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date of receipt. Any implied warranties on the software and hardware are limited 
to 90 days and one (1) year, respectively. Some states do not allow limitations on 
duration of an implied warranty, so the above limitation may not apply to you.

CUSTOMER REMEDIES. CyberMetrics’ entire liability and your exclusive remedy 
shall be, at CyberMetrics’ option, either (a) return of the price paid or (b) 
repair or replacement of the SOFTWARE or hardware that does not meet 
CyberMetrics Limited Warranty and which is returned to CyberMetrics with a 
copy of your invoice or receipt. This Limited Warranty is void if failure of the 
SOFTWARE or hardware has resulted from accident, abuse, or misapplication. 
Any replacement SOFTWARE will be warranted for the remainder of the original 
warranty period or 30 days, whichever is longer.

NO OTHER WARRANTIES. CyberMetrics DISCLAIMS ALL OTHER WARRANTIES, 
EITHER EXPRESSED OR IMPLIED, INCLUDING BUT NOT LIMITED TO 
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE, WITH RESPECT TO THE SOFTWARE, THE 
ACCOMPANYING WRITTEN MATERIALS and ANY ACCOMPANYING 
HARDWARE. THIS LIMITED WARRANTY GIVES YOU SPECIFIC LEGAL  
RIGHTS; YOU MAY HAVE OTHERS WHICH VARY FROM STATE TO STATE.

NO LIABILITY FROM CONSEQUENTIAL DAMAGES. In no event shall CyberMetrics, 
its distributors, its representatives, or its suppliers be liable for any damages 
whatsoever (including, without limitation, damages for the loss of business 
profits, business interruption, loss of business information, or other pecuniary 
loss) arising out of the use or inability to use this CyberMetrics product, even 
if CyberMetrics has been advised of the possibility of such damages. Because 
some states do not allow the exclusion or limitation of liability for consequential 
or incidental damages, the above limitation may not apply to you.

Copyright © CyberMetrics Corporation. All Rights Reserved.
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Chapter One
Overview
FaciliWorks 8i gives you all the tools you need to effectively track 
and schedule all of your maintenance tasks, personnel, assets 
and supplies. It is designed to be used by maintenance managers 
and personnel, as well as by tool crib, purchasing, accounting and 
inventory professionals.

In FaciliWorks, asset records store identification, warranty and 
accounting information and associated maintenance tasks. Each 
maintenance task record contains information regarding its schedule, 
estimated and actual time, costs, labor, personnel, tools and parts 
required as well as the procedures and variables required to inspect, 
measure, repair and replace asset components.

You can create detailed work orders based on this information, 
coordinating the required items for each category with your available 
resources. You can print detailed listings of all of your assets and 
resources, filtered and sorted according to your preference. It’s also 
easy to generate and keep track of the service requests and contracts 
that are part of each maintenance task. Part consumption and 
reorder reports facilitate inventory control. 
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Useful graphs can be prepared for quick comparison of asset 
downtime, maintenance costs or inventory valuation, while other 
graphs illustrate employee performance and purchasing information.

FaciliWorks helps you coordinate purchase orders, staff and supplier 
information, inventory and costs of tools, parts and supplies. Powerful 
forecasting tools are incorporated into the program in the form of a 
visual calendar that shows the number of jobs and hours for each day 
of the month, along with a projected schedule of tasks and hours, 
which can be summarized in several ways.

The program’s interactive table design allows each part of the 
maintenance management process to become an independent 
component. These components are then combined, forming building 
blocks for the solid construction of your maintenance management 
system. Once you have mastered the basics, you will find that 
FaciliWorks is a vital software tool for analyzing, budgeting and 
managing your maintenance program.

