail groups for
automatic notifications. Access this group from General |Groups|Mail Group.

Creating a Mail Group

1 Click New.

2 Name the mail group.

3 Enter ameaningful description.

4 Enter usersto includein the group in the lower pane. The system automatically saves your
new group.

Use mail groupsin notify fields. Notify fields e-mail individuals or groups of people when a
certain event istriggered.

Fig. 8.34
Groups: Mail Group
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Owner Group

If an owner group is associated with an equipment record, master list record, work order, or PM
template, only the usersin that group can modify that record. This adds a high degree of security to
arecord. To access this browse, go to General |Groups|Owner Group.
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Creating an Owner Group

1 Click New.

2 Name the owner group.

3 Enter ameaningful description.

4 Enter usersto includein the group in the lower pane. The system automatically saves your
new group.

Fig. 8.35
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Change Password

Change your EAM secret password at anytime. 1If, as anew user, you were given atemporary
password, you should immediately change the initial password to one only known only by you.

Use the Change Password functionality, accessed from General| Change Password to change your
existing login password to a new password. First, typein the old password. Once the old
password has been entered, type in the new password. Retype the same password in the confirm
password field. Then click the green arrow. If the old password was correct, and the new
password and confirm new password are identical, EAM saves the new password. Otherwise, you
receive an error message and are asked to try again. Click thered X at any time to cancel the
request to change your password.
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Fig. 8.36
Change Password Menu ltem
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Old Password. Enter the old password. This confirmsto the system that the user is authorized
to change the password.

New Password. Enter the new password.

Confirm New Password. Type in the new login password for the second time. If the two
passwords do not match, the system displays an error message.
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Analysis

This section discusses the following Analysis module topics:
Analysis 358

Default Reports 362
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Analysis

Reports, availablein the analysis menu, help decision makers analyze diverse aspects of abusiness
before making strategic decisions. The QAD Enterprise Asset Management system offers several
default reports. While many of these reports are delivered with the system, you can generate
custom reports from the information in the database.

You can choose various output mediafor reports. You can output the reports to external
applications, aswell.

Fig.9.1
Reports Menu
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Running Reports

Open the Analysis folder. Navigate to the module folder, then to the appropriate report folder.
Double-click the report link to open the filter criteriawindow. Report links have a curved gray
arrow icon.

Fig. 9.2
Report Shortcut
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Specify report criteriain the report filter window.
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Fig. 9.3
Report Filter Criteria Window
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Customizing Report Filters

Each report has a default set of selection fields. You can specify filter criteriafor each field; for
example, “equipment number starting with 00.”

Specifying Filter Criteria

1 Verify the site in the drop-down on the bottom | eft.

2 If thefilter requires adate range, enter it manually or use the calendar buttons.

3 Select afield.

4 Indicate the search logic. Indicators can include:

equals iszero

isnot equal to is not zero

isat most contains

isat least does not contain
is more than is blank
islessthan is not blank

5 Usethe Up and Down buttons to change the filter priority. Click Delete to remove the criteria
from the Group By list. Fields removed from the Group By remain in the database.

6 Indicate Group By criteriafor primary and secondary groupings. Select the Descending check
box for a descending list.

7 Indicate Sort By criteria. Select the Descending check box for a descending list.
8 To dter the Boolean statement manually, click Advanced.

9 Click OK to run the report.
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After you specify filter criteria, you can save those settings. Report filters are separate from
application filters. They are saved at the user level.
Saving a Report Filter

Fig. 9.4
Filter Window

Save As

| Training |

Euisting Filters

Ovwenwrite Existing Filker

1 Ifitisanew or renamed filter, enter the new name.
2 Click Save.

3 Verify that you want to save the filter.
Note If you already have a named filter open, the system prompts you to overwrite existing

selection criteria.
Overwriting an Existing Filter
1 Select an existing filter.
2 Select the Overwrite Existing Filter check box.
3 Click OK.

Report Output

Report data displaysin a print preview window. Use the menu bar at the top of the report output
screen to make output selections, print, and navigate through the report.
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Fig. 9.5

Report Print Output

Report Print Preview:
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Site Code: SANF |

Filters:

Annual Basis - is more than 0

Query: yr_basis is more than 0

Useri sysadm

Page Count: 10
Date: 6/19/2008 3:44 PM

2

Report Format

All reports have a standard format:
» Cover page
» Cover page details

» Report pages

Saving Output to File
You can save the report to your computer or network.

1 Click the button labeled with the format to save thefile:
- PDF
» Excel
» XLS (Microsoft Excel)
« HTML
» TIFF

2 Navigate to the location to store thefile.
3 Enter afile name.
4 Click Save.

When you display areport, you can choose the output format, change the page setup, define print
options, and close the report using the toolbar or the File menu.

Fig. 9.6
Report menu bar
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Report Menu Option

Purpose

Table of Contents

Each pagein the report has an entry in the table of contents.
Click the entry to directly open a page.

Print Send the report to a network or local printer.
PDF Save the report in pdf format.

XLS Save the report in Excel format.

HTML Save thereportin HTML format.

TIFF Save the report in TIFF image format.

Copy to clipboard

Select itemsin the report and copy them to the clipboard to
use in other applications such as Word or Excel.

Find Search for specific text or numbers.
Single Page View View one page at atime.
Multi Page View View up to six consecutive report pages at atime.

Continuous scroll

Scroll through the report without clicking page up and
down buttons.

Zoomin

Enlarge the display.

Zoom out

Shrink the display.

Adjust view percentage

Indicate a specific percentage for the display view.

Page down View the next page of the report.

Page up View the prior page of the report.

Page X of Y Navigate to a specific page in the report or verify which
page you are currently viewing.

Backward Navigate through consecutive views you have taken of the
report. These may not be consecutive pages, depending on
how you originally navigated.

Forward Return through consecutive views you have taken of the
report after navigating backward. These may not be
consecutive pages, depending on how you originally
navigated.

Annotations Add annotations to a report.

Default Reports

EAM offers carefully constructed standard reports based on proven customer needs. Find reports

in categories corresponding to modules, such as Equipment.

Equipment

Equipment Cost Detail by Equipment Type

This report lists details of equipment cost by type in the selected site and filter.
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Equipment Cost Detail by Equipment Type Report

Equipment Cost Detail by Equipment Type
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Equipment Bills of Material

Analysis

363

Thisreport lists al equipment in the selected site and filter, and all partsissued or added to the

BOM of each.

Fig. 9.8
Equipment Bills of Material Report

Equipment Bills of Material

Site SANF San Francisco

Equip No [} tagting anghrsasacatin

Part Ko aty uom Issued
[y 10081 bl mater 200 ea

o4 o DAMA04
Equip No oo Maria & Rotable Test Equp 1

Part Mo ary Uom Isaued

o Mast Peguise Part in MLS S00 ea DAIA004
o Mast Popuder Part in MLS 100 o

(] 12 PrIIIrIIIIIIIIIRIRISININEN 100 ea

o0 000 b ke 100 o4

00-0.00 MO by mter 200_en

Equipment Cost Detalil

This report details total 1abor, material (issues and returns to inventory), contract (auto-issues and
returns to inventory where the requisition is set to contract), and manua GL costs against al

equipment in the selected site and filter.

Fig. 9.9
Equipment Cost Detail Report
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Equipment Cost Transactions

This report details the total l1abor, material (issues and returns to inventory), contract (auto-issues
and returns to inventory where the requisition is set to contract), and manual GLs against all
equipment in the selected site and filter. It lists all transactions for each.
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Fig. 9.10
Equipment Cost Transactions Report
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Equipment Cost Summary by Equipment Type

This report shows the total labor, material (issues and returnsto inventory), contract (auto-issues
and returns to inventory where the requisition is set to contract), and manual GL s against every
piece of equipment in the selected site and filter, grouped by equipment type.

Fig.9.11

Equipment Cost Summary by Equipment Type Report
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Equipment Down Time Summary

Thisreport lists all equipment in the selected site and filter, and it lists a summary of all the times
the equipment has not been operational due to repair or maintenance.

Fig. 9.12
Equipment Down Time Summary Report

Equipment Down Tima Summary

Site SANF San Francisco

Fquip Ho i tursting enghrsallocidion

Start Distee Fod Dt Has Down Lost Oppor Rate Total Cost

DIIZ00% 01172003 1700 1.0 1700

U003 U201 2003 1.0 0. 0w

DIUI003 03IME2003 0,00 1.0 50,00

ET TS (E T 1m 1| M

DWISE03 02512003 1.00 1.0 100

42003 D4f2112003 100 100 100
Tatal 7100 700

Equipment Failure Analysis by Equipment

Thisreport lists all pieces of equipment in the selected site and filter, and detailed failure
information for each.
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Equipment Failure Analysis by Equipment Report

Equipment Failure Analysis by Equipment

Analysis

Site SANF San Francisco
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o MACHING NOT CYILING 2 TR0 UG L] e

Equipment Failure Analysis by Failure

365

Thisreport displays all failure codes and lists equipment in the selected site and filter for each
failure. It displays the failure summary for each.

Fig. 9.14

Equipment Failure Analysis by Failure Report

Equipment Failure Analysis by Failure
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Expected Equipment Failure

This report lists the failure information for all equipment in the selected site and filter.

Fig. 9.15

Expected Equipment Failure Report

Equipment Failures

Site SANF
Expeeted Failure
01012003
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Equipment Installation

Thisreport lists the installation and purchasing information for all equipment in the selected site
and filter.

Fig. 9.16

Equipment Installation Report

Equipment Instaliation

Site SANF San Francisco

Fauip Na 1 Masde Puschased Dale Relised Dale ion Cost Lifelane Cosd Life Fxpcl
o TSN ST U LI o A VORI 13725 150,054 00 000
(1] 1 2345ATEG J34R6TEA0 2345RTAA0 o 0 0000 00 0o
012 best W TN 2SR e 543200 00
2 best 3 More tasting o o 1200 (1]
0013 teatt o o RE-T o
0012 berst2 besling 000 080872003 a 1.00 oot
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CIM Alternate

Thisreport lists all equipment and alternate numbersin the selected site and filter. The system
checks the aternate number during the batch/cimload.p batch job, which readsa DUOM file from
an outside source.

Fig. 9.17
CIM Alternate Report
Equipment Lists
Site SANF San Francisco
Alt Equip No Equip No Description
cony 224, CONV-123 Comverters

Equipment List

Thisreport lists all equipment in the selected site and filter.

Fig. 9.18
Equipment List Report

Equipment Liata

Sita SANF San Francizen

Enquip Mo Description Location Cost Center Planmes Resp HNotify Stestuy
B By NC 1000 lorme

LOLLR Ucaer Desc Y 0 123 w0 Sarter o
BOLERD Ficdis D -] 100 3 08 Alwy

LoLLI Uicker Desc (=] S0 3 o berne

fiaing Boing7? ey

L ol b oh 1235 Annn [
Name Plate

Thisreport lists all equipment in the selected site and filter, and displays its manufacturing details.

Fig. 9.19
Name Plate Report
b w30 com

Name Plate
Site SANF San Francisco
Egquip M Deseription Serizl Mo Locatian Manif actumr Modd ‘fr Made Irstalled Dae Life Expct
£ Poser Tran. ESMT o o
550 Power Trai. BSMT [ a
sc Poueer Tran BSHT o a

Retired by Status

The report lists al equipment that has been removed from service in the selected site and filter.
Retired equipment has aretired date in Equipment Data Entry.

Fig. 9.20
Retired by Status Report
e
Retired by Status
Site SANF San Francizco
Status bk
Equip Mo Deseription Irstalled Dde  Retired Date AcquisitionCost  Lifetime Cost Life Expet
potae peakr {0 e 11202008 S0 om o
Status o 1 2IUSETER01ZINSETEN01 23S
180

Equip o Description Irstalled Dae Retired Oate Acqui sition Cost Lifetime Cost Life Expot
PEDT Peggy's Test Eqipmest DEA3ER DRHAER 10000 om o
wi Testtn 1012343578901 234561890 oot ;s 151 B5100 o
o3 Tes 50 1 p01234 5578001 2345678 90 o101 eom OHLDE200E oo 1920 w@
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Spending Limits and Expense

Thisreport listsall equipment in the selected site and filter, grouped by equipment type. It displays
the annual and lifetime expense limits for all equipment (annual and lifetime basis) in addition to
the expense limit that can be charged against a single work order for the equipment. It also
displays the current expenses charged against this equipment for the current year and its lifetime
(annual and lifetime current).

