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About Operations & Maintenance
Operations & Maintenance Overview

Operations & Maintenance Overview

The CMMS (Computerized Maintenance Management Software) functions and tools available in the EvolveFM
Operations & Maintenance module have been designed to assist a maintenance department with their primary
responsibilities:

e Fix things that need repair
e Prevent things from breaking

How you implement the functions and tools should reflect the way your maintenance department operates, and
your EvolveFM Operation & Maintenance module users should reflect the makeup of your maintenance
department and how it communicates.

What can be maintained?

The things that need to be maintained within your facility are physical items like equipment and locations. In Evolve
these physical items are identified as assets and locations:

e Assets (Equipment, Artwork, Furniture, etc)

¢ Locations (Property, Building, Floor, Space)

Who does the work?

The people or vendors who perform the maintenance work are identified in Evolve as your labor providers.

e Labor

What about parts & materials?

The parts and materials available to perform the maintenance work are stored in your Evolve Material list.

e Materials

Integrating CMMS & CAFM

The CMMS functions and tools in the Operations & Maintenance module are tied together with the CAFM
(Computer Aided Facilities Management) features in the EvolveFM Space & Assets module. This integration of
CMMS & CAFM pulls together the assets, locations, and labor that your maintenance people need to do their job.

e Assets used in the Operations & Maintenance module utilize the assets created in the Space & Assets module.

e Locations used in the Operations & Maintenance module utilize the property, building, floor, & space locations
created in the Space & Assets module.

e Labor used in the Operations & Maintenance module utilizes contacts (people and vendors) created in the Space
& Assets module.

Security & Permissions

All features and functions of the Operations & Maintenance module can be controlled by the user management
tools in EvolveFM, allowing the Evolve administrator to restrict access to specific maintenance functions and
controls by each user login.

Copyright © 2012-2013 EvolveFM Operations & Maintenance 10
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Operations & Maintenance Components

Operations & Maintenance Components

The EvolveFM Operations & Maintenance module is comprised of the following three components.
¢ Requester Component
e Call Center Component

e Maintenance Component

Requester Component
The Requester component is designed to provide users the ability to submit service requests -
via the web. | }

Use the Requester component to: e

e Submit service Requests via the web
¢ View all of your submitted Requests

e Track all activity related to your Requests

Requester Work Flow

All submitted Requests will be automatically distributed to the Call Center component and the Maintenance
component, and an EvolveFM Service Request will be generated.

Figure 1—Requester Component - Request Work Flow

User | Requester \Classification Category
s Request Class
Property —— ——
et Location Job
Asset /

Maintenance & Call Center
J‘j'l Components

o

-
-yt
- v

A4

Service
Request
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About Operations & Maintenance
Operations & Maintenance Components

Call Center Component
The Call Center component is designed for organizations that have designated personnel who
are responsible for the management of all incoming service requests.

Use the Call Center module to: e

¢ View & manage all EvolveFM Service Requests
e Create new Service Requests

e Turn Service Requests into Work Orders and distribute them to the Maintenance component

Call Center Work Flow

The Call Center component stores all EvolveFM Service Requests that are generated from the Requester
component, the Call Center component, or the Maintenance component.

As Service Requests are generated, the Call Center user can fill out additional information if needed and determine
the action required to process the request. If the Call Center user assigns the Service Request to a labor provider a
Work Order will be automatically generated in the Maintenance Component.

Figure 2—Call Center Component - Service Request Work Flow

Category

Class

User . Classification‘ Job  Additional Detail
Service |\
Request |
Prope
ﬂ Detail | (_Trade
Asset \

Priority

Reject, Hold & Reopen Status
Estimated Time

Assign to Labor

-

i \
MalntenanceComponentt e J—|

A

Work
Order
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Operations & Maintenance Components

Maintenance Component
The Maintenance component is the only component that is required to create, process, and
manage Service Requests & Work Orders in EvolveFM. /’ll '

Use the Maintenance component to: ;
Maintenance

e Manage all Operations & Maintenance Administration tasks
e Manage Labor & Materials

e Create, manage & view all EvolveFM Service Requests

e Create, manage & view all EvolveFM Work Orders

e Create, manage & view Work Orders assigned only to you

Maintenance Work Flow

The Maintenance component stores all EvolveFM Service Requests that are generated from the Requester
component, the Call Center component, or the Maintenance component. A Maintenance user can add a new Work
Order, or a Work Order can be automatically generated when a Service Request is assigned to a labor provider. As
Work Orders are generated, the Maintenance user can fill out additional information if needed and determine the
action required to process the Work Order.

Figure 3—Maintenance Component - Work Order Work Flow

Service

Request N g‘.-,_ Maintenance or Call Center Component

& Assign to Labor

) g y Catego
Maintenance Component \ o ™ i
— Class

-

Additional Detail

User Requeste_r \tlassification ‘ Job Task
as

——————| Location  Detail Trade
Asset Work | |

Order Priority

Contacts Labor Status
! , Estimated Time
Materials Documents ‘

Hold, Cancel & Reopen

Close Out )—} Reopen
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About Operations & Maintenance
Operations & Maintenance Components

Maintenance Management Functions

The maintenance management functions accessed from the Maintenance menu are used to create and manage
service requests and work orders in EvolveFM.

Figure 4—Maintenance Component Menu Bar

Maintenance

Welcome to Maintenance

Home

e Service Requests
e Work Orders
e My Work Orders

e Preventive Maintenance

Maintenance Setup Functions

The maintenance setup functions accessed from the Maintenance menu, are used to configure the EvolveFM
Operations & Maintenance module to meet the needs of your organization. Based on your configuration of these
settings you control how automated the creation and assignment of work orders will be.

Figure 5—Maintenance Component Menu Bar

Maintenance

MY WO

Welcome to Maintenance

Home

e Materials
e Labor

e Administration
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Requests
Requester Grid

Requester Grid

The Requester grid located in the Requester component, displays a list of all service requests submitted by the
current user.

All submitted service requests are automatically distributed to both the Maintenance Module (Service Requests
tab) and the Call Center module (Service Requests tab)

Use the requester grid to:

e Retrieve a list of all your submitted service requests
e Add a new service request record
e Open the Request form to a specific service request record

Note:  Once created, a service request will remain in the Request grid until its related work order status changes
to Closed. Once closed, the service request will be removed from the grid list.

To display the requester grid:

1. Double-click the Requester icon on the EvolveFM desktop.

Figure 1—Requester Grid List

Profile Logout Help

Activity Feed View: | All Requests 2% i Manage view [}Add [£]Open More Actions v Quick Search: Search for ... £ % Advanced

2 Sep 26, 2012 3:30 PM Humber + Status Description Dietail Requested Date Requests Category Reguest Clase  Job Regue.

Evolve Administrator has changed the status 2 Open Sink Clogged B/26/2012 12:36:49 PM Demand Evolve,
of Service Request 2 to Open.
1 Assigned Light out 926/2012 11:21:52 AM Demand Evolve

2 -~ 0o

Activity Feed
The Activity Feed located in the Requester component displays a read-only list of all activity related to the current
user’s service requests.

Figure 2—Activity Feed

Activity Feed

*

8 Mar 13, 2013 1:47 PM

Patricia Fournier has changed the status
of Service Reguest 3§ to Assigned.

8 Mar 15, 2013 1:47 PM

Patricia Fournier has assigned Service
Request & to John M Erickson,

8 Mar 13, 2013 1:45 PM
Patricia Fournier submitted Service
Request 8.

T Mar 19, 013 10205 &AM

m

nier has g
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Request Form

The Request form is used to submit service requests via the web.

To display the request form:

1.
2.

Figure 3—Request Form

Attributes

Double-click the Requester icon on the EvolveFM desktop.

Do one of the following:

Click Add to open the Request form to a new record.

Select an existing service request record in the grid list and then click Open.

Comments

Requester

Requests
Request Form

Contacts

Requester:
Reguested For:

Chssifeation

Patricia Fournier

Requests Category:

Reguest Class:

Job:

Reguest

Mowe Management
MALC

Mowe Person

Location

Property:
Building:
Floor:
Space:
Asset:

Location:

Harmon Technologies
8 Harrison Street
1

H1-125

Description:

Detail:

Additional Detail

Mowve To::
Move Date::
Mumber of Boxes:

Ergonamic Chair:

My new office is ready

H1-168
06/21/2013
2

Cla

=
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Attributes Tab

Note:  The data fields on the Attributes tab become read-only after a request has been submitted.

Contacts
Requester. If the current user is an active Evolve Occupant, their name will automatically populate this field.

Requested For. If the current user is requesting this service for someone other than themselves, they can enter the
first few letters of the contact’s first name into the text box and a selection list (derived from the Evolve Contacts
list) will populate with all contact matches. The user can then choose a name from the selection list.

Note:  The Requested For text box is active only when the search icon E is displayed.

Location

If the current user is an Evolve Occupant assigned to a property, building, floor, and/or space within Evolve, the
Location information will automatically populate with the user’s assigned location information, however the
location data can be changed as needed.

Property. (Required) Select the property related to this Request.
Building. Use to identify a building on the selected property.
Floor. Use to identify a floor of the selected building.

Space. Use to identify a space on the selected floor.

Asset. Use to identify an asset related to this Request.

Location. Use to enter a more descriptive location description.

Classification
Request Category. Use to assign a Request Category.
Request Class. Use to assign a Request Class.

Job. Use to assign a Job type.

Request

¢ Description - (Required) Enter a description of the service requested.

¢ Detail - Use to enter more detail about this request.

Additional Detail
The Additional Detail section of the form displays custom data fields associated with the Job that is assigned to a

request. Use the Additional Data fields to enter job specific data related to the request.

Note:  The Additional Detail section will not be displayed if a Job has not been assigned to the request, or if a job
assigned to the request is not configured with additional detail data fields.
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Comments Tab
The Comments tab is used to add and display comments related to a request.

Note:  Comments cannot be edited or removed after they have been added to the Comments tab.

Figure 4—Comments Tab

Request: 8 (Assigned) w
[ Attributes |
SortBy: | By Date E E}New Quick Search: Search for ... B
New Items Mar 19, 2013 7:02 PM

Evolve Administrator
We will get a new ergo chair for your office and have our IT department take a look
at your computer,

New Computer Mar 15, 2013 6:55 PM
Patricia Fournier
Ch... and my computer seems to be REALLY slow. Any chance I can get a new one

when I move to my new office?

Hew Chair Mar 19, 2013 6:54 PM
Patricia Fournier
Any chance 1 can get a new chair when I move? I could really use an ergonomic chair.

To add a new comment:

1. Click the New button located on the Comments tab.
2. Onthe Comments form, enter the comment Topic. The topic appears in bold text on the comment tab.
3. In the Comments text field, enter a comment. The comment appears beneath the topic on the comments tab.

Figure 5—Comments Form

Comments L= 4
Topic: Mew Chair
Comments: Any chance I can get a new chair when I -

move? [ could really use an ergonomic chair.

e —e—

Note:  The date the comment was added, and an email link to the user who created the comment, is automatically
added to the comment tab.

Note: Comments cannot be edited or removed after they have been added to the Comments tab.
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Managing Requests

Submit a New Request
1. Loginto Evolve using your User Name and Password.

2. If you have been given privileges to other modules in Evolve, click the Requester icon on the desktop to open the
Requester component.

3. On the Requester grid, click Add to display the Request form.
4. Inthe Location list, select a Property from the pick list (required).

Note:  NOTE: If you are an occupant in Evolve and are currently assigned to a Property, Building, Floor, and/or
Space, your location data will automatically populate the location fields.

5. Enter a description of your request in the Description text box (required).
6. Fillin any other data fields as needed.
7. Click Save.

Note:  Once the request has been saved, all data fields on the Attributes tab become read-only and no changes can
be made to the request.

View an Existing Request
1. Log into Evolve using your User Name and Password.

2. If you have been given privileges to other modules in Evolve, click the Requester icon on the desktop to open the
Requester component.

3. Inthe Request grid list, select the request you want to open.
4. Click Open.

Note: All data fields on the Attributes tab are read-only and other than comments, no changes can be made to
existing requests.

Add a Comment to a Request
1. Onthe Comments tab of the Request form, click New to display the Comments form.

2. Inthe Topic text box enter the topic of your comment (required).

Note:  The topic will appear in bold text on the Comments tab.

3. Inthe Comments text area, enter your comment (optional).

Note:  The description will appear below the topic text on the Comments tab.
4. Click Save.

Note:  Comments cannot be edited or removed after they have been added to the Comments tab.
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Service Request Grid

Service Request Grid

The Service Request grid located in both the Call Center component and the Maintenance component, displays a list
of all Service Requests submitted by all Requester, Call Center, and Maintenance users.

Use the service request grid to:

e Retrieve a list of all service requests
e Add a new service request record
e Open the Service Request form to a specific service request record

Note:  Once created, a service request will remain in the Service Request grid until its related work order status
changes to Closed. Once closed, the service request will be removed from the grid list.

To display the service request grid:
1. Do either of the following:

¢ Double-click the Maintenance icon on the EvolveFM desktop.
¢ Double-click the Call Center icon on the EvolveFM desktop.
2. Click the Service Requests tab.

Figure 1—Service Request Grid (Maintenance Component)

HMaintenance

SERVICE REQUESTS RIS ERWIzin= =g RDERS  PREVENTIVE MAINTENANCE ~ MATERIALS ~ LABOR
View: |All Service Requesis E 2 Manage View iﬂ_:_add E—leen More Actions ~ Quick Search: Search for ... P % Advanced Search
Number Property Building Floor Space ID Asset Name Location Description = Detail Origin Re:
17 Harrisen Campus 8 Harrison Avenue 1 H1-168 4 Reguester
14 Canal Street admin test 1 Reguester Mo
4 Canal Street 160 Canal Street 2 Light out
3 Canal Street 160 Canal Street 2 Light over lab bench is out Reguester De
5 Canal Street Lights out in office Requester De
19 Canal Street My Add work orders to service reque... Reguester De
8 Harrison Campus 8 Harrison Avenue 1 H1-168 My new office is ready Requester Mo
in *--rivan Avenue 1 H1-168 y Requester Mo

Activity Feed (Call Center Component)
The Activity Feed located to the left of the Call Center Service Request grid, displays a read-only list of all activity
related to all service requests in EvolveFM.

Figure 2—Activity Feed

Activity Feed
15 Mar 20, 2013 4:00 PM <

Evolve Administrator has changed the
status of Service Request 15 to Open.

m

19 Mar 20, 2013 3:13 PM

"ministrator’

—
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Service Request form

The Service Request form is used to manage service requests in

EvolveFM.

To display the service request form:

1. In either the Maintenance component or the Call Center component, click the Service Requests tab.

2. Do one of the following:

e Click Add to open the Service Request form to a new record.

e Select an existing service request record in the grid list and then click Open.

Figure 3—Service Request form

Service Regquest: 6 (Open)

Service Requests
Service Request form

Call Center

Maintenance

- Assign To Labor

]| additional Detail || Contacts | Comments || workOrders || Hitory |

Contacts

Reqguester:
Requested For:

Supervisar:

Classifcation

Patricia Fournier

Ronald L Tvey

8 |8

Requests Category:

Move Management

] &) &

Request Class: MAC

Job: Mowe Person

Detail

Trade: General Maintenance E
Priority: 3 - Medium Q
Status: Open

Sub-Status: Low Priority =
Estimated Hours: 2

Location

Property: Harmon Technologies @
Building: 8 Harrison Street g
Floor: 1 E
Space: H1-125 Q
Aszet: E
Location:

Dates

Requested Date: 6172013 5:50:12 AM

Response Due:
Completion Due:

Closed Date:

6/22/2013 6:50:12 AM
8/24/2013 6:50:12 AM

Reguest

Description:

Detail:

My new office is ready

)
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Attributes Tab

Contacts
Requester. If the current user is an active Evolve Occupant, their name will automatically populate this field.

Requested For. If the current user is requesting this service for someone other than themselves, they can enter the
first few letters of the contact’s first name into the text box and a selection list (derived from the Evolve Contacts
list) will populate with all contact matches. The user can then choose a name from the selection list.

Supervisor. If the Assign to Supervisor button is used to assign the service request to a labor supervisor, this field
will automatically populate with the selected supervisor’s name. The user can also enter the first few letters of a
supervisor’s first name into the text box and a selection list (derived from the Evolve Labor list) will populate with all
labor supervisor matches. The user can then choose a name from the selection list.

Note:  The Requested For and Supervisor text box are active only when the search icon E is displayed.

Location

If the current user is an Evolve Occupant assigned to a property, building, floor, and/or space within Evolve, the
Location information will automatically populate with the user’s assigned location information, however the
location data can be changed as needed.

Property. (Required) Select the property related to this Request.
Building. Use to identify a building on the selected property.
Floor. Use to identify a floor of the selected building.

Space. Use to identify a space on the selected floor.

Asset. Use to identify an asset related to this Request.

Location. Use to enter a more descriptive location description.

Note:  The Location data fields become read-only when a service request enters an Assigned status state.

Classification

Request Category. Use to assign a Request Category.
Request Class. Use to assign a Request Class.

Job. Use to assign a Job type.

Note:  The Classification data fields become read-only when a service request enters an Assigned status state.

Detail
Trade. Use to assign a trade to a service request.

Note: If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.

Priority. Use to assign a priority to a service request.

Note: If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.

Status. The Status field displays the current status state of a service request.
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Sub Status. Use to select and assign a more detailed reason for the current status of the service request.
Estimated Hours. Use to enter the estimated hours to perform the service.

Note: If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.

Note:  The Detail data fields become read-only once the service request enters an Assigned status state.

Dates
Requested Date. The date the service request was created (read-only).

Response Due. The Response due date is initially calculated and set by the Response Due data configured on
Priority that is assigned to the service request. After the service request has been saved for the first time, the date
can be changed using the Due Dates button located on the Service Request form menu.

Completion Due. The Completion due date is initially calculated and set by the Completion Due data configured on
Priority that is assigned to the service request. After the service request has been saved for the first time, the date
can be changed using the Due Dates button located on the Service Request form menu.

Closed Date. The date the service request is closed (read-only).

Request
Description. (Required) Use to enter a description of the service requested.
Detail. Use to enter more detail about the service request.

Note:  The Request data fields become read-only once the service request enters an Assigned status state.

Additional Detail Tab

The Additional Detail tab displays custom data fields associated with the Job that is assigned to a service request.
Use the Additional Data fields to enter job specific data related to the service request.

Figure 4—Additional Detail Tab, Service Request form

Service Request: 10 (Open) Ll
®
| Contacts || Comments || Work Orders || Hiztory |
Additional Detail
Move To:
Move Date: E

Mumber of Boxes:
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Contacts Tab

The Contacts tab displays contact information assigned to the people related to a service request (read-only).

Figure 5—Contacts Tab, Service Request form

Service Request: 10 (Assigned) w
®

| Attributes | Addtional Detai ] Comments || work Orders || History |

Requester

Mame: Patricia Fournier

Woark Phone:

Email: pat@simplesolutionsfm.com

Requested For

Mame:

Woark Phone:

Email:

Comments Tab
The Comments tab is used to add and display comments related to a service request.

Note:  Comments cannot be edited or removed after they have been added to the Comments tab.

Figure 6—Comments Tab, Service Request form

Service Request: 8 (Assigned)

| Attributes | Additional Detail || Contacts |[e = - workOrders || History |

Sort By: | By Date Q QNEW Quick Search: Search for ... pel

HNew Items Mar 1%, 2013 7:02 PM
Evolve Administrator
We will get a new ergo chair for your office and have our IT department take a look at
your computer,

New Computer Mar 19, 2013 £:55 PM
Patricia Fournier
Oh... and my computer seems to be REALLY slow. Any chance I can get a new one when I

move to my new office?

To add a new comment:

1. Click the New button located on the Comments tab.

2. On the Comments form, enter the comment Topic. The topic appears in bold text on the comment tab.

3. If needed, select the Private check box.
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4. Inthe Comments text field, enter a comment. The comment appears beneath the topic on the comments tab.

Figure 7—Comments Form

Comments Lol 4§
Topic: Mo Computer
Private: V| f—
Comments: Mo funds for a new computer right now.| -

Private Check Box. When a comment is saved with this check box selected, the comment will be visible only to the
user who created the comment.

Note:  The date the comment was added, and an email link to the user who created the comment, is automatically
added to the comment tab.

Note: Comments cannot be edited or removed after they have been added to the Comments tab.

Work Order Tab

The Work Order tab is used to manage work orders associated with a service request.

Figure 8—Work Order Tab, Service Request form

Service Request: 8 (Assigned) w
®
| Attbutes | Additional Detail || Contacts || Comments |00 S
@New ':_=10pen
Sequ‘ence MNumber Status Trade: Description
0 32 Open General ... My new office is ready

New Button. Use the New button to create a new work order against the service request.