About This Guide
Intended for users who have a good working knowledge of the 
Microsoft Windows operating environment, this guide will give you a 
look at how your company might use FaciliWorks on a typical day and 
will help you focus on entering basic data to get FaciliWorks up and 
running quickly. Be sure to reference the other FaciliWorks 8i guides 
for detailed information and instruction: Installation Guide, Data 
Transfer Utility (DTU) Guide, Administrator Guide and User Guide. 
For printed copies of any of these helpful materials, please contact 
CyberMetrics: 1-800-776-3090 or amd@cybermetrics.com. 
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Chapter Two
What Does FaciliWorks Do?
To answer this question, let’s explore how your maintenance 
department might use FaciliWorks on an average day. This story 
is meant to illustrate FaciliWorks features; not to dictate how you 
plan your work. In this chapter, the names of FaciliWorks features 
and reports appear in bold type; names of optional FaciliWorks 
accessories appear in italic type.

A Typical Day in the Maintenance Department
It’s Monday morning - time to plan the day. You pour your coffee, 
turn on your computer and start up FaciliWorks. The Automatic 
Work Order Due Report pops up on the screen, showing all of the 
work orders that are due today. You print it out to use as a handy 
reference to be sure that all of the required work is finished today.

Now it’s time to organize the work for your maintenance crew. 
As the maintenance manager, you plan the week’s schedule for 
your technicians. Thanks to FaciliWorks, it’s easy to print a weekly 
Work Order Schedule. Because you have several technicians and 
some assets that must be sent off-site for maintenance, you print a 
separate Work Order Due Report for each of these people and sites.
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Along with each list, you include a printed work order for each asset 
that needs maintenance. The work order includes asset information, 
maintenance records for the asset and the estimated maintenance 
hours and you’ve been thorough enough to include the Asset Map 
for each work order.

You’ve also added the Task Detail report to each work order. This 
report includes any required labor, contracts, parts or tools, along 
with variables that should be checked and a list of the procedures 
required for each task. One of your technicians is new to the job, so 
you print out a detailed Procedure Listing for him. Now you’re ready 
to send your technicians off to work. 

One of them is going to a remote site and will be gone for several 
days, so you download his work order information 
to his FaciliWorks Windows Mobile OS handheld 
computer. He’ll be able to record 
all of the work order results on 
the mobile device and when 
he returns on Thursday, you’ll 
update the maintenance records 
in your FaciliWorks database by 
downloading the data from his 
mobile device. 

Later in the morning, you check to see how the work is progressing. 
You look at the scheduling Calendar to see how many jobs are left 
for the day and how many hours have been scheduled for each one. 
You click on today’s and tomorrow’s dates on the calendar to view 
unscheduled work orders, approved service requests and incomplete 
work orders due on each day.
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Now, the Receiving Dept. notifies you that they’ve received the new 
parts that you ordered. You enter the parts into FaciliWorks in the 
appropriate warehouse or storage location so that they’ll be available 
for work orders. Because the Part Consumption Listing indicates 
that you have been using more of a particular part than you used 
last quarter, you increase the inventory level according to the Part 
Reorder Calculation report. You also decide to place this particular 
part on the Critical Part Listing to prevent unnecessary downtime 
caused by a part shortage.
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You control and track the usage of all tools through FaciliWorks’ Tool 
Issue function, but your business is expanding and you notice that 
in addition to part shortages, sometimes tools aren’t available when 
you need them. You compare the Tool Issue History report with the 
printout of the parts and tools that aren’t available for next week’s 
work orders and decide to purchase more of the most frequently 
used tools by using the Purchase Order function.

Next, you need to update the FaciliWorks database. Your company 
has acquired an additional piece of production equipment that is the 
same type as another piece of equipment that you already have. You 
use the Clone Asset feature to copy the common information about 
this asset into a new asset record.

When you clone the asset, all of its associated tasks and information, 
including task variables, procedures, labor, contract, part and tool 
information are copied to the clone. All you have to do next is enter 
the asset’s unique information, including serial number, purchase 
date and next due date for maintenance.

