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1.   Introduction  
This user manual  is designed to guide you through using the Asset Maintenance  MashAp p solution to 

manage the asset maintenance of your organization. This MashApp was built using Composer , a 
MashApp  tool from Cordys  Process Factory  (CPF ) . 

Usually, when you have a  manual  asset maintenance  system , the bottlenecks are many. For example , 
the l ong tedious procedures are time -consuming and taxing, whi ch makes it difficult to manage, and 

may result in increase d downtime. Moreover,  the productivity can be hampered . 

To avoid such bottlenecks , we are providing the Asset Maintenance  MashApp , which wil l help you:  

 Maintain paperless records  

 Reduce unscheduled maintenance  

 Reduce shut downs and downtime  

 Reduce Maintenance costs  

 Make the assets safe to work on  

To use the  Asset Maintenance  MashApp, you need to first set up  organization  data such as 
applicati on users and groups and then set up MashApp Master Data  such as assets , contacts , and 

currencies .  

After setting up the required data, you can use the MashApp to manage asset maintenance . You can 
create, review, submit  and approve an asset maintenance sche dule plan.  You can complete asset 

maintenan ce activity,  quality inspection , and create a new schedule plan . You can also monitor 
maintenance logs through forms, charts, and reports.  
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2.   Setting up Application Users  
Now, y ou need to create  application user s to enable users in your organization to  access  the Asset 

Maintenance  MashApp . You also need to assign users the appropriate privilege to restrict their access 
within the MashApp.  Do the following to set up application users.  

1.  Click Setup  Ą User Managemen t . The User Management page appears.  

2.  Click Go to  for Application Users . The Application Users  page appears, displaying a list of 
ex isting application users . 

3.  Create an application user . Do the following.  

a.  Click Add  and select Add New User to the Application . 

b.  In the User Id  field , type the unique id of the user in the form of a valid email address. For 
example, ñlmiller@radiantpower.comò. This email address is populated in the Login Id  and 

Email  fields  respectively.  

The credentials required to access  the Asse t Maintenance  MashApp will be sent to the user 
via email.  

 

 

c.  Provide the required details of the application user such as Name  and Contact Details . 

d.  Assign a privilege to the user to access the  Asset Maintenance  MashApp . Click  fo r 

Privilege Nam e . The App lication Privileges  dialog box appears.  

e.  Select one of the following privileges  to assign to the user according to his or her role in the 

organization :  

 Admin : This privilege enables users to create application users as well as maintain the 
Master Data  that needs to be set up for the functioning of the MashApp. For example,  

Assets, Contacts , and Currencies .  

 Asset Maintenance Administrator : This privilege enables users to perform all the 

functions of an Admin . In addition to this, the user can also customize the application  
through the Modify Application  tab.  

 Asset Owner :  This privilege enables users to raise and approve maintenance requests . 

 Technician or Expert : This privilege enables users to undertake maintenance activities.  

Click OK . The privilege is assi gned. The description of the privilege appears in the 

Description  field . 

Note : You cannot modify the Login Id . 

Note : You can set up organization data only if you have either Admin  or Asset Maintenance  
Administra tor  privilege.  
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f.  Click Save . 

An application user is created and the required privilege is assigned to the user. As soon as the user is 
added, he or she receives an email with the Login Id  and Pas sword  required to log o n to  the Asset 

Maintenance  MashApp.  

This application user is also an organization user. So, you can grant this user access to other 

applications in the organization through the Setup  tab for those applications using the Add Existing 
User  to the Application  option.  

 You have created  an application user  successfully.   

 

3.   Setting up Master Data  
After setting up the required application users, you need to set up the Master Data  that is required for 

the functioning of the Asset  Maintenanc e MashApp . 

 

3.1  Contacts  
You can  add the contacts needed for the asset maintenance process . Do the following.  

1.  Click the Master Data  tab.  

2.  Click View  for Contacts . The Contacts  form appears.  

Note : You can set up Master Data  only if you are assigned the Admin  or  Asset Maintenance 
Administrator  privilege .  
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3.  Click New  to add a new contact.  