Fig. 9.21

Spending Limits and Exp Report
Spending Limits and Exp
Site SANF San Francisco
Type
Equip Mo Description Purchased Date  AequisitionCost  Lifetime Basis  Lifetime Curret Annual Basis Arnuzl Current W0 Basis
SANF-208 Testg Peromaice 11A5rET 20,0000 o0x om oo o oo
SANF-2882 Testiig Perbmance 11A5rET 20,0000 ox om oo o oo
SANF-1455 Testig Permmaice 11597 20,0000 o0x om oo o om|
o558 Power Tran. oo o 1480 om o oog|
SANF-3508 Testiig Perbmance 11nSHear 20000 o om om o oog|

Thisreport lists all equipment in the selected site and filter, grouped by equipment type. It displays
equipment or machines by status. A code shows the current standing of equipment; for example: A
- Active, | - Inactive, O - Obsolete, or M - Moved.

Fig. 9.22

Status Report
Status
Siee SANF San Francisco
Status 1] 1 2345ETRA0T XI4SETEN0N FISETHND
Equip Ho Description ¥r Made  Purchased Date Installed Date Life Expet Acquisition Cost Lifetire Basis  Lifetime Cost
1009 TestEpap! 2356TEX01 234567890 o 022872001 0BaTHEE 0 1,000 00 999,939,999 00 50418400
wy T st gl S TN TS I o N Mo oay " o 999 59 990 00 19200
on TSt quapd 234 55T TS50 o Rlliririn] 0 =] 2 157 151 0

Thisreport lists all equipment in the selected site and filter, grouped by vendor.

Fig. 9.23

Vendor

Site SANF San Francisco

Vendor 0000000001 Dude

Equip No Description YrMade PurchasedDate _Installed Date Life Expct _ Acquisition Cost _ Lifetime Basis _Lifetime Cost

jbeqzze test 0 0522007 o 20m om 1000

E100 Equipment 100 106 04002007 041102007 o 0m om 21,5730
Total Per Vendor 200 om 21,53

Vendor 00000001 Progress Software 1

Equip No Description YrMade PurchasedDate  Installed Date Life Expct Acquisition Cost Lifetime Basis __ Lifetime Cost

ibeqzaz ibtest 0 05/102007 057112007 5 1,00000 om 1000

000 Marias Rotable Test Equin 0 08/102002 120012002 7 92500 o 711200

Equipment Parent/Child List

Thereport lists al pieces of equipment in the selected site and filter, in a hierarchical format. It
groups each piece of equipment, and lists the children below the parent equipment.
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Fig. 9.24
Equipment Parent/Child List Report

Equipment Parent/Child List
Site SANF San Frangisco
Cejuip No Description Cost Camer Type Status Lacation
D Tesing enghesakalion o =]
ffiwthoprod Meeia 5 Rrtakin Test Equipment TR BEMT
ZI01_0-0-with-prod Maria & Rutable Texl Equipmenl CHPTR BEMT
ZI02_0-0-with-prod Mavia & Rotable Tesl Eguipment CHPTR BEMT
LIS 00w Marla s Rotatle Test Coupment R (L=
T4 -0 prod Maria 5 Robibde Tecad Erpprond CMPTR BEMT
L2 00w prod Mécia & Rotatis Tact Coupment IR =]
ITAD_0-Dowen.prod Maeia 3 Robakin Test Equpment CMPTR BEMT
ZI07_0-0.wen-proed Meeia 5 Rrtakln Test Equipment TR BEMT
2108 _0-0-with prod Maria & Rutable Texl Equipmenl CHPTR BEMT
LIS 0wtnprod Méria £ Rotatie Test Loupment W [L=0]
TI06_0-O.wen.prod Maeis 1 Rrtakle Teest Enupment TR BEMT
U Fckstde. Appiel Maria = Foksihe e test IR M
000opy Maria 3 Rotakle Test Equpment MPTR =Y
200 Marla 3 Rotsile Test Equp 1 CMETR G

Parts Used on Equipment - Structure

Thisreport lists al partsin the selected site and filter, and all the equipment that includes the part
initshill of material, grouped by part number.

Fig. 9.25

Structure (Parts Used on Equipment) Report
Structure
Site SANF San Francisco
Part No 1} descnplon
Equip No Description Oty uom Total Cost Issued
0.0 Wara 5 Robabie Test Coup 100 i =] W DG
o TratEauip(i 234SETEG0 234567890 13800 Bx3 230508 ADARE
[FFITE Equipment 001 2 test.by 104500 BN3 174368 ORI
o 2 fest 1000 {i-x] 1000 0FrxngFa
00 2 et beeating [-111] Ba3 ME2 O&A 22000
012 testd Tty 1000 -1 108a0 VBN N

Cost (Serialized)

Thisreport displaysthetotal cost for all serialized partsissued to a piece of equipment, grouped by
equipment number. Select serialized parts with the Serialized check box in Inventory Data Entry.
Thereport includes all serial numbers issued to equipment, even if the serial number is no longer
on the piece of egquipment.

Cost includes labor, material (issues and returns to inventory), contract (auto-issues and returns to
inventory where the requisition is set to contract), and manual GL s that were charged to the
equipment when the serialized part was issued.

Fig. 9.26
Cost (Serialized) Report

Serialized Equipment Cost

Slee SANF San Francisco

Exquip Mo 12002121

Part Mo Descripbion Serid Mo St Eml Ho ol Daw Cotlay Materud Labar Contiat Hawead G Tolal

0.k 1000 big msckr SEHT 030080 2881 04 a6 824 [T [T

Ttk 1080 bl mickor WEENADN  UNIIARS  OWEIT 1 nam L] 2w (L] um
Tols! por Expap Mo 1= i 1500 @ %0 LU )

Structure (System and BOMS)

Thisreport lists all equipment and all parts that have been issued or added to the BOM of each
piece of equipment’s system and assembly in the selected site and filter.
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Fig. 9.27
Structure (System and BOMs) Report
System And Assembly BOMs
Site SANF San Francisco
Equip No 0-0-0-Copy Maria 3 Rotable Test Equiprant
System Assembly Part No Description oy UOM lssued
o Mot Poputar Part in MLS S0 e
EXF [3 Wil Puopuler Pat i MLE 100 o
00 2ZIIIIIIIIITIIIITIITIIIIIIINY, 300 ea
000 1000 bisp rker 10 -
2 A1 0-0-0-0-0 1000 biy mater 200 e
5A rmp part Ea SR 004
= a1 [LULERRL LY 00U by rreaber LA
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This section discusses the following System Administration module topics.

System Administration Menu

Set Up Roles, Employees, and User Data

Roles 374
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Report Designer 441

User-Defined Mail 446

372

Chapter 10

System Administration



372  User Guide — Enterprise Asset Management

System Administration Menu

Use System Administration to maintain standard administrative functions within EAM. You can
set up custom modifications of standard screens, administer users, configure system control
settings, manage roles for security, download data from the QAD ERP application, manage jobs
and maintain reports. You can also set sequences for system-generated numbering throughout
EAM, such as WO number and PO number.

Fig. 10.1
System Administration Menu

A pplications

Menu Search

+- 7] Maintenance

+-7 Inventary

+-{ 7] Purchasing

+-{ 7 Finance

+- 7 General

+-7 Analyzis

=14 7% Supztem Administration

= User/Roles

' User Defined Fields

' Mandatory Fields

[ Reqg Reroute/Motify Fields
% Screen Editar

1&1 Report Dezigner
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Set Up Roles, Employees, and User Data

Set Up Roles, Employees, and User Data Process Map

Fig. 10.2
Set Up Roles, Employees, and User Data Process Maps

Set Up Roles, EAM
Employee & Implementation
User Data Team

Define Roles
Needed

Set Up Roles in
EAM

Set Up

Define
Employee Data

Up Download
Cougmes in Currencies
Dawnload
Languages

Defing User
Data in EAM

Establish
Access Rules

Assign Rales in
EAM

T

Create User
Passwords

The process for setting up roles, employees, and user datais:

1

2

3

Defineroles.

Set up rolesin EAM.

Set up countriesin EAM.
Download currencies.

Define employee data.
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6 Download languages.
7 Defineuser datain EAM.
8 Establish accessrules.
9 Assignrolesin EAM.

10 Create user passwords.

Roles

Use roles to determine permissions for user types. Roles give users access to folders within the
application, and alow them to perform actions in the modules. Users can add, edit, and delete
records within the sub-folders. Assign each user one or more roles in each site they access.

The system ships with predefined roles based on typical users. You can modify or delete these,
copy and rename in the same site or copy them to anew site or add new roles. Use roles to grant
access to features a user needs; for example, a purchase requestor needs access to Requisitions, but
not to Finance. Default system roles include;

Accounting. Accounting Security Group

All Yes. All Menus & Objectsto Yes
APADMIN. Loca Application Administrator
Buyer. Buyer

Inventory Clerk. Inventory Clerk
LOCALSYSAD. Local System Administrator
MTCESUPER. Maintenance Supervisor
PLANNER. Maintenance Supervisor
PURCHASING. Purchasing Department
REQUESTOR. Purchase Requestor
STORES. Store Room Security Group
STORES MGR. Store Room Manager
Superuser. Super User Role

TECHNICIAN. Maintenance Technician

Roles Browse

Access this browse from System Administration|Roles. Use it to organize and display records, to
access supporting functions, edit or create new records, or export data to Excel.
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Fig. 10.3
System Administration Roles Browse

Roles

System Administration

[55 Excel Export (= Print | Mew g# Edit
Find | site SANF * Fiter = pLL * Default = 2O |

MName # | Description

: ZOUNTING
ALLHO

ALLYES

ARADhIN

A2l benus & Objects to Yaz
Local Application Admin

Inteentary Clerk Inveentary Clerk

LOCALSYSAD Local Application Admin
MTCESUPER bdzintenance Supervizor
PLANMER hdaintenance Supervisar
PURCHASING Furchazing Department
REQUESTOR Furchaze Requestor
STORES Stores Room Security Group
STORESMGR Store Room hdanager
Superuser Super Uzer Role
TECHHICIAN bdzintenance Technician

Roles Action Menu

375

Choices available on this menu vary depending on context. Access the Action menu from the

toolbar or right-click menu.

Fig. 10.4
Roles Action Menu
Action - || Find i
Fole Copyw I
Role Copy

You can copy arole and give it anew name after you establish its attributes. You can alter the
attributes of the new role. You can also copy arole to another site, retain the original attributes and

name, or change them.

Roles Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

MNQAD



376  User Guide — Enterprise Asset Management

Fig. 10.5
User Right-Click Menu

Select all
#dd Record To Browse

PlEw

Edit

Calumns 3

Role Copy

New

Use New to open the roles record detail to create a new record.

Edit

Use Edit to open the roles record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hideit.

Roles Record Detail

The record detail contains all information about thisrole. Assign a name to therole.

Adding a Roles Record

1 Click New to open ablank roles record.

2 Assign the role name and description.

3 Click Save.

4 Highlight the module and select the access levels on the General tab.

Editing a Roles Record

1 Double-click arecord from the browse or click Edit to open the roles record detail.
2 Veify therole’'s name.

3 Highlight the module and select the access level on the General tab.

4 Click Save.
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Note The default for anew roleisno accessin any module, indicated by an empty blue circle.

Note If you are adding arole with access to almost everything, first provide full access. Then,
change access to Partial or None for individual functions.

Access Levels

Full access grants a user permission to use all functionality in the module or submodule. A solid
blue circle represents full access. None provides no access and prohibits a user from viewing or
using a module or submodule. A white circle with a blue outline represents no access. Partial
access grants a user permission to use or view submodules or features under alarger umbrella. A
half-blue circle indicates partial or view access.