Open Button . Use the Open button to display a work oder selected in the list.
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History Tab

The History tab is used to view the activity related to a service request.

Figure 9—History Tab, Service Request form

Service Request: 8 (Assigned) L4
@
| Attributes || Additional Detail || Contacts || Comments || work Orders ]@
':_=10pen
Date User Name Description

192013 70215 PM Evolve Administrator Evotve Administrator commented on Service Request 8.
31942013 6:55:14 PM Patricia Fournier Patricia Fournier commented on Service Reguest 8.

31942013 6:54:09 PM Patricia Fournier Patricia Fournier commented on Service Reguest 8.

Open Button. Use the Open button to display the history record selected in the list (read-only).

Assignment Controls

The Assign To Labor and the Assign To Supervisor controls are visible on the Service Request form only when the
Attributes tab is the active tab. Use the controls to assign the service request to the labor provider responsible for
performing the work, or to the labor supervisor responsible for delegating the work.

Figure 10—Assignment Controls, Service Request Form

0’" Assign To Labor .7, Assign To Supervisor "= Reject v Hold

Assign To Form

The Assign To Labor and the Assign to Supervisor controls when clicked display the Assign To form. When the form
is used to assign the service request to a labor provider, a work order is generated and is given the status Assigned.
When the form is used to assign the service request to a labor supervisor, a work order is generated and is given the
status Open.The Assign To Labor and the Assign to Supervisor controls when clicked display the Assign To form. The

Figure 11—Assign To Form

Assign To Labor L 1

Filtered Records John M Erickson
John M Erickson
General Maintenance J_Erickson@mega.com
978-263-0658
Comments
All Records
AAron Smith
Electrician
Abbott Dufresne
Alfred Roads
John M Erickson Status Reason: g
General Maintenance )
Options
Paul Jones
et "0’ Assign Request
x Close Window
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All Records. The All Records selection list displays all Evolve labor/supervisor records along with their trade.

Filtered Records. The Filtered Records selection list filters the All Records list to display only the labor/supervisor
records assigned to the same trade and same location property as assigned to the service request.

Comments. Comments entered in the Comments area are added to the Comments tab of the Service Request form.
Status Reason. The Status Reason pick list can be used to select a reason why the status has changed to Assigned.

Assign Request. Click the Assign Request option to assign the service request to the selected labor/supervisor
record, and to update the service request status to Assigned.

Close Window. Click the Close Window option to cancel the assignment and close the Assign To form.

Assigned Status State
When the Assign To form is used to assign a service request to a labor provider, a work order is generated and the
service request status state changes to Assigned.

Note:  When a service request is in the Assigned status state it cannot reenter any other state. The Attributes tab,
the menu buttons Assign To Labor, Assign To Supervisor, Reject, Hold, and Reopen become inactive.

Reject, Hold, Reopen Controls
The Reject, Hold, and Reopen controls are visible on the Service Request form only when the Attributes tab is the
active. Use the controls to change the status state of a service request.

Figure 12—Reject, Hold, Reopen Buttons

> Assign To Labor .*. Assign To Supervisor = Reject ' Hold W% peoper B Due Dates

Change Status Form

The Reject, Hold, and Reopen controls when clicked display the Change Status form.

Figure 13—Change Status Form (Hold status shown)

Comments

| -

Status Reason: Z|

Options

. Hold Request

x Close Window
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Comments. Use the Comments text box to add a comment to the Comments tab of the Service Request form.
Status Reason. The Status Reason pick list can be used to select a reason why the status has changed.

Options. Two options are provided. The first option button is the Change Status button which is used to change the
status of the service request. The second option button is the Cancel button which is used to cancel the status
change and close the form.

Rejected Status State

The service request Reject control is used to change the status state of a service request to Rejected.

Note:  The Attributes tab of the Service Request form, and the Assign To Labor, Assign To Supervisor, Reject, Hold,
and Due Dates buttons are inactive while the request is in a Rejected status state.

Hold Status State

The service request Hold control is used to change the status state of a service request to On Hold.

Note:  The Attributes tab of the Service Request form is inactive while the request is in an On Hold status state.

Reopen Status State

The service request Reopen control is used to change the status state of a service request from Rejected or On Hold
to Open.

Due Dates Control
The Due Dates control is visible on the Service Request form only when the Attributes tab is the active tab.

Use the due dates control to:

e Set the service request Response Due date
e Set the service request Completion Due date

Figure 14—Due Dates Control

/'Assig‘nTu Labor .7T. Assign To Supervisor = Paject Hold R Franren B pueDates

Due Dates Form

The Due Dates control located on the Service Request form is used to display the Due Dates form. Use the form to
change the Response Due and the Completion Due dates for the service request.

Note:  When a service request is created, its assigned priority is used to set the Response Due and Completion Due
dates and the Due Dates control is inactive. After the service request has been saved for the first time, the
Due Dates control becomes active and the dates initially set by the assigned priority can be changed using
the Due dates form.
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Figure 15—Due Dates Form

Due Dates L 4

Response Due: 03/14/2013

Completion Due: 03/25/2013

]
=

)

Managing Service Requests

Create a New Service Request

1.
2.
3.

Open the Maintenance component.
On the Service Request grid, click Add to display the Service Request form.

In the Location list, select a Property from the pick list (required). NOTE: If you are an occupant in Evolve and are
currently assigned to a Property, Building, Floor, and/or Space, the location data will automatically populate with
your location data.

Enter a description of your request in the Description text box (required).
Fill in any other Service Request form fields as needed.

Click Save.

Display/Edit an Existing Service Request

1.

Open the Maintenance maintenance component.

2. Inthe Service Request grid list, select the service request you want to display or edit.
3. Click Open.

4.
5

Edit data as needed.

. Click Save.
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Generate a Work Order from a Service Request
A work order is generated from a service request at the time of labor assignment.

M A

In Maintenance, display the service request that you need.

On the Service Request form, click either the Assign To Labor or the Assign to Supervisor button.
On the Assign to Labor/Supervisor form, select a labor provider from the list of providers.

Fill in comments and the Status Reason if needed.

Click Assign Request.

Hold, Reject, Reopen a Service Request

1.
2.

In Maintenance, display the service request that you need.

On the Service Request form do one of the following:

Click the Hold button, and then on the Hold form click Hold Request.
Click the Reject button, and then on the Reject form click Reject Request.

Click the Reopen button, and then on the ReOpen form, click ReOpen Request.

View Work Orders assigned to a Service Request

1.
2.
3.

In Maintenance, display the service request that you need.
On the Service Request form, click the Work Orders tab to view a list of all work orders against the request.

Select a work order in the list, and then click the Open button to view the Work Order form.
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Generating Work Orders

Work orders can be generated in EvolveFM by any of the following methods:
e Automatically when a service request is assigned to labor
e Manually using the Work Order form

e Automatically when a Preventive Maintenance activity is triggered by its assigned schedule

Work Order Grids

The two work order grids in EvolveFM, Work Orders and My Work Orders, allow you to use the security tools in
EvolveFM to choose which work order grid(s) you make available to specific users.

Note:  Once created, a work order cannot be removed from the Work Order grid list.

Work Orders Grid
The Work Orders grid displays a list of all work orders in EvolveFM.

My Work Orders Grid

The My Work Orders grid displays a list of all work orders assigned to the current user.

Use the work order grid to:

e Retrieve a list of all work orders

e Add an new work order

¢ Open the Work Order form to a specific work order record
e Print a work oder

e Print all work orders

e Print/Export the grid list

To display a work order grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click Work Orders or click My Work Orders.
Figure 1—My Work Orders Grid

Maintenance

HOME ~ SERVICE REQU s NORK ORDERS M WORK ORDERS PREVENTIVE MAINTI - MATERIALS \BOR  ADMINISTRATION

View: | AllWork Orders 24| “i?Manage View \_._tAdd E—lOpen More Actions ™ Quick Search: Search for ... £ advanced Search

Mumber Property Building Floor Space ID Asset Name Location Description Detail

21 Canal Street 160 Canal Street 2 Evap Cooling To ECT-1: Evap Cooling Tower 1 - Examp. -
22 Canal Street 160 Canal Street 2 Evap Cooling To ECT-1: Evap Cooling Tower 1 - Examp.

23 Canal Street 1860 Canal Street 2 Evap Cooling To ECT-1: Evap Cooling Tower 1 - Examp.

24 Canal Street 160 Canal Street 2 Evap Cooling To... ECT-1: Evap Cooling Tower 1 - Examp.

25 Canal Street 160 Canal Street 2 Evap Cooling To... ECT-1: Evap Cooling Tower 1 - Examp.

26 Canal Street 160 Canal Street 2 Evap Cooling To... ECT-1: Evap Cooling Tower 1 - Examp.

4 Canal Street 160 Canal Street 2 Fire Extingisher Inspection (monthly) 2... Menthly fire extinguisher insf—;
5 Canal Street 180 Canal Street Evaporative Cooling Tower (weekly) ... Weekly maintenance

-] Canal Street 180 Canal Street Evaporative Cooling Tower (weekly) ... Weekly maintenance
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The Work Order form is used to manage work orders in EvolveFM.

To open the work order form:

1.
2.
3.

Double-click the Maintenance icon on the EvolveFM desktop.

Click the Work Orders (or My Work Orders).

Do one of the following:

Click Add to open the Work Order form to a new record.

Select a work order record in the grid list and then click Open.

Figure 2—Work Order Form

Work Order: 32 (Open)

s o
= Print @ Hold = Cancel @ Close-out BB

Work Orders
Work Order Form

[ Additional Detail H Contacts H Tasks H Labor ” Materials ” Comments H Documents ” History ]

Comiacts

Reqguester:
Requested For:

Supervisar:

Classifcation

Patricia Fournier

John M Erickson

:3]1-3

Requests Category:

Request Class:

Mowve Management

Simple Move

LB

Job: Simple People Move

Detai

Trade: General Maintenance g
Priority: 3 - Medium g
Status: Open

Status Reason: g
Estimated Hours: 2

Reguest

Location

Property:
Building:
Floor:
Space:
Assetf:

Location:

Dates

Harrison Campus

8 Harrison Avenue

| N3] ) 9

1

Reguested Date:
Response Due:
Completion Due:

Closed Date:

3/19/2013 1:45:33 PM
3/24/2013 1:47:18 PM
3/26/2013 1:47:18 PM

Charges
Charge To:

Description:

Detail:

My new office is ready

e
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Attributes Tab

Contacts
Requester. If the current user is an active Evolve Occupant, their name will automatically populate this field.

Requested For. If the current user is requesting this work for someone other than themselves, they can enter the
first few letters of the contact’s first name into the text box and a selection list (derived from the Evolve Contacts
list) will populate with all contact matches. The user can then choose a name from the selection list.

Supervisor. Use to assign the work order to a labor supervisor. Enter the first few letters of a supervisor’s first name
into the text box and a selection list (derived from the Evolve Labor list) will populate with all labor supervisor
matches. The user can then choose a name from the selection list.

Location

If the current user is an Evolve Occupant assigned to a property, building, floor, and/or space within Evolve, the
Location information will automatically populate with the user’s assigned location information, however the
location data can be changed as needed.

Property. (Required) Select the property related to this work order.
Building. Use to identify a building on the selected property.

Floor. Use to identify a floor of the selected building.

Space. Use to identify a space on the selected floor.

Asset. Use to identify an asset related to this work order.

Location. Use to enter a more descriptive location description.

Classification
Request Category. Use to assign a Request Category.
Request Class. Use to assign a Request Class.

Job. Use to assign a Job type.

Detail
Trade. Use to assign a trade to a work order.

Note:  If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.

Priority. Use to assign a priority to a work order.

Note:  If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.

Status. The Status field displays the current status state of a work order.
Sub Status. Use to select and assign a more detailed reason for the current status of the work order.
Estimated Hours. Use to enter the estimated hours to perform the work.

Note:  If your organization is utilizing the work order automation tools, this assignment may be automatically
assigned by a Job.
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Dates
Requested Date. The date the work was requested (read-only).

Response Due. The Response due date is initially calculated and set by the Response Due data configured on
Priority that is assigned to the work order. After the work order has been saved for the first time, the date can be
changed using the Due Dates button located on the Work Order form menu.

Completion Due. The Completion due date is initially calculated and set by the Completion Due data configured on
Priority that is assigned to the work order. After the work order has been saved for the first time, the date can be
changed using the Due Dates button located on the Work Order form menu.

Closed Date. The date the work order is closed (read-only).

Charges

Charge To. Use to assign the business unit to be billed for the charges associated with the work.

Request
Description. (Required) Use to enter a description of the work order.

Detail. Use to enter more detail about the work.

Additional Detail Tab
The Additional Detail tab displays custom data fields associated with the Job that is assigned to a work order. Use
the Additional Data fields to enter job specific data related to the work.

Figure 3—Additional Detail Tab, Work Order Form

Work Order: 32 (Open)

=) Print

[ Contacts || Tasks | Labor || Materials | Comments || Documents | History |
Additional Detail
Move To: C2-122
Move Date: 03/28/2013 @
Mumber of Boxes: 4
Contacts Tab

The Contacts tab displays contact information assigned to the people related to a work order (read-only).
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Task Tab

The Task tab displays tasks, steps, and readings that are associated with a job assigned to the work order, or with
Preventive Maintenance tasks associated to the work order.

Use the Task tab to enter the data collected while completing the work.
Figure 4—Task Tab, Work Order Form

Work Order: 4 (Open)

= Print

 Attributes || Additional Detail || Contacts ]m[ Labor || Materials || Comments || Documents | History |

E Save

Fire Extinguisher Inspection (monthly)

Monthly fire extinguisher maintenance

m

1. Inspect Fire Extinguisher

Fire extinguisher inspection check list.

Securely Fastened

Extinguisher is securely fastend to wall or endosure.

@ Pass ® Fai

Fully Charged

Extinguisher is fully charged.

) Pass @ Fai

Tag Date

Record charge date from extinguisher tag.

01-15-2013| -

Save Tasks Button

Use the Save Tasks button located at the top left of the Task tab to save your task data entries.

Figure 5—Task Save Button

E Save

Note:  Using the Work Order Save button located at the bottom of the Work Order form will not save data entered
into fields on the Tasks tab. You must use the Save Tasks button to save task data.
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Labor Tab

Use the labor tab to manage labor assigned to a work order.

Figure 6—Labor Tab, Work Order Form

Work Order: 4 (Assigned)

h!f Print

| Attributes | Addtional Detad || Contacts | Tasks ']M['hﬁhﬁ || comments | Documents || History |

Name Start Date = Hours Regular Hours Overtime Hours D...
John M Erickson 2013-03-20 1.25 0 1]

Assign To Labor Form

The Add button located on the Labor tab is used to assign labor providers to the work order. When the Add button
is clicked, the Assign To Labor form displays.

Figure 7—Work Order Assign To Labor Form

Filtered Records John M Erickson

John M Erickson

General Maintenance J_Erickson@mega.com
978-263-0668
Date
Start Date: |
Start Time:
All Records E
AAron Smith End Time: 2
Electrician Hours
Abbott Dufresne Hours Regular: 0
HWAC
Alfred . Hours Overtime: ]
Plumber Hours Double: a
John M Erickson Hours Other: ]
General Maintenance
Paul Jones Options
Electrician .
—) Assign Labor

x Close Window
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All Records. The All Records selection list displays all Evolve labor records along with their trade.

Filtered Records. The Filtered Records selection list filters the All Records list to display only the labor records
assigned to the same trade and same location property as assigned to the work order.

Date. Use the date fields as needed to enter the start date, start time, and end time for the labor provider.
Hours. Use the hour fields as needed to enter the number of hours the labor provider worked.
Assign Labor. Click the Assign Labor option to assign the selected labor provider to the work order.

Close Window. Click the Close Window option to cancel the assignment and close the Assign To Labor form.

Labor Time Form

The Open button located on the Labor tab, is used to open the Labor Time form for the selected labor provider. Use
the form to enter the labor provider’s start date, start and end times, hours worked, and charge information.

Figure 8—Labor Form

Date
Start Date: 03/20/2013 Q]
Start Time: 2:00 PM a
End Time: 3:15FM Ea
Hours
Hours Regular: 1.25
Hours Overtime: 0
Hours Double: 0
Hours Other: 0
Charges
Charge To: Fadlities (600) a
Charge Code: 1643

(e

Remove Labor

The Remove button located on the Labor tab, is used to remove the selected labor provider from the work order.
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Materials Tab

The Materials tab is used to manage materials associated with a work order.

Figure 9—Materials Tab, Work Order Form

Work Order: 36 (Open)

=) Print

| Attributes || Additional Detail || Contacts | Tasks || Labor |[l.-l_.- | Comments || Documents | History |

lﬂndd @F‘.emwe mopen
Name Quanity Estimated Quantity Actual

100 Watt Light Bulb 1 2

Add. Use to add a material record(s) to the Materials tab.
Remove. Use to remove a selected material record(s) from the Materials tab.

Open. Use to open and display a selected materials record.

Material Quantity/Charge Form

The Open button located on the Materials tab, is used to open the Material Quantity/Charge form to the selected
material record. Use the form to enter a material’s quantity, price, and charge information as it relates to the work
order.

To display the Work Order Materials form:

1. On the Materials tab, select a material record in the list.

2. Click the Open button to display the Materials Quantity/Charge form.
Figure 10—Materials Quantity/Charge Form

Materials: 100 Watt Light Bulb L 4

MName: 100 Watt Light Bulb
Quanity Eztimated: 1
Quantity Actual; 2
Unit Charge: £3.00
Charge Estimated: £3.00
Charge Actual: £6.00
Charges
Charge To: Business Development (300) Q
Charge Code: 4356
) s

Remove Material

The Remove button located on the Materials tab, is used to remove a selected material from the work order.
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Comments Tab
The Comments tab is used to add and display comments related to a work order.

Note:  Comments cannot be edited or removed after they have been added to the Comments tab.

Figure 11—Comments Tab, Work Order Form

Work Order: 32 (Open)

=) Print

Attributes H Additional Detai H Contacts H Tasks H Labor ” Materials mﬁlmmlmfs || Documents ” History ]

Sort By: | By Date E @New Quick Search: Search for ... o

Before moving Mar 20, 2013 7:04 PM
Evolve Administrator

Please check the condition of the carpet before they move in.

To add a new comment:

1. Click the New button located on the Comments tab.

2. On the Comments form, enter the comment Topic. The topic appears in bold text on the comment tab.

3. If needed, select the Private check box.

4. Inthe Comments text field, enter a comment. The comment appears beneath the topic on the comments tab.

Figure 12—Comments Form

Comments L=l 4
Topic: Before moving
Private: O
Comments: Please check the conditon of the carpet before  »
they move in.

Private Check Box. When a comment is saved with this check box selected, the comment will be visible only to the
user who created the comment.

Note:  The date the comment was added, and an email link to the user who created the comment, is automatically
added to the comment tab.

Note:  Comments cannot be edited or removed after they have been added to the Comments tab.
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Documents Tab
The Documents tab is used to manage documents associated with a work order.

Note:  Documents must exist in Evolve before they can be added to the Documents tab.
Note:  Documents do not automatically print when the work order is printed.

Figure 13—Documents Tab, Work Order Form

Work Order: 5 (Open)

= Print

| Attributes || Additional Detail || Contacts | Tasks || Labor || Materisls | Comments ][m

@Add EF‘.emwe mﬂpen

Name Category

@ Heat Panel Operation HVAC

History Tab

The History tab is used to view the activity history related to a work order.

Figure 14—History Tab, Work Order Form

Work Order: 45 (Assigned)

=) Print

| Attributes || Additional Detail || Contacts | Tasks | Labor | Materisls | Comments | Documents ]m_

mDpen

Date User Name Description

202013 3:20:26 PKM Evolve Administrator Evolve Administrator has changed the status of Work Order 45 to Ass=ig...
JLA0e Eas Evolve Administrator Evolve Administratpr - “=Nrder 45 to AdAron Smith.

“inigtrator Evohes—~

Open Button. The Open button located on the History tab, is used to display the selected history record.

Work Order Controls

The work order controls are visible on the Work Order form when the Attributes tab is selected, with the exception
of the Print control which is visible at all times.

Figure 15—Work Order Form Controls

t;’l Print TE Hold = Cancel @ : g
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Use the work order controls to:
¢ Print the Work Order Detail report

e Change the status of a work order (hold, cancel, closed)
e Reopen a work order after it has been on hold, canceled, or closed

¢ Manage the work order due dates

Hold, Cancel, Reopen Status Controls
The work order Hold, Cancel, and Reopen controls are used to change the status state of a work order.

