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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, whenyou have a manual asset maintenance system , the bottlenecks are  many. For example ,
the | 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 will help you:
e Maintain paperless records

e Reduce unscheduled maintenance

e Reduce shutdowns and downtime

e Reduce Maintenance costs

e 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 andthensetup 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.

Notify, Submit, and
Approve Schedule
Plan

Asset Maintenance

MashApp Complete
Create Asset User Manual Maintenance Activity
Maintenance & Quality Inspection

Create New
Schedule Plan
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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.

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

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

2. Click Goto for Application Users . The Application Users page appears, displaying a list of
existing application users

3. Create an application user . Do the following.
a. Click Add and select Add New User to the Application

b. Inthe Userld field, type the unique id of the user in the form of a valid email address. For
example, Al miller@adiantpower.como. ThiLaginlkl mandl
Email fields respectively.

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

Note : You cannot modify the Login Id

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 &, for
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

e 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 .

e Asset Maintenance Administrator . This privilege enables users to perform all the
functions ofan  Admin . In addition to this, the user can also customize the application
through the  Modify Application tab.

e AssetOwner : This privilege enables usersto raise and approve maintenance requests
e 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 .
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. Welcome Brain Peterson! ; Profile [D Layourt ; | Log O
@’Asset Maintenance ©change 3
Help EP Support Advanc

[ MyPage | [ Asset Maintenance | [ Charts | [ Reports | [ MasterData | [ Setup ] [«)aota|
User Management = Announcements  Personalization  Weblinks  General Settings  Upload Activity  URL Generator | Schedule Manager  Docurment Template | External App({Personal Access) «1of2

Setup > User Management > Application Users

[l Application Users
L\‘_\b The users subscribed to this application are listed here. This screen is used For user maintenance, Users are assigned a privilege to use the application.

Dadd~ [ pefresh

Add New User to the Application ” Name Email

ABEE cotyp > User Management = Application Users = User Details

User Details

&
‘kp The users subscribed ko this application are listed here, This screen is used For user maintenance, Users are assigned a privilege to use the application.

Cladds X Delete | 4 previous 8 Mext  ©lBackto List

User Id* edwardcollins@lucentpower.com

Hame* | Edward Callins

Login Id:*  edwardcollins@lucentpower.com

Contact Details

Email* | edwardcolins@lucentpower. com | ity | |
Compary Mame | | Courtry | - |
Address Phone(o) | |
Phone(R) | |

Website | |

Privilege Details

Privilege Mame™ | asset Cwner |

Description | This privilege enables users to raise and approve maintenance requests,

*Required I Save I | Cancel

f. Click Save .

An application user s 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 Loginild and Password requiredtologo 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 .

Note : You can setup Master Data  only if you are assigned the Admin or Asset Maintenance
Administrator privilege .

3.1 Contacts

You can add the contacts needed for the asset maintenance process . Do the following.
1. Clickthe Master Data tab.

2. Click View for Contacts .The Contacts form appears.
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3. Click New to add a new contact.

4. Click @ for User ID , selectan organiz ation user you want to add as a contact, and click OK.
The Name and Email fields are populated automatically.

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

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

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

|Save | | My | |Delete| I Save & Close I |Clnse |

Contact Details
Llser I0* | edwardcolins@lucentpowsr , com |m Emnail* |edwardcnllins@lucentpnwer.com |
Marnie* |Edward Collins |
Business Organization |Lucent Pawer | ik |P.msterdam |
Address Fifth Street, State |.C\msterdam |
Avenue Foad, Country |Netherlands |
Amskerdam,
Netherlands Postal Cods | non04757 |
Phone 498583755 |

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 the Master Data tab.
Click View for Assets . The Assets form appears.
Click New to add an asset .

2
3
4. Inthe Asset field, provide the name of the assetyou want to add
5

Click " for Owner UserID |, 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. Inthe Description field, provide a short descript ion about the asset.
10. Inthe Asset User s section, do the following.

a. Click New to add a new user.

b. Click "2 for UserID , 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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|Save | || Save & Close I | Cloze |

Asset Details

Asset® [Plart Mo 2

Cwner UserIC* |edwardcollins@lucentpower.com |E Description

o N - Plant Mo 2 is used for alloy and special steel production, It is
winer |Edward Collins | commissioned with & capacity of 1,00,000 tonnes of ingok

Expert UserID¥* |jasnngreen@lucentpower.cnm |E skeel and 60,000 konnes of saleable steel,

Expert | Technician™ |Jasnn Green |

Approver Mame |Brain Peterson |E

M 1s quality inspection required?