4.  Click  for User ID ,  select an organiz ation user you want to add as a contact, and click OK . 

The Name  and Email fields are populated automatically.  

5.  In the Business Organization  field, provide the business organization to which the contact is 

associated.  

6.  In the Address field, provide the addres s of the contact.  

7.  Provide other details, such as City , State , Country , etc.  

 

8.  Click Save & Close . 

You have added a contact successfully.  

 
3.2  Assets  
You can add the assets to your organization, which requires periodical maintenance . Do the following.  

1.  Click th e Master Data  tab.  

2.  Click View  for Assets . The Assets  form appears.  

3.  Click New  to add an asset . 

4.  In the Asset  field, provide the name of the asset you want to add . 

5.  Click  for Owner  User ID , select the contact responsible for the asset, and click OK . The 
Owne r  field is populated automatically.  

6.  Click  for Expert User ID , select an expert or technician for the asset, and click OK . The 
Expert/Technician  field is populated automatically.  

7.  Click  for Approver Name ,  select an approver for the asset maintenance sche dule, and click 
OK . 

8.  Select the check box for Is quality inspection required? , if quality inspection is required. 

Then, click  for Quality Inspector , select a quality inspector for the asset, and click OK . 

9.  In the Description  field, provide a short descript ion about the asset.  

10.  In the Asset User s  section, do the following.  

a.  Click New to add a new user.  

b.  Click  for User ID , select a contact you want to add as a related user, and click OK . The 

User Name  field is populated automatically.  
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11.  Click Save & Close .  

You have added an asset  successfully.  

 

3.3  Currencies  
You can add the currencies . Do the following.  

1.  Click the Master Data  tab.  

2.  Click View  for Currencies . The Currencies  form appears.  

3.  Click New  to add a currency.  

4.  In the Currency Code  field, provide the code for  the currency.  

5.  In the Description  field, provide a short description about the asset.  

6.  In the Currency Name field , provide the name of the currency.  
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7.  Click Save & Close .  

You have added a currency successfully.  

 

4.   Creating an Asset Maintenance Schedule  
You can create a n asset maint enance schedule and notify the users who will be affected by 

maintenance of the asset . Do the following . 

1.  Click the Asset  Maintenance tab.  

2.  Click Vie w  for Asset Maintenance Schedules . The  Schedules  form appears.  

3.  Click New  to create an asset maintenance schedule.  

4.  On the Maintenance Schedule  tab, do the following.  

a.  In the Asset Details section , click  Asset , select an asset which requires maintenance, 

and click OK . The remaining fields in Asset Details  section are populated automatical ly.  

b.  In Schedule Details  section, do the following.  

i)  In the Maintenance Type  drop -down list, select one of the following :  

 Periodic Maintenance  

 Corrective Maintenance  

 Preventive Maintenance  

ii)  Click  Reminder  Date , select a date on which you want to set the rem inder for 
starting the maintenance process.  

iii)  Click  Schedule Date , select the date on which the maintenance work is scheduled to 
begin.  

iv)  Click  Due Date , select the date before which the maintenance work needs to be 

completed.  

v)  In the Risk Issues  field, pro vide the risk issues involved in the maintenance work.  

vi)  In the Maintenance Details  field, provide the details of the maintenance to be done.  
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5.  On the Comments  and Attachments  tab, do the following.  

a.  Click Add Comment . 

b.  Provide a Comment Title  and provide text f or the comment. You can also click Add 

Attachment  to add attachments to the comment, if required.  

c.   Click Save . 

6.  Click Save . 

 

7.  On the Maintenance Schedule  tab, click Notify Asset Users . 

You have submitted an asset maintenance schedule successfully.  

 

5.    View ing  a Schedule Plan  
Once the asset maintenance schedule is sent to asset  users , they  receive  a notification about the asset 

maintenance schedul e. The notification is available through My Page  Ą My Notifications . 