Note: The Attributes tab of the Work Order form is inactive when a work order status state is Hold or Canceled.

Change Status Form

The Hold, Cancel, and Reopen controls when clicked display the Change Status form.

Figure 16—Change Status Form (Hold status shown)

Comments

Status Reason: Z|

Options

. Hold Work Order

x Close Window

Comments. Use the Comments text box to add a comment to the Comments tab of the Work Order form.
Status Reason. The Status Reason pick list can be used to select a reason why the status has changed.

Options. Two options are provided. The first option button is the Change Status button which is used to change the
status of the work order. The second option button is the Cancel button which is used to cancel the status change
and close the form.

Due Dates Control
The Due Dates control is used to change the Response Due and Completion Due dates of a work order.

Note:  The Due Dates control is visible on the Work Order form when the Attributes tab is selected.
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Due Dates Form

The Due Dates form is displayed when the Due Dates control located on the work order form is clicked. Use the
form to change the Response Due and the Completion Due dates for the work order.

Note:  When a work order is created, its assigned priority is used to set the Response Due and Completion Due
dates and the Due Dates control is inactive. After the work order has been saved for the first time, the Due
Dates control becomes active and the dates initially set by the assigned priority can be changed using the
Due dates form.

Figure 17—Due Dates Form

Due Dates L 4

Response Due: 03/14/2013 E
]

Completion Due: 03/25/2013

)

Close-Out Control
The Close-Out control located on the Work Order form, is used to change the work order status state to Closed.

Close-Out Form

The Close-Out form is displayed when the work order Close-Out control is clicked.

Use the form to:

e Enter the date the work order was closed.

e Charge the work order to a single business unit, overriding all other Charge To assignments configured on the
work order.

e Record the labor hours used for each labor provider assigned to the work order.

¢ Record the material quantities used for each material assigned to the work order.
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Figure 18 —Close-Out Form

Closed Date: 03/21/2013 E
Qverides
Charge To: Accounting (500) E
Charge Code: 4321
Labor
10/17/2012 ADAM SELLIMGER.: 2
Materials
100 Watt Bulb: 2

o Close-Out Work Order

x Close Window

Closed Date. Use the Closed Date field to enter the date the work order was closed.

Charge To. Use the Override Charge To pick list to choose a business unit responsible for the work order charges.
The business unit selected will override all other Charge To assignments configured on the work order

Charge Code. Use the Charge Code text box to assign a charge code to the work order. The Charge Code entered
here will override all other Charge Code assignments configured on the work order.

Labor. The Labor section of the form is used to enter the total number of hours worked for each labor provider.
Materials. The Materials section of the form is used to enter the quantity of each material used.
Close-Out Work Order. Click the Close-Out Work Order button to update the work order status to Closed.

Close Window. Click the Close Window option button to cancel the status change and close the form.

Print Control
The Print control located on the Work Order form, is used to open the work order detail report in PDF format.
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Managing Work Orders

Create a New Work Order

1. Open the Maintenance component.

2. Click Work Orders (or My Work Orders).

3. On the Work Order grid list, click Add to display the Work Order form.

4. Inthe Location list, select a Property from the pick list (required). NOTE: If the Requester is an occupant in Evolve
and they are currently assigned to a Property, Building, Floor, and/or Space, the location data will automatically
populate with their location data.

5. Enter a description of your request in the Description text box (required).

6. In the Priority pick list, choose a priority for the work. (The the Response Due and Completion Due dates will be
calculated based on the priority selected.)

7. Use the Labor tab to add the labor provider(s).

8. Fillin any other Work Order form fields as needed.

9. Click Save.

Print a Work Order

From the Work Order form

1. Onthe Work Order form, click Print.

From the Work Order grid

1. Inthe Work Order grid list, select the work order you want to print.
2. Click More Actions, and then click Print Selected

Display/Edit an Existing Work Order

. Open the Maintenance component.
. Select Work Orders (or My Work Orders).
. In the Work Order grid list, select the work order you want to display or edit.

1
2
3
4,
5
6

Click Open.
Edit data as needed.

. Click Save.

Hold, Cancel, Reopen a Work Order

1.
2.

In Maintenance, display the Work Order that you need.

On the Work Order form do one of the following:

Click the Hold button, and then on the Hold form click Hold Work Order.

Click the Cancel button, and then on the Cancel form click Cancel Work Order.

Click the Reopen button, and then on the Reopen form, click Reopen Request.
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Complete Tasks Assigned to a Work Order

1.

2
3
4.
5

In Maintenance, display the Work Order that you need.

. On the Work Order form, click the Tasks tab.

Fill out the task data fields as needed.

Click the Task SAVE button. WARNING! Click the Task tab Save button here, not the Work Order Save button.

. Click the Work Order Save button.

Manage Labor on a Work Order

Add Labor

1. In Maintenance, display the Work Order that you need.
2. Onthe Work Order form, click the Labor tab.

3. On the Labor tab, click Add.

4.
5
6

On the Assign To Labor form, select a labor provider.

Fill in date and time data as needed.

. Click Assign Labor.

Edit Labor

. In Maintenance, display the Work Order that you need.
. On the Work Order form, click the Labor tab.
. On the Labor tab, select the labor record you want to edit.

1
2
3
4.
5
6

Click Open.

. On the Labor form, enter the date, hours, and charges as needed.

. Click Save.

Remove Labor

1.

In Maintenance, display the Work Order that you need.

. On the Work Order form, click the Labor tab.
. On the Labor tab, select the labor record you want to remove from the work order.

2
3
4.
5

Click Remove.

. Click Yes to confirm the removal.

Manage Material on a Work Order

Add Material

1.

2
3.
4

In Maintenance, display the Work Order that you need.

. On the Work Order form, click the Materials tab.

On the Materials tab, click Add.

. On the Select Materials form, select the material record(s) that you want to add.
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5. Click Save.

Edit Material
. In Maintenance, display the Work Order that you need.

. On the Work Order form, click the Materials tab.
. On the Materials tab, select the material record you want to edit.

1
2
3
4. Click Open.
5. On the Materials form, enter the data as needed.
6

. Click Save.

Remove Material
1. In Maintenance, display the Work Order that you need.

2. Onthe Work Order form, click the Materials tab.

3. On the Materials tab, select the material record you want to remove from the work order.
4. Click Remove.
5

. Click Yes to confirm the removal.

Manage Documents on a Work Order

Note:  Documents do not automatically print when the work order is printed.

Add Document
1. In Maintenance, display the Work Order that you need.

2. On the Work Order form, click the Documents tab.

3. On the Documents tab, click Add.

4. On the Select Documents form, select the Evolve document record(s) that you want to add.
Note:  Documents must exist in Evolve before they can be added to the Documents tab.

5. Click Save.

Open a Document
1. In Maintenance, display the Work Order that you need.

2. On the Work Order form, click the Documents tab.

3. On the Documents tab, select the document record you want to open.
4. Click Open.
5

. On the Document form, click the Preview tab. TIP: Click the form’s maximize button to expand the preview area.

Remove a Document
1. In Maintenance, display the Work Order that you need.

2. On the Work Order form, click the Documents tab.

3. On the Documents tab, select the document record you want to remove from the work order.
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4. Click Remove.

5. Click Yes to confirm the removal.
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About Priorities

Maintenance Priorities are used to:

¢ |dentify the importance of a service request or work order. Examples include Emergency, High, Medium, Low

¢ Set the initial Response Due and Completion Due dates on a new service request or work order

Default Priority Record

The default priority record in EvolveFM is initially configured as the Medium priority record (3 - Medium). If a user
does not assign a priority to a service request or work order, the default priority record will be assigned
automatically when the service request or work order is saved.

Can the default priority be edited?

All data in the default priority record can be edited and configured to meet your specific needs.

Can the default priority be removed?

Yes, but it is not recommended. If you remove the default priority record from the Priority grid list you will loose the
ability to edit the data stored in the record. The data that existed in the record before it was removed will continue
to be used as the default priority data in Evolve. Because of this, it is recommended that you do not remove the
default priority record from the Priority grid.

Response Due / Completion Due Controls

When a priority is assigned to a service request or work order, the Response Due and Completion Due controls
configured on the Priority form are used to calculate and set the initial Response Due and Completion Due dates of
the service request or work order.

e If a user does not assign a priority to a service request or work order, the Evolve Medium priority will be
assigned by default when the service request or work order is initially saved.

e Once set by the priority, the dates on the service request or work order cannot be changed until after the ser-
vice request or work order has been saved for the first time.

e After the initial save of a service request or work order, the Response Due and Completion Due dates on the ser-
vice request or work order can be changed using the Due Dates control located on the Service Request and
Work Order forms.

Note: A priority can be automatically assigned to a service request or work order if your organization is utilizing
the Job tier of the Request Classification Hierarchy.
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Priority Grid

The Priority grid located in Maintenance Administration, is used to manage the list of maintenance priorities used in
your organization. There are several default priorities configured in Evolve, however you can add, edit, or remove
priority records as needed.

Use the priority grid to:

e Retrieve a list of all priorities
e Add a new priority record

e Open the Priority form to a specific priority record

To display the priority grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Classification menu list, click Priority.

Figure 1—Priority Grid List

Maintenance

ADMINISTRATION
Classification View: Al Priorities | S¥Manage view Enadd CdRemove [ ]Open More Actions = Quick Search: Search for ...
Requests Category Number ~ Hame Description
Request Class 1 Emergency Emergency work - do immediately (max 1 day)
Job 2 High High priority - work needs to be done as soon as possible, typically within 1 day (max 2 days)
. 3 Medum Medium - work can be planned and scheduled according to other work prioriies (max 7 days
:I Priority ‘_
Aok 4 Low Low - work to be done as can f into schedule (max 30 days)
Sub-5Status
g Deferred Deferred - typically wont fi this work into the schedule {max 385 days)
Trade
Additional Detail

P

Priority Form

The Priority form is used to configure priority records in EvolveFM.

To display the priority form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Classification menu list, click Priority to display the Priority grid.
4. Do one of the following:

¢ C(Click Add to open the Priority form to a new record.

e Select an existing priority record in the grid list and then click Open.

Copyright © 2012-2013 EvolveFM Operations & Maintenance 53



Priorities
Priority Form

Figure 2—Priority Form

Priority: Emergency w

Mumber: 1

Mame: Emergency

Description: Emergency work - do immediately =
(max 1day)

Response Due

Days: a
Hours: 2
minutes: 0
Completion Due

Days: 1
Hours: 0
minutes: 0

Number. Use to identify the importance of the priority record (numeric entry only).
Name. Enter the name of the priority (required).

Description. Enter a description of the priority.

Response Due

When a priority is assigned to a service request or work order, the Response Due data entered here will be added to
the service request or work order requested date to calculate and set the initial Response Due date for the service
request or work order.

Days. Enter the number of days a response to a service request or work order is due when assigned this priority.
Hours. Enter the number of hours a response to a service request or work order is due when assigned this priority.
Minutes. Enter the number of minutes a response to a service request or work order is due when assigned this

priority.

Completion Due

When a priority is assigned to a service request or work order, the Completion Due data entered here will be added
to the service request or work order requested date to calculate and set the initial Completion Due date for the
service request or work order.

Days. Enter the number of days expected to complete a service request or work order when assigned this priority.

Hours. Enter the number of hours expected to complete a service request or work order when assigned this
priority.

Minutes. Enter the number of minutes expected to complete a service request or work order when assigned this
priority.
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Managing Your Priority List

Display the Priority grid list

1.
2.

In Maintenance, click the Administration button on the menu.

In the Classification group, click Priority.

Add a new Priority record

1
2
3
4
5.
6
7
8
9

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Priority.
. Click the Add button on the Priority grid list to open the Priority form.

. In the Number text box, enter the priority number (required).

In the Name text box, enter the name of the priority.

. In the Description text box, enter a description of the priority.
. To automate the Response due date, complete the Response Due data fields and needed.
. To automate the Completion due date, complete the Completion Due data fields as needed.

. Click Save.

Edit a Priority record

1
2
3
4.
5
6

In Maintenance, click the Administration button on the menu.
In the Classification group, click Priority.

In the Priority grid list, click the priority record to be edited.
Click the Open button on the Priority grid list.

Edit the record data as needed.

. Click Save.

Remove a Priority record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.

. In the Classification group, click Priority.

In the Priority grid list, click the priority record to be removed.

. Click the Remove button on the Priority grid list.
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About Sub-Status

A Sub-Status can be used to provide a reason why a service request or work order is in its current status state. For
example, if the current status state of a work order is REJECTED, a sub-status of NO BUDGET might be appropriate.

Sub-Status Grid

The Sub-Status grid located in Maintenance Administration, is used to manage the list of sub-status records used in
your organization. There are several default sub-status records configured in Evolve, however you can add, edit, or
remove sub-status records as needed.

Use the sub status grid to:
e Retrieve a list of all sub-status records

e Add a new sub-status record

¢ Open the Sub-Status form to a specific sub-status record

To display the sub status grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Classification menu list, click Sub-Status.

Figure 1—Sub-Status Grid List

Maintenance

ADMINISTRATION

Classification Wiew: Al Request Status Reasons 'E LiManage View " Add EJRemove C|Open More Actions = Quick Search: Search for ...
Requaests Category Number + Name Description
Reguest Class 10 Mo Budgst No Budget To Perform The Requested Work
Job 20 Low Priority Work Considered A Low Priority
oo 30 Fully Funded Work Is Fully Funded And Ready For Next Step
R e | 40 Partially Funded Work Is Partially Funded And On Hold Until Fully Funded
50 Schedule Confiict Schedule Conflict Exists With This Work Request
T 60 No Approval Work Was Not Approved
el AT 70 Approved All Required Approvals Are Present
| Priarity Change Prines—= rcalated

..... antinn Hold
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Sub-Status Form

The Sub-Status form is used to configure sub-status records in EvolveFM.

To display the sub-status form:

1.

Double-click the Maintenance icon on the EvolveFM desktop.

. Click the Administration tab.

2
3.
4

In the Classification menu list, click Sub-Status to display the Sub-Status grid.

. Do one of the following:

Click Add to open the Sub-Status form to a new record.

Select an existing sub-status record in the grid list and then click Open.

Figure 2—Sub Status Form

Sub-Status: No Budget L 4

) e

Mumber; | 10 ¥ |
Mame: Mo Budget
Description: Mo Budget To Perform The Reguested Wark

]

Attributes Tab

Number. The number field is used to itemize your sub-status list (required, numeric entry only).

Name. Use to define the name of the Sub-Status.

Description. Use to enter a description of the Sub-Status.
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Status Tab

Use to assign the Sub-Status to one or more Status states. The sub-status will be availble for selection only when a
service request or work order enters one of the status states listed here on the Status tab. In the example shown
below the sub-status NO BUDGET will only be available for selection when the tatus of a service request or work
order is CANCELED, HOLD, or REJECTED.

Figure 3—Status Tab, Sub-Status Form

| Attributes |w

I__.l Add Iﬂ Remove

MNumber Mame =
30 Canceled

70 Hold

140 Rejected

]

Add. Use the Add button to open the Select form and select the Status records to be assigned to the Sub-Status.

Remove. Use the Remove button to remove a selected Status record from the Status tab.

Managing Your Sub-Status List

Display the Sub-Class grid list

1. In Maintenance, click the Administration button on the menu.

2. In the Classification group, click Sub-Status.

Add a new Sub-Status record
1. In Maintenance, click the Administration button on the menu.

2. In the Classification group, click Sub-Status.

3. Click the Add button on the Sub-Status grid list to open the Sub-Status form.
4. Inthe Number text box, enter the sub-status number (required).
5

. In the Name text box, enter the name of the sub-status.
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In the Description text box, enter a description of the sub-status.
Click the Status tab, and then click Add.
On the Select form, select the Status states to be assigned to this sub-status record and then click Save.

Click Save.

Assign a Sub-Status record to a Status

1.
2.
3.

In Maintenance, click the Administration button on the menu.

In the Classification group, click Sub-Status.

Do one of the following:

Click the Add button on the Sub-Status. grid list to open the Sub-Status form to a new record.

In the Sub-Status grid list, click a sub-status record and then click Open to open an existing record.
Click the Status tab, and then click Add.

On the Select form, select the Status states to be assigned to the sub-status record and then click Save.

Click Save.

Edit a Sub-Status record

1
2
3
4,
5
6

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Sub-Status.

. In the Sub-Status grid list, click the sub-status record to be edited.

Click the Open button on the Sub-Status grid list.

Edit the record data as needed.

. Click Save.

Remove a Sub-Status record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.

. In the Classification group, click Sub-Status.

In the Sub-Status grid list, click the sub-status record to be removed.

. Click the Remove button on the Sub-Status grid list.
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About Trades

Trades are used to:
¢ Identify the skill(s) of a labor provider EX: HVAC, Plumber, Mechanic

e Filter the service request and work order labor selection lists

e Automatically assign labor to a work order when a trade is assigned to a Job

Use Trades to Filter Labor Selection
Trade assignment can be used to filter the labor selection list when the following two conditions apply:

1. The trade assigned to a service request or work order must match a trade assigned to a labor provider.

2. The property location assigned to the service request or work order must match the property location assigned
to the labor provider with the matching trade.

Figure 1—Work Order Form, Trade and Property Location Assignment Fields

Work Order: 31 (Open)

Brint @ Hold © Cancel @ Close-Out BB pacper, B Due Dates

Contacts Location

Requester: Patnicia Fourmier Property: Harrison Campus @
Requested For: @ Buiding: 8 Harrison Avenue ol
Supervisor: John M Erickson E Flaar: 1 @
Classification Space: H1-168 Q
Requests Category: Maove Management E Asset: E
Request Class: Simple Move & Location: -
Job: Simple People Move E -
Detail Dates

Trade: General Maintenance E Requested Date: 3/19/2013 10:26:49 AM

Priority: 3 - Medium B4l Response Due: 3/24/2013 10:26:49 AM

" “=an o "E1013 10:26:49 AM

Note: Inorder to filter labor selection, the trade AND the property location assigned to the service request or work
order must match the trade and the property location assigned to a labor record.

Figure 2—Labor form, Location and Trade Assignment Tabs

Labor Lol 4

il Contactinformation | Financad | Locatons | Trades | bocuments |
L

John M Erickson

§78-263-0668

" House
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Upon labor assignment of the service request or work order, the Filtered Records section of the Assign To form will
be filtered to display a list of all labor records that match the trade and property location assignments set on the
service request or work order form.

Figure 3— Assign to Labor Form

'4lFitered Records Andrew B Contreras

Andrew B Contreras

General Maintenance, HVAC AB_Contreras@mega.com

Dan M Soares 978-263-0338

General Maintenance, HVAC Comments

Hannah A Mahoney A

General Mantenance J
All Records

ACME Plumbing -

Plumber

Amy J Kligerman

m

Andrew B Contreras

General Maintenance, HVAC

Andy E Senat Status Reason: E

General Maintenance

Options
Bobby E Corcoran

Canal Building Owner

. Assign Request

x Close Window

Carios D Janian -

Trade Grid

The Trade grid located in Maintenance Administration, is used to manage the list of maintenance trades used in
your organization. There are several default trades configured in Evolve, however you can add, edit, or remove
trade records as needed.

Use the trade grid to:
e Retrieve a list of all trades

e Add anew trade record

e Open the Trade form to a specific trade record

To display the trade grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Classification menu list, click Trade.
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Figure 4—Trade Grid

Maintenance

ADMINISTRATION
Classification View: | Al Records E LiManage View -gadd CgRemove [ |Open More Actions = Quick Search: Search for ..
Requests Category Name ~ Description
Request Class Construction
Job ‘Custodian
Electrician

Priority
General Maintenance

HVAL

= Trade h .

Additional Detail Mechanic

—. . | piymoer

Sub-Status

Trade Form

The Trade form is used to configure trade records in EvolveFM.

To display the trade form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Classification menu list, click Trades to display the Trade grid.
4. Do one of the following:

e C(Click Add to open the Trade form to a new record.

e Select an existing trade record in the grid list and then click Open.

Figure 5—Trade Form

Trade: Plumber L 4

Mame: Flumber

Description: Licensed Plumber -

)

Trade Form Controls

Name. Use to identify the trade record (required).

Description. Use to enter a description of the trade.
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Display the Trade grid list

1.
2.

In Maintenance, click the Administration button on the menu.

In the Classification group, click Trade.

Add a new Trade record

1
2
3
4.
5
6

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Trade.

. Click the Add button on the Trade grid list to open the Trade form.

In the Name text box, enter the trade name (required).

. In the Description text box, enter a description of the trade.

. Click Save.