Example You have full accessto Inventory|Stores Requisitions Lists, but no access to Inventory|
Rebuild Locations. The circle beside Stores Requisitions Listsis solid blue. The circle beside
Rebuild Locations is outlined blue. The circle beside Inventory is half-blue because subordinate
submodules include multiple access levels.

Fig. 10.6
Access Levels

Home *|Rales | Mame: PROJMGR, Site: SANF |

Mame Site SAMF
H|&

General

Description

=3 Maintenance Access

+-{3 Equipment O Ful

{3 PM / PdM

+-{0 Work Orders @ More

+-3 Service Fequests O Partial

3 Labor History .

+-() Codes O Yiew
=@ Irwenton Options

+- @ Irventory .

+- i Physical Inventory [ Print/Expart

+ - Stock Replenishment [ Edit

=i Stores Requisition Lists
+ - Stores Fequisition Lists [ Add
+- @ Stores Fequisition List Parts [ Delete
@ Stores Requisition Approval Groups
3 Rebuild Locations
@ UOM Corversion

+ - Codes

Full Access

Select the full option in the access box to grant a user type access to all featuresin amodule or
submodule.

No Access

Select the none option in the access box to deny a user type access to all featuresin a module or
submodule.
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Partial Access

Select the partial option in the access box to grant a user type limited access to featuresin a
module or submodule. Select partial to grant print/export, edit, add, delete, and—if appropriate—
copy privileges. If you indicate no access to some features and full access to others, then the
higher-level circleindicator automatically displays as half-blue.

Options

Options include Print/Export, Add, Copy, Delete, Notes, and Edit. These settings enable you to
perform only the selected functions on the highlighted module or submodule. All options are not
availablein al modules or submodules.

Set Up Employee Data Process Map

Fig. 10.7
Set Up Employee Data Process Map

Define Human
Employee Data Resources
Est Numbering Enter Set Uf Roles,
Ei &
Employee Data Lo
Add Crew Add Craft Add Shift
Codes H Codes H Add Skill Codes H Codes

Maintenance

Define Pay Define Pay
Additive Multiplier

To set up employee data:

1 Establish numbering scheme.
2 Add crew codes.
3 Add craft codes.
Add skill codes.
Add shift codes.

N

Define pay additives.
Define pay multipliers.
Define overhead groups.

© 0 ~N o o

Enter employee data.
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Employee Browse

Access this browse from General |[Employee. Use it to organize and display records, to access
supporting functions, and to edit or create new records. The Employee filein EAM iswhere you
set up records on individuals. These employee records can be used to distribute labor, for reference
information, and to designate employees who can be assigned to work orders. Each employeeis
given aunigue employee number to identify them.

Fig. 10.8
Employee Browse

Applications
Haome | Emplovees
Manu Faarch r 2
| | [ Excel Export (=4 Prink Add To Favourikes | Mew & Edit
.
i = . Action ~ | Find & | Sike US-A-1 = Filker -
T M aintenance
- Inventary Emp Mo # | Lask MName Firzt M ame Pri Craft
-5 Purchasing Adam At
-7 Finance ABRADY ERADY ANDREY
=h 7 General ABROWN EROWHN AmRON
"h:l Business Unite ADEE DS ANGEL
[#- Codes
h.:l! AHOWARD HOWARD B Rra |
el Ernplovess
£ Groups AKELLER KELLER ADARM
- B, Change Password ALEYIE LEY1S ANDY
) Amalysis AbILAM BAILAb ANTHONY

Employee Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Post Labor

This action allows the highlighted employee’s time to be charged to a particular activity, such asa
work order or aproject or directly to adepartment, cost center, and account number.

Reverse Labor

The Reverse action is used to remove previously posted labor charges.
Employee Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

New

Use New to open the Employee record detail to create a new record.
Edit

Use Edit to open the Employee record detail to edit the selected record.
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Post Labor and Reverse Labor are options from the Action menu.

Employee Record Detail

Therecord detail contains all information about this employee. The employee number and current
site display over all associated tabs.

Fig. 10.9
Employee Record Detail

Fruvzor a4 | Caal=s | Llaer Tikline \%:‘ D=tal
Hersondd ] o]
_zatNemz Bt | bzt Hemz |Adm | ‘{& EOERLEE
Mddiess 12 M le Lar | Addess 2 | | _"']) Lebeghiasry
Ziny bd a drlin | £t | [EE] |
Zip A1 | Phewe [77n-73n57 |
Seco “hons | FarMa | |
Zounin [= |
| ahr Cimdi
ep: |\t~. | Cosl Zenler | |L‘1_J |
Agel g |;;;,5 | Subezct He | |\.d |

Creating an Employee Record

1 Click New to open a blank employee record.

2 Veify the current site.

3 Assign the employee number.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing an Employee Record

1 Double-click arecord from the browse or click Edit to open the employee record detail.
2 Veify the current site.

3 Verify the employee number.

4 Enter or update information in relevant fields on the tabs.

5 Click Save.

Employee Tabs
Employee contains three tabs. Personal, Codes and User Defined.
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Employee Tab: Personal

System Administration

Use this tab to enter persona data about the Employee plus accounting data.

381

Fig. 10.10

Employee: Personal Tab

e |

Ferschal | Zodes ||LserDe1ined |
Perzanal
Laz boame |.6r‘|t | Fra: Mamne | Adam |
Addess | 1279 W aple | Ave | Address 2 | |
Ciy | M azletan | St | (i |
Zu [anzs | Fhune [0 2 g |
Second Phone | | Fau Mo | |
County | |
Lakor Credit
Mart | | [zt Centar | |‘_\| |
Aot Mo | | SubscctMo | [&] |

Last Name. The employee’s last or surname.

First Name. The employee'sfirst or given name.

Address. The employee's home address.

Address 2. The employee's second home address.

City. The city in which the employee lives.

State. The state or province in the employee’s address.

Zip. The postal code used in the employee's address.

Phone. The employee’'s home phone number.

Second Phone. An employee’s second telephone number, such as a cell phone or work

extension.

Fax. The employee's home fax number

Country. The country in the employee's address.

Employee Tab: Codes

The Codes tab identifies a number of groups to which an employee belongs, such as Craft, Skill,
Crew, and Shift, and also contains pay information, such as Pay Rate and any pay adders.
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Fig. 10.11
Employee Tab: Codes
Sie |Usa-1 | Emp Mo AANT
il

Codes
Fri Crat [ [4] | Skl | [4) |
Crew | [&] | shit | EN |
Shift Start | [nare] - | Drate Hired | [ore] ,l
Dralez Tennirial=l | [rone) v|
Mlarer? Mesp?
Aazigned? Fieg Fay Riate | 20.0000|
Pay Add Cods EN OHGioup [ Lor- [] Later Durdsn Fined # |

Dept. The department code used when charging an employee's time. The department number
in the employee’s record is used on the credit side of the labor posting transaction.

Cost Center. Used as the expense cost center by EAM during alabor posting if no cost center
is specified under the equipment.

Note The equipment cost center is checked by the system first. If oneis not listed under the
equipment, the system looks for a default cost center under the employee.

Acct No. The account number used when charging an employee’stime. The account number in
the employee’s record is used as the credit side of the transaction.

Sub Acct No. The sub-account number used when charging an employee’'stime. The sub-
account number in the employee’s record is used as the credit side of the transaction.

Note There are two sets of default labor accounting codes in the Site System Maintenance
module on the Labor tabbed page. The first column islabeled Debit, which is used for the
expense accounting codes provided none was used in the labor posting transaction. The second
column is labeled Credit; these accounting codes are used if there are none in the employee
record.

Pri Craft. Identifies the employee’s primary craft.

Note Thiscraft isdrawn from a user-defined table of crafts. The employee’s craft is
identified so that the system can search for employees with specific crafts during the work
order scheduling process.

Skill. A user-defined table that allows further definition of an employee’s capabilities.

Note The user can denote the level of skill an employee has within their craft. It becomes
important to know the level of capability of an employee when scheduling awork order, since
amore senior craftsperson may be needed for a more difficult task.

Crew. A user-defined table, containing crew codes and descriptions, used to identify the group
to which an employee belongs.

Shift. Thisfield contains avalid shift from the standard shifts defined for your system. Thereis
also alookup available for thisfield.
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Date Hired. The date the employee was hired.
Date Terminated. The date the employee was terminated from employment.

Planner. Select if the employee is a defined as a planner in EAM.

Note If planner is selected, the employee shows up on the planners lookup table.
Resp. Select if the employee islisted as aresponsible individual, in the sense of being
responsible for agroup of equipment or group of parts.

Note If responsible is selected, then when the lookup table is activated to search for
responsibleindividuals, this employeeis listed.

Assigned. Select if the employee can be assigned to maintenance work orders. Only employee
records that are selected as Assigned appear the Assigned Employee Lookup.

Regular Pay Rate. The standard hourly rate the employee is paid, expressed in the company’s
base currency.

Note Thisrate can then be combined with pay multipliers, such astime and a half or double
time, depending upon the specific activity or time they are working, such as holidays or
weekends.

Pay Add Code. A user-defined code that specifies an amount of money that is paid to an
employee on an hourly basisin addition to that employee’s regular hourly wage.

Note Thisisan optiona field. An example of how it would be used is when the user sets up
an additional 50 cents per hour to be paid to an employee on third shift. Keep in mind that any
time the employee is receiving time and a half for working on Sunday, for example, he/she
receives not only half again of the regular hourly wage but also half again for the 50 cents.
OH Group. The default overhead group for an employee.

Note Labor posted for an employee includes overhead charges defined by the overhead
group. An employee overhead group overrides the site default |abor overhead group.

Employee Tab: User Defined

Use the Employee User Defined tab to track information against specific employeesin EAM.
There are ten user-defined fields.

Fig. 10.12
Employee Tab: User Defined
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Character 1/2. These are user-defined character fields. They are validated against tables that
you add.

Character 3/4. These are free-form user-defined character fields, not validated against tables.
Decimal 1/2. These are user-defined decimal fields for Employee.

Integer 1/2. These are user-defined integer fields for Employee.

Enable/Disable Logic. Thisis a user-defined check box.

Employee Subdetail

The number of subdetail options varies from module to module. All have an option labeled Detail,
which remains visible and returns you to previously viewed tab page in the highlighted record if
one of the other subdetailsis selected. Normal security applies meaning a user can be given full,
partial or no access to each subdetail option. If no accessis given, the subdetail is not visible.

Fig. 10.13
Employee Subdetail
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This option opens the tabbed view.

Buyer Sites

Usethis option to display abuyer in asingle- or multiple-site configuration. Click New to accessa
standard Site Maintenance lookup table. Select the appropriate site code. In addition, you can also
select the appropriate PO Approval Group to which the buyer is associated for the electronic
approval routing of purchase orders. Thisis not necessary for organizations that do not require PO
authorization.

Labor History

Use this option to display a browse of labor records, allowing you to view both posted and
reversed records. Reversals show a negative number of hours and negative cost; postings have
positive hours and costs.

M QAD



System Administration 385

Defining User Data Process Map

Fig. 10.14
Define User Data Process Map
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1 Establish anumbering scheme.

2 Define account groups.

3 Define cost center groups.

4 Define requisition approval groups.

5 Define purchase order approval groups.
6 Define project approval groups.

7  Definefilter groups.

8 Enter user data.

Users

The User module iswhere user details and preferences are entered. Every user in EAM must have
auser ID and password in order to log into EAM. The user record can be linked to the user’s
corresponding employee 1D, which popul ates certain information from the employee record into
the user record. This reduces unnecessary duplication of information. Linking the user record to
the employee record is sometimes required when a user is creating transactions in EAM, such as
creating work orders, distributing labor, or creating stores requisitions. This allows EAM to
automatically populate employee information required for the transaction based on the user’s ID.

Before users are allowed access to EAM, they must be linked to at |east one site and at |east one
roleinthe site.

Users Browse

Access this browse from System Administration. Use it to organize and display records, edit or
create new records, or export data to Excel.
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Fig. 10.15
Users Browse
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User Right-Click Menu
The right-click menu contains administrative functions.
Fig. 10.16
User Right-Click Menu
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Select All

Use Select All to highlight all the user records in the browse.

New

Use New to open the user record detail to create a new record.
Edit

Use Edit to open the user record detail to edit the selected record.