Quality Inspectar* | Mark Rotinson =

Created Date |nz,f25,fznm 05:04:34 |
Modified Date | |

Asset Users All Related User = " i | | ” ‘ME
e
r User ID User Name™*
- jasongresnif@iucentposwer com E Jason Green

Maoke: The Asset Users receive notifications on asset mainkenance schedule plans and can provide comments about the schedule plan,

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.
Click View for Currencies .The Currencies form appears.
Click New to add a currency.
Inthe Currency Code  field, provide the code for the currency.

Inthe Description field, provide a short description about the asset.

o g r~ w DN

Inthe Currency Name field , provide the name of the currency.
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|Save| | Save & Cloze | |Close |

Currencies Alcurencies v " ¥ - | | " i“||z|
— Currency Code™® Currency Mame
r uso U= Dollar
r ELIR: Eura
r GBP Pound Sterling

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. Clickthe Asset Maintenance tab.
Click Vie w for Asset Maintenance Schedules . The Schedules form appears.

2
3. Click New to create an asset maintenance schedule.
4

On the Maintenance Schedule tab, do the following.
a. Inthe 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) Inthe Maintenance Type drop -down list, select one of the following
e Periodic Maintenance
e Corrective Maintenance

e Preventive Maintenance

i) Click [l 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) Inthe Risklssues field, pro vide the risk issues involved in the maintenance work.

vi) Inthe Maintenance Details field, provide the details of the maintenance to be done.
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5. Onthe Comments and Attachments tab, do the following.
a. Click Add Comment

b. Providea 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 .

Save | | Close

Asset Maintenance Schedule

Asset Maintenance

Maintenance Schedule | Comments and Attachments

Asset Details

Assat® |Plant Ho 2 |E Cowiner |Edward Collins |
Last Repaired Date | | Approver Name |Brain Peterson |E
Cuality Inspector [Mark Robinson = Technician | Expert® | Jason Green I

Schedule Details

Schedule ID* | SIDO000NS0 | Status Eritry
Maintenance Type |F‘eriodic Maintenance ¥ | Reminder Date |02."25."201U 05;26:46 |E
Schedule Date* [oefz7(z010 05:26:51 = Due Date [1zf01/z011 05:27:00 =
Risk Issues The risk, issues involved are explosion, Fire, machinery breakdown, business interruption and radioactive

contamination,

Maintenance Details Maintenance of combustible construction of roofs, Floors, walls of the building which contain the Furnace.

| Motify Azset Users I‘ Start Maintenance Process
7. Onthe Maintenance Schedule tab, click Notify Asset Users
You have submitted an asset maintenance schedule successfully.

5. Viewing a Schedule Plan

Once the asset maintenance schedule is sentto asset users, they receive a notification about the asset
maintenance schedul e. The notification is available through My Page A 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. Onthe Schedule Details tab, review the details.
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4, Onthe Comments and Attachments tab, do the following.

a. Click Add Comment

b. Providea 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 .

Notification b3

Cloze

Schedule Details | Comments and Attachments

Asset |Plant No 2 | Maintenance Type Periodic Maintenance

Schedule I0* |SIDDDDDDBI | Last Repaired Date | |
Schedule Date |02/27/2010 05:34:02 |  DueDate [02/01/2011 05:34:07 |
Responsible Person® |Jasun Green Freated By |edwardcollins@lucentpower.com |
Risk Issues The risk issues involved are explosion, fire, machinery break down, business

interruption, and radio active contamination.

Mainkenance Details Maintenance of combustible construction of roofs, floors, walls of the building which
contains the furnace.