Edit a Trade record

1
2
3
4.
5
6

In Maintenance, click the Administration button on the menu.
In the Classification group, click Trade.

In the Trade grid list, click the trade record to be edited.

Click the Open button on the Trade grid list.

Edit the record data as needed.

. Click Save.

Remove a Trade record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.

. In the Classification group, click Trade.

In the Trade grid list, click the trade record to be removed.

. Click the Remove button on the Trade grid list.

Trades
Managing Your Trade List
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The Request Classification Hierarchy Structure

The work request classification hierarchy can be used to classify work orders for organization, reporting, and work
order automation purposes. The three tiers of the hierarchy include:

e Request Category
e Request Class
e Job

Figure 1—Classification Hierarchy

Parent/Child Relationship

The top tier of the hierarchy, Request Category is designed to be used first; items from the Request Class tier are
then assigned to the Request Category tier. This assignment is known as a Parent/Child relationship where Request
Category is the parent of Request Class. The Job tier is used last in the hierarchy and is the tier where work order
automation set up happens. Jobs are assigned to an item in their parent tier, Request Class.

Figure 2—Classification Hierarchy Example

I

Heat Too
High

Each tier of the classification hierarchy, beginning with the Request Category tier, can be assigned to a Service
Request or Work Order. Depending upon your maintenance needs you may choose to use all of the tiers, or you
may choose to use only the top tier, however because of the parent/child relationship structure of the classification
hierarchy, if you want to utilize the automation tools provided with the Job tier you must utilize its parent tier the
Request Class, and its parent tier the Request Category.
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Request Category

Request Category is the top tier in the work request classification hierarchy. If you choose to use the classification
hierarchy to organize and classify your work requests, this tier will be used and assigned first.

The Request Category tier provides the ability to choose which Maintenance module components (Maintenance,
Call Center, and Requester) a Request Category will be available for selection, allowing you to restrict the use of
particular categories to selected components.

Request Category Grid
Evolve includes several predefined request categories, however you can add, edit, or remove the categories as
needed.

Use the request category grid to:

e Retrieve a list of all Request Categories
e Add a new Request Category record

e Open the Request Category form to a specific Request Category record

To display the request category grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Classification menu list, click Request Category.

Figure 3—Request Category Grid

Maintenance
HOME SERVICE REQUESTS ORDERS LA ORDERS REW V] ADMINISTRATION
Classification Wiew: Al Request Categories E 72 Manage View Eladd .'-__‘dRsmve '—lCP!ﬂ More Actions ~ CQuick Search: Search for ...
= Requests Category h Number Hame ~ Description
Request Class 50 Assessment Work involving inspecting faciity (such as §s. grounds and to identify...
Jab 10 Demand Waork performed in response to a request. Typically a single request that is individually satisfied and ..
Brlcery 30 Maintenance Project A multi-faceted and usually more costly faciity repair or renewal project carried out by maintenance ..
= S 40 Move Management A specialized class of work management applied to faciity space and personnel relocation. Uses on..
e o Other Work Category tems not covered by a specific code
Hlpcipe 20 Preventive Work performed based on a schedule or in response to instrumented testing and analysis. Also calle...
Additicnal Detail &0 Project Wark generated by, and associate with, a specific projeet. Often tme and materials is chared back 1
= =

About Request Category #20 Preventive

The Request Category “Preventive “ is automatically assigned to all Preventive Maintenance work orders.
IMPORTANT: Changing the Name of this category will be reflected in all work orders generated by a Preventive
Maintenance Routine.
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Request Category Form
The Request Category form is used to configure request category records in EvolveFM.

To display the request category form:

1

2.
3.
4.

. Double-click the Maintenance icon on the EvolveFM desktop.

Click the Administration tab.

In the Classification menu list, click Request Category to display the Request Category grid.
Do one of the following:

Click Add to open the Request Category form to a new record.

Select an existing request category record in the grid list and then click Open.

Figure 4—Request Category Form, Attributes tab

Requests Category: Move Management L 4

m Modules Request Class

Number: 40
MName: Move Management
Description: A specialized dass of work management applied  »

to fadlity space and personnel relocation.
Uses one or more coordinated work orders to
manage and document a series of tasks such
as allocating space, packing, moving, and
acquiring furniture and equipment.

Attributes Tab

Number. The number field is used to itemize your request category list (required, numeric entry only).

Name. Use to enter the name of the Request Category.

Description. Use to enter a description of the Request Category.

Modules Tab

The Modules tab is used to select the Maintenance module components to which you want the Request Category
available for selection. For example, if you want a particular Request Category record available only to your Call
Center users, you would assign only the Call Center component to the Modules tab.
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Figure 5—Request Category Form, Modules Tab

Requests Category: Move Management w

[ Attributes I.iin |T=-— [ Reguest Class ]

Q Add Q Remove

Name
Call Center
Maintenance

Requester

Cancel

Request Classification
Request Category

Add. Use the Add button to open the Select Modules form and select the module components to be assigned to the

Request Category.

Remove. Use the Remove button to remove a selected module component from the Modules tab.

Request Class Tab

The Request Class tab is used to assign the Request Class records that you want to make available for selection
when the Request Category is used. The Request Class records assigned here will be the selections available in the
Request Class pick list when the Request Category is assigned to a request, service request, or work order.

Figure 6—Request Category Form, Request Class Tab

Requests Category: Move Management w

[ Attributes ” Modules ]_ l—i_

@Add QRemove i:_—_lOpen

Number Name
580 MAC
10 Single Move

Cancel

Add. Use the Add button to open the selection form and select the Request Class records to be assigned to the

Request Category.

Remove. Use the Remove button to remove a selected Request Class record from the tab.

Open. Use the Open button to open the Request Class form to the selected Request Class record.
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Managing Your Request Category List

Display the Request Category grid list

1. In Maintenance, click the Administration button on the menu.

2. In the Classification group, click Request Category.

Add a new Request Category record

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Request Category.
. Click the Add button on the Request Category grid list to open the Request Category form.

. In the Number text box, enter the request category number (required).

1

2

3

4

5. In the Name text box, enter the name of the request category.

6. In the Description text box, enter a description of the request category.

7. On the Request Category form, click the Modules tab.

8. Click Add.

9. In the Select Modules list, select one or more module component records.
10. Click Save on the Select Modules list.

11. If needed, use the Request Class tab to assign one or more Request Class records to this Request Category.

12. Click Save on the Request Category form.

Edit a Request Category record

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Request Category.
. In the Request Category grid list, click the request category record to be edited.

1
2
3
4. Click the Open button on the Request Category grid list.
5. Edit the record data as needed.

6

. Click Save.

Remove a Request Category record

1. In Maintenance, click the Administration button on the menu.

2. In the Classification group, click Request Category.

3. Inthe Request Category grid list, click the request category record to be removed.
4

. Click the Remove button on the Request Category grid list.

Assign a Request Class record(s) to a Request Category record

1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Request Category.

3. On the Request Category grid list do one of the following to open the Request Category form:

Click the Add button.
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Select a record in the Request Category grid list, and then click the Open button.

On the Request Category form, click the Request Class tab.

Click Add.

In the Select Request Class list, select one or more request class records.
Click Save on the Select Request Class list.

Click Save on the Request Category form.

Remove a Request Class record(s) from a Request Category record

1. In Maintenance, click the Administration button on the menu.

2. In the Classification group, click Request Category.

3. Inthe Request Category grid list, click the request category record to be edited.
4. Click the Open button on the Request Category grid list.

5.
6
7
8
9

On the Request Category form, click the Request Class tab.

. Select the Request Class record(s) to be removed.
. Click Remove.
. Click Yes to confirm the removal.

. Click Save.

Request Classification
Request Category
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Request Class

Request Class is the second tier in the work request classification hierarchy and can be used to further classify work
requests. If you choose to use the Request Class tier of the classification hierarchy to organize and classify your
work requests, this tier must be assigned to a record in its parent tier, Request Category.

Request Class Grid

Evolve includes several predefined request classes, however you can add, edit, or remove the classes as needed.

Use the request class grid to:
e Retrieve a list of all Request Class records

¢ Add a new Request Class record

¢ Open the Request Class form to a specific Request Class record

To display the request class grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
3. Inthe Classification menu list, click Request Class.

Figure 7—Request Class Grid

Maintenance

SERVICE REQUEST

Classification View: | Al Request Classes E Manage View [3Add EgRemove T ]Open More Actions ~ Quick Search: Search for ...
Requests Category Number Name * Description
- Class < 10 AC Services and materials to maintain and repair buiding Ar Conditioning equipment, ducting and controls.

Tods 20 Als Services and materials refated to satisfying the American Disabilities Act (ADA), esp. Handicap Acc...
orit k] Admin Administrative Services such as facility central monitoring clerks, office management, accounting an..

e 40 Afrcomp Services and materials to maintain and repair Air Compressor and compressed air systems.

S S0 Aleration Services and materials associated with ARering, but not significantly restructuring, existing facilties.
= 60 Asbestos Asbestos abatement including, for example, inspection, remediation and reporting

Additional Datai 70 Ay Services and materials to maintain and repair Audio Visual support equipment.

P - an Barricade Waintepan~- “—i~etalgtions,

Request Class Form
The Request Class form is used to configure request class records in EvolveFM.

To display the request class form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Classification menu list, click Request Class to display the Request Class grid.
4. Do one of the following:

e C(Click Add to open the Request Class form to a new record.

e Select an existing request class record in the grid list and then click Open.
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Figure 8—Request Class Form, Attributes Tab

Request Class: Single Move w
et

Attributes Job

Mumber: 10

Namea: Single Move

Description: Move one person -

Attributes Tab

Request Classification
Request Class

Number. The number field is used to itemize your request class list (required, numeric entry only).

Name. Use to enter the name of the Request Class.

Description. Use to enter a description of the Request Class.

Job Tab

The Job tab is used to assign the Job records that you want to make available for selection when the Request Class is
used. The Job records assigned here will be the selections available in the Job pick list when the Request Class is

assigned to a request, service request, or work order.

Figure 9—Request Class Form, Job Tab

Request Class: Single Move L1
Attributes ﬁ

Add @Remove i=_=10pen

Number Name

100 Simple People Move

. D

Add. Use the Add button to open the selection form and select the Job records to be assigned to the Request Class.

Remove. Use the Remove button to remove a selected Job record from the tab.

Open. Use the Open button to open the Job form to the selected Job record.
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Managing Your Request Class List

Display the Request Class grid list

1.
2.

In Maintenance, click the Administration button on the menu.

In the Classification group, click Request Class.

Add a new Request Class record

1
2
3
4
5
6
7
8

. In Maintenance, click the Administration button on the menu.

. In the Classification group, click Request Class.

. Click the Add button on the Request Class grid list to open the Request Class form.
. In the Number text box, enter the Request Class number (required).

. In the Name text box, enter the name of the Request Class.

. In the Description text box, enter a description of the Request Class.

. If needed, use the Job tab to assign one or more Job records to this Request Class

. Click Save.

Edit a Request Class record

1
2
3
4,
5
6

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Request Class.

. In the Request Class grid list, click the Request Class record to be edited.

Click the Open button on the Request Class grid list.

Edit the record data as needed.

. Click Save.

Remove a Request Class record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.

. In the Classification group, click Request Class.

In the Request Class grid list, click the Request Class record to be removed.

. Click the Remove button on the Request Class grid list.

Assign a Job record(s) to a Request Class record

1.
2.
3.

o u &

In Maintenance, click the Administration button on the menu.

In the Classification group, click Request Class.

On the Request Class grid list do one of the following to open the Request Class form:
Click the Add button.

Select a record in the Request Class grid list, and then click the Open button.

On the Request Class form, click the Job tab.

Click Add.

In the Select Job list, select one or more job records.
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8.

Request Classification
Request Class

Click Save on the Select Job list.

Click Save on the Request Class form.

Remove a Job record(s) from a Request Class record

© N o U B~ W N e

In Maintenance, click the Administration button on the menu.

In the Classification group, click Request Class.

In the Request Class grid list, click the request class record to be edited.
Click the Open button on the Request Class grid list.

On the Request Class form, click the Job tab.

Select the Job record(s) to be removed.

Click Remove, and then click Yes to confirm the removal.

Click Save.

Assign a Request Class record(s) to a Request Category record

1.
2.
3.

© N o v &

In Maintenance, click the Administration button on the menu.

In the Classification group, click Request Category.

On the Request Category grid list do one of the following to open the Request Category form:
Click the Add button.

Select a record in the Request Category grid list, and then click the Open button.

On the Request Category form, click the Request Class tab.

Click Add.

In the Select Request Class list, select one or more request class records.

Click Save on the Select Request Class list.

Click Save on the Request Category form.
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Job

The Job tier is the third tier of the work request classification hierarchy, and is the classification tier where job
specific work order automation can be configured. If you choose to use the Job tier, each job record must be
assigned to a record in its parent tier, Request Class.

Work Order Automation

The Job tier can be used to speed the work order process for jobs that you perform often. The level of work order
automation for a job is controlled by the values set in the Job form. Use the Job tier to automate any of the
following processes based on a work order’s job assignment:

e Generate a work order

e Assign a Priority to a work order

e Assign a Trade to a work order

e Assign a Charge To to a work order

e Assign a Task to a work order

e Assign Estimated Hours to a work order
e Assign Labor to a work order

e Assign a Supervisor to a work order

Job Grid

Use the job grid to:

e Retrieve a list of all Job records
e Add anew Job record

¢ Open the Job form to a specific Job record

To display the request class grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
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Job

In the Classification menu list, click Request Class.

Figure 10—Job Grid

Maintenance

ADMINISTRATION

Classification View: | Al Request Sub Classes E LiManage View CJAdd EdRemove = |Open More Actions = Quick Search: Search for ...
Requests Category Nurmber « Name Description
Request Class 13 Spill or Stain
Job h 151 Temperature Too Hot
Briority 152 Temperature Too Cold

153 Noise
Sub-Status X

154 Other Complaint
s 201 Hang Buletin board
Additional Detail 202 Hang Picture

—. W[ 503 Hang Other
Admist Ninar

The Job form is used to configure job records in EvolveFM.

To display the job form:

1.

2
3.
4

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Administration tab.

In the Classification menu list, click Job to display the Job grid.
Do one of the following:

Click Add to open the Job form to a new record.
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e Select an existing job record in the grid list and then click Open.

Figure 11—Job Form

Job: Simple People Move L 1

| Additional Detail |
MNumber: 200
Mame: Simple People Move
Description: Move a person from one location to another -
DefFuits
Priarity: 3 - Medium E
Trade: General Maintenance E
Charge To Fadilities (500) E
Task: Simple Move E
Estimated Hours: 2
Create Wark Order: O
Assign: ]
.

Attributes Tab

Number. The number field is used to itemize you job list (required, numeric entry only).
Name. Use to enter the name of the Job.

Description. Use to enter a description of the Job.

Defaults

The values set in the Defaults section of the job form are used to control the level of work order automation for a
specific job.

Priority. When a priority is entered on the Job form it will be used to assign the priority on a service request or work
order. The assigned priority is then used to automatically calculate the work order Response Due and Completion
Due dates.

Trade. When a trade is entered on the Job form it will be used to assign the trade on a service request or work
order. The assigned trade is then used to filter labor selection, and if desired, assign labor to the work order.

Task. When a task is selected on the Job form, the task and its assigned steps and readings will be automatically
added to the Task tab of the Work Order form.
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Estimated Hours. Use to enter the estimated hours need to complete the job. The estimated hours entered on the
Job form will automatically populate the Estimated Hours field on the Work Order form.

Create Work Order. If the Create Work Order check box is selected, a work order will be automatically generated
when a service request is submitted for the job.

Assign. If the Assign check box is selected, Evolve will automatically assign the work order to the first labor record
that it finds assigned to the same trade AND to the same property location as is assigned to the work order.

How automatic labor assignment works:

The trade and property location assigned to a service request or work order are used in combination to identify
labor records that are assigned to the same trade and property location.

If the Assign check box is selected, Evolve will automatically assign the work order to the first labor record match
that it finds. For example, in the figure shown below, Andrew B Contreras appears first in the Filtered Records labor
list, therefore Andrew would be automatically assigned as labor.

Note:  If you have multiple labor providers with the same trade and assigned to the same location, the automatic
Assign option could result in over extending one particular labor provider.

Figure 12— Assign to Labor Form

Assign To Labor w

Filtered Records Andrew B Contreras

Andrew B Contreras

General Maintenance, HVAC AB_Contreras@mega.com
Dan M Soares §78-263-0336
General Mainten -

Comments

Hannah A Mahoney

Lenera aintenance

All Records

ACME Plumbing -

Amy J Kligerman

m

Andrew B Contreras

ntenance, HVAC ol

Andy E Senat Status Reason: ,.\_v,,
General Maintenance
Options
Bobby E Corcoran
Tt . Assign Request
Canal Building Owner
x Close Window

Carlos D Janian

Additional Detail Tab
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The Additional Detail tab of the Job form is used to add custom data fields to a job specific service request or work
order.

Figure 13—Additional Details Tab, Job Form

Job: Simple People Move L 1
Attributes Additional Detail

Add QF‘.emwe iﬁDpen

Name Type
Ergo Chair checkbox
Move Date: date
Number of Boxes: number
Move To: textbox

)

Additional Detail Tab Controls
Add. Use the Add button to open the selection form and select the Additional Detail records to add to the job.

Note:  Additional Detail fields are displayed on a service request or work order based on the order in which they
are added to the Additional Details tab of the Job form. The sort order of the Additional Detail tab has no
effect on the display order.

Remove. Use the Remove button to remove a selected Additional Detail field from the tab.

Open. Use the Open button to open the Additional Detail form to the selected Additional Detail record.
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Job
Managing Your Job List
Display the Job grid list
1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Job.
Add a new Job record
1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Job.
3. Click the Add button on the Job grid list to open the Job form.
4. Inthe Number text box, enter the Job number (required).
5. Inthe Name text box, enter the name of the Job.
6. Inthe Description text box, enter a description of the Job.
7. Configure the fields in the Defaults section as needed to automate your work order process.
8. Click Save.
Edit a Job record
1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Job.
3. Inthe Job grid list, click the Job record to be edited.
4. Click the Open button on the Job grid list.
5. Edit the record data as needed.
6. Click Save.
Remove a Job record
1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Job.
3. Inthe Job grid list, click the Job record to be removed.
4. Click the Remove button on the Job grid list.
Assign a Job record(s) to a Request Class record
1. In Maintenance, click the Administration button on the menu.
2. In the Classification group, click Request Class.
3. On the Request Class grid list do one of the following to open the Request Class form:
e Click the Add button.
e Select a record in the Request Class grid list, and then click the Open button.
4. On the Request Class form, click the Job tab.
5. Click Add.
6. Inthe Select Job list, select one or more job records.
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8.
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Job

Click Save on the Select Job list.

Click Save on the Request Class form.

Add a Additional Detail fields to the Job Form

1.

2
3.
4

5.
6.
7.

In Maintenance, click the Administration button on the menu.

. In the Classification group, click Job.

On the Job grid list do one of the following to open the Job form:

. Click the Add button.

Select a record in the Job grid list, and then click the Open button.
On the Job form, click the Additional Detail tab.
Click Add.

On the Select Additional Detail form, locate and select your configured data field.

Note:  The display order of the Additional Detail fields on a service request or work order is based on the order in

8.
9.

which the fields are added to the Additional Details tab of the Job form.
Click Save.

Repeat steps 11-12 to add another Additional Detail data field to the Job form as needed.
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Additional Detail

Similar to the User Defined Attributes used in Evolve, the Additional Detail data fields are custom data fields that
can be configured and then added to the Job form to be used to store and collect job specific data.

Evolve provides twenty instances each of the following Additional Detail data field types:

e Check box
e Currency
e Date*

e Number

e Text Area
e Text box
e Time

Note:  *The Additional Detail Date 20 data field is configured to work with the Advanced Data Import Occupant
Moves grid. Contact your EvolveFM consultant for more information.

Additional Detail Grid
The Additional Detail grid is used to manage the Additional Detail data fields in Evolve.

To display the additional detail grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
3. Inthe Classification menu list, click Additional Detail

Figure 14—Additional Detail Grid

Maintenance

ADMINISTRATION

Classification Elopen  More Actions ~ Quick Search: Search for ... B % advanced Search
Requests Category Name ~ Type Label
Additional Detail Checkbox 1 checkbox Ergonamic Chair
Job Additional Detail Checkbox 10 checkbox Additional Detail Checkbox 10
Priarity Additional Detail Checkbox 11 checkbox Additional Detail Checkbox 11
S Additional Detail Checkbox 12 checkbox Additional Detail Checkbox 12
s Additional Detail Checkbox 13 checkbox Additional Detail Checkbox 13
Trade Additional Detail Checkbox 14 eheckbax Additional Detail Checkbox 14
*  Additional Detail < Additional Detail Checkbox 15 checkbox Additional Detail Checkbox 15

— ~dgitional Detail Checkbox 16 checkbox “ihax 16

IRN—'L ]
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Additional Detail Form

The Additional Detail form is used to configure additional detail records for use with jobs in EvolveFM.