 Do the following to review the asset mainten ance schedule.  

1.  Double -click the notification.  

2.  Click Details  to view the details of the asset maintenance scheduled.  

3.  On the Schedule Details  tab, review the details.  
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4.  On the Comments  and Attachments  tab, do the following.  

a.  Click Add Comment . 

b.  Provide a Comment  Title  and provide text for the comment. You can also click Add 

Attachment  to add attachments to the comment, if required.  

c.   Click Save . 

 

5.  Then, c lick Close . 

You have reviewed the asset schedule plan successfully.  

 

6.    Submitting  the  Schedule Plan   
Once the asset maintenance schedule is notified , the user who created the schedule plan can send the 

schedule plan for approval and initiate the maintenance process.  

 Do the following to submit  the schedule plan.  

1.  Click the Asset Management  tab.  

2.  Click Vie w  for Asset  Maintenance Schedules . The  Schedules  form appears.  

3.  Double -click the maintenance schedule record you want to open.  

4.  On the Comments and Attachments  tabs, view the comments and attachments provided by 

the asset  users.  

5.  You can modify the schedule and notify a sset users , if required.  
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6.  Click Start Maintenance Process  to start the maintenance process  

You have submitted the schedule plan successfully.  

 

7.    Approving  the Schedule Plan  
Once the asset maintenance schedule is submitted , the approver of the  schedule pl an receives a task, 

which is available through My Page  Ą My Tasks .  

Do the following to approve the schedule plan.  

1.  Double -click the  task. The task opens, displaying the details of the schedule plan.  

2.  Review the schedule plan  and select one of the following  options for Select the Approval 

Status :  

 Approve : If approved, the schedule plan is sent to the person  who is responsible for 

completing the maintenance activity. Do the following.  

a.  In the Instructions  field, provide the instructions to be carried out for th e 

maintenance.  

b.  In the Estimated Cost Detail s  field, provide the estimated cost details for the 

maintenance.  

 Reject : If rejected, a notification is sent to the user who submitted the schedule plan.  
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3.  Click Save . 

4.  Then, click Complete Task . 

You have approved the schedule plan successfully.  

 

8.    Completing the Maintenance Activity  
Once the asset maintenance schedule is approved, the responsible person for completing the 

maintenance activity receives a task, which is available through My Page  Ą My Tasks .   

Do the f ollowing to complete the maintenance activity.  

1.  Double -click the  task. The task opens, displaying the details of the schedule plan.  

2.  Perform the maintenance task.  

3.  In the Actual Cost Details  field, provide the actual cost of the maintenance activity.  

4.  In the Total Cost  Incurred  field, provide the total cost incurred.  

5.  In the Currency field, provide the currency used.  
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6.  Click Save . 

7.  Then, click Complete Task . 

You have approved the schedule plan successfully.  

 

9.    Completing the Quality Inspection  
Once the asset ma intenance is completed, the quality inspector receives a task, which is available 

through My Page  Ą My Tasks .  

Do the following to complete the quality inspection.  

1.  Double -click the  task. The task opens, displaying the details of the maintenance activity.  

2.  On the Maintenance Review  tab, do the following.  

a.  Select one of the following options for Select the Review  Status :  

 Approve : If approved , the maintenance work done is up to the accepted quality 

standards.  
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 Reject : If rejected, the maintenance work done is not  up to the accepted quality 

standards . 

b.  Click  for Next Maintenance Date , select a date proposed for the next maintenance 

plan.  

c.  In the Maintenance Necessity  field, provide a short note on the necessity of the 

maintenance work undertaken.  

d.  In the Timing Appr opriateness  field , provide a short note on whether the timing of the 

maintenance was appropriate  to prevent  shut down or any major delays.  

e.  In the  Repair Duration  field, provide the details of repair duration. For example, one 

month and 18 days.  

f.  In the Reco mmended Inspection Period  field, provide the details of the recommended 

periodic inspec tion  period.  