User Record Detail

The record detail contains all information about this user. The user number displays over all
associated tabs.

Fig. 10.17
User Right-Click Menu
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Creating a User Record

1 Click New to open ablank user record.
2 Assign the user number.
3 Enter information in relevant fields on the tabs.

4  Click Save.

Editing a User Record

1 Double-click arecord from the browse or click Edit to open the user record detail.
2 Verify the user number.

3 Enter or update information in relevant fields on the tabs.

4 Click Save.

User Tabs

User contains two tabs: Detail and Mail Opts.
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User Tab: Detail

Use thistab to enter detail data about the user plus purchasing and project spending limits.

Fig. 10.18
Users Detail Tab
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Emp No. The system administrator assigns the user number in the User module. The user
number is an al phanumeric number. The user number entered will be validated against the
User table. The lookup button can be used to select existing user numbers.

Note In many cases, the user ID isanumber. This number is displayed on many screens and
reports throughout the system. If the users are not familiar with these numbers, it can make
some of the reports more difficult to understand. It may make more sense to use a more
recognizable identifier, such as the first letter of the User’sfirst name, followed by last name.
Example: Joe Smith — jsmith.

Language. The default language code for the selected user. The language chosen hereisthe
language in which this user will view/use EAM. The Languagefield allowsindividua usersto
access EAM in their own language. The Lookup displays only the languagesin which EAM is
available.

Orig Notify. Thisfield is used to specify a user who should receive an automated e-mail
notification when this user creates a service request. Click into the Orig Notify field to access
the User Lookup with browses of users and mail groups.

The associated user receives an automated e-mail, notifying him/her of a service request that
has been created by this user.

Del Msg? User preference to display or suppress warning message before deleting records.
Select if the field should cause awarning message to be displayed before arecord is deleted.
This warning message allows the user to cancel the deletion.

Note It issuggested that thisfield be selected for most users, in order to prevent arecord
from being deleted in error. Records cannot be restored once deleted.

Override Del? Select if the user should have the ability to override the system controls that
prohibit the deletion of certain record types depending upon their status and attributes.

Note It issuggested that thisfield not be selected for most users. With it selected the user has
the ability to override the system controls that prohibit the deletion of certain records.

Other Labor? This determines whether the user can post labor for all other users or only for
himself/herself.

Note If the profile for the current user hasthis selected, EAM allows the user to post or
reverse labor for any employee, provided the user has security for the option. If not selected,
EAM only allows users to post and reverse labor for themselves.
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PO Limit? Select if the user has been assigned a spending limit for approval of purchase
orders. If selected the amount in the next field represents the user’s Purchase Order Limit, the
amount for which auser can approve a purchase order.

Note When the user approves a purchase order, the user’s spending limit is checked. If the
spending limit is equal to or greater than the purchase order, the purchase order is approved
and authorized. If the purchase order is greater than the user’s spending limits, then the
purchase order is approved but not authorized.

PO Limit. If the PO Limit? option is selected, assign a spending limit for approval of purchase
orders.

Req Limit? Select if the user has been assigned a spending limit for one or more of the
following fields for approval of requisitions.

Req Exp Limit. If Req Limit?is selected, the amount in this field represents the user’s
Requisition Expense Limit, the amount for which auser can approve agiven requisitionthat is
not flagged as a Capital expense.

Req Cap Limit. If Req Limit?is selected the amount in this field represents the user’s
Requisition Capital Limit, the amount for which a user can approve arequisition that is
flagged as a Capital expense.

Req Proj Limit. If Req Limit?is selected the amount in thisfield represents the user’s
Requisition Project Limit, the amount for which auser can approve arequisition that islinked
and expensed to a project.

Req Over Limit. Thisfield is used to enter the requisition over budget spending limit for this
user. In other words, thisis the amount for which a user can approve arequisition when the
Budgeted amount associated to that purchase has been reached or exceeded.

Proj Limit? Select if the user has been assigned a spending limit for theinitial approval of
projects. If selected the user has been assigned a spending limit for approval of projects.

Proj Limit. If Proj Limit?is selected the amount in thisfield represents the user’s Project Limit,
the amount for which a user can approve a given project.

Note When the user approves a project, the user’s spending limit is checked. If the user’s
spending limit is equal to or greater than the project, the project is approved and authorized. If
the project is greater than the user’s spending limits, then the user’s action is considered to be
approved. However, the project is not authorized until someone with high enough spending
limits authorizes it and any quantity person(s) authorize it.

Horizontal Approver? If the Horizontal Approver? option is enabled on the General |Business
Units|Sites|Authorization Options tab then a user can be designated as a Horizontal Approver
here. Then add one or more Horizontal Approvers to arequisition approval group at
Purchasing|Approval Group|Requisition Approval Group.

Receive Email? Select if this user should receive automated Internet e-mail.
Email. If Receive Email?is selected, enter the user’s Internet e-mail addressin the Email box.

Prt Title Page? Select if the user should have the title page containing the report criteria
printed whenever this user generates reports.

Note If selected thetitle page prints. If not selected the title page does not print.
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User Tab: Mail Opts

Use thistab to select eventsthat trigger e-mail to this user.

Fig. 10.19
Users Mail Opts Tab
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Equipment exceeds spending limit. User preferenceto receive mail when apiece of equipment
exceeds its annual, lifetime, or work order spending limit.

Note If selected the user designated in the Notify field of the equipment record receives mail
when the piece of egquipment exceeds a spending limit.

Work order status changes. User preference to receive mail when awork order’s status
changes.

Note Each work order status can be set to send mail when awork order status is changed. If
selected the user designated in the work order record receives mail when the work order status
is changed to a status designated to generate mail.

Equipment is left as unacceptable. User preference to receive mail when a piece of equipment
isleft in an unacceptable state following awork order.

Note Each work order has an As Left code. These codes can be set to send mail if a piece of
equipment is left in the condition described by the code. If selected the user designated in the
Notify field of the equipment record receives mail when the piece of equipment isleftina
condition designated to generate mail.

PM Due. User preference to receive mail when a PM comes due.

Note If selected, the user designated in the PM record receives mail when the PM comes due
by reaching a certain date or driving unit of measure. If it is not, no mail of thistypeis sent to
this user.
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Failure expected before next PM. User preference to receive mail when a calculated next
failure date precedes the next preventing PM due date.

Note When awork order is closed, the next failure date for the piece of equipment is
calculated. If selected, the user designated in the Notify field of the PM record receives mail
when the next failure date calculated precedes the next preventing PM due date.

Service Request Status. A user preference to receive mail when a service request changes
status, if the user isthe Notify person or part of the mail group on the Service Request.

Project Status Changes. Each project status can be set to send mail when a project status is
changed. If selected and the user is designated as the Notify person in the project record, they
receive mail when the project status is changed to a status designated to generate mail.

Warranty Warning Date Is Reached. Mark this box if you want the user, if the Notify on a
warranty, to receive e-mail when the warranty’s Warning Date is reached.

Warning Days, set up at System Admin|System Control Maintenance|System Site
MaintenancelMaint tabbed page, is afield displaying the number of days ahead of a warranty
expiration the Notify on the warranty receives a system automated e-mail warning. When a
new warranty is created, the system pullsin this figure as the designated time for the
expiration warning but this number can be manually overridden.

Inventory Drops Below Designated Point . User preference to receive mail when inventory
drops below the designated point of safety stock or reorder point.

Note Each piece of inventory can be designated to send mail when inventory drops below
either safety stock or reorder point. If thisfield is selected, the user designated in the Notify
field of the inventory record receives mail when stock levels drop below this point.

Inventory received. When selected, the user, if Requestor or Notify, receives e-mail when
inventory isreceived from arequisition.

Inventory Returned to Vendor. When selected, the user, if Requestor or Notify, receives e-mail
when parts are returned to the vendor.

Requisition Put on Order. When selected, the user, if Requestor or Notify, receives e-mail
when the requisition is put on order.

Requisition Due Date Changes. When selected, the user, if Requestor or Notify, receives
e-mail when the requisition due date changes.

Blanket PO expires. When selected, the user receives e-mail when blanket purchase orders on
which he/sheis the Notify expire.

Requisition Canceled/Closed. When selected, the user, if Requestor or Notify, receives e-mail
when the requisition status is changed to either canceled or closed.

User Subdetail

The number of subdetail options varies from module to module. All have an option labeled Detail,
which remains visible and returns you to previously viewed tab page in the highlighted record if

one of the other sub detailsis selected. Normal security applies, meaning that a user can be given
full, partial, or no access to each subdetail option. If no accessis given, the subdetail isnot visible.
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Fig. 10.20
Users Subdetail
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This option opens the tabbed view.

User Site

Use this option to display a user in asingle- or multiple-site configuration. Click New to access a
standard Site Maintenance lookup table. Select the appropriate site code. While each user must be
assigned at least one valid site in order to access EAM, a user can have access to multiple sites.

One of the sites must be designated as Primary, this being the site the user islogged into by default.

Account Center Group

Account Group (Finance|Groups|Account Group) is used to associate a set of accountsto a user
ID. When the user clicks the Authorize Action on the Requisition header, EAM checksiif the user
has either an Account Group or Cost Center Group that contains the appropriate account number
or cost center to authorize the selected requisition. If an account in the user’s Account Group
matches the account on the selected requisition and the user has alarge enough spending limit, the
requisition can be authorized by the user without going through routing.

Cost Center Group

Cost Center Group (Finance|Groups|Cost Center Group) is used to associate a set of cost centersto
auser ID. When the user clicksthe Authorize Action on the Requisition header, EAM checksif the
user has either an Account Group or Cost Center Group that contains the appropriate account
number or cost center to authorize the selected requisition. If acost center in the user’s Cost Center
Group matches the cost center on the selected requisition and the user has alarge enough spending
limit, the requisition can be authorized by the user without going through routing.

Approval Group

Approval Group (Purchasing | Approva Group | Requisition Approva Group) is used to associate
aset of requisition approversto aUser ID. When the selected user initiates routing requests, the
Approval Group identifies who receive those requests to authorize requisitions. Associate
approva groups here only if your organization has selected User Based Routing for approval of
requisitions. The routing method used for requisition approval is determined by the switch under
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System Admin|System Control Maintenance|System Site Maintenance|Misc tabbed page—
Approval Method. If User Based Routing is enabled, the system routes all approval requests for
requisitions according to the user who clicked the Approve Action.

User/Roles

Use this moduleto link usersto rolesin their required sites.

User/Roles Browse

Access this browse from System Administration|User|Roles. Use it to organize and display
records, edit or create new records, or export datato Excel.

The User/Roles browse consists of the top browse, listing users, and the lower browse, listing roles
for each site.

Fig. 10.21
User/Roles Browse
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User/Roles Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 10.22
User/Roles Right-Click Menu
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Select All. Use Select All to highlight all the user recordsin the browse.
New. Use New to open the user/roles record detail to create a new record.
Edit. Use Edit to open the user/roles record detail to edit the selected record.

Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hideit.

Creating a User/Role
1 Highlight the user in the upper browse. EAM displays available roles and sites for that user.
2 Select the check box to add arole. Authorized roles display predefined user permissions.

Note If you highlight a user in the upper browse to add roles and nothing displays in the child
browse, the user has not been assigned a security group in any sitein EAM. Go to System
Administration|Users|User Site submenu to designate sites for this user.

Editing a User/Role

1 Highlight the user in the upper browse. EAM displays available roles and sites for that user.

2 Select the check box to add arole. Clear the check box to remove arole. Authorized roles
display predefined user permissions.

System Control

Use System Control to set General data, indicate Mail Options, set Revision Control, and establish

Password & General Ledger Options. In addition set Interface rules, indicate Purchase receiving
options, set Tax options, and enter Budget Code.
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Fig. 10.23
System Control Process Map
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1 Download Accounting Data.

2 Set Up Domain Level Features.

3 Set Up System Control Global Features.
Set Up Registry Vaues.

Set Up Site System Control Features.
Add Required Mandatory Fields per Site.
Add User Defined Mail per Site.
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System Control Browse

395

Use the browse to organize and display records, to access supporting functions, and to edit or

create new records.
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Fig. 10.24
System Control Browse
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System Control Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.25
System Control Right-Click Menu
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Edit. Opens the System Control screens to edit the selected record.

Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hideit.

System Control Record Detail

The tabs contains information about the System Control record. The Version No displays over the
associated tabs.

Note EAM isinstalled with the System Control Record already created and defaults to the current
Version No.
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Fig. 10.26
System Control Record Detail
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Editing the System Control Record

1 Double-click the System Control record from the browse or click Edit to open the System
Control record detail.

2 Veify the Version No.
3 Enter information in relevant fields on the tabs.

4  Click Save.

System Control Tabs

Use these tabs to set General data, indicate Mail Options, set Revision Control, and establish
Password & General Ledger Options. In addition indicate Purchase receiving options, set Tax
options, and enter Budget Code.

System Control Tab: Detail

Use thistab to set General data, indicate Mail Options, set Revision Control, and establish
Password & General Ledger Options.
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Fig. 10.27
System Control Tab: Detail
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Company Name. The name appearing on the bottom of the EAM main menu panel helps users
differentiate between live and test databases.

Mandatory Color. The color selected hereis used for the label for every field designated as
mandatory. The color should be noticeable so users know to fill that field before saving.

Version No. EAM isinstalled with the System Control record already created. It defaultsto the
current Version No.

SMTP Server. The SMTP server name or corresponding | P address. EAM routes e-mail to the
entered server or addressin order to send Internet mail. For an individual user to send Internet
e-mail from EAM, aMAPI client must be set up on the client PC. For example, Microsoft
Outlook includesa MAPI client.

System Mail ID. Enter the ID to appear in the From box on EAM system-generated e-mail sent
viathe Internet.

Wait Hrs. The number of hours arequest for approval of arequisition or purchase order waits
in an individual’s mailbox.

Mstr List Rev? Specify whether the system should automatically create revisions for master
lists. Select if revision records should be created every time any of the Master Listsin EAM
are modified. Thisincludes Master Instructions Lists and Master Parts Lists.

Restrict Pwd? Specify whether EAM should impose restrictions on user passwords. Select to
enable the fields that control user password restrictionsin EAM.

Min Length. If the previous field is enabled, when a password is added or changed, EAM
checks the length of the new password and validates the number of characters against Min
Length unless Min Length is zero.
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Exp Days. Thisinteger field determines the number of days at which user passwords should
expire. When auser logsin, EAM checks whether the number of days specified here has
passed since the user changed or added the current password. If Exp Daysis set to zero, EAM
does not make this check.

Purge Days. Thisinteger field determines the number of days of history to keep for user
passwords. EAM keeps alist of passwords a user uses for Pwd Aging number of days.

Incl Proj on Iss. EAM checks this setting to determine which sides (if any) of the issue/return
transaction should include the Project No in the inventory general ledger transactions. When
these transactions are created, EAM checks these settings and acts accordingly for both EAM
and QAD ERP.

Incl Proj on Labor. EAM checks this setting to determine which sides (if any) of labor GL
transactions should include Project No; Options include Both Sides, Dehit, Credit, and
Neither.

Incl Proj on Rec. EAM checks this setting to determine which sides (if any) of the
receipt/return transaction should include the Project No. Options include Both Sides, Debit,
Credit, and Neither.

System Control Tab: MFG/PRO Options

Use thistab to set General data, indicate Purchasing options, set Tax options, and enter Budget
Code.

Fig. 10.28
System Control Tab: MFG/PRO Options
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MFG/PRO Interface? Select to enableif the system administrator wantsto use the interface to
QAD ERRP If thisinterface is not enabled, the interface programs do not function and do not
create general ledger transactionsin QAD ERP.

Display Error? If thereis some type of error when ageneral ledger transaction is created in
QAD ERRP, select to enable the system to display an error message and a description of the
specific error being encountered.

Domain. Domain to use when filling out domain fieldsin QAD ERP. Should match the domain
that EAM interfaces with from QAD ERP's Domain Maintenance option (menu 36.1.1.1).
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When reading data from QAD ERP, EAM only looks at records that match the entered
Domain. When writing datato the QAD ERP, EAM fills out the Domain field with the entered
Domain. Thisfield must be filled out to interface properly.

Validate When Posting?. When ageneral ledger iscreated in QAD ERP, validate when posting
will cause EAM to run the QAD ERP validation routine to verify that the cost center, account
and sub-account combinations are valid within the QAD ERP validation tables.

Database Name. Database name to use when filling out QAD ERP purchasing fields related
to QAD ERP's multiple database configurations. Should match the Database Name on QAD
ERFP s Database Connection Maintenance screen (menu 36.6.1).

Use EIR? Select to enable QAD ERP's Expense Items Recel pts accounting structure to
overwrite EAM’s AP (Credit) accounting structure (at General [Business Units|Site]Purchase
Order tab) for receipt credits.

Use GTM? If enabled EAM handles Global Tax Management and integrates with the
handling of Global Tax Management in QAD ERP.

Tax History? Select to enable if the tables are filled out in QAD ERP, making the data
available for running tax reportsin QAD ERP. If not enabled, this datais not captured in QAD
ERP If Use GTM?is enabled and Tax History?is not enabled, only the tax related fields for
the PO record arefilled out in QAD ERP.

Budget Code. Enter the QAD ERP budget code to use on budget download. The codeis used
when downloading budgets at System Administration|ERP Interface|Download.

ERP Interface

Use this module to update EAM with information from tables shared with QAD ERP. Access the
real-timelink or gateway to the QAD ERP database and common tables shared by EAM and QAD
EE/SE.

Download

There are twelve shared tablesin EAM. They are: Account, Sub Account, Cost Center, GL
Calendar, and Currency, Bill To, Ship To, Project, Vendor, Standard Clauses and Terms. Update
EAM with information from some or all these shared tables.
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Fig. 10.29
ERP Interface|Download
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Note When you are connected to a QAD EE database, the Account, Sub Account, Cost Center
options are listed as EE Account, EE Sub Account, EE Cost Center. When connected to aQAD SE
database, the prefix is SE.

Account Download Browse

Access this browse from System Administration|ERP Interface|Downl oad|Account Download.
Useit to organize and display records, access supporting functions, and download new records.

The account download modul e allows users to download either all or select account numbersto be
utilized in EAM. The downloading of account numbers from QAD ERP will also download
corresponding sub-account and cost center rel ationships which are then found at Finance]
Accounting|Accounts.

Downloading a Single Account Code

1 Enter acomplete or a portion of an account code in Find. Use Find to search for specific
records. Find searches the column on the far left.

2 Highlight the required record in the browse, click Action, and select Download Account.

3 EAM presentsthe Select Site screen. Choose the sites to update with the downloaded data and
click Download.
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Downloading Multiple Account Codes

1 Enter aportion of an account code, description, or typein Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Account.

3 EAM presentsthe Select Site screen. Choose the sites to update with the downloaded data,
click Download.

Fig. 10.30
Account Download Browse

""""""""""""""""" BRI TR e LY

LAY AL SLATL Y

Fig. 10.31
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Sub Account Download Browse

Access this browse from System Administration|ERP Interface|Download|Sub Account
Download. Useit to organize and display records, access supporting functions, and download new
records.

The sub-account download option allows users to download either all or select sub-account
numbers to be used in EAM. The downloading of sub-account numbers from QAD ERP also
downloads corresponding account and cost center relationships, which are then found at Finance]
Accounting|Sub Accounts.

Downloading a Single Sub-account Code

1 Enter acomplete or a portion of a sub account code in Find. Use Find to search for specific
records. Find searches the column on the far left.

2 Highlight the required record in the browse, click Action, and select Download Sub Account.
3 EAM presents the Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Sub-account Codes

1 Enter aportion of asub-account code, description, or type in Find.

2 Highlight the required recordsin the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Sub Account.

3 EAM offersthe Select Site screen. Choose the sites to update with the downloaded data.

Fig. 10.32Sub Account Download Browse
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Cost Center Download Browse

Access this browse from System Administration|ERP Interface]Download|Cost Center Download.
Useit to organize and display records, access supporting functions, and download new records.
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The cost center download option allows users to download either all or select cost centers to be
utilized in EAM. The downloading of cost centers from QAD ERP aso downloads corresponding
accounts and sub-account relationships that are then found at Finance]Accounting|Cost Centers.

Downloading a Single Cost Center

1 Enter acomplete or a portion of a cost center code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Cost Center.
3 EAM offersthe Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Cost Centers
1 Enter aportion of acost center codein Find.

2 Highlight the required recordsin the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action and select Global Download Cost Center.

3 EAM offersthe Select Site screen. Choose the site(s) to update with the downloaded data.

Fig. 10.33
Cost Center Download Browse
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Note Onthe Account, Sub Account, or Cost Center Download screen when the In EAM optionis
enabled it means the codes have been downloaded to a site, not necessarily the user’s current site.

GL Calendar Download Browse

Access this browse from System Administration|ERP Interface]Download|GL Calendar
Download. Use it to organize and display records, access supporting functions, and download new
records.
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The GL caendar download option allows users to download either al or select GL calendar
periods (or months) to be utilized in EAM, found at Finance]Accounting|GL Calendar. The system
displays the accounting periods as they have been set up in QAD ERP.

Downloading a Single GL Calendar Period

1 Enter ayear in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action and select Download GL Calendar
Period.

Downloading Multiple GL Calendar Periods

1 Enter ayearinFind.

2 Highlight the required records in the browse using Shift to select arange of periods, click
Action, and select Global Download GL Calendar.

Fig. 10.34
GL Calendar Download Browse
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Currency Download Browse

Access this browse from System Administration|ERP I nterface|Download|Currency Download.
Useit to organize and display records, access supporting functions, and download new records.

The currency download option allows users to download either all or select currency exchange
rates to be utilized in EAM, found at Purchasing|Currency. The currency download option from
QAD ERP aso downloads currency codes to EAM and the exchange rate rel ationships between
those currency codes.
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Downloading a Single Currency Exchange Rate

1 Enter acomplete or aportion of acurrency code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Currency.

Downloading Multiple Currency Exchange Rates
1 Enter aportion of acurrency codein Find.

2 Highlight the required recordsin the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Currency.

Fig. 10.35
Currency Download Browse
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Bill To Download Browse

Access this browse from System Administration|ERP Interface|Download|Bill To Download. Use
it to organize and display records, access supporting functions, and download new records.

The Bill To download option allows users to download either al or select Bill To address and
contact data to be utilized in EAM (Purchasing|Codes|Addresses|Bill To).
Downloading a Single Bill To Record

1 Enter acomplete or aportion of aBill To codein Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Bill To.

Downloading Multiple Bill To Records

1 Enter aportion of aBill To codein Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Bill To.
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Fig. 10.36
Bill To Download Browse
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Ship To Download Browse

Access this browse from System Administration|ERP I nterface|Downl oad|Ship To Download. Use
it to organize and display records, access supporting functions, and download new records.

The Ship To download option allows users to download either al or select Ship To address and
contact data to be utilized in EAM (Purchasing|Codes|Addresses|Ship To).
Downloading a Single Ship To Record

1 Enter acomplete or a portion of a Ship To code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Ship To.

Downloading Multiple Ship To Records

1 Enter aportion of a Ship To code in Find.

2 Highlight the required recordsin the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Ship To.
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Fig. 10.37
Ship To Download Browse

Project Download Browse

Access this browse from System Administration|ERP Interface]Downl oad|Project Download. Use
it to organize and display records, access supporting functions, and download new records.

The project download option allows users to download either all or select Projectsto be utilized in
EAM. The project data downloaded from QAD ERP isfound at Finance|Projects.

Downloading a Single Project
1 Enter acomplete or aportion of aproject code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Project.
3 EAM offersthe Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Projects
1 Enter aportion of a Project code in Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Project.

3 EAM presentsthe Select Site screen. Choose the sites to update with the downloaded data.

Fig. 10.38
Project Download Browse
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Fig. 10.39
Project Download Select Site
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Vendor Download Browse

Access this browse from System Administration|ERP Interface|Downl oad|Vendor Download. Use
it to organize and display records, access supporting functions, and download new records.