To display the additional detail form:

1.
2.
3.
4.

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Administration tab.
In the Classification menu list, click Additional Detail to display the Additional Detail grid.

Select an Additional Detail record in the grid list and then click Open.

Figure 15—Additional Detail Form

Additional Detaik Additional Detail Humber 1 L 4

Mame: Additional Detail Mumber 1
Type: number
Label: Mumber of Boxes

)

Additional Detail Form Controls

Name. (read-only) Displays the data type and instance number of the selected Additional Detail field.

Note:  There are 7 data types and 20 instances of each data type available in Evolve.

Type. (read-only) Displays the data type of the selected Additional Detail field.

Label. Use to define the label text to be displayed next to the data field when it is used on a service request or work
order.
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Additional Detail Field Display

On the Request Form

When a job configured with Additional Detail data fields is assigned to the Request form, the Additional Detail will
display at the bottom of the Request form.

Note:  The display order of the Additional Detail fields is based on the order in which the fields are added to the
Additional Details tab of the Job form.

Figure 16—Request Form, Requester Component

Request w
UL TS| Comments
Contacts Location
Requester: Patricia Fournier Property: Harrison Campus E
Requested For: i‘ Building: 8 Harrison Avenue E
Classification Floor: 1 ™
Requests Category: Move Management m" Space: H1-168 g
Request Class: Simple Move Q Asset: Q
Job: Simple People Move g‘ Location: P
Description: My new office is ready
Detai: -
Additional Detail
Move To: C2-122
Move Date: 03/28/2013 )
Number of Boxes: 4
i

On the Work Order & Service Request Forms

When a job configured with Additional Detail data fields is assigned to the Work Order form or Service Request
form, the Additional Detail fields will display on the Additional Detail tab of the form.

Note:  The display order of the Additional Detail fields is based on the order in which the fields are added to the
Additional Details tab of the Job form.

Figure 17—Work Order Form

Work Order: 32 (Open)

tacts || Tasks || Labor || Materiais || Comments || Documents | History |

Additional Detail

Move To: C2-122
Maove Date: 03/28/2013 E|
Number of Boxes: 4
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Configuring Additional Detail Data Fields

1
2
3
4.
5
6
7

. In Maintenance, click the Administration button on the menu.
. In the Classification group, click Additional Detail.

. In the Additional Detail grid list, select the type of data field that you want to use (text box, check box, etc.).

Click Open to open the Additional Detail form.

. Inthe Label text box, edit the default text to display the label text you want use.
. Click Save.

Repeat steps 1-6 to configure as many Additional Detail fields as needed for your job.
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Tasks, Steps, & Readings
About Tasks, Steps, and Readings

About Tasks, Steps, and Readings

Tasks, Steps, and Readings can be used to define the procedures that need to be performed to complete a work
order. The thee elements work together in a hierarchy structure as illustrated below.

Figure 1—Task, Step, and Reading Hierarchy

[~

What is a task?

A Task is a means to add an objective or function to be performed on a work order. A work order may contain one
or more Tasks.

Tasks can be assigned to a work order in the two following manners:
e Through the assignment of a Job

e Through Preventive Maintenance

What is a step?

A Step is designed to be an instructional part of a Task and is used to break the solution for the Task into smaller,
chronological instructions. One Task may contain one or more Steps.

What is a Reading?

A Reading is designed to document data collected when performing a Step. One Step may contain one or more
Readings.

Figure 2—Task, Step, and Reading on a Work Order

Work Order: 4 (Open)

-
L —lal LY

| Auributes || addtionalDetad || contacts ||

H save

Fire Extinguisher Inspection (monthby)

Monthly fire extingusher maintenance

Step

1. Inspect Fire Extinguisher

Fire extinguisher nspection check kst. "
Reading
Securely Fastened

Extinguisher is searely fastend to wal or endosure,
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Tasks

Tasks are used to identify and organize the objectives or functions to be performed on a work order. Once created,
a Task can be reused on any number of work orders.

When Tasks are assigned to a work order through the assignment of a Job or through Preventive Maintenance, they
are displayed on the Tasks tab of the Work Order form.

Tasks Grid

Use the tasks grid to:
e Retrieve a list of all Task records

e Add a new Task record

¢ Open the Task form to a specific Task record

To display the tasks grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
3. In the Preventive Maintenance menu list, click Tasks.

Figure 3—Tasks Grid

Maintenance

[ER- A ADMINISTRATION

View: Al Records = bManage View TpAdd EdRemove E]Open More Actions = Quick Search: Search for ...

Preventive Maintenance el Cateoney Desctipie

Evaporative Cooling Tower (monthiy) Routine Maint Tasks for monthly maintenance
i h Evaporative Cooling Tower (weekly) Routine Maint Tasks for weekly maintenance
Seaps Fire Extinguisher inspection (monthly)  Inspection Monthly fire extinguisher maintenance
Readings Simple Move Move Move person to a new space

Task Form
The Task form is used to configure Task records in EvolveFM.

To display the task form:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Preventive Maintenance menu list, click Tasks to display the Tasks grid.
4. Do one of the following:

e C(Click Add to open the Task form to a new record.

e Select an existing task record in the grid list and then click Open.
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Figure 4—Task Form

Task: Fire Extinguisher Inspection (monthly) L1
Foe

Mame: Fire Extinguisher Inspection (monthly)
Cateqgory: Inspection E
Description: Monthly fire extinguisher maintenance -

-

T

Attributes Tab
Name. Use to define the name of the Task.
Note:  The Task name will appear in bold text on the Tasks tab of the Work Order form.

Category. The Category pick list is used to organize your Tasks for easier sorting and filtering purposes. To add
categories to the pick list, simply enter data directly into the Category field. Once a category has been assigned to a
Task, the category will remain in the list for future use. If a category is no longer assigned to at least one Task, it will
be removed from the pick list.

Description. Use to enter a description of the Task.

Note:  The description will display under the Task name on the Tasks tab of the Work Order form.

Steps Tab

Use to assign one or more Step records to a Task record. Steps will appear below the Task on a work order in the
sequence they are added to the Steps Tab.

Figure 5—Steps Tab, Task Form

Task: Fire Extinguisher Inspection (monthly) w
| Attributes |ﬁ

i:_?l:a'-\dd QRemove i:_—LDpen

Name

Inspect Fire Extinguishers.

Add. Use the Add button to open the Select form and select the Step records to be assigned to the Task.
Remove. Use the Remove button to remove a selected Step record from the Steps tab.

Open. Use the Open button to open the Step form to the selected Step record.
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Tasks
Managing Your Tasks List
Display the Tasks grid list
1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Tasks.
Add a new Task record
1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Tasks.
3. Click the Add button on the Tasks grid list to open the Task form.
4. Inthe Name text box, enter the name of the task (required).
5. In the Category pick list do one of the following:
e Select a category from the pick list.
e Enter a new category into the pick list.
6. Inthe Description text box, enter a description of the task.
7. Click the Steps tab, and then click Add.
8. Inthe Select Step list, select one or more step records to assign them to the task.
NOTE: Steps will appear below the Task on the work order in the sequence they are added to the task record.
9. Click Save on the Select Task list.
10. Click Save on the Task form.
Edit a Task record
1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Tasks.
3. Inthe Tasks grid list, click the Task record to be edited.
4. Click the Open button on the Tasks grid list.
5. Edit the record data as needed.
6. Click Save.
NOTE: Edits do not alter tasks already assigned to work orders.
Remove a Task record
1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Tasks.
3. Inthe Tasks grid list, click the task record to be removed.
4. Click the Remove button on the Tasks grid list.
NOTE: Removing a task does not remove it from existing work orders that contain the task.
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Assign a Step record(s) to a Task record
1. In Maintenance, click the Administration button on the menu.

2. Inthe Preventive Maintenance group, click Tasks.

3. On the Tasks grid list do one of the following to open the Task form:

e Click the Add button.

¢ Select arecord in the Tasks grid list, and then click the Open button.

4. On the Task form, click the Steps tab.

5. Click Add.

6. Inthe Select Task list, select one or more task records.

NOTE: Steps will appear below the Task on the work order in the sequence they are added to the task record.
7. Click Save on the Select Task list.

8. Click Save on the Task form.

Remove a Step record(s) from a Task record

. In Maintenance, click the Administration button on the menu.
. In the Preventive Maintenance group, click Tasks.
. In the Tasks grid list, click the task record to be edited.

. Click the Open button on the Tasks grid list.

1
2
3
4
5. On the Task form, click the Steps tab.
6. Select the Step record(s) to be removed.
7. Click Remove.

8. Click Yes to confirm the removal.

9

. Click Save.

Assigning a Task to a Work Order

A task can only be added to a work order in two ways:
e Through the assignment of a Job

e Through Preventive Maintenance
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Steps

Steps

A Step is designed to be one instructional part of a Task and is used to break the solution for the Task into smaller,
chronological pieces. One Task may contain several Steps on a work order. Once created, a Step can be reused on

any number of Tasks. For example, a Lock Out/Tag Out step can be assigned to each task that requires the labor

provider to perform Lock Out/Tag Out.

When used on a work order, Steps are displayed under their assigned Task on the Tasks tab of the Work Order form.

Steps Grid

Use the steps grid to:

Retrieve a list of all Step records

Add a new Step record

Open the Step form to a specific Step record

To display the steps grid:

1.
2.
3.

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Administration tab.

In the Preventive Maintenance menu list, click Steps.

Figure 6—Steps Grid

Maintenance

Lt 30R ADMINISTRATION

- - Name ~ Categor Description
Preventive Maintenance el e
Check bélt tansion Evaporative Cooling Tower
Tasks
Check blead valve settings Evaporative Cooling Tower
» Steps off— z :
Check operating water level Evaporative Cooling Tower
. Check water distribution Evaporative Cogling Tower
Clean air inlet screens Evaporative Cogling Tower

Clzan and touch up protective finishes  Evaporative Cooling Tower

“laan basin Evaporative Conlin-

Step Form

The Step form is used to configure step records in EvolveFM.

To display the step form:

1.

2
3.
4

Double-click the Maintenance icon on the EvolveFM desktop.

Click the Administration tab.

In the Preventive Maintenance menu list, click Steps to display the Steps grid.
Do one of the following:

Click Add to open the Step form to a new record.

Select an existing step record in the grid list and then click Open.

View: | All Records B8 “iManage View [ladd EdRemove E7[Open More Actions » Quick Search: Search for ...
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Figure 7—Step Form

Step: Inspect Fire Extinguisher w
| merrbutes [T

Name: Inspect Fire Extinguisher
Category: FE E
Description: Fire extinguisher inspection check list, E

-

i

Attributes Tab

Name. Use to define the name of the Step.
Note:  The Step name will appear in bold text below its associated Task on the Tasks tab of the Work Order form.

Category. The Category pick list is used to organize your steps for easier sorting and filtering purposes. To add
categories to the pick list, simply enter data directly into the Category field. Once a category has been assigned to a
step, the category will remain in the list for future use. If a category is no longer assigned to at least one step, it will
be removed from the pick list.

Description. Use to enter a description of the Step.

Note:  The description will display under the Step name on the Tasks tab of the Work Order form.

Readings Tab
Use to assign one or more Reading records to a Step record. Readings will appear below the Step on a work order in
the sequence they are added to the Readings Tab.

Figure 8—Steps Tab, Task Form

Step: Inspect Fire Extinguishers w

| Attrbutes | BUTCL T

E!Add QRemove i:_—_lOpen
Name

Securely Fastened
Fully Charged

T

Add. Use the Add button to open the Select form and select the reading records to be assigned to the Step.
Remove. Use the Remove button to remove a selected reading record from the Readings tab.

Open. Use the Open button to open the Reading form to the selected Reading record.
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Managing Your Steps List

Display the Steps grid list

1. In Maintenance, click the Administration button on the menu.

2. Inthe Preventive Maintenance group, click Steps.

Add a new Step record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Preventive Maintenance group, click Steps.

3. Click the Add button on the Steps grid list to open the Step form.

4. Inthe Name text box, enter the name of the step (required).

5. In the Category pick list do one of the following:

e Select a category from the pick list.

e Enter a new category into the pick list.

6. In the Description text box, enter a description of the step.

7. If needed, click the Readings tab, and then click Add.

8. In the Select Readings list, select one or more Reading records to assigh them to the step.
NOTE: Readings will appear below the Step on the work order in the sequence they are added to the step record.
9. Click Save on the Select Reading list.

10. Click Save on the Step form.

Edit a Step record

1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Steps.

3. Inthe Steps grid list, click the Step record to be edited.

4. Click the Open button on the Steps grid list.

5. Edit the record data as needed.

6. Click Save.

NOTE: Edits will update all tasks that contain the step. Edits will not update steps already assigned to work orders.

Remove a Step record

1. In Maintenance, click the Administration button on the menu.
2. Inthe Preventive Maintenance group, click Steps.

3. Inthe Steps grid list, click the step record to be removed.

4. Click the Remove button on the Steps grid list.

NOTE: Removing a step will remove it from all tasks that contain the step. Removing a step will not remove it from
existing work orders that contain the step.
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Assign a Reading record(s) to a Step record

1.
2.
3.

5.
6.
NOTE: Readings will appear below the Step on the work order in the sequence they are added to the step record.
7.
8.

In Maintenance, click the Administration button on the menu.

In the Preventive Maintenance group, click Steps.

On the Steps grid list do one of the following to open the Step form:
Click the Add button.

Select a record in the Steps grid list, and then click the Open button.
On the Steps form, click the Readings tab.

Click Add.

In the Select Readings list, select one or more reading records.

Click Save on the Select Reading list.

Click Save on the Step form.

Remove a Reading record(s) from a Step record

1
2
3
4
5.
6
7
8
9

In Maintenance, click the Administration button on the menu.
In the Preventive Maintenance group, click Steps.

In the Steps grid list, click the task record to be edited.

. Click the Open button on the Steps grid list.

On the Step form, click the Reading tab.

. Select the Reading record(s) to be removed.
. Click Remove.
. Click Yes to confirm the removal.

. Click Save.

Assign a Step record(s) to a Task record

1.
2.
3.

NOTE: Steps will appear below the Task on the work order in the sequence they are added to the task record.

4.

© N o wu

In Maintenance, click the Administration button on the menu.

In the Preventive Maintenance group, click Tasks.

On the Tasks grid list do one of the following to open the Task form:
Click the Add button.

Select a record in the Tasks grid list, and then click the Open button.

On the Task form, click the Steps tab.

Click Add.

In the Select Task list, select one or more task records.
Click Save on the Select Task list.

Click Save on the Task form.

Steps
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Readings

A Reading is designed to document data collected during the performance of a Step. One Step may contain several
readings on a work order. Once created, a Reading can be reused on any number of Steps. For example, a Level
Reading can be created and then assigned to each Step that requires the labor provider to record the fluid level of
an asset.

When used on a work order, Readings are displayed below their assigned Steps on the Tasks tab of the Work Order
form in the sequence they are added to the Readings Tab of the Step form.

Reading Examples

Each Reading on a work order will display the Reading name, the Reading description, a data collection field, and
associated Reading criteria as shown in the examples below.

Figure 9—Example Readings

Control Status Oil Level Fully Charged
Auto, On, OFf 1/4=.25 1/2= .5, 3f4=.75Ful =1 12Nk Pressure Extinguisher is fully charged,
Readings Grid

Use the readings grid to:

e Retrieve a list of all Reading records
e Add a new Reading record

¢ Open the Reading form to a specific Reading record

To display the readings grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click the Administration tab.

3. Inthe Preventive Maintenance menu list, click Readings.

Figure 10—Readings Grid List

Maintenance

ADMINISTRATION

View: |All Records E S¥Manage View Eladd EdRemove ElOpen More Actions - Quick Search: Search for ...
Preventive Maintenance Somez fype Coteguey Deseritin
S Fully Charged Pass/Fai Fire Extinguisher Extinguisher is. fully charged.
asks
Securely Fastened Pass/Fai Fire Extinguisher Extinguisher is securely fastend to wall or enclosure
e Tag Date Reading Fire Extinguisher Record charge date from extinguisher tag.

:l Readings h

Materials
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Reading Form
The Reading form is used to configure reading records in EvolveFM.

To display the reading form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. Inthe Preventive Maintenance menu list, click Readings to display the Readings grid.
4. Do one of the following:

e C(Click Add to open the Reading form to a new record.

e Select an existing reading record in the grid list and then click Open.

Figure 11—Reading Form

Mame: Fully Charged
Type: Pass Fail
Category: Fire Extinguisher

3 33

Description: Extinguisher is fully charged.

Loww Limit:

High Limit:

Meter Interval:

Units of Measure: Z|

Failure Instruction: -

Name. Use to define the name of the Reading.

Note:  The Reading name will appear below its associated step on the Tasks tab of the Work Order form.

Category. The Category pick list is used to organize your readings for easier sorting and filtering purposes. To add
categories to the pick list, simply enter data directly into the Category field. Once a category has been assigned to a
reading, the category will remain in the list for future use. If a category is no longer assigned to at least one reading,
it will be removed from the pick list.

Description. Use to enter a description of the Step.

Note: The description will display under the step name on the Tasks tab of the Work Order form.
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Reading Types

Low Limit - Use to enter a numeric value on a work order. The message “Not Below” and the Low Limit criteria
value will be displayed to the right of this collection field on the work order.

High Limit - Use to enter a numeric value on a work order. The message “Not Above” and the High Limit criteria
value will be displayed to the right of this collection field on the work order.

Meter - Use to enter a numeric value on a work order.
Pass/Fail - Use to select a Pass or Fail radio button on a work order.

Range - Use to enter a numeric value on a work order. The message “Between” and the Low Limit and High Limit
criteria values will be displayed to the right of this collection field on the work order.

Reading - Use to enter an alphanumeric value on a work order.

Reading Criteria

The Reading Criteria data fields are used in conjunction with the Reading Type fields.

Low Limit - (numeric) Use to set the low limit criteria value for the reading type Low Limit (Not Below) and the
reading type Range (Between).

High Limit - (numeric) Use to set the high limit criteria value for the reading type High Limit (Not Above) and the
reading type Range (Between).

Meter Interval - (numeric) Use to set the meter reading criteria value for the reading type Meter.

Units of Measure

The Units of Measure pick list can be used to select the unit of measure for the assigned reading type. The unit of
measure Name will display to the right of the reading criteria message on the work order. The values included in the
Units of Measure pick list are configured in the Materials group of Maintenance Administration.

Failure Instruction

The Failure Instruction text field can be used to enter a message stating what action should be taken should the
reading fail its set criteria. The message is displayed in red text below the reading collection field on the work order.

Temperature
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Managing Your Readings List

Display the Readings grid list

1.
2.

In Maintenance, click the Administration button on the menu.

In the Preventive Maintenance group, click Readings.

Add a new Reading record

1.
2.

In Maintenance, click the Administration button on the menu.

In the Preventive Maintenance group, click Readings.

3. Click the Add button on the Readings grid list to open the Reading form.
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4. Inthe Name text box, enter the name of the Reading (required).

5. In Type pick list, select a reading type (required).

6. Inthe Category pick list do one of the following:

e Select a category from the pick list.

e Enter a new category into the pick list.

7. Inthe Description text box, enter a description of the reading.

8. If needed, enter a criteria value for your selected reading type (Low Limit, High Limit, Meter Interval).
9. If needed, select a unit of measure.

10. If needed, enter a Failure Instruction.

11. Click Save.

Edit a Reading record

1. In Maintenance, click the Administration button on the menu.
2. In the Preventive Maintenance group, click Readings.

3. Inthe Readings grid list, click the Reading record to be edited.
4. Click the Open button on the Readings grid list.

5. Edit the record data as needed.

6. Click Save.

NOTE: Edits will update all steps that contain the reading. Edits will not update steps already assigned to work
orders.

Remove a Reading record

1. In Maintenance, click the Administration button on the menu.
2. In the Preventive Maintenance group, click Readings.

3. Inthe Readings grid list, click the Reading record to be removed.
4. Click the Remove button on the Readings grid list.

NOTE: Removing a reading will remove it from all steps that contain the reading. Removing a reading will not
remove it from existing work orders that contain the reading.

Assign a Reading record(s) to a Step record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Preventive Maintenance group, click Steps.