Moke: Provide wour comments and upload vour attachments on the 'Comments and Aktachments' tab For this schedule,

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

Onthe 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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Save | | Close

Asset Maintenance Schedule

Asset Maintenance

Maintenance Schedule | Commertz and Attachments

Asset Details

o |F‘Iant No 2 |E Cwiner |Edward Collins |
Last Repaired Date | | Approver Name |Brain Peterson |E
Quality Inspector |Mark Robinson |E Technician [ Expert™ |_'Iason @reen |E

Schedule Details

Schedule ID* |51D|j|j|j|juau | Status Ertry

Maintenance Type |Peri0dic Maintenance - | Reminder Date |D2,|'26,|'2UID 05:26:46 ||E
Schedule Date [0zf271z010 05:26:51 imi Due Date 020142011 05:27:00 [imi
Risk Issues The risk. issues involved are explosion, fire, machinery breakdown, business interruption and radioactive

contamination,

Maintenance Details fMainkenance of combustible construction of roofs, foors, walls of the building which contain the Furnace.

Metify Ssset Users | | Start Maintenance Process I

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 A 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
e Approve :If approved, the schedule plan is sent to the person who is responsible for
completing the maintenance activity. Do the following.
a. Inthe Instructions field, provide the instructions to be carried out for th e
maintenance.
b. Inthe Estimated Cost Detail s field, provide the  estimated cost details for the

maintenance.

e Reject : If rejected, a notification is sent to the user who submitted the schedule plan.
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Task * %

| Task Details E

Complete Task

Maintenance Schedule | Commerts and Attachments

Select the Approval Status |(“ approve T Reject

Asset Details

Asset* | Plant Mo 2 isset Owner* [Edward Collins |

Last Repaired Date | | Technician | Expert® |_'|,asu|-| Green |

Schedule Details

Schedule 1D+ |5100000031 | Status Wiziting for Approval

Maintenance Type Periodic Maintenance

Schedule Date ||]2/2?f2|]1u 05:34:02 Due Date |l]2fl]1/2l]1 1 05:34:07

Risk Issues The risk issues involved are explosion, fire, machinery break down, business interruption, and radio

active contamination.

Maintenance Details Maintenance of combustible construction of roofs, Floors, walls of the building which contains the furnace,

Instructions Complete the maintenance work before the due date. Ensure the safety measures are followed o reduce risk,

Estimated Cost Details | The complete maintenance activity is estimated to cost around EUR 50000050

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 A 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. Inthe Actual Cost Details field, provide the actual cost of the maintenance activity.
4. Inthe Total Cost Incurred field, provide the total cost incurred.
5

Inthe Currency field, provide the currency used.
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Task * X
| Task Details E

Complete Task

Maintenance Schedule | Comments and Attachments

Asset Details

Asset | Plant No 2 F\-SSEL' Cuarier ™ |Edward Collins |
Last Repaired Date | | Technician | Expert® |Jas|:||'| Green |
Schedule Details
scheduls 10 | SIDO00005 1 | Stakus Approved
Maintenance Tyvpe Periodic Maintenance
schedule Date |02/27/2010 05:34:02 Due Date |o2/01/2011 05:34:07
Risk Issues The risk issues involved are explosion, fire, machinery break down, business interruption, and radio
active contamination.
Inskructions Maintenance of combustible construction of roofs, floors, walls of the building which contains the furnace,

Maintenance Details Complete the maintenance work before the due date, Ensure the safety measures are followed to reduce risk,

Estimated Cost Details | The complete maintenance activity is estimated ko cost around EUR 50000050

Actual Cost Details The complete mainkenance cost incorred is EUR S000030

Takal Cost Incurred B000080 Currency EUR

3|

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 A 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. Onthe Maintenance Review tab, do the following.

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

e Approve
standards.

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

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

b. Click L2l for Next Maintenance Date , Select a date proposed for the next maintenance

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

maintenance work undertaken.
d. Inthe Timing Appr opriateness field, provide a short note on whether the timing of the

maintenance was appropriate to prevent shutdown or any major delays.
e. Inthe Repair Duration field, provide the details of repair duration. For example, one

month and 18 days.
f. Inthe Reco mmended Inspection Period field, provide the details of the recommended

periodic inspec tion period.

Task * %
| Task Details E
Maintenance Review || Schedule Details || Commerts and Attachments
Select the Review Status |  approve ¢ Reject |
Mext Mainkenance Date | 03/29/2013 06:27:144 |E Status | Completed
Maintenance Mecessity The maintenance ackivity was highly necessary to prevent plant shut down,
Timing Appropriskeness The maintenance ackiviky was able to presvent plant shuk down and delay in production,
Maintenance Duration Eight months and 16 days.
Recommended Inspection Period | The maintenance work should be carried out at an interval of five years,

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 A My Tasks .