You’ll need an additional safety procedure for this asset, too. You use 
SafetyPro, a database of safety checklists that cover everything from 
fire protection to stairways and hand tools. Thanks to SafetyPro, you 
don’t have to waste time researching or creating safety procedures, 
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you can simply import the procedures directly into FaciliWorks. 
Using SafetyPro also helps your company comply with OSHA safety 
standards.

After lunch, you spend the afternoon doing some work orders 
yourself. Once you’ve finished, you use the FaciliWorks Maintenance 
Label Kit to print out maintenance labels for each asset. These 
laminated, durable labels are oil resistant, water resistant and they’re 
easy to print and apply to your assets.

Later in the afternoon, you check on the tool crib again. Some tools 
that were used for work orders are being returned. An employee 
with a Bar Code Reader is quickly scanning the bar-coded labels on 
each tool. A second scan on a department identification bar code 
completes the tool return information.

Employees in other departments have used the Service Request 
Module to enter maintenance requests. Because of the preferences 
you’ve set in FaciliWorks, you automatically receive an Email 
Notification alerting you that service requests have been created. 
You can immediately go into Approve Service Requests to approve 
or delete them. 

You can then enter more information about each request and create 
a Work Order directly from the service request record. FaciliWorks 
automatically sends an Email Notification to the technician alerting 
him that a new work order has been created. The email even 
includes a copy of the work order. 

As maintenance manager, you’re responsible for budget and resource 
planning. FaciliWorks’ powerful tools help you plan ahead. To obtain a 
historical perspective for the last quarter and for the same quarter in 
the previous year, you print the Work Order Costs and Labor Report 
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several times, sorting by asset, task, location and technician, so that 
you can better analyze past use of resources. Using the Budget 
Entry feature, you compare actual and estimated costs. FaciliWorks 
flags over-budget months so that you can easily recognize them.

As the final step, you print the Open Work Order Report by month, 
week and day of the week to see where labor bottlenecks occur. You 
see that you can smooth out the workload by rescheduling some 
tasks. To help your technicians, you print out a detailed Open Work 
Order Report by day for each one of them so that they can plan their 
work for the next several weeks.

Next, you go to a managers’ meeting. You’re well-prepared with your 
budget, schedule and cost reports. You’ve also printed graphs for 
your presentation, including Asset Downtime, Asset Costs by Type, 
Employee Performance and Inventory Value by Category. You feel 
confident that everything in your department is under control and 
these reports and graphs prove it.

After the meeting, it’s time to go home. As you leave, you try to 
remember what your workday was like before you had FaciliWorks. 
How did you ever manage?

Benefits
As you can see, using FaciliWorks and its accessories saved you a lot 
of time, effort and stress. 

As soon as you started FaciliWorks, the Automatic Work Order Due 
Report listed the assets that were due for maintenance today.
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Your Open Work Order Report helped you plan your week and gave 
you a printed copy of every work order on this week’s schedule.

You were able to print the Work Orders that each technician needed 
in order to perform maintenance on each asset assigned to him/her. 
Because the Work Orders included task details, each technician had 
thorough information for each task, including procedures.

The FaciliWorks Windows Mobile OS handheld device provided the 
off-site technician a faster, less cumbersome way of recording his 
work order information; when he returns, you will be able to easily 
download this information from the device into your database.

The FaciliWorks Calendar made it easy for you to check on the status 
of each maintenance task without even leaving your desk!

Thanks to the Part Consumption Listing, Part Reorder Calculation, 
and Critical Part Listing, you quickly determined which parts 
needed reorder point adjustment, thus eliminating downtime due to 
part shortages. Without FaciliWorks, this task would require much 
more time, effort and paperwork.

Using the Tool Issue function and the Tool Issue History Report, 
you were able to analyze which tools were used most so that you 
could order more of the popular tools, thus preventing future 
shortages. These features took the guesswork out of ordering and 
ensured that you knew exactly when and to what location each tool 
had been issued.