3. On the Steps grid list do one of the following to open the Step form:

e Click the Add button.

e Select a record in the Steps grid list, and then click the Open button.

NOTE: Readings will appear below the Step on the work order in the sequence they are added to the step record.
4. On the Step form, click the Readings tab.

5. Click Add.
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6. Inthe Select Reading list, select one or more reading records.
7. Click Save on the Select Reading list.

8. Click Save on the Step form.
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About Labor

To perform a work order you need someone to do the work. Labor providers are defined as the people or vendors
who will do the work related to a work order.

Labor provider records are a subset of Evolve Contact records. You can choose people and vendors from your
Contacts list and add them to your Labor list, or you can create new Labor records which in turn will be
automatically added to your Evolve Contacts list.

Utilizing labor in Evolve allows you to:

¢ Track labor time and costs related to a work order.
¢ Identify labor providers by trade.
e Assign labor providers to the location(s) that they are responsible for within your organization.

e Send service request and work order email notifications to labor providers.

Labor Grid

The Labor Grid displays a list of all labor records in the organization.

Use the labor grid to:
e Retrieve a list of all Labor providers

¢ Open the Labor form to a specific Labor record
e Add and Remove Labor records

Note:  Removing a Labor record does not remove its associated Contact record.

To display the labor grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Labor tab.

Figure 1—Labor Grid

Maintenance

HOME 5 S WORK ORDERS Y WORK ORDERS REVENTIVE MAI MATERLE :

View: Al Labor gl “GiManage view Siadd EgRremove Slopen More Actions e, Search for .. £ 3 Advanced Searc

Picture  Name ~ Last Name First Hame Company Name Type Trade

m ACME Plumbing ACME Plumbing Wendor Plumber =
l Amy J Kigerman Kigerman Ay ) n House m
. Andréw B Contreras Contreras Andrew B n House General Maintenance, HWVAC
. Andy E Senat Senat Andy E In House General Maintenance b
. Bobby E Corcoran Corcoran Babby E In House Plumber

m Canal Building Owner Canal Building Owner Landiord
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Labor Form

The Labor form is used to manage Labor records in Evolve.

Note:  Because Labor records are a subset of Contact records, contact data associated with a labor provider will
be displayed, and is editable, from the Labor form.

To display the labor form:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Labor tab.

3. Do one of the following:

e Select a Labor record in the grid list and then click Open.
e Double-click a Labor record in the grid list.

Figure 2—Labor Form

Labor =

| Contact Information || Finandals ” Locations ” Trades ” Documents |

Dan M Soares
Maintenance Manager
D Soares@mega.com

S7E-263-0264
Type: In House E
Tier 1: Fadilities (500) E
Start Time: 7:00 AM E
End Time: 4:00 PM E
Employment
Employee ID: 10020534
Supervisor:
Hire Date: 02012010

Termination Date:

GG
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Attributes Tab

All data on the Attributes tab is optional and can be used only if you choose to track this information.

Type. Use the type field to categorize your labor types. Examples might include Vendor, In House, Contractor, etc.
To add a Type to the pick list, simply enter data directly into the Type field. Once a Type has been assigned to a
Labor record, the Type will remain in the list for future use. If a Type is no longer assigned to at least one Labor
record, it will be removed from the pick list.

Tier 1 Assignment. Use to assign a business unit to the labor provider.

Start Time / End Time. Use to identify the labor provider’s working hours.

Employee ID. Use to identify the labor provider’s assigned employee ID.

Supervisor. Use to identify the labor provider as a supervisor. Selecting this check box enables the following:

e The ability to filter the work order labor assignment selection list to labor providers designated as a Supervisor.
e The ability to assign a work order to a Supervisor.

¢ The ability to send email notifications to a Supervisor assigned to a work order.

Hire Date / Termination Date. Use the Hire and Termination Date fields to track labor employment status.

Contact Information Tab
Figure 3—Contact Information Tab, Labor Form

[ Attributes l[ Financials ” Locations ” Trades ” Documents l
Name

Company Mame:

Title: Maintenance Manager

First Mame: Dan M

Last Mame: Soares

Phone

Work Phaone: 9758-263-0264

Mobile Phone: QFa-TIT-TIIT

Home Phone:

Address

Address:

City:

State:

Postal Code:

Email: D Soares@meaga.com

=
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Company Name. Data is required in this field when a labor provider is created as a Company (rather than a Person).
The Company Name entered here will be displayed in the work order labor assignment selection lists.

Title. Use the title field to store the labor provider’s employment title.

First Name / Last Name. Data is required in these fields when a labor provider is created as a Person (rather than a
Company). The name entered here will displayed in the work order labor assignment selection lists.

Phone. Use the phone fields to store phone numbers associated to the labor provider.
Address. Use the address fields to store address information related to the labor provider.
Email. The email address, or addresses entered here are used in conjunction with work order email notifications.

Note: If entering more than one email address, separate the entries with a semi-colon.
EX: rbell@ssfm.com; bsmith@ssfm.com; jtaylor@ssfm.com

Financials Tab

The Financials tab is used to set the pay rates for a labor provider. The data on the Financials tab is used together
with the labor hours entered on a work order to calculate labor costs associated to the work order. All data on the
Financials tab is optional and can be used only if you choose to track this information.

Figure 4—Financials tab, Labor Form

[ Attributes ” Contact Information ]W[ Locations ” Trades ” Documents ]

Kates

Regular Rate: £50.00
COvertime Rate: &£75.00
Double Rate: £100.00
Other Rate: £125.00
Charges

Percent Markup: 10
Regular Charge: £55.00
Overtime Charge: £32.50
Double Charge: £110.00
Other Charge: £137.50

)
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Rates. The labor Rate data entered here is used together with the Percent Markup value to calculate the labor rate
to charge on a work order. To determine the labor rate to be charged, the Rate data is multiplied by the Percent
Markup value and the result is used as the labor Charge value. EX: Regular Rate $50 X 10% markup = $55 Regular
Charge, therefore $55/hr will be used as the labor charge on a work order.

Charges. (read-only) The labor Charge data is used to calculate the labor cost associated to a work order. The values
displayed here will be multiplied by the labor hours entered on a work order to calculate the total labor cost of a
work order.

Trades Tab
The Trades tab is used to assign trades to a labor provider. Trades can be used in conjunction with Locations to filter
labor assignment selection lists to labor records assigned to the same trade and location as the work order.

Figure 5—Trades Tab, Labor Form

I Attributes ” Contact Information ” Financials ” Locations ]- I Documents l

Add @Remuue i:_=10per1

Name

General Maintenance

HWALC

Locations Tab

The Locations tab is used to select the property location(s) within your organization to which a labor provider is
responsible. The location assignment can be used in conjunction with Trades to filter labor assignment selection
lists to labor records assigned to the same location and trade as the work order.

Figure 6—Locations Tab, Labor Form

[ Attributes ” Contact Information ” Financials l[ Trades ” Documents l

select Al ] Clear al

|1_H Canal Strest
|1_H|:| Harrizon Campus

Documents Tab
The Documents tab can be used to attach documents to the labor record.
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New Labor Form

The New Labor form is used to create a new labor record (and as a result, a new contact record) in Evolve.

To Open the Labor Form:

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Labor tab.
On the Labor Grid, click Add.

oW DN PR

On the Select Labor form, click New.

Figure 7—New Labor Form

Mew Labor

f;i print [ Change Picture

| Contact Information

@ Person

(©) Company
contact
Company Mame:
Title:
First Name: | |
Last Name: | |
Labor
Type: E
Tier 1: E
Start Time: 5:00 AM E
End Time: 5:00 PM =

=
Attributes Tab

Person/Company. Use to identify the labor provider as a person or as a company.

Company Name. Data is required in this field when a labor provider is created as a Company (rather than a Person).
The Company Name entered here will be displayed in the work order labor assignment selection lists.

Title. Use the title field to store the labor provider’s employment title.
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First Name / Last Name. Data is required in these fields when a labor provider is created as a Person (rather than a
Company). The name entered here will displayed in the work order labor assignment selection lists.

Type. Use to categorize your labor types. Examples might include Vendor, In House, Contractor, etc. To add Types
to the pick list, simply enter data directly into the Type field. Once a Type has been assigned to a labor record the
Type will remain in the list for future use. If a Type is no longer assigned to at least one labor record, it will be
removed from the pick list.

Tier 1 Assignment. Use to assign a business unit to the labor provider.

Start Time / End Time. Use to identify the labor provider’s working hours.

Contact Information Tab
Figure 8 —Contact Information Tab, New Labor Form

Mew Labor

I-‘I print [ Change Picture

oo TS

Phone

Work Phone:
Mobile Phane:
Home Phone:
Address
Address:
City:
State:

Postal Code:

Email:

)

Phone. Use the phone fields to store phone numbers associated to the labor provider.

Address. Use the address fields to store address information related to the labor provider.
Email. The email address, or addresses entered here are used in conjunction with work order email notifications.

Note: If entering more than one email address, separate the entries with a semi-colon.
EX: rbell@ssfm.com; bsmith@ssfm.com; jtaylor@ssfm.com
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Managing Labor Records

Add/Remove labor records

Create labor records from existing contacts

Choose people and vendors from your Evolve Contact list and add them to your Labor list.
Display the Labor grid.
On the Labor grid, click Add.

On the Select Labor form, select an existing contact record(s) from the list.

R

Click Save to add the contact(s) to the labor grid list.

Add new labor records

All new labor records will be automatically added to your Evolve Contact list.
Display the Labor grid.

On the Labor grid, click Add.

On the Select Labor form, click New.

On the New Labor form, select Person or Company to identify the labor record type.

LA A

Enter data into the required fields as needed:

First Name/Last Name - REQUIRED if your labor record type is a person.
e Company - REQUIRED if your labor record type is a company.
6. All other data fields are optional. Enter data as needed, or leave the fields empty.

7. Click Save. The new labor record will be added to the Labor grid and to the Contacts grid.

Remove a labor record
1. Display the Labor Grid.

2. Inthe Labor Grid, select the labor record(s) to be removed.
3. Click Remove.
4. Click Yes to confirm the removal.

NOTE: The labor record will be removed but its associated contact record will remain in the Evolve Contacts list.

Group labor by type
Grouping your labor by type can be useful for sorting and reporting purposes. Use the Type field located on the
Labor form and the New Labor form to group your labor by type. Labor Type examples might include:

e In House
e \Vendor
e Contractor

1. Onthe Labor form or on the New Labor form, in the Type pick list, select an existing type from the list, or enter a
new value to add it to the selection list.
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2. Click Save.

Note:  Once a Type has been assigned to a labor record the Type will remain in the pick list for future use. If a Type
is no longer assigned to at least one labor record, it will be removed from the pick list.

Assign labor to a trade
Display the Labor form.

. Click the Trades tab.
. Click Add.

1
2
3
4. On the Select Trade form, select a trade(s) to assign to the labor record.
5. Click Save on the Select Trade form.

6

. Click Save on the Labor form.

Assign labor to a location (property)
1. Display the Labor form.

2. Click the Locations tab.
3. Click to select a property location(s).
4. Click Save.

Configure labor to filter assignment selection
Trades can be used in conjunction with Locations to filter labor assignment selection lists to labor records assigned
to the same trade and location as the work order.

Display the Labor form.

Click the Trades tab.

Click Add.

On the Select Trade form, select a trade(s) to assign to the labor record.
Click Save on the Select Trade form.

Click the Locations tab.

Click to select a property location(s).

© N o U B~ W N e

Click Save on the Labor form.

Configure labor to track labor costs
The Financials tab located on the Labor form is used to set the financial rates associated to a labor provider.

Display the Labor form.
Click the Financials tab.
In the Rates section of the form, enter the labor rate data as needed.

If utilizing markup charges, enter a markup value in the Percent Markup text box.

ARSI S

Click Save.
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Print/Export the Labor Grid List

Print the labor grid list
1. On the Labor Grid toolbar, click More Actions.

2. Click Print List.

Export the labor grid list to EXCEL
1. On the Labor Grid toolbar, click More Actions.

2. Click Export List.
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About Materials

Materials can be used to quantify, track, and calculate material costs associated to an Evolve work order.

Materials Grid

The Materials Grid displays a list of all material records in EvolveFM.

Use the Materials Grid to:
e Retrieve a list of all materials

e Open the Material form to a specific material record

¢ Add/Remove material records

To Display the Material Grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Materials tab.

Figure 1—Materials Grid

Maintenance
View: Al Records E. L#Manage View Exadd CgRemove ElOpen More Actions = Quick Search: Search for .. £ % Advanced Searc
laterial Category Material Class Waterial Sub Class Number = Hame: Description Manufaciurer M
Adhesives-Sealants  Repair Compounds Spackle 12330 DAP SPACKLE WOC Compliant Spaciling Dap
Adhesives-Sealants Caulk Acrylic Latex 18152 DAP-AL-WHITE Acrylic Latex Cak-White DaR
Electrical Light Bulbs Flood Lights. 232700 85-Watt Flood BR30 Wedium Base Soft While Syhvania 1
Electrical Light Bulbs Fluprescent 32TE58 T5-Watt &F T-12 Linear Fluprescent Syhvania a
Adhesives-Sealants Caulk Silicone Rubber BE4E DAP-SR-WHITE Sikcone rubber Sealant-White Dap
Adhesives-Sealants  Caulk Siicone Rubber 8848 DAP-SR-CLEAR Silicone Rubber Sealant-Clear Dap
Adhesives-Sealants  Caulk Indoor-Quidoor GEO124 Window-Doer GE indoer-Quidoor Sealant GE
Adhesives-Sealants Repair Compounds Paving Material PPE0-C Perma-Patch permanent pavement Repair-60 Ib bag  PERMA-PATCH

Copyright © 2012-2013 EvolveFM Operations & Maintenance 115



Materials
About Materials

Materials Form
The Materials form is used to manage material data in Evolve.

To Open the Materials Form:

1.
2.
3.

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Materials tab.

Do one of the following:

Select a Material record in the grid list and then click Open.

Double-click a Material record in the grid list.

Figure 2—Materials Form, Attributes Tab

Materials: Line-Up Bright White L 4

| picture || Contacts | Documents | Locations |

Mumber: 300

Mame: Line-Jp Bright White

Description: 5 gallon pail of interior Bright White paint

Classification

Material Category: Paint E

Material Clazs: Interior Paint E

Material Sub Class: Acrylic Latex g

Detaid

Manufacturer; Krylan E

Model Mumber: 27248

LInit Cost: £20.00

Percent Markup: 10

Unit Charge: £22.00

Units of Measure: GAL-5 E
s
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Attributes Tab

The Name field is the only required material data field, all other data fields on the Material form are optional and
can be used only if you choose to track this information.

Number. Use to store the material part number (alphanumeric).

Name. Use to identify the material record (required).

Note:  Each name must be unique to the Materials list (no duplicate values).
Description. Use to enter a description of the material.

Material Category, Material Class, Material Sub Class. The material classification assignments can be used to
categorize the material for sorting and reporting purposes. To utilize this data on the Materials form, you must first
populate the Materials Classification Hierarchy structure lookup lists.

Manufacturer. The Manufacturer pick list is used to identify the material manufacturer. To add manufacturers to
the pick list, simply enter data directly into the Manufacturer field. Once a manufacturer has been assigned to a
Material, the manufacturer will remain in the list for future use. If a manufacturer is no longer assigned to at least
one Material, it will be removed from the pick list.

Model Number. Use to store the material model number (alphanumeric).

Unit Cost. The Unit Cost entered here is used together with the Percent Markup value to calculate the Unit Charge
amount. To determine how much to charge for the material used on a work order, the Unit Cost is multiplied by the
Percent Markup value and the result is used as the Unit Charge value.

Percent Markup. The value entered into the Percent Markup field is used together with the Unit Cost value to
calculate the Unit Charge amount.

Unit Charge. (read-only) The Unit Charge data is used to calculate the material cost associated to a work order. The
value displayed here will be multiplied by the material quantity entered on a work order to calculate the total
material cost.

Units of Measure. Use to assign a measurement type to the material. To utilize this data on the Materials form, you
must first populate the Units of Measure lookup list.

Picture Tab

Use the Picture tab to add an image of the material. To utilize this tab, you must first load the image into Evolve
using the Documents module or the Pictures Module.

Contacts Tab

The Contacts tab can be used to assign existing Evolve contact records to the Material record.

Documents Tab
Use the Documents tab to add a document file(s) to the material record. To utilize this tab, you must first load the
document file(s) into Evolve using the Documents module.

Locations Tab

Use the Locations tab to assign a material storage location(s) to the material record. A material location assignment
can be used to identify where the material is stored within your organization. To utilize this data on the Materials
form, you must first populate the Location lookup list.
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Managing Material Records

Add a material record
1. Display the Material grid.

2. On the Material grid, click Add.

3. On the Materials form, in the Name text box enter the name of the material (required).
4. All other data fields are optional. Enter data as needed, or leave the fields empty.
5

Click Save.

Configure material to track material costs

The Details section of the material form is used to set the costs associated to a material. The cost assigned to a
material record will be used in conjunction with the material quantity entered on a work order to calculate the
material costs associated to a work order.

Display the Material form.
On the Attributes tab, in the Cost text box, enter the cost of the material.
If utilizing markup cost, enter a markup value in the Percent Markup text box.

In the Units of Measure pick list, select a unit of measure (optional).

M A

Click Save.

Add an image of the material

To utilize this feature, you must first load the image into Evolve using the Documents module or the Pictures
module.

Display the Material form.

Click the Picture tab.

Click Change Picture.

On the Select Picture form, click to select a picture record.

Click Save on the Select Picture form.

o v A~ W N e

Click Save on the Materials form.

Add contacts to the material
Display the Material form.

Click the Contacts tab.
Click Add.

1
2
3
4. On the Select Contacts form, click to select a contact record(s).
5. Click Save on the Select Contacts form.

6

Click Save on the Materials form.

Assign material to a storage location

To utilize this data on the Materials form, you must first populate the Location lookup list.
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Display the Material form.

Click the Locations tab.

Click Add.

On the Select Locations form, click to select a location record(s).

Click Save on the Select Locations form.

o v s w NP

Click Save on the Materials form.

Remove a material record
1. Display the Material grid.

2. Inthe Material grid, select the material record(s) to be removed.
3. Click Remove.
4

. Click Yes to confirm the removal.

Print the material grid list
1. On the Material grid toolbar, click More Actions.

2. Click Print List.

Export the material grid list to EXCEL
1. On the Materials grid toolbar, click More Actions.

2. Click Export List.
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Material Classification Hierarchy Structure

The material classification hierarchy can be used to classify materials used in your organization for sorting and
reporting purposes. The three tiers of the hierarchy include:

e Material Category
e Material Class

e Material Sub Class

Figure 3—Material Classification Hierarchy

Material
Class

Material
Sub Class

Material
Sub Class

Material
Sub Class

Material
Sub Class

Parent/Child Relationship

The top tier of the hierarchy, Material Category is designed to be used first; items from the Material Class tier are
then assigned to the Material Category tier. This assignment is known as a Parent/Child relationship where Material
Category is the parent of Material Class. The Material Sub Class tier is used last in the hierarchy. Items in the
Material Sub Class tier are assigned to an item in their parent tier, Material Class.

Figure 4—Material Classification Hierarchy Example

| all

Alkyd Acrylic Alkyd Acrylic
Enamel Latex Enamel Latex

Each tier of the material classification hierarchy, beginning with the Material Category tier, can be assigned to a
material record.
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Material Category

Material Category is the top tier in the Material classification hierarchy. If you choose to use the classification
hierarchy to organize and classify your materials, this tier will be used and assigned first.

Material Category Grid

Use the material category grid to:

e Retrieve a list of all Material Category records
e Add a new Material Category record

¢ Open the Material Category form to a specific Material Category record

To display the material category grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click the Administration tab.
3. In the Materials menu list, click Material Category.

Figure 5—Material Category Grid List

Maintenance

HOME SE 5 iy W JERS  PREVENTIVE MAINTENANCE  MATERIALS

ssification View: | Al Records 24 “PManage View [ Add EdRemove ElOpen More Actions ~ Quick S l
ST e e Humber ~ Hame Count
10 Adhesives-Sealants 0 |
Materials 1 Electrical 0
= Material Category h 12 Fleet and Vehical L] '
Material Class 13 HVAC o
Material Sub Class L Paint g .
15 Pumbing 0
Units of Measure

Note:  The Count column located on the Material Category grid list displays the number of instances the material
category has been assigned to a work order.

Material Category Form
The Material Category form is used to configure material category records in EvolveFM.

To display the material category form:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click the Administration tab.