 

g.  Click Save . 

h.  Then, click Complete Task . A notification is sent to the asset owner and related users.  

You have completed the quality inspection successfully .  

 

10.   Creating a New Schedule Plan  
Once the quality inspection  is completed, the asset owner  receives a task, which is available through 

My Page  Ą My Tasks .  

Do the following to  create a new schedule plan . 
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1.  Double -click the  task. The task opens, displaying t he details of the maintenance review . 

2.  On the New Schedule and  Maintenance Review  tab, do the following.  

a.  Click  for Next Maintenance Date , modify the  date propose d for the next maintenance 

plan, if required.  

b.  Click  for Reminder  Date , select a date on whic h you want to set the reminder for 

starting the maintenance process.  

 

c.  Click Create Schedule to create a new schedule plan.  

d.  Then, click Complete Task . A notification is sent to the asset owner and related users.  

You have completed the quality inspection s uccessfully.  

 

11.  Reporting and Monitoring  
The Asset Maintenance  MashApp enables you to monitor asset maintenance  data through various 

forms, charts, and reports.  

 

11.1  Forms  
On the Asset Management  tab , you can view forms to display data on the asset maintenance .  

For example, you can view the Asset Maintenance  Logs  form to view all the maintenance review and 

repair details for each asset . Do the following.  

1.  Click the Asset Management  tab.  



U S E R  M A N U A L :  A S S E T  M A I N T E N A N C E  M A S H A P P    

 

       

       Page 17 of 19 

2.  Click View for Asset Maintenance  Logs . The Asset Maintenance Logs  form appe ars , 

displaying the details  of the maintenance  logs created . 

 

3.  In the Asset  Logs  section, double -click the asset  log you want to view. The maintenance 

review and maintenance details are displayed.  

4.  Click Close . 

 

You can also view the following forms  on the  Asset  Management  tab :  

 My Assets  

 My Linked Assets  

 All Assets  

 My Asset Maintenance Schedules  

 My Asset Maintenance Logs  

 

11.2  Charts  
On the Charts  tab, you can view  charts that display asset maintenance  data .  

For example, you can view the Asset Maintenance per Type chart to view th e asset maintenance per 
type submitted . Do the following.  

1.  Click  the  Charts  tab.  
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2.  Click View for Asset Maintenance per Type .  The Maintenance  Requests  per Maintenance 

Type  chart appears.  

3.  Click any maintenance type. For example, click Prev entive Maintenance . In the 

Maintenance Schedule s  section, the details of the preventive maintenance schedule are 
displayed.  

  

4.  Click Close . 

 

You can also view the following charts  on the Charts  tab :  

 Overall Status of Schedules  

 Yearly  Asset Maintenance   

 Ma intenance Cost per Asset  

 Maintenance Cost per Year  

  

11.3  Reports  
On the Reports  tab, you can run various reports on asset maintenance  data.  

For example, you can run the Completed Maintenance  report to view all the completed maintenance 
activities . Do the foll owing.  

1.  Click  the  Reports  tab.  

2.  Click Run  for  Completed Maintenance . The Report Wizard  appears.  

3.  Click Run Report .   

4.  Then, click Download Report .  The report appears , displaying all the maintenance schedule 

plan s, which are completed . 
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You can also view the fo llowing reports  on the Reports  tab :  

 Asset Maintenance per Type  

 Maintenance in Pro gr ess  

 Maintenance  History  per Asset  

 

12.  Conclusion  
In this user manual, you learnt how to set up organization  and Master Data  for the successful 

functioning of the Asset Maintena nce  MashApp. You learnt how to create an asset maintenance 
plan, review, submit , and approve it. You also learnt how to complete a maintenance activity and 

quality inspection, and finally to create a new schedule plan. You even got a glimpse on how to 
moni tor data through various forms, charts, and report s that are readily available to you.  

 

13.  Contact Us  
To report issues or send  feedback, contact us at: customercare@theprocessfactory.com   

mailto:customercare@theprocessfactory.com