The Clone Asset feature also saved time. Without it, entering the new 
asset’s information would have been redundant and time consuming. 
Also, because you didn’t have to enter as much information, you were 
assured of more accurate and uniform data entry. 
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SafetyPro provided you with proven safety procedures that were 
already researched and documented and you easily imported them 
straight into your FaciliWorks program without having to enter them 
by hand.

The Maintenance Label Kit helped you quickly print easy-to-read, 
durable maintenance labels for each asset.

The Barcode Reader provided for fast, easy and accurate entry of 
issued and returned tools and even updated their current information 
directly into FaciliWorks.

Thanks to the FaciliWorks Email Notification, you instantly knew 
when a maintenance request was made. And, because your 
company has a multi-user license of the Service Request Module, 
other employees could easily enter maintenance requests without 
leaving their desks or picking up the phone. After that, it was easy to 
create a work order directly from the request, without phone calls or 
excessive paperwork.

With the FaciliWorks Budget Entry feature and cost and scheduling 
reports, you conveniently documented information about your 
resources, including printed graphs to help you analyze your 
consumption and scheduling. You don’t dread budget meetings 
anymore because you know you can easily retrieve any necessary 
information from FaciliWorks, whether for a complex analysis or a 
quick overview.

FaciliWorks’ features and optional accessories helped you comply 
with your company’s demands for high-quality, on-time maintenance. 
They also helped you ensure your company’s compliance with ISO/
QS/AS 9000, FDA, FAA, JCAHO and other standards that require 
your maintenance program to be efficient and effective.
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Chapter Three
Using FaciliWorks
Now that you’ve seen what FaciliWorks can do for you, it’s time to 
learn how to use it. First, use the Installation Guide to properly 
install FaciliWorks. Then, see the DTU Guide for detailed instructions 
on how to transfer existing data into FaciliWorks. The Administrator 
Guide will give your system administrator an in-depth look at how to 
define FaciliWorks preferences, control security and use the more 
advanced features within FaciliWorks. After using this Quick Start 
Guide to get up and running as quickly as possible, consult the User 
Guide for detailed information about all of the functions that are now 
at your fingertips.

Launching FaciliWorks

1.	Open Internet Explorer.

2.	Enter the URL in the address field and press Enter. 
The URL is provided by your IT personnel, Administrator or 
for hosted accounts, your CyberMetrics representative. The 
FaciliWorks Log In screen will appear.
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3.	Enter your User ID and Password and click the OK button.

Upon first-time login, the following message will appear:

Enter a new password in both the New Password and Confirm 
Password fields. Press the Tab key on your keyboard (this activates 
the OK button) and then click OK.

Navigation of FaciliWorks
Upon successful login, you are automatically directed to the 
Dashboard, a convenient summary of current maintenance, inventory 
and pending purchase orders, depending on your preferences. 
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The Main Menu is the list of links along the left-hand side of the 
screen. Return to the Dashboard from any location within the 
software by clicking the Dashboard link at the top of the Main Menu. 

In the center of the Dashboard are text view summary boxes, whose 
contents can be configured by clicking the Dashboard Settings 
button (below the summary boxes).

At the bottom of the screen are the User Name of the user who is 
currently logged in and the version and build of your software. If you 
need to call technical support, you will be asked for your version and 
build numbers.



22  Chapter Three  Using FaciliWorks 

Navigation Links
Use the navigation links located in the upper right of the screen to 
access various areas of the application or to log out.

The Home link returns you to the Dashboard.

The Logout link logs you out of the application. It is very important 
that you log out of the software using this link; do not use the close 
button at the top of the window. Using the close button will not 
release the user license and will prevent another user from logging 
into FaciliWorks 8i.

The Help link opens the help file.

The About link displays the number of records in the database, 
software license information and serial number and contact 
information for the FaciliWorks support team.
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Shortcuts and Breadcrumbs
The first row of links below the customizable company and division 
names is a list of configurable Shortcuts to the forms within 
FaciliWorks that you use most frequently. Below the shortcuts are 
Breadcrumbs which define your current location within the software. 