The Vendor download option allows users to download either al or select Vendor datato be
utilized in EAM (Purchasing|Vendor).
Downloading a Single Vendor Record

1 Enter acomplete or a portion of a Vendor code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Vendor.

Downloading Multiple Vendor Records
1 Enter aportion of aVendor codein Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Vendor.
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Fig. 10.40
Vendor Download Browse

L

Bk L

Tdena | 8 e | aidesdn. o S | Tiniad | sctimnger . P T U [T R TP T oy o PO oW LY PYLNT

Standard Clauses Download Browse

Access this browse from System Administration|ERP I nterface]Downl oad|Standard Clauses
Download. Use it to organize and display records, access supporting functions, and download new
records.

The standard clauses download option allows users to download either al or select standard
clausesto be utilized in EAM (Purchasing|Standard Clauses).

Downloading a Single Standard Clause Record

1 Enter acomplete or a portion of a Standard Clauses code in Find. Use Find to search for
specific records.

2 Highlight the required record in the browse, click Action, and select Download Standard
Clauses.
Downloading Multiple Standard Clauses Records

1 Enter aportion of a Standard Clauses code in Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Standard Clauses.
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Fig. 10.41
Standard Clauses Download Browse

Terms Download Browse

Access this browse from System Administration|ERP Interface|Download|Terms Download. Useit
to organize and display records, access supporting functions, and download new records.

The terms download option allows users to download either all or select termsto be utilized in
EAM (Purchasing|Codes|Terms).
Downloading a Single Terms Record

1 Enter acomplete or aportion of a Terms code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Terms.

Downloading Multiple Terms Records

1 Enter aportion of a Terms code in Find.

2 Highlight the required records in the browse using Shift to select arange or Ctrl to highlight
non-sequential records, click Action, and select Global Download Terms.
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Fig. 10.42
Terms Download Browse

A T AT ot e PR Terk (2] - (D TIFIFT = Crpl o H (S AT TE

rormrrr 1r L] £

User Defined Fields

Use this module to add specialized fields. There are eighty user-defined fieldsin EAM. Modules
with user-defined fields are Employee, Equipment, Inventory, Project and Job, Purchase Order,
Requisition Line, Vendor, and Work Order. Each has at |east ten user-defined fields. There are two
L ookup tables, integer fields, decimal fields, and at least two aphanumeric fields (not validated
against any table). Thereisadate field and logical field. These provide significant flexibility for
tracking user-defined information against specific recordsin EAM.

Changesto the field labels for employee, equipment, inventory, project and job, purchase order,
requisition line, vendor and work order are displayed on the User Defined tab in that module.
Changesto thefield label for Character 1 or Character 2 are also displayed on the User Defined tab
in that module. In addition, the change is shown in the codes folder for that module. For example,
if thefield label for equipment character 1 is changed, EAM displaysthefield label change asthe
name of the file folder at Maintenance|Equi pment|Codes|Equipment|.
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Fig. 10.43
User Defined Fields Option
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User Defined Fields Browse

Access this browse from System Administration|User Defined Fields. Use it to organize and
display records, access supporting functions, and edit or create new records.

Fig. 10.44
User Defined Fields Browse
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User-Defined Fields Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.45
User-Defined Fields Right-Click Menu
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New

Use New to open the user-defined record detail to create a new record.
Edit
Use Edit to open the user-defined record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hide it.

Creating a User-Defined Field

1 Double-click the User Defined Fields option to display the User Defined Fields browse. This
lists the modules that allow you to add a user-defined field, along with the field labels to edit

or add.
2 Addafieldlabel.
3 Close the user defined fields browse by clicking the X on the top of the browse.
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1 Double-click the User Defined Fields option to display the User Defined Fields browse. This

lists the modules that allow you to add a user-defined field, along with the labels.

2 Edit afield label. Close the user defined fields browse by clicking the X on the top of the

browse.

Job Control Application

The Job Control Application islocated under the System Administration module. Use this module
to set up and schedul e routine EAM functions as customized Jobs. Once these Procedures/Jobs are
scheduled, they are then run in the background at the appointed time by the Job Controller process
without users having to take any action. The Job Controller is a stand-alone Progress process that
reads from the EAM database alist of jobsto run and spawns them as stand-al one Progress

Sessions.

There are three submodules found in the Job Control Application: Job Control, Job Program, and

Job Log.

Fig. 10.46
Job Control Application
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Job Control. Job Control programs are written to perform specific routine EAM procedures.
The Job Control Programs are defined in the Job Program upper browse. The lower browse

displays the Job Control Log.

Job Control Browse

Access this browse from System Administration|Job Control|Job Control. Use it to organize and

display records, access supporting functions, and edit records.

Fig. 10.47
Job Control Browse

Hame | Jab Contral % |Job Pragram *{[Jab Log

1% Excel Expart 05 Prink - Add To Fawaurites g I'Edit
fction + | Find | Fiter = ALL ~ Default
Job Cartrall 1D = | Matify Purge Rate |Status Lzt Check |n

ST STEM 1000 | Rurning 1X 011

[€) Excel Export () Print © - Add To Fawourites e

Find % | Defaul * =a E:.J

Time Stamp JabProgramiD |Log Test

032202011 SYSTEM Starting Pause [30]

03fz2ren STSTEM holinut ez Je7 74 5ea34 13:12:34 330 15:13:34

3z2iz0 1 STSTEM Hours 31913 63319 14:23:19.383 19:23:13
3i22izn STSTEM Starting Pauze (30)
N3z EYSTEM Starting Frogram Import Bid Impart Bid 2l Files fram $CF sy sternadministr ationjobprogrammporthid p
(32212011 ETYSTEM hinutes 54709 4769 15:11:49 991 15:12:48
< D3zEIN EYSTEM Hours 31319 65913 14:23:19.583 192519
32212011 SYSTEM Starting Fause (30)
22iz201 EYSTEM hirutez S4709 547649 15:11:49 991 15:12:49

Job Control Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the

toolbar or right-click menu.
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Fig. 10.48
Job Control Action Menu
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Start Job Controller. Use Start Job Controller to begin the Progress processthat readsthe list of
jobsto run, and spawns them as stand-al one Progress sessions.

Stop Job Controller. Use Stop Job Controller

Job Control Right-Click Menu

to halt the Progress process sessions.

The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.49
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Edit. Use Edit to open the Job Control screen

to edit the Job Control Record.

Columns. A list of columns available to the browse displays here. Select a column header to

display it. Clear the column header to hide it.

Start Job Controller and Stop Job Controller are options from the Job Control Action menu.
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Job Control Record Detail. The record detail contains information about the Job Control
Record. The Job Control Record name or Job Control ID ID displays over the Detail tab.
There is only one Job Control Record per database.

Editing the Job Control Record

1

2

3

4

Double-click the record from the browse or click Edit to open the Job Control record detail.
Verify the Job Control name.
Enter information in relevant fields on the Detail tab.

Click Save.

Fig. 10.50
Job Control Record Detail
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Notify. Indicate the user or group to receive mail whenever the job is run and completed. A
lookup filters usersin the user and mail groups.

Purge Rate. Enter the number of daysto keep log records; for example, 45 would mean to
purge log messages older than 45 days.

EAM URL. Enter the connection string for the EAM appserver broker.
Progress Startup. Enter the Progress startup command including the .pf file.
Log Location. Enter the absolute path where job control logs are found and stored.

Status. EAM displays the current status of the Job Controller; for example, Stopped, Started,
and so on.
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Last Check In
EAM displays the last date and time the Job Controller checked in.

1 Thelower browse displays the Job Program ID, Time Stamp Display and Log Text.
Additionaly, the Log Level and Time Stamp can be displayed if needed.

Fig. 10.51
Job Control Lower Browse
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The Job Program submodule consists of an upper and lower browse. These programs are written to
perform specific routine EAM procedures. The Job Control Programs are defined in the Job

Programs upper browse. The lower browse displays the Job Program Log.

Job Program Browse

Access this browse from System AdministrationjJob Control[Job Program. Use it to organize and

display records, access supporting functions, and edit records.
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Fig. 10.52
Job Program Browse
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Job Program Right-Click Menu

The right-click menu contains administrative functions.

Fig. 10.53
Job Program Right Click Browse
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Edit. Use Edit to open the Job Program screen to edit the Job Program Record.
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Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hide it.

Job Program Record Detail. The record detail contains information about the Job Program
Record. The Job Program ID displays over the Detail tab. It contains the programs written to
perform specific routine EAM procedures.

Editing the Job Program record

1 Double-click the record from the browse or click Edit to open the Job Program ID record
detail.

2 Verify the Job Program ID.
3 Enter information in relevant fields on the Detail tab.
4  Click Save.

Fig. 10.54
Job Program Record Detail
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Name. Enter or update the name of the Job Program.

Description. Enter or update the Description of the Job Program.
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Notify Complete. Enter the user or group of usersto notify with e-mail notifications when this
Job Program is compl eted.

Notify Error. Enter the user or group of users to notify with e-mail notifications when this Job
Program runs into a problem and does not run successfully.

Auto Run. Select this check box to have the Job Controller run this job automatically. Clear
this check box to have the Job Controller ignore this job.

Is Progress. Clear this check box to have the Job Controller execute this job from the
command line exactly as typed in the Program field.

Interval Amount. Enter the number of units between runs.

Interval Unit. EAM displays the unit options available in adrop down: Minutes, Hours, or
Days. Select the proper one for thisjob.

Program Name. Review the program name for thisjob.

Run Parameters. Enter the free-form parameters for this job.
Last Start. EAM displays the last date and time the job started.
Last End. EAM displaysthe last date and time the job ended.

Last Run Status. EAM displays the current status of this job; for example, Stopped, Started,
and so on.

Last Check In. EAM displays the last date and time the Job Programmer checked in.
Is System. Check box cannot be deleted but can be copied. Thisisa READ-ONLY field.

The lower browse displays the Job Program 1D, Time Stamp Display, and Log Text. Additionally,
the Log Level and Time Stamp can be displayed if needed.
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Fig. 10.55
Job Program Lower Browse
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Job Log. The Job L og submodule consists of asingle browse. The browse displaysthe activity
in both the Job Control Log and the Job Program Log.

Job Log Browse. Access this browse from System Administration|Job Control|Job Log. Use it
to organize and display records.

Fig. 10.56
Job Log Browse
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Set Up Sequence Data

The system administrator uses the Sequence modules to set the next number for certain tables and
documents. The sequence fields are broken into two major groups: those that are shared by all sites
and those that are site specific.

Set Up System Sequence Data

There are ten fields listed in the System Sequence module at System Administration|System
Sequence screen that are shared by all sites: Transit No, Stock Out No, Receiver No, PM Template
No, PM Run No, Master Tool No, Master Parts List No, Master Instruction List No, Job No, and
Claim No.

A Master Instruction List can be created by one site but accessed and utilized by any other site.
However, numbers for some other documents or files are site specific, meaning that each site has
its own set of work order numbers. If you have two sites, there could be two work orders with
number 10101. It takes both the site and the work order number to create a unique identifier,
whereas the Master Instruction List number is unique regardless of the site.

System Sequence Browse

Access this browse from System Administration. Use it to organize and display the System
Sequence record, edit the record, or export the data to Excel.

Fig. 10.57
System Sequence Browse
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System Sequence Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.58
System Sequence Right-Click Menu
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Edit

Use Edit to open and edit the System Sequence record detail.

System Sequence Record Detail
The System Sequence record detail contains the current record number for these ten fields.
Editing the System Sequence Record

1 Double-click arecord from the browse or click Edit to open the System Sequence record
detail.

2 Verify the field name whose number you want to change.
3 Enter or update information in the relevant fields.

Fig. 10.59
System Sequence Record Detail
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Claim No. The Reimbursement Claim number is not site specific, and this field displays the
Claim number used in the system. This is the number of the last claim for which a
Reimbursement has been received.
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Job ID. The Job ID is not site specific. The administrator can change this number to a higher
figure. If the number is changed the system, increments from that point forward.

Master Instr No. Thisfield displaysthe last instruction list number used within the system.

Note EAM continually changes this number as Master Instruction Lists are created. The
system administrator can interrupt the automatic sequencing by coming into the system
sequence module and resetting the last Master Instruction List number to any higher than the
previous number. Once reset, the system continues to automatically increment that number
from that point forward.