3. In the Materials menu list, click Material Category to display the Material Category grid.
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4. Do one of the following:
e C(Click Add to open the Material Category form to a new record.

e Select an existing material category record in the grid list and then click Open.

Figure 6—Material Category Form, Attributes Tab

Material Category: Paint w

Attributes |BCEEE e EES

Murmber: 14

Mame: Paint

T

Attributes Tab
Number. The Number field can be used to help organize your Material Category records (optional).
Name. The Name field is used to identify the Material Category record (required).

Note:  Each Name must be unique to the Material Category list (no duplicate values).

Material Class tab

The Material Class tab is used to assign selected material class records to a material category.

Figure 7—Material Class Tab, Material Category Form

Material Category: Paint w

"0 Material Class

Add ERemove i:_=10pen
Num;er Name

1400 Interior Paint
1401 Exterior Paint

)
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Add. Use the Add button to open the Select Material Class form and select the Material Class records to be assigned
to the Material Category.

Remove. Use the Remove button to remove a selected Material Class record from the Materials Class tab.

Open. Use the Open button to open the Material Class form to the selected Material Class record.

Managing Your Material Category List

Display the Material Category grid list

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Category.

Add a new Material Category record

. In Maintenance, click the Administration button on the menu.
. In the Materials group, click Material Category.

. Click the Add button on the Material Category grid list to open the Material Category form.

1

2

3

4. Inthe Number text box, enter the Material category number.

5. Inthe Name text box, enter the name of the Material category (required).

6. If needed, use the Material Class tab to assign one or more Material Class records to this Material Category.
7

. Click Save on the Material Category form.

Edit a Material Category record

. In Maintenance, click the Administration button on the menu.
. In the Materials group, click Material Category.
. In the Material Category grid list, click the Material category record to be edited.

1
2
3
4. Click the Open button on the Material Category grid list.
5. Edit the record data as needed.

6

. Click Save.

Remove a Material Category record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Category.

3. In the Material Category grid list, click the Material category record to be removed.
4

. Click the Remove button on the Material Category grid list.

Assign a Material Class record to a Material Category record

1. In Maintenance, click the Administration button on the menu.
2. Inthe Materials group, click Material Category.

3. On the Material Category grid list do one of the following to open the Material Category form:

Click the Add button.

Copyright © 2012-2013 EvolveFM Operations & Maintenance 123



© N o v &

Materials
Material Class

Select a record in the Material Category grid list, and then click the Open button.
On the Material Category form, click the Material Class tab.

Click Add.

In the Select Material Class list, select one or more Material class records.

Click Save on the Select Material Class list.

Click Save on the Material Category form.

Remove a Material Class record from a Material Category record

e L A S o

In Maintenance, click the Administration button on the menu.

In the Materials group, click Material Category.

In the Material Category grid list, click the Material category record to be edited.
Click the Open button on the Material Category grid list.

On the Material Category form, click the Material Class tab.

Select the Material Class record(s) to be removed.

Click Remove.

Click Yes to confirm the removal.

Click Save.

Material Class

Material Class is the second tier in the Material classification hierarchy and can be used to further classify materials
in Evolve. If you choose to use the Material Class tier, each material class record must be assigned to a record in its
parent tier, Material Category.

Material Class Grid

Use the material class grid to:

Retrieve a list of all Material Class records
Add a new Material Class record

Open the Material Class form to a specific Material Class record

To display the material class grid:

1.
2.
3.

Double-click the Maintenance icon on the EvolveFM desktop.
Click the Administration tab.

In the Materials menu list, click Material Class.
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Figure 8—Material Class Grid List

Maintenance

e e View: | All Records Q #Manage View CaAdd EgdRemove [ |Open More Actions = Quick S
Preyentive M Number + Name Count
1000 Caulk 0 l
Materials 1001 Repair Compounds 0
Material Category 1100 Light Bulbs 0 I
%  Material Class e | 1200 Automotive Exterior 0
Material Sub Class i Enter Pk 4 |
) 130 Filters 0
Units of Measure
1302 Pilots and Ignitions 0
CocRpons 1400 Interior Paint 0 I
b - 1401 Exterior Paint

Note:  The Count column located on the grid list displays the number of instances the Material Class has been
assigned to a work order.

Material Class Form
The Material Class form is used to configure material class records in EvolveFM.

To display the material class form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Materials menu list, click Material Class to display the Material Class grid.
4. Do one of the following:

e C(Click Add to open the Material Class form to a new record.

e Select an existing material class record in the grid list and then click Open.

Figure 9—Material Class Form, Attributes Tab

g s |

Mumber: 1400

Mame: Interior Paint

)
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Attributes Tab

Number. The Number field can be used to help organize your Material Class records (optional).
Name. The Name field is used to identify the Material Class record (required).

Note:  Each Name must be unique to the Material Class list (no duplicate values).

Material Sub Class tab

The Material Sub Class tab is used to assign selected material sub class records to a material class.

Figure 10—Material Sub Class Tab, Material Class Form

Material Class: Interior Paint m

Attributes |

F_—l Add F_gRemove ;:_—_l,Dpen

re
Number Name

100000 Acrylic Latex
140000 Alkyd Enamel

Add. Use the Add button to open the Select Material Sub Class form and select the Material Sub Class records to be
assigned to the Material Class.

Remove. Use the Remove button to remove a selected Material Sub Class record from the Materials Sub Class tab.

Open. Use the Open button to open the Material Sub Class form to the selected Material Sub Class record.

Managing Your Material Class List

Display the Material Class grid list

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Class.

Add a new Material Class record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Class.

3. Click the Add button on the Material Class grid list to open the Material Class form.
4. Inthe Number text box, enter the Material Class number
5

. In the Name text box, enter the name of the Material Class (required).
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If needed, use the Material Sub Class tab to assign one or more material sub class records to this Material Class

Click Save.

Edit a Material Class record

1
2
3
4.
5
6

In Maintenance, click the Administration button on the menu.

In the Materials group, click Material Class.

In the Material Class grid list, click the Material Class record to be edited.
Click the Open button on the Material Class grid list.

Edit the record data as needed.

Click Save.

Remove a Material Class record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.
In the Materials group, click Material Class.
In the Material Class grid list, click the Material Class record to be removed.

Click the Remove button on the Material Class grid list.

Assign a Material Sub Class record to a Material Class record

1.
2.
3.

© N o v &

In Maintenance, click the Administration button on the menu.

In the Materials group, click Material Class.

On the Material Class grid list do one of the following to open the Material Class form:
Click the Add button.

Select a record in the Material Class grid list, and then click the Open button.

On the Material Class form, click the Material Sub Class tab.

Click Add.

In the Select Material Sub Class list, select one or more material sub class records.
Click Save on the Select Material Sub Class list.

Click Save on the Material Class form.

Remove a Material Sub Class record from a Material Class record

© N o U B~ W N e

In Maintenance, click the Administration button on the menu.

In the Materials group, click Material Class.

In the Material Class grid list, click the Material class record to be edited.
Click the Open button on the Material Class grid list.

On the Material Class form, click the Material Sub Class tab.

Select the Material Sub Class record(s) to be removed.

Click Remove.

Click Yes to confirm the removal.
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9. Click Save.

Material Sub Class

The Material Sub Class tier is the third, and final tier of the Material classification hierarchy. If you choose to use the
Material Sub Class tier, each material sub class record must be assigned to a record in its parent tier, Material Class.

Material Sub Class Grid

Use the material sub class grid to:
e Retrieve a list of all Material Sub Class records

e Add a new Material Sub Class record

¢ Open the Material Sub Class form to a specific Material Sub Class record

To display the material sub class grid:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
3. In the Materials menu list, click Material Sub Class.

Figure 11—Material Sub Class Grid List

Maintenance

PREVENTIVE MAINTENANCE MATERIALS Al ADMINISTRATION

View: Al Records E] L#Manage View C3Add EQRemove []Open More Actions ~ Quick S
Number = Hame Count
100000 Acrylic Latex 0 l
Materials 100001 Indoor-Outdoor
Material Category 100002 Silicone Rubber 0 '
Material Class 100003 Silocone Latex
- 100100 Concrete Patching
- l“latena.i Sub Class h P b Moo : '
Units of Measure
100102 Spackle 0
e 110000 Fiood Lights ] I
Notifications 110001 Fluorescent 0

110002 Incandescent . [l

Note:  The Count column located on the grid list displays the number of instances the material sub class has been
assigned to a work order.

Material Sub Class Form
The Material Sub Class form is used to configure material sub class records in EvolveFM.

To display the material sub class form:
1. Double-click the Maintenance icon on the EvolveFM desktop.
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2. Click the Administration tab.

3. Inthe Materials menu list, click Material Sub Class to display the Material Sub Class grid.
4. Do one of the following:

e C(Click Add to open the Material Sub Class form to a new record.

e Select an existing material sub class record in the grid list and then click Open.

Figure 12—Material Sub Class Form

Material Sub Class: Acrylic Latex L1

Mumber |hnnnun |

Mame: Acrylic Latex

Number. The Number field can be used to help organize your material sub class records (optional).
Name. The Name field is used to identify the material sub class record (required).

Note:  Each name must be unique to the Material Sub Class list (no duplicate values).

Managing Your Material Sub Class List

Display the Material Sub Class grid list

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Sub Class.

Add a new Material Sub Class record

. In Maintenance, click the Administration button on the menu.
. In the Materials group, click Material Sub Class.
. Click the Add button on the Material Sub Class grid list to open the Material Sub Class form.

1

2

3

4. Inthe Number text box, enter the Material Sub Class number.

5. In the Name text box, enter the name of the Material Sub Class (required).
6

. Click Save.

Edit a Material Sub Class record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Sub Class.

3. Inthe Material Sub Class grid list, click the Material Sub Class record to be edited.
4. Click the Open button on the Material Sub Class grid list.
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5. Edit the record data as needed.
6. Click Save.

Remove a Material Sub Class record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Material Sub Class.

3. In the Material Sub Class grid list, click the Material Sub Class record to be removed.
4

. Click the Remove button on the Material Sub Class grid list.

Units of Measure List

The Units of Measure lookup list stores the measurement values that will be available for selection in the following
maintenance component forms:

e Materials Form

e Reading Form

Units of Measure Grid

Use the units of measure grid to:

e Retrieve a list of all Units of Measure records
e Add a new Units of Measure record

¢ Open the Units of Measure form to a specific Units of Measure record

To display the units of measure grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.
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3. In the Materials menu list, click Units of Measure.

Figure 13—Units of Measure Grid

Maintenance
EVENTIVE MAINTENANCE ~ MATERIALS EERLE  ADMINISTRATION
View: Al Records @ i#Manage View CtAdd EgRemove [-]Open More Actions = Quick S
Name ~ Description
EA Each '
Materials FT Feet
Material Category GAL Galion '
Material Class HR Hours
Material Sub Class N nel |
Psl Pounds per square inch
=  Units of Measure h
SAFT Square Feet
Locations YD Yard |

P——*

Units of Measure Form
The Units of Measure form is used to configure units of measure records in EvolveFM.

To display the units of measure form:
1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Materials menu list, click Units of Measure to display the Units of Measure grid.
4. Do one of the following:

e C(Click Add to open the Units of Measure form to a new record.

¢ Select an existing units of measure record in the grid list and then click Open.

Figure 14—Units of Measure Form

Units of Measure: EA L4

Mame: EA

Description: Each -

)

Name. The Name field is used to identify the unit of measure record (required).

Note:  Each name must be unique to the Unit of Measure list (no duplicate values).

Description. The Description field can be used to further describe the unit of measure value (optional).
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Managing Your Unit of Measure List

Display the Unit of Measure grid list

1. In Maintenance, click the Administration button on the menu.

2. In the Materials group, click Unit of Measure.

Add a new Unit of Measure record

. In Maintenance, click the Administration button on the menu.
. In the Materials group, click Unit of Measure.
. Click the Add button on the Unit of Measure grid list to open the Unit of Measure form.

1

2

3

4. Inthe Name text box, enter the name of the Unit of Measure (required).

5. Inthe Description text box, enter a description of the unit of measure (optional).
6

. Click Save.

Edit a Unit of Measure record

. In Maintenance, click the Administration button on the menu.
. In the Materials group, click Unit of Measure.
. In the Unit of Measure grid list, click the Unit of Measure record to be edited.

1
2
3
4. Click the Open button on the Unit of Measure grid list.
5. Edit the record data as needed.

6

. Click Save.

Remove a Unit of Measure record

1. In Maintenance, click the Administration button on the menu.

2. In the Materials group, click Unit of Measure.

3. In the Unit of Measure grid list, click the Unit of Measure record to be removed.
4

. Click the Remove button on the Unit of Measure grid list.

Material Locations List

The Material Locations list stores a list of the material storage locations that will be available for selection on the
Locations tab of the Materials form. Use the list to identify where materials are stored in your organization.
Example locations may include:

e Supply closets
e Storage rooms

¢ Warehouse

Copyright © 2012-2013 EvolveFM Operations & Maintenance 132



Materials
Material Locations List

Material Locations Grid

Use the location grid to:

e Retrieve a list of all Material Location records
e Add a new Material Location record

e Open the Location form to a specific Location record

To display the material location grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click the Administration tab.

3. Inthe Materials menu list, click Locations

Figure 15—Material Locations Grid List

Maintenance

ADMINISTRATION

View: Al Records Bl ©¥Manage view 1add Edremove [T]0Open More Actions = Quick Search: Search for ...
Name = Property Buiding Fioor Space
Harrison Garage Harrison Campus 2 Harrison Avenue
Matenials Janitor Closet C3116 Canal Street 160 Canal Street 3 C3118
Material Category Storage Room C2102 Canal Street 180 Canal Street 2 C2-102

Matarial Class

Material Sub Class

Units of Maasure
* Locations offjem—
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Location Form
The Location form is used to configure Material Location records in EvolveFM.

To display the location form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Administration tab.

3. In the Materials menu list, click Locations to display the Material Locations grid.
4. Do one of the following:

e C(Click Add to open the Location form to a new record.
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¢ Select an existing Location record in the grid list and then click Open.

Figure 16—Location Form

Mame: Storage Fioom C2102

Property: Canal Street E|
Building: 160 Canal Street EI
Floor: 2 E
Space: C2-102 E
Asset: Z|

Name. The Name field is used to identify the location record (required).

Note:  Each name must be unique to the Material Location list (no duplicate values).
Property. Use to select the Evolve property that contains the location (required).

Building. Use to select the Evolve building that contains this location (required).

Floor, Space, Asset. Use the Floor, Space, and Asset fields to further identify where the location is located.

Managing Your Locations List

Display the Locations grid list

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Locations.

Add a new Location record

In Maintenance, click the Administration button on the menu.

In the Materials group, click Locations.

Click the Add button on the Locations grid list to open the Location form.

In the Name text box, enter the name of the Location (required).

In the Property pick list, select the property that contains the location (required).
In the Building pick list, select the building that contains the location (required).

Use the Floor, Space, and Asset pick lists to further identify the location (optional).

O N o vk wN e

Click Save.

Edit a Locations record

1. In Maintenance, click the Administration button on the menu.

2. Inthe Materials group, click Locations.
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In the Locations grid list, click the Locations record to be edited.
Click the Open button on the Locations grid list.
Edit the record data as needed.

Click Save.

Remove a Locations record

1.

2
3.
4

In Maintenance, click the Administration button on the menu.
In the Materials group, click Locations.

In the Locations grid list, click the Locations record to be removed.

. Click the Remove button on the Locations grid list.

Materials
Material Locations List
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About Email Notifications

Email notification is available in the EvolveFM Professional platform which runs on SQL Server. Because of
limitations in SQL Server Express, email notification is not available in the EvolveFM Starter platform which runs on
SQL Server Express.

Note:  Before setting up your notifications in Evolve, contact your SQL Server administrator to confirm your SQL
Sever is configured to allow notifications.

What Triggers an Email?

Email notifications can be triggered in Evolve when the following events occur on a service request or work order.
¢ When a new service request or work order is created

e When a work order is closed out

¢ When the status of a service request or work order changes

e  When a comment is added to a service request or work order

¢  When the completion date of a service request or work order is due within a set number of days

Who Can Be Notified?

Email notifications can be sent to the following people:

¢ The user who created the service request or work order.
¢ The designated labor providers.

¢ The designated supervisor labor providers.

e Designated people who need to be informed but are not a requester or labor provider.

Sample Notification

Figure 1—Sample Email Notification

Labor Evolve Service Request Notification

Evolve Administrator has changed the status of Service Request 35 to Assigned.

Number: 35

Requests Category: Move Management
Request Class: Simple Move

Job: Simple People Move
Trade: General Maintenance
Priority: 3 - Medium

Status: Assigned

Response Due: Mar 27 2013 8:57AM

Completion Due; Mar 29 2013 8:57AM

Supervisor; John M Erickson

Location:
Canal Street, 160 Canal Street, 3, C3-108

Description:
MNeed to get Rene into her new space...
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SQL Server Configuration
Check with your SQL Server administrator to confirm that the SQL Server running EvolveFM has been configured for
email notification and has been set up with the required Evolve profile and account.

Email Address Configuration
An email address must be configured for each planned recipient of email notifications.

e Each Labor provider to be sent an email notification must have an email address entered into the Email field
located on their Labor record.

e Each Requester to be sent an email notification must have an email address entered into the Email field located
on their User record.

Figure 2—Labor and Users Forms

I}sers Ll 4

2 Print % ResetPassword ®
Login
Company Name:
Tiblas User Name: |!ad)ad |
Title:
First Name: Amy 1 Password:
Last Name: Kligerman Suspend:
Phone Detai
Work Phone: 978-2630184 First Name: EricA
Mobile Phone:
Last Name: Abadi
Home Phone:
Emai: —b £ Abadi@mega.com
Address
Address: Phone:
City: Functional Group: User e
State:
Postal Code:
Email: —b |JdDeEfm.cﬂi

Note: If entering more than one email address into the email field, separate the entries with a semi-colon.
EX: rbell@ssfm.com; bsmith@ssfm.com; jtaylor@ssfm.com

Maintenance Notification Setup

Evolve Maintenance Email Notification setup is done using Notifications within Maintenance Administration.

To display the notification controls:

1. Double-click the Maintenance icon on the EvolveFM desktop.
2. Click the Administrations tab.

3. Click Notifications to display the Recipient Type list.
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4. Select a Recipient Type to display its Email Notification pane.

Figure 3—Email Notifications Setup

ENTIVE MAINTE

e m

Requester Email Notifications
¥|Enable Notifications

Send notification when these events occur

Notifications New
¥ Reguester Closed
¥|Status Change

¥|Add Comments

Completion Due in Days. Reminder every days thereafter.
Template
Template changes are only saved using the Save button below.
<html>

<head> =
<mETE RTTP-eqQuiv="COonTent-Type"™ content="text/hTml: charset=utI-g"/>

<style type='text/csz'>

.fieldLabel {font=-size:8.0pt; font-family:Verdana,sans-serif; color:$#506280;font-
weight:normal:}

lue{font-size:8.0pt; font-family:Verdana,sans-serif; color:#506280:font-weight:bold:}

</atylex>

</head>

<body>

<table border='0' cellpadding='4' cellspacing='0"' scyle='border: =olid #435169 1.0pt:"'
widcth="100%"> o

[ Preview | Save || Default Settings

Recipient Types

Notification recipient types are located in the Notifications list located on the Maintenance Administration tab.

Requester. An Evolve user who is logged into Evolve and submits a Request, Service Request, or Work Order is
identified as the Requester. The email address(es) configured on the Requester’s Evolve User record is used for the
notification.

Supervisor. An Evolve labor provider identified as a Supervisor. The email address(es) configured on the labor
provider’s Evolve Labor record is used for the notification.

Labor. An Evolve labor provider. The email address(es) configured on the labor provider’s Evolve Labor record is
used for the notification.

Others. People who need to be informed but are not a Requester, Supervisor, or Labor provider. The email
address(es) entered into the email field located on the Others Email Notification pane is used for the notification.

Note:  When a recipient type is selected in the Notifications list its Email Notification pane is displayed.

Enable Notifications
To enable notifications for a selected recipient type you must select the Enable Notifications check box. Until the
check box is selected the recipient’s notification controls will remain inactive.

Send notifications when these events occur

Use the notification event list to select when an email notification will be sent to the selected recipient type. When
a check box is selected, an email will be sent to the recipient every time the selected event occurs on a service
request or work order.
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Notification Event Triggers

New. When a new service request or work order is created.

Closed. When a work oder status changes to Closed.

Status Change. When the status of a service request or work order changes.

Add Comments. When a new comment is added to a service request or work order.

Completion Due. When the completion of a service request or work order is due within a set number of days. A
reminder email can also be sent every set number of days after the completion date has passed.