Do the followingto  create a new schedule plan

CORDYS
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1. Double -click the task. The task opens, displaying t he details of the maintenance review .
2. Onthe 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 im| for Reminder Date , select a date on whic h you want to set the reminder for
starting the maintenance process.

Task 2 x

| Task Details E

Mext Schedule and Maintenance Review || Schedule Detailz | Comments and &ttachmerts

Next Schedule
Mext Maintenance Date |U4."'33."2011 10:30:25 ml Reminder Date mi
Create Scheduls
Maintenance Necessity The maintenance activity was highly necessary to prevent plant shut down.
Tirning Appropristensss The maintenance activity was able to prevent plant shut down and delay in production.
Repair Duration Eight months and 16 days.
Recommended Inspection Pefiod | The maintenance work should be carried out at an interval of five years.

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 youto 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 onthe asset maintenance

For example, you canviewthe Asset Maintenance Logs formtoview allthe maintenance review and
repair details for each asset . Do the following.

1. Click the Asset Management tab.
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2. Click View for Asset Maintenance Logs . The Asset Maintenance  Logs form appe ars,
displaying the details  of the maintenance logs created

Close

Asset Maintenance Logs

Asset Maintenance

Asset Logs M Assetlogs | w " - | | ||%3|E|
|JNew | | | Refresh |

r Log ID* Asset® Scheduled Date Completed Date Responsible Person

[~ LIDOoO000Z Flant Mo 2 03/02r20100.. 0300101, Jason Green

[~ LIDO0OOO0Z Building 0370620101, 03ayia0101.. Faul Carter

3. Inthe Asset Logs section, double -clickthe asset log you want to view. The maintenance
review and maintenance details are displayed.

4. Click Close .
You can also view the following forms onthe Asset Management tab:
e My Assets

e My Linked Assets
o All Assets
e My Asset Maintenance Schedules

e My Asset Maintenance Logs

11.2 Charts

Onthe Charts tab, youcanview charts thatdisplay asset maintenance data.

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

1. Click the Charts tab.

CORDYS
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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 . Inthe
Maintenance Schedule s section, the details of the preventive maintenance schedule are
displayed.
| Close |
Maintenance Requests per Maintenance Type
~iZorrectiveMaintenance, 2
PeriodicMaintenance, 3 —
“PreventiveMaintenance, 2
Click the maintenance kype to view the corresponding maintenance details,
Maintenance Schedules
Schedule ID Asset Schedule Date Due Date Status
5100000031 Plant Mo 2 02{27/2010 05:34:02 0z2{01/2011 05:34:07 Maintenance In Progress
SIDOOO00ES Plant Mo 2 03/29/2013 06:27:44 03(29/2013 06:27:44 Entry

4. Click Close .

You can also view the following charts onthe Charts tab:
e Overall Status of Schedules

e Yearly Asset Maintenance

e Maintenance Cost per Asset

e Maintenance Cost per Year

11.3 Reports

Onthe Reports tab, you canrun various reportson assetmaintenance data.

For example, youcanrunthe Completed Maintenance reporttoview allthe 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

CORDYS
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26/02/2010

Asset Maintenance Type Responsible Person Schedule Schedule Date Due Date Completed Date

Wehicles CorrectiveMaintenance |Paul Carter SIDO00007a 2/23/10 8:40 AM 2/23/10 840 (2/26/10 9:39 AM
Building FreventiveMaintenance |Brian Feterson SIDO000OFF 2/25/10 8:40 AM 2/25/10 8:40 (2/26/10 9:39 AM
Yehicles CorrectiveMaintenance |Betty Paul SIDO00007S 2/25/10 8:40 AM 2/25/10 8:40(2/26/10 9:39 AM
Yehicles CorrectiveMaintenance |[Mark Robinson SIDO000079 2/25/10 8:40 AM 2/25/10 8:40(2/26/10 9:39 AM
Flant Mo 2 |PericdicMaintenance Jason Green SIDO0000B30 2/27/10 3:26 AM 2/1/11 3:27 |2/26/10 6:28 AM

Page 1 of 1

You can also view the fo  llowing reports onthe Reports tab:
e Asset Maintenance per Type
e Maintenance in Pro gr ess

e 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 reportissues or send  feedback, contact us at: customercare@theprocessfactory.com
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