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U.S. GOVERNMENT RESTRICTED RIGHTS

This software and documentation are provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by the
Government is subject to restrictions as set forth in subdivision (b)(3)(ii) of The Rights in Technical Data and Computer
Software clause at 252.227-7013. Contractor/manufacturer is CyberMetrics Corporation.

QUESTIONS

Should you have any questions concerning this agreement, or if you wish to contact CyberMetrics Corporation for any
reason, please write or call:

CyberMetrics Corporation

15623 West Whispering Wind Drive, Suite 100
Phoenix, Arizona 85085

Toll-free: 1-800-776-3090 (USA)

Phone: 480-295-3465

Fax: 480-922-7400

TECHNICAL SUPPORT

If you need technical support, please call or write our product support and development office:

CyberMetrics Corporation

1523 West Whispering Wind Drive, Suite 100
Phoenix, Arizona 85085

Toll-free: 1-800-776-3090 (USA)

Phone: 480-295-3465

Fax: 480-922-7400

Technical support is available by telephone during normal business hours, Mountain/Central time.

Email and Internet Support
Electronic support is also available 24 hours a day to all registered users; contact Technical Support at:

Email: support@cybermetrics.com

Internet: www.cybermetrics.com

NOTE: TECHNICAL SUPPORT CANNOT BE PROVIDED UNLESS THE USER HAS FULLY COMPLETED
AND MAILED IN THE ACCOMPANYING REGISTRATION CARD.

TRADEMARK ACKNOWLEDGMENTS

All CyberMetrics Corporation products are trademarks or registered trademarks of CyberMetrics Corporation.
All other brand and product names are trademarks or registered trademarks of their respective holders.



SINGLE USER SOFTWARE LICENSE AGREEMENT

This is a legal agreement between you, the end user and CyberMetrics Corporation (“CyberMetrics”). BY USING THIS SOFTWARE,
YOU ARE AGREEING TO BE BOUND BY THE TERMS OF THIS AGREEMENT. IF YOU DO NOT AGREE TO THE TERMS OF THE
AGREEMENT, PROMPTLY RETURN THE DISKS AND THE ACCOMPANYING ITEMS (including written materials and binders or other
containers) TO THE PLACE FROM WHICH YOU OBTAINED THEM FOR A FULL REFUND.

SOFTWARE LICENSE

1. GRANT OF LICENSE. CyberMetrics grants to you the right to use one copy of the enclosed software program (the “SOFTWARE”) on a
single computer. If you wish to put the SOFTWARE on a network server, you must purchase the same
number of copies as computers attached to the network that use the SOF TWARE.

2. COPYRIGHT. The SOFTWARE is owned by CyberMetrics or its suppliers and is protected by United States copyright laws and
international treaty provisions. Therefore, you must treat the SOFTWARE like any other copyrighted material (e.g., a book or musical
recording) except that you may (a) make copies of the SOFTWARE solely for backup or archival purposes and (b) transfer the software to
hard disks provided that only one copy of the SOFTWARE is used at any time. You MAY NOT COPY the written materials accompanying
the SOFTWARE.

3. OTHER RESTRICTIONS. You may not rent or lease the SOFTWARE, but you may transfer the SOFTWARE and accompanying written
materials on a permanent basis provided you retain no copies and the recipient agrees to the terms of this Agreement.

LIMITED WARRANTY CyberMetrics warrants that (a) you may return the SOFTWARE and all accompanying written materials, for any
reason, for a full refund, for a period of 30 days from the date of receipt; and (b) the SOFTWARE will perform substantially in accordance
with the accompanying written materials for a period of 90 days from the date of receipt; and (c) any hardware accompanying the
SOFTWARE will be free from defects in materials and workmanship under normal use and service for a period of one year from the 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.



Table of Contents

Chapter One: Introduction 14
About This GUIdE.......ccuueiiiiiiee s e e e s e s s e s nns s s s e e nnn s s s s e s nnnnsssseennn 15

A Note about the Software & Technical SUppPOrt...........cooeiiiiiiiiiiii s 15
Chapter Two: Exploring FaciliWorks 16
Launching FacCiliWOrKS.........ccuveruueumsiiiiiisiisssssssssssssssssssss s s s ss s s s s s sssnssssssssssssssssssnssnnnnns 16
Navigation of FaCilIWOIKS...........cceeeeiiiiici s e e e e 17
NAVIZATION LINKS ...ttt 19

Shortcuts and BreadCrumbS ..........o.viiue e 19
Maintenance JOBS CaleNar............oouiiiii e 20

Active User and Software Version INformation ..............cccooioioiiiiciiece e, 21

1Y T =T o U SR 22

Chapter Three: Program Conventions 29
T 4 T o o] | o 7 T PSP 29

Form View and DataSheet VIEW ........c..oiiiiiiiiie e 29

SNOW Al RECOIAS ...t 30

RECOM TYPE SEIBCION ... it 30

QUICK FIET .ottt 31

AQVANCET FIIET ..ottt ettt 31

Sample AQVaNCEA FIREI ........ooiiieieceee e 33

Record Navigation Bar ............cooeeeeeiiiiiiiecc s s rsnsss s s s rmss e s s s rnnn s s e e nnn s s e e e nnnnns 35

New & Delete BUHONS.......cccuiiiiiiieiiiiirreec et rss e s s e rnn e e e e e nnaaas 36
Update, Save and Cancel BUttons ..........cceuuiiiiiimci e e e e 37
oo U o B0 Y =0 o] 37
Drop-down List BUtton ..........ccoeiiiiiiiisensnsenrerrrrr s 37
(] L1 o J 0 11=T o T b T [ PN 38

FaciliWorks 8i User Guide Table of Contents 5












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.

=y . .
/T
Home Logout Help About

FaciliWorks® 8i

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.

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.

Shortcuts and Breadcrumbs

The first row of links below the 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.

Your Company Name
O N Name

Create Service Requests  Yiew Service Requests Work Order Manager Purchase Orders
Main Menu > Configuration > Global Settings

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 pull-down to select a form to which the
shortcut will be linked. If you prefer not to use shortcuts, leave these fields blank.
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When on the Dashboard, the shortcuts you've defined do not appear as text links below your company and division
names; instead, they are represented by icons in the green header bar that are hidden by default. Click the blue circle
icon to show hidden icons; click it again to hide them.

LR TE)

Minimize | Swap Maintenance Jobs Calendar

Maintenance Jobs Calendar

The Maintenance Johs Calendar icon is always visible in the green header bar and is a quick and easy way to view
any and all scheduled maintenance jobs. Click the Maintenance Jobs Calendar icon and you will be directed to a filter
form to filter your current jobs by Asset ID. If you would like to see all jobs, leave the Asset ID field blank and click View.

The calendar displays the accumulated number of jobs and estimated hours for each day. These jobs include
scheduled preventative maintenance, unscheduled work orders and open service requests. Each box that includes job
information is color coded; the color intervals