Breadcrumb and shortcut options are defined from within 
Configuration -> Global Settings in the Form Shortcuts and 
Breadcrumbs pane. Click the Show Breadcrumbs in Header 
checkbox to make the breadcrumbs visible, uncheck the checkbox 
to hide them. For each Form Shortcut field, use the drop-down list to 
select a form to which the shortcut will be linked. If you prefer not to 
use these shortcuts, leave these fields blank.
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Data Administration
From the Main Menu, click Data Administration. Listed here are 
some of the primary functions that you will use in FaciliWorks: 

Naming Conventions
A primary key field is a field that contains unique values which are 
used to identify each record. This key identifier is used to establish 
appropriate relationships between the data tables. There are certain 
restrictions when entering data into the record ID fields:

•	 ID fields must not be blank.

•	 Enter a unique value for each record; ID values cannot be 
duplicated in another record. 
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•	 ID fields can contain letters, numbers and dashes (-). Avoid 
using  /  # * ?  !  ‘  [ ]  or any other special characters in ID 
fields or other fields, as FaciliWorks considers them to be 
wildcard characters (wildcards help you search and filter 
records and set numbering formats). If you must use these 
characters, for example, Boiler #1, then you must put 
brackets around the wildcard character whenever you use it 
to filter records, i.e., Boiler [#] 1.

Automatic Numbering
Navigate to the Configuration -> Admin Settings -> Automatic 
Numbering tab to create automatic numbering formats for your work 
orders, PMs, service requests, requisitions, purchase orders, assets 
and gages. (Gage ID numbering is only available with 8i Calibration.) 
For your convenience, basic instructions are displayed on this screen. 
Using automatic numbering ensures consistency and saves the 
time it would otherwise take to invent a unique ID for every record. 
To use this function, scroll to the bottom of this window and check 
the Enable Automatic Numbering for Asset ID and Numbering 
Schemes checkbox. Please see the Administrator Guide for detailed 
automatic numbering information.
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FaciliWorks 8i Calibration delivers 
comprehensive gage calibration  
management as part of an all-in-one  
enterprise asset management server  
solution. A single validation track, NIST 
traceability, procedure attachments and 
calibration checkpoint grouping are just  
a small sampling of what FaciliWorks 8i  
delivers. It’s as simple as you want it to be 
and as comprehensive as you need it to be.

FaciliWorks Procedures
Included in Procedures are TaskPro, a 
comprehensive database of step-by-step 
maintenance procedures and SafetyPro, 
a comprehensive database of step-by-step 
OSHA safety checklists designed for use 
with FaciliWorks.

FaciliWorks Web Service Request
Install Web Service Request as a stand-
alone application to allow anyone with 
Internet Explorer (on your network or over 
the Internet) to submit service requests.

FaciliWorks Mobile
Perform work orders and 
inventory in the
field with your 
Windows Mobile 
OS handheld 
computer, then 
easily transfer 
the data from 
the device to FaciliWorks.

FaciliWorks Maintenance Label Kit
This compact, convenient  
printer produces  
durable laminated 
labels and 
communicates  
directly with  
FaciliWorks.

FaciliWorks 8i Validation Kit 
This kit includes a validation guide and 
sample database to enable self-validation  
of both CMMS and Calibration to meet  
requirements for single-track FDA validation.  

Customized Individual and Group Training
Three convenient and effective training 
options are available: two-hour personal 
web training, two-day regional training and 
on-site training. Our talented instructors 
will guide you through the planning,  
preparation, setup and successful 
operation of FaciliWorks. You’ll learn how 
to save time, avoid common mistakes and 
get the most out of your software.

Sales & Support
USA toll-free: 1.800.776.3090

Phone: 480.295.3465
sales@cybermetrics.com

support@cybermetrics.com

www.CyberMetrics.com 