Master Parts No. Thisfield displays the last-used Master Parts List number. The Master Parts
List number has the same properties as the Master Instruction List number. It is not site
specific; therefore the Master Parts List number 1 isthe samein all sites.

Master Tool No. The Master Tools List number operates the same as the Master Parts List and
Master Instruction List numbers. The number displayed in thisfield is not site specific.

PM Run No. A number representing the last batch routine event that automatically issued PMs
that were due. The administrator can change this number to a higher value. If the number is
changed, the system increments from that point forward.

PM Template No. The PM Template number is not site specific, and thisfield displays the last
PM number used in the system. The administrator can change this number to ahigher value. If
the number is changed, the system increments from that point forward.

Receiver No. This number represents the last used Receiver document number and is not site
specific.The administrator can change this number to ahigher value. If the number is changed,
the system increments from that point forward.

Stock Out No. This number is not site specific, and thisfield displays the last Stock Out
number used in the system.

Transit No. This number isnot site specific, and thisfield displaysthe last Transit number used
in the system. It isused by EAM for each unique inventory relocation from one site to another.

Set Up Site Sequences Data

There areten fieldslisted in the System Sequence module at System Administration|Site Sequence
screen that are unique for each site: Inv No, Inv Trans No, PO No, Reg No, RFQ No, Service No,
Stock Run No, Stores Req No, WO No.

Site Sequences Browse

Access this browse from System Administration. Use it to organize and display the System
Sequence record, edit the record, or export the data to Excel.
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Fig. 10.60
Site Sequences Browse
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Site Sequences Right-Click Menu

The right-click menu contains administrative functions.

Fig. 10.61
Site Sequences Right-Click Menu
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Edit

Use Edit to open and edit the System Sequence record detail.

Site Sequences Record Detall

The Site Sequences record detail contains the current record number for these ten fields.

Editing the Site Sequences Record

1 Double-click arecord from the browse or click Edit to open the Site Sequence record detail.
2 Verify the field name whose number you want to change.

3 Enter or update information in the relevant fields.
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Fig. 10.62
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Inv No. This number represents the last used physical inventory number for the specific site.
The system administrator can change this number to ater what the next physical inventory
number will be. The system refers to the number here and increments by one when creating a
new physical inventory.

Service No. This number represents the last used service request number for the specific site.
The system administrator can change this number to alter what the next service request
number will be. The system refers to the number here and increments by one when a new
service request is created.

PO No. This number represents the last used purchase order number for the specific site. The
system administrator can change this number to ater what the next purchase order number
will be. The system refersto the number here and increments by one when a new purchase
order is created.

Stock Run No. This number representsthe last used stock run number for the specific site. The
system administrator can change this number to alter what the next stock run number will be.
The system refers to the number here and increments by one when anew stock run is created.

Req No. This number represents the last used requisition number for the specific site.

Stores Req No. This number represents the last used stores requisition list number for the
specific site. The system administrator can change this number to alter what the next stores
requisition list number will be. The system refers to the number here and increments by one
when anew stores requisition list is created.

WO No. This number represents the last used work order number for the specific site. The
system administrator can change this number to alter what the next work order number will be.
The system refers to the number here and increments by one when anew work order is
created.

RFQ No. This number represents the last used request-for-quote number for the specific site.
The system administrator can change this number to alter what the next request-for-quote
number will be. The system refers to the number here and increments by one when a new
quote is created.
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Set Up Registry Data
Set the database |level featuresin the registry. During the installation of EAM, theregistry is
populated with values. Access to the registry has three purposes:

- Review the registry settingsin case of a question.

» Change avaluein case it was entered incorrectly during the installation.

« Add or update aregistry setting.

Do not madify the registry unlessthereis a definite need to do so. Contact the QAD EAM Support
group for advice on your situation.

Note A number of entriesin the browse are either no longer used or to be used in the future.
Those items are not explained in this document.

Registry Browse

Access this browse from System Administration. Use it to organize and display the Registry
record, edit the record, or export the data to Excel. The default display consists of the following
columns:

Data Name. Various elements are found in the Registry. Some of the elements are children of a
parent element. In other words, there are multiple lines on the browse for a single Registry
element such as Commodities. The default display presents the data names in alphabetical
order. None of the data names can be changed or deleted.

Description. Thisisabrief explanation of the highlighted element. Not all lines have an
explanation—especially a child of aparent element. None of the descriptions can be changed
or deleted.

Data Value. Thisisthe asked-for entry of the highlighted element. Not al lines have a data
value—especialy achild of aparent element. Thisis the only column where an entry can be
made or changed.
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Fig. 10.63
Registry Browse
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AppServerEnter. Yes or No to indicate whether the Application Server isinstalled at this site.

CIM Module. To use the CIM Load functionality, write a routine that generates the file to be
read by EAM. Thefile containing the DUOM readings must be deposited in a recognized
location. EAM checks the location entered here.

EAM shows DataFileWithPath in the Data Name column. Update the Data VValue column by
placing your cursor in the field and entering the name and location of the data file of DUOM

readings for the CIM module to read.

Format commaodity codes to match industry standards. The element in the EAM Registry controls

formatting for the commodity code on screens and when printing.

Commodity codes are an important tool for buyersto help analyze a company’s spending habits.

Commodity codes group items based on the type or use of the part. Your company might have tens

of thousands of part numbers. Many of these items are similar; however, it is hard for a buyer to
connect two part numbers together in the same family without the use of a commaodity code.

The buyer uses commodity code reports to analyze how much and where the company is spending.

With thisinformation, the buyer can focus on commodities where the company spends the most
money. They can a so use commaodity-purchasing history to negotiate with suppliers for volume

purchase discounts. In most cases, each grouping in a Commaodity code represents a type of part.
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Starting at Commodities/Format/Length 1, update the Data VVal ue column by placing your cursor in
the field and entering the needed commaodity code length. Continue adding the needed commaodity
code length in the rest of the fields.

The following rules apply for al new values entered:
« Length must be an integer.
« Length 5 cannot be zero if any later lengths are not zero.
« The sum of al lengths (including dashes) cannot exceed 15.

Company Name. The hame entered appears on the bottom of the EAM main menu panel. It
helps users differentiate between production and test databases

Current Mode. Enter Remote or Normal to indicate whether the Application Server isinstalled
at thissite.

ERP (Integration). To use the EAM to QAD ERP integration functionality, enter the user ID to
use when EAM connects to the ERP's APl at ERP/API Login in the Data Name column. Plus
enter the Password to use at ERP/API Password in the Data Name column. Update the Data
Value column by placing your cursor in the field and entering the needed information.

Enter Yes or No to indicate whether EAM should perform GL Validation viaFin API?.
ExpirationDate. Enter the date when the software license for EAM expires.

Inventory EOQ Data. The Inventory Usage Analysis report calculates a Suggested Economic
Order Qty. The formulafor the calculation uses the Holding Cost (%) and the Reorder Cost
values established here. Update the Data Value columns by placing your cursor in the field and
entering the needed information.

KeyCode. Enter the Product Key code for the EAM software.

MenuDisplayLevel. Thisis set by QAD and should not be changed from 1. The setting
determines what menu items are visible.

Mode List

Enter the search order for modes. Update the Data Value column by placing your cursor in the
field and entering the needed data.

Platform. Enter the platform for which the EAM softwareis licensed.

Production Hours. EAM shows Production Hours/Readings/DataFileWithPath in the Data
Name column. Update the Data Value column by placing your cursor in the field and entering
the name and location of the datafile of production readings to read for the L oads Production
Hours batch job. If thereisno entry in the registry or the file name entered cannot be found,
the e-mail sent to the batch job’s Notify notes this lack of data and informs the Notify that the
jobran.

Project Business Segments

An organization may have specialized Business Segments that operate as distinct units,
concentrating on particular interests or tasks. EAM allows managers to track which Business
Segments are initiating particular capital projects, and identify the driving Business Segmentsin
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the Project module. EAM provides the ability to add up to eight levels to the Business Segment
format. That provides the flexibility to define the format based on your organization’s
requirements. In addition to having the ability to format the Business Segment, the length of the
Business Segment can be selected for atotal of up to fifteen characters among the eight levels of
formatting.

Both the Job Format and the Business Segments Format follow the same rules.
Project Cash Flow. Enter the Payment Terms/No of Days.

Project Jobs. Larger projects need to be broken down into many components, called jobs.
Sometimes these jobs have smaller jobs, which collectively make up the higher-level job.
EAM provides the ability to add up to eight levels of formatting to the Job No. That provides
the flexibility to define the format based on your organization's requirements. A primary
reason for using the job format is to enable cost rollup of jobsin reporting. In addition to
having the ahility to format the Job No, the length of the Job No can be selected for atotal of
up to fifteen characters among the eight levels of formatting.

Starting at Project/Jobs/Format/Length 1 update the Data Val ue column by placing your cursor
in the field and entering the needed Job code length. Continue adding the needed Job code
length in the rest of the fields.

The following rules apply for all new values entered:
 Length must be an integer.
» Length 5 cannot be zero if any later lengths are not zero.
» The sum of al lengths (including dashes) cannot exceed 15.

Project Refresh Spending. Enter Yes or No to indicate whether Project Spending should be
refreshed when a PO is ordered.

QXtend. Enter True or False to indicate whether EAM should use QXtend at QXtend
Enabled?. To use the EAM to QAD ERP integration functionality using QXtend, enter the
QXO Host Name to use when EAM connects to the ERP at QXtend/QXO Host Namein the
Data Name column. Enter the QX O Name Server Port to use at QXtend/QXO Name Server
Port in the Data Name column. Enter the QXO Sl App Serviceto use at QXtend/QXO Sl App
Service in the Data Name column. Enter the Source Application to use at QXtend/Source
Application in the Data Name column. Update the Data Value column by placing your cursor
in the field and entering the needed information.

SAF. Supplementary Analysis Fields (SAF) Background: The following information is from
the 2010 EE on-line Application Help. The system (2010 EE Application) provides sub-
account, cost center, project, and SAF analysisto be used for additional analytical reporting on
transactions. SAF analysisis optional, but lets you create detailed views of data. Using SAFs,
you can analyze a single account in many different ways by filtering based on the SAF codes
included in the postings to the account. A carefully planned set of SAF structures avoids the
need to set up separate COA elements for individual reporting.

Enter Yes or No to indicate whether EAM should use SAF at SAF/Use SAF?. Enter No, false
or 0 to include unsupported SAF code entries at SAF/Omit Unsupported SAF Conceptsin the
Data Name column. Enter the QXO S| App Serviceto use at QXtend/QXO Sl App Servicein
the Data Name column.
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SCP. To use EAM to Supply Chain Portal enter the Bid File Archive name and path to use at
SCP/Bid File Archive in the Data Name column. Enter the Bid File Directory name and path
to use at SCP/Bid File Directory in the Data Name column. Enter the Bid File Naming name
and path to use at SCP/Bid File Naming in the Data Name column. Update the Data Value
column by placing your cursor in the field and entering the needed information.

Verify Currency Exch Exists. Enter Yes or No to indicate whether EAM should verify that a
currency exchange rate exists when a PO isreceived. If set to No and a currency exchange rate
exists, EAM usesit. If set to No and a currency exchange rate does not exist, EAM uses a 1-to-
lrate.

Report Setup

Use this module to substitute a custom print document for the standard. A custom print document
can be the replacement for one of the print documents found in EAM.

Report Xref

There are seven print documentsfound in EAM: Stock Replenishment, (Physical Inventory) Count
Sheet, Requisition, Service Reguest Document, (Stores Requisition) Pick List, Purchase Order,
and Work Order Document. Once a custom print document is substituted for the standard, it prints
when the Print Document action is selected or when that document is selected from Analysis.

Report Xref Browse

Access this browse from System Administration| Report Setup|Report Xref. Useit to organize and
display records, access supporting functions, and edit or create new records.

Note You cannot update any of the fieldsin the upper browse, which lists the print documents
that can be customized. However, you can change the columns displayed in the upper and lower
browses and save those settings. If a custom print document isto be to substituted for, highlight the
Report Name you want in the upper browse

Report Xref Right-Click Menu

The right-click menu contains administrative functions.