Template
The email notification template can be used to customize the layout and appearance of the physical email. The
appearance of the email is defined using the HTML code within the template.

Note: A good understanding and working knowledge of HTML is recommended before editing the template.

Figure 4—HTML Template Panel

Template

Template changes are only saved using the Save button below.

knrmi>

<head>

<meta http-sgquiv="content-type" content="text/html; charsec=ucf-8"/>

<gtyle type='"text/css'>

.fieldLakel{font-size:8.0pt; font-family:Verdana,=sans-serif; color:#506280;font-
weight:normal;}

.fieldValus{font-size:8.0pt; font-family:Verdana,=sans-serif; color:#506280;font-weight:bold;}
</style>

</head>

<body>

<table border='0"' cellpadding='4' cellspacing='0"' =style='kborder: solid #43516% 1.0pt;'
wideh="'100%"> 7

[ Preview “ Save“ Default Settings ]

mf »

Preview. Click the Preview button to view the HTML code as it will be displayed in an email.
Save. Click the Save button to save changes made to the HTML code in the template.

Default Settings. Click to reset the HTML code in the template back to its original default code.

Managing Email Notifications

Requester, Supervisor, & Labor Recipients

Notify the requester of the work

The email address(es) configured on the Requester’s Evolve User record is used for the notification.
1. Inthe Maintenance component, click the Administration tab.

2. Click the Notifications group to expand the list.
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. Click Requester.

3

4. Click to select the Enable Notifications check box.

5. Select the notification event trigger(s) as needed.

6. If choosing the Completion Due event, enter a quantity in the Day text boxes as needed.

Note:  Settings will remain as set unless changed by a user. There is no Save required unless you are saving
changes made to the Template.

Notify the labor supervisor assigned to the work

The email address(es) configured on the labor provider’s Evolve Labor record is used for the notification.
1. Inthe Maintenance component, click the Administration tab.

2. Click the Notifications group to expand the list.

3. Click Supervisor.

4. Click to select the Enable Notifications check box.

5. Select the notification event trigger(s) as needed.

6. If choosing the Completion Due event, enter a quantity in the Day text boxes as needed.

Note:  Settings will remain as set unless changed by a user. There is no Save required unless you are saving
changes made to the Template.

Notify the labor provider assigned to the work

The email address(es) configured on the labor provider’s Evolve Labor record is used for the notification.
1. Inthe Maintenance component, click the Administration tab.

2. Click the Notifications group to expand the list.

3. Click Labor.

4. Click to select the Enable Notifications check box.

5. Select the notification event trigger(s) as needed.

6. If choosing the Completion Due event, enter a quantity in the Day text boxes as needed.

Note:  Settings will remain as set unless changed by a user. There is no Save required unless you are saving
changes made to the Template.

Other Recipients

Notify someone other than the requester or labor

The email address(es) entered into the email field located on the Others Email Notification pane is used for the
notification.

In the Maintenance component, click the Administration tab.
Click the Notifications group to expand the list.
Click Others.

Click to select the Enable Notifications check box.

A S A

In the Send Notifications To text area, enter the email address or addresses that will receive the notification(s).
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Note: If entering more than one email address into the email field, separate the entries with a semi-colon.
EX: rbell@ssfm.com; bsmith@ssfm.com; jtaylor@ssfm.com

6. Select the notification event trigger(s) as needed.
7. If choosing the Completion Due event, enter a quantity in the Day text boxes as needed.

NOTE: Settings will remain as set unless changed by a user. There is no Save required unless you are saving changes
made to the Template panel.

Customize the email template
1. Inthe Maintenance component, click the Administration tab.

2. Click the Notifications group to expand the list.

3. Inthe Recipient Type list, click a recipient type to display its email notification pane.

4. Inthe Template panel, edit the HTML code as needed.

Note: A good understanding and working knowledge of HTML is recommended before editing the template.
5. Click Preview to view a sample of your edited email.

6. Click Save to save the template.
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About Preventive Maintenance

The Preventive Maintenance features in EvolveFM are used to define and manage scheduled maintenance routines
for space and assets within your facility.

The Process
A Preventive Maintenance routine in EvolveFM requires a maintenance task, a work order item (asset, property,
building, floor, or space), and a work order generation schedule.

The process of configuring a preventive maintenance routine in EvolveFM is as follows:
Create a new Preventive Maintenance routine.
Assign a task(s) to the routine.

Assign an item(s) to the routine (asset, property, building, floor, or space).

P w NP

Define a work order generation schedule for the routine.

Figure 1— Preventive Maintenance Configuration

Asset or
Location
ltems

Preventive
Maintenance
Routine

Readings Steps

Schedule
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Preventive Maintenance Grid

The Preventive Maintenance Grid displays a list of all preventive maintenance records.
Use the Preventive Maintenance Grid to:

e Retrieve a list of all preventive maintenance routines
¢ Open the Preventive Maintenance form to a specific preventive maintenance record
¢ Add/Remove preventive maintenance records

¢ Print/Export the grid list
To Display the Preventive Maintenance Grid:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Preventive Maintenance tab.

Figure 2—Preventive Maintenance Grid

View: Al Records gl “Manage view Eladd Edremove E]Open More Acbions = Quick Search: Search for ... £ % advanced Searc
Name = Type Category Priority Charge To Trade
EVAPORATIVE CONDENSED CHILLER (annually) Life Cycle P Annual 3 - Medium Facilties (500) HWALC
EVAPORATIVE CONDENSED CHLLER (meonthly) Life Cycie P Monthly 3 - Medium Facilties (500) HVALC
EVAPORATIVE CONDENSED CHILLER (quartely) Life Cycle PH Quarterty 3 - Medum Facilties (500) HVAL
EVAPORATIVE CONDENSED CHLLLER (semi-annually) Life Cyche P Semi Annual 3 - Medium Faciities (600) HVAC
EVAPORATIVE CONDENSED CHILLER {weekly) Life Cycle P Weekly 3 - Medium Facities (600) HVAC
EVAPORATIVE COOLING TOWER (annually) Life Cycle P Annual 3 - Medium Facilties (500) HWALC
EVAPORATIVE COOLING TOWER (monthly) Life Cycle P Monthly 3 - Medum Facilties (G00) HVAL
EVAPORATIVE COOLING TOWER (quarterty) Life Cycle PM Quarterty 3 - Medium Facifties (£00) HVAC
EVAPORATIVE COOLING TOWER (semi-annualy) Life Cycie PM Semi Annual 3 - Medium Facities (600) HVAC
EVAPORATIVE COOLING TOWER (weekly) Life Cycle PM Weekly 3 - Medium Facities (500) HWVAC
FIRE EXTHGUISHERS (monthly) nspection PM Monthly

Place hot' Warranty PM Biweekly

Life Cyele PN - Seasonal

Preventive Maintenance Form

The Preventive Maintenance form is used to manage preventive maintenance routines in Evolve.

To Open the Preventive Maintenance Form:

1. Double-click the Maintenance icon on the EvolveFM desktop.

2. Click the Preventive Maintenance tab.

3. Do one of the following:

e Select a Preventive Maintenance record in the grid list and then click Open.

¢ Double-click a Preventive Maintenance record in the grid list.
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Figure 3—Preventive Maintenance Form

Preventive Maintenance: EVAPORATIVE CONDENSED CHILLER (quartely) L 4

[ Schedule ” Tasks ” Items ” Materials ” Documents ” Dates l
MName: EVAPORATIVE COMDEMNSED CHILLER. (quartely)
Description: -
Type: Life Cyde PM e
Category: Quarterly E
Defzuits
Priarity: 3 - Medium E
Trade: HWAC E
Charge To: Fadilities (500) E
Estimated Hours: 2
Assign: ]
e e
Attributes Tab

Name. Use to identify the preventive maintenance record (required).
Description. Use to enter a description of the preventive maintenance routine.

Type. Use to group your preventive maintenance routines by type for sorting and reporting purposes. To add types
to the pick list, simply enter data directly into the Type field. Once a type has been assigned to a preventive
maintenance routine, the type will remain in the list for future use. If a type is no longer assigned to at least one
preventive maintenance routine, it will be removed from the pick list.

Type examples might include:
¢ Life Cycle PM

¢ Inspection PM

e Warranty PM

Category. Use to categorize your preventive maintenance routines for sorting and reporting purposes. To add
categories to the pick list, simply enter data directly into the Category field. Once a category has been assigned to a
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preventive maintenance routine, the category will remain in the list for future use. If a category is no longer
assigned to at least one preventive maintenance routine, it will be removed from the pick list.

Category examples might include:
e Annually

e Biweekly

e  Monthly-WINTER

Priority. Use to set the priority for the work order when it is generated. If the user does not assign a priority to a
work order, Evolve will set the Medium priority as default.

Trade. Use to set the default trade for the work order when it is generated.
Charge To. Use to set the default Charge To information for the work order when it is generated.
Estimated Hours. Use to enter the estimated hours to perform this work.

Assign. Use to automatically assign the work order generated from the preventive maintenance routine to a labor
provider.

About Automatic Labor Assignment

When the Assign check box is selected on the Attributes tab, the labor assignment filtering process is the same that
is used in the Filtered Records section of the Assign to Labor form, with one exception:

¢ Evolve will automatically assign the first labor record it finds in the filtered records list.

For example, if Alex Smith and Ben Smith are both filtered as labor providers, Alex Smith will always be the
automatic labor assignment because “A” appears before “B” in the filtered records. This could become a problem
for Alex since his work load would be much heavier than Ben’s.

Note: The automatic assignment process works well if you only have one labor provider within a given trade and
location, but if more than one labor provider is available, the first labor record will always be assigned to
the work.
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Schedule Tab

The Schedule tab of the Preventive Maintenance form is used to configure the recurring work order generation
schedule for the preventive maintenance routine.

Figure 4—Schedule Tab, Preventive Maintenance Form

Preventive Maintenance: Sample w

[ Attributes l [ Tasks ” Items ” Materials ” Documents ” Dates l
Recurrence Pattern
@ Daily ) Every day(s)
= Weaekly @ Every weekday
) Monthly
- Annually
Dates
Start Date: @ @ Mo end date
) End after: OCCUMTences
) End by: @
Options
Generate Work Orders |1 days before due
[] Group Assets
i

Recurrence Patterns

The Recurrence Pattern section of the Schedule tab is used to set the work order recurrence interval for the
preventive maintenance routine. Recurrence pattern options will vary depending upon which recurring pattern
(Daily, Weekly, Monthly, or Annually) is selected.

Daily Options

e Every # day(s) Sets the daily interval between work order recurrence. For example, a value of 3 will generate a
new work order every three days.

e Every weekday Generates a new work order every Monday thru Friday, skipping the weekends.

Recurrence Pattern

@ Daily ©) Every day(s)
) Weekly @ Every weekday

71 Monthby

1 Annually
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Weekly Options

¢ Every # week(s) on: Sets the weekly interval between work order recurrences. For example, Every 3 weeks on
Friday.

Recurrence Pattern

i Daily Every week(s) on:
© Weekly [] Sunday [] Manday [] Tuesday  [| Wednesday
) [] Thursday [ Friday [] saturday
71 Monthhy
1 Annualy
Monthly Options

¢ Day # of every # month(s) Sets the day of the month (regardless of which day of the week it lands on), and the
monthly interval between work order recurrences. For example, Day 15 of every 3 months.

¢ The [count] [day] of every # months Sets the count of a selected day, and the monthly interval between work
order recurrences. Count options include first, second, third, forth, and last. Day options include Monday
through Sunday. For example, The first Tuesday of every 3 months.

Recurrence Pattern

) Daily @ Day of every month(s)

) Weekly i) The El Zl of every month(s)
@ Monthhy

1 Annualy

Annually Options
e Every # year(s) Sets the annual recurrence interval. For example, Every 1 year(s).

e On [month] [day #] Sets the month and the day number in which the work oder will recur every set number of
years. For example, Every 1 year on January 25.

e On the [count] [day] of [month] Sets the count of a selected day, and the month in which the work order will
recur every set number of years. Count options include first, second, third, forth, and last. Day options include
Monday through Sunday. Month options include January through December. For example, Every 1 year on the
second Tuesday of January.

Recurrence Pattern

i) Daily Every years(s)

Jeakly @ On Z|
© Monthly () On the El El of E
@ Annualy
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Dates

The Dates section of the Schedule tab is used to set the date that work order generation should begin and how long
the work order generation should continue.

Note:  The work order scheduled date is entered as the Completion Due date on the work order.
e Start Date Use to select the date that the first work order will be generated.
* No end date This option will continue work order generation indefinitely.

e End after: # of occurrences This option will generate work orders for a set number of occurrences. For example,
End after 6 occurrences.

¢ End by: date This option will generate work orders up until a selected date. For example, end by 01/01/2020.

Dates
Start Date: E @ Mo end date
) End after: DCCUMTENCes
™) End by: E
Work Order Options

e Generate Work Orders # days before due Use this option to generate the preventive maintenance work order a
set number of days before the work order’s scheduled date.

e Group Assets - When selected, this option will group all items assigned to the preventive maintenance routine
onto one work order. When not selected, a separate work order will be generated for each item assigned to the
preventive maintenance routine.

Options
Generate Work Orders |1 days before due
[7] Group Assets

Tasks Tab

The Tasks tab of the Preventive Maintenance form is used to assign Task records to the preventive maintenance
routine. All assigned tasks will be included on the work order along with their associated Steps and Readings.

Figure 5—Items Tab, Preventive Maintenance Form

Preventive Maintenance: EVAPORATIVE CONDENSED CHILLER (quartely) L 4

| Attributes ” Schedule lﬁ| Items ” Materials ” Documents ” Dates |

i:_:l:.ﬁ.dd I:_BF‘.emuue i:_—_leen
Mame Description Category

Evaporative Condensed Chiller (... Task includes all steps for quarterly PM HWVAC
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Add. Use to add a Task record(s) to the Task tab.
Remove. Use to remove a selected Task record(s) from the Task tab.

Open. Use to open the Task form and display a selected Task record and its associated Steps.

Items Tab

The Items tab of the Preventive Maintenance form is used to assign the assets or locations within your facility that
require the work on a preventive maintenance routine.

Note: A work order will be generated for each item included on the Items tab unless the Group check box located
on the Schedule tab is selected.

Figure 6—Items Tab, Preventive Maintenance Form

Preventive Maintenance: Sample L 4

| Attributes ” Schedule ” Tasks |W| Materials ” Cocuments ” Dates |

Edadd 3 ] Items Type: Asset Z|

Property - Building Floor Space Aszset

Item Type Pick List. Use to select the type of items to be added to the Items tab.
Item types include:

e Asset (default item)

e Property
¢ Building
e Floor
e Space

Note: A preventive maintenance routine can contain multiple selections of the same item type, however only one
item type per routine can be assigned. For example, you cannot have a routine that contains both Asset and
Space items.

Add. Use the Add button to add an item record(s) to the Items tab.
Remove. Use the Remove button to remove a selected item record(s) from the Item tab.

Open. Use the Open button to open and display a selected item record.
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Materials Tab

The Materials tab of the Preventive Maintenance form is used to assign materials to a preventive maintenance
routine. Materials added here will be included on all work orders generated from the preventive maintenance
routine.

Figure 7—Materials Tab, Preventive Maintenance Form

| Attributes | Schedule | Tasks || Items ][ Documents || Dates |

@Add @F‘.emuue mDpen

MName Material Category Quanity Estimated

TurboKrete Adhesives-Sealants 1

Add. Use to add a material record(s) to the Materials tab.
Remove. Use to remove a selected material record(s) from the Materials tab.

Open. Use to open and display a selected materials record.

Work Order Materials Form

Use the Work Order Materials form to configure the estimated quantity, and charge data required for this specific
preventive maintenance routine.

To display the Work Order Materials form:
1. On the Materials tab, select a material record in the list.
2. Click the Open button to display the Work Order Materials form.

Figure 8—.Work Order Materials Form opened from the Materials Tab of the Preventive Maintenance Form

Preventive Maintenance: Sample L3

Attributes || Schedule || Tasks || Items m Documents || Dates
..-'_;;iAdd = dRemove E _:lODEI'I
Name e Waterial Category Quanity Estimated
TurboKrete Adhesives-Sealants 1
Materials: TurboKrete L4
Name: TurboKrete
Quanity Estimated: 1
Unit Charge: §158.75
Charge To: Fadilities (600) g
Charge Code: 1600
—_—
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Documents Tab
Use the Documents tab to add a document file(s) to the preventive maintenance record.

Note: To utilize this tab, you must first load the document file(s) into EvolveFM using the Documents component.

Dates Tab

The Dates tab displays a list of all work order generation dates scheduled for the preventive maintenance routine.

Figure 9—Dates Tab, Preventive Maintenance Form

Preventive Maintenance: EVAPORATIVE CONDENSED CHILLER {(quartely) L 4

| Attributes || Schedule | Tasks | Items | Materials | Documents ]

'ﬁDpen

Completion Due “ Status Number
2013-05-01

2013-08-02

2013-11-1

2014-02-07

2014-05-02

2014-08-01

2014-11-07

2015-02-05

(CECRCRCRCRCHECRCHC

2015-05-01

Open. Use to open the.... to a selected date record.
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Creating a Preventive Maintenance Routine

The Process

Create a new PM

1. Display the Preventive Maintenance grid.
2. On the Preventive Maintenance grid, click Add.

3. On the Preventive Maintenance form, in the Name text box enter the name of the preventive maintenance rou-
tine (required).

4. Utilize the remaining Attribute tab data fields as needed (optional).

Schedule the PM (required)

5. Click the Schedule tab on the Preventive Maintenance form.

6. Inthe Recurrence Pattern selection list, select a recurrence pattern (Daily, Weekly, Monthly, or Annually) to dis-
play its recurrence interval options.

7. Configure the selected Recurrence Pattern’s interval options as needed.

8. Inthe Dates section of the form, select a Start Date for this preventive maintenance routine and then choose an
End Date option.

9. In the Options section of the form, configure the work order generation options as needed.

Assign a task(s) to the PM (required)

10. Click the Task tab on the Preventive Maintenance form.
11. Click Add to display the Select Tasks form.

12. On the Select Tasks form, select one or more pre-configured tasks to assign to the preventive maintenance rou-
tine, and then click Save.

Assign an item(s) to the PM (required)

13. Click the Items tab on the Preventive Maintenance form.
14. In the Items Type pick list, select an item type for this preventive maintenance routine.
15. Click Add to display the Select Items form.

16. On the Select Items form, select one or more items to add to the preventive maintenance routine, and then click
Save.

Assign Materials to the PM (optional)
17. Click the Materials tab on the Preventive Maintenance form.
18. Click Add to display the Select Materials form.

19. On the Select Materials form, select one or more materials to add to the preventive maintenance routine, and
then click Save.

20. On the Materials tab, select and open each material record as needed to configure its estimated quantity and
charge data fields.
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Generating a PM Work Order

Preventive Maintenance work orders are automatically generated based on the settings set on the Schedule tab of
their related Preventive Maintenance Routine. Once generated, the PM work order will appear in the Work Order

grid with a status of either Open (if the Assign check box was not selected on the Attributes tab of the PM routine)
or Assigned (if the Assign check box was selected on the Attributes tab of the PM routine).

Figure 10—Work Order Generated by a PM Routine

Work Order: 72

= Print :U Hold = Cancel @ Close-Out BB pogoer EH DueDates

Additional Detail | Contacts | Tasks | Labor | Materials | Comments || Documents || ristory |

Contacts Location
Requester: Evolve Administrator ab Property: Harmon Technologies %
Requested For: E &P Buiding: 8 Harrison Street E
Supervisor: E Floor: E
Classification Space:
Requests Categoary: Preventive Asset: ATC-F1 E
Request Class: Location:
Job:
Detai Dates
Trade: HVAC E Requested Date: 5/8/2014 7:44:23 AM
Priority: 3 - Medium E Response Due: 6/19/2014 3:19:05 PM
Status: Open Completion Due: 6/21/2014 3:19:05 PM
Sub-Status: E Closed Date: 5/a/2014
Estimated Hours: 2 Charges

Charge To; Fadlities (600) E
Reguest
Description: ATC-E1 - EVAPORATIVE CONDENSED CHILLER. {quarterly) 2014-05-08
Detail: |

—

Requester. Because a PM work order is automatically generated by the Evolve application, the Requester will
always be the Evolve Administrator.

Request Category. The Request Category is automatically populated with Preventive.

Description. A concatenation of the PM item, the PM Name, and the work order generation date is used to
automatically populate the Description field.

Location. The Location is automatically populated based on the location of the item assigned to the PM routine.

Dates. Date fields are automatically populated based on the PM routine schedule.
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