Columns

A list of columns available to the upper browse displays here. Select a column header to display it.
Clear the column header to hideit.

1 From the upper browse, highlight the Report Name you want to substitute.

2 Inthelower browse, click New to substitute a custom print document previously established in
the Report Designer (System Administration|Report Designer) for the standard in a specific
site.

3 If you know the site, typeit in or access the Site Lookup to find it and double-click onit.
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4 Moveto the Custom Report Template ID and click on the lookup to find the correct one. The
Custom Report Template ID Lookup displays al the custom reports and print documents
added in the Report Designer. Find the correct print document and double-click onit.

5 EAM fillsin the Custom Report Name with the name of the selected Template ID established
in the Report Designer.

6 The same custom print document can be used in another site in place of the standard.
7 Close the user-defined fields browse by clicking the X on the top of the browse.

Fig. 10.64
Report Xref Upper/Lower Browse
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Mandatory Fields

Use this module to indicate that the user must provide datafor critical fields. Mandatory fields are
fields that must be populated before an action is taken such as save, put a purchase on order, and
close awork order

Mandatory Fields Browse

Access this browse from System Administration|Mandatory Fields. Use it to organize and display
records, access supporting functions, and edit or create new records.

M QAD



Fig. 10.65
Mandatory Fields Option

Applications

System Administration

| Many Search

El " S ystem Administration
|‘__§-rJ Users
&J Foles

[ User/Roles

&,3 Systemn Control
1) ERP Interface
[ User Difined Fields
E] Job Contral

|=__€.,:' System Sequence
|"';_<-3 Site Sequences
[ir] Registry

[ 5] Fieport Setup
@3 t andatore Fields
[ ReqReroute/N olify Fields
% Screen Editor

% Report Desigrsr

[ User Defined Mai

&3 Product Line

435

MNQAD



436 User Guide — Enterprise Asset Management

Fig. 10.66
Mandatory Field Browse

Harne | hdand atore Fields

P9 Exccl Export (= Mrint &dd Ta Favourites

Find % | mire US-A-1
M oduls | Action
Emiplane & Hawve
Cquipme=nt Save

Interanibriras

Irventorsy Sawve
Labar Frost
kdm=tar Instruction List Save
razter Instruction steps Sawve
PkA Template Eave
Furchase Urder Lirder
Requisition Linc Eave
Serwice Hequest Save
! whiorle Order Save
Wark Qrder Claze

4 Exccl Expork & Mrint &dd To Favouritcs

Find Do | efanl

Fi=ld # | M andatory
ook Ho
Cozt Center
Capt
EquUIp Mie

F | Job Mo
Hequestor

Oodgr0O

Staores Reg Mo
Sub Acck Mo
Wi Mo

00Ok

Note You cannot update any of thefieldsin the upper browse. However, you can change the order
of the columns displayed in the upper and lower browses and save those settings.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a Mandatory Field

The upper browse lists existing actions within each module that can be set up as required.
1 Select the site from the upper browse.

2 Select the action within the module from the upper browse.

3 Thelower browse lists corresponding fields and whether they are mandatory for the selected
module and action.
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4 Select the check box to add a mandatory field.

5 Close the mandatory fields browse by clicking the X on the top of the window.

Editing a Mandatory Field
To modify mandatory fields, highlight the module and action.
1 Select the site from the upper browse.

2 Thelower browse lists corresponding fields and whether they are mandatory for the selected
module and action.

3 Select the check box to add a mandatory field. Clear the check box to make afield optional.
4 Close the mandatory fields browse by clicking the X on the top of the window.

Note Since mandatory fields are modified at the site level, any changes you make apply only to
that particular site.

Reqg Reroute/Notify Fields

Use this option to enable or disable rerouting or notification if modifications are doneto certain
fields on an approved requisition. This providesthe ability to definewhich fieldson arequisition if
changed after authorization cause rerouting for approval and send an e-mail to only the originator.
Similarly, the PO function determines whether to reroute the Requisition or merely send an e-mail
to the originator.

Reqg Reroute/Notify Fields Browse

Access this browse from System Administration| Req Reroute/Notify Fields. Useit to organize
and display records, edit records, or export data to Excel.
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Fig. 10.67
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Note You cannot add or delete any of the fields in the browse. However, you can change the
columns displayed in the browse and save those settings.

Roles Right-Click Menu

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hideit.

Editing a Req Reroute/Notify Fields Record

1 Highlight arecord from the browse.

2 Select the check box for afield under Reroute? to cause an authorized requisition to reroute

even if the cost has not changed.

3 Select or clear the check box under Email Requestor? to give you the option to send an e-mail

to the originator on a requisition when the selected fields are changed.

4 Close the browse by clicking the X on the top of the browse.

Screen Editor

Navigate to System Admin|Screen Editor to use the Screen Editor to display or hide fields on tabs.
If fields in the application do not apply, you can hide them. You can designate required fields and

change the display order.
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A Business Entity (BE) browser containsinformation about database linkage and field settings

such as read-only or group.

Fig. 10.68
Form Designer: Business Entity Browser
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The left browse provides alist of Business Entities. Double-click the Equipment BE.
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Form Designer

Fig. 10.69

Form Designer: Business Entity Designer
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The center panel displays all the tabs in the Equipment BE and the fields on each tab asit is

selected.

In the right panel, clear the check boxes to remove fields from the tab view. The view below
reflects the changes made on the Form Browse.

Fig. 10.70

Form Designer: Tabsin the Equipment BE
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Re-Designed Codes Tab in the Equipment record
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Report Designer

Navigate to System Admin| Report Designer to use the Report Designer to copy an existing report

to create a new report.

MNQAD



442  User Guide — Enterprise Asset Management

Fig. 10.72
Report Designer: Reports Browser
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The left browse provides alist of standard reports for each module. Expand a module folder to
display the reports available in the module by clicking on the + (plus box to the left of a module
folder).

1 Expand the Labor folder to display the Work Order Labor Summary folder. Expand the Work
Order Labor Summary folder to display the Work Order Labor Summary by Class report.

2 Double-click the Work Order Labor Summary by Class option to display the Work Order
Labor Summary by Class report.

Fig. 10.73
Report Template: Work Order Labor Summary by Class
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The center panel displays all the details of the report header.

Fig. 10.74
Report Detail: Work Order Labor Summary by Class
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The right panel displays all the specifications of the Report - Work Order Labor Summary by

Class.

Add anew report by copying an existing one. With the target report highlighted, click on the
File option on the menu bar. Select New Report Template.
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Fig. 10.75
Report Designer: Add New Report Template

(A UAL B gl Rz T ML PR
s | e
[
Toattanengetaeer BF Lo fl S0l [ e e e | 8 AL A et |HHE DB
T Temliezedleinnzn - ~eHEa | s 0| W =
lem Reoct "enclus (b i gttt b Loy Bt - e 2] Froo. e
. . B A | A
B [t Suues
ddoahe LU R TR VE NP
TR AT
PR Ml
11 llmnnn
& LI Wk LIrAR L st
des wpzi lak=
law Wk Oindun Ladiin Sun,
e Lari Wiank S Lok S
H IR Tiw:
Db
nnonnoonmoan sinonin i Mage MageHuobe g of Mago auod] orcfR Saludal T Teanapauni
1l chea 1hlizimg
DoEbaTIuE G D

1 v

TR AL

EFICY TP |
e J_ H

e Z.

Duludi Tempdaie Lanu
Audndio:

e Lo mpon o

e |

Wl ioae a4 sl

i ——

™

] | g ] E ] e | e et e | ) e | G0 ke | 0 b [ BEH ee

JIE A et | s i

] ea e, ¢ o

|'||---u- s o

I 12ad

anre

4 Givethe new report template a name.

Fig. 10.76
Report Designer: Create Report Template
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EAM presents the new report template header and details.
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Fig. 10.77
Report Designer: New Report Template
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5 Savethe new report template.

Fig. 10.78
Report Designer: Save New Report Template

EAM presents the new report template in the Report Designer: Reports Browse.
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Fig. 10.79
Report Designer: Reports Browse
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User-Defined Mail

EAM creates many system-generated mail messages throughout the Maintenance, Inventory,
Purchasing, and Project modules. For each type of mail message, EAM givesthe user accessto the
relevant module while reading the mail message. For example, when the user receives a message
indicating that the status of awork order has changed, EAM provides alink to the Work Order
modul e so that the user can go to the work order browse.

EAM offersthe ability to define which fields are displayed in the system-generated mail messages.
Thisis particularly useful since details that are preferred by individual organizations using EAM
can vary.
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Fig. 10.80
User Defined Mail Option
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User Defined Mail Browse

Accessthisbrowse from System Administration|User Defined Mail. Useit to organize and display
records, edit or create new records, or export data to Excel.

Fig. 10.81
User Defined Mail Upper Browse
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Note You cannot update any of the fieldsin the upper browse.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hideit.

Fig. 10.82
User Defined Mail Lower Browse
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Creating a User Defined Mail Record
The upper browse lists each module and existing actions within that module.

1 Select the module and action from the upper browse.

2 Thelower browse lists available fields and whether they are included in the EAM e-mail

message for the selected module and action.
3 Select the check box to add afield in the EAM e-mail message.

4 Close the browse by clicking the X on the top of the window.
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To modify the fields selected for the EAM e-mail message, highlight the module and action.

1 Select the site from the upper browse.

2 Thelower browse lists available fields and whether they are included in the EAM e-mail

message for the selected module and action.
3  Select the check box to add or clear the check box remove afield.

4 Closethe User Defined Mail browse by clicking the X on the top of the window.

Note Since User Defined Mail fields are modified at the site level, any changes you make apply

only to that particular site.

Product Line

Use this module to add Product Linesto each Domain. Then assign them to selected parts records
on the General tab. Add or edit Product Line codes at System Administration|Product Line. The
codes entered here should be used exclusively for accounting / SAF purposes and should match the

corresponding SAF data found at Product Line Maintenance in the QAD ERP.

Fig. 10.83
Product Line Option
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Product Line Browse

Access this browse from System Administration|Product Line. Use it to organize and display

records, access supporting functions, and edit or create new records.
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Fig. 10.84
Product Line Browse
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Creating a Product Line Record

1 Click New to open ablank product line record.

2 Assign aDomain code to match one set up in both EAM and the QAD ERP.
3 Assign aproduct line code.

4 Enter Product Line Description information.

5 Closethe Product Line browse by clicking the X on the top of the browse.

Editing a Product Line Record

1 Double-click arecord from the site browse or click Edit to open the product line record.
2 Enter information in relevant fields on the product line record.

3 Closethe Product Line browse by clicking the X on the top of the browse.

Product Line Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.85
Product Line Right-click Menu

New

Use New to open the product line browse to create a new record.
Edit

Use Edit to open the product line browse to edit the selected record.

Columns

A list of columns available to the product line browse displays here. Select a column header to
display it. Clear the column header to hideit.
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Interface Points

EAM isfully integrated with the QAD ERP application. If you use EAM with the QAD ERP
application, the points of contact are:

« Purchase orders copy from EAM to the QAD ERP application. The QAD ERP application
pays out POs. They are recorded as Memo parts. Thereis no inventory cost; only a PO to
record the payment.

« Vendors and exchange rates set in the QAD ERP application copy to EAM.

QAD ERP Purchasing Recovery

If the connection between EAM and the QAD ERP database fails while you are processing or
otherwise updating purchase orders and requisitions, updates occur in EAM only. The system
displays a message indicating that the information cannot be updated in QAD ERP. After re-
establishing the connection, use the Purchasing Recovery feature to update the purchase orders
and requisitionsin QAD ERP.

You can recover a selected purchase order, or all purchasing updates within a date range.

The Purchasing Recovery feature does not “post” transactions. Any associated general ledger
transactions that occur while QAD ERP is disconnected remain unposted in the EAM Posted GL
Maintenance module. Post them from within the Posted GL Maintenance module. To facilitate the
posting process:

1 Filter the Posted GL maintenance browse list to transactions that have not been posted and that
fall within a specified date range.

2 Click Send to QAD ERP option in the Posted GL Global Features submodules.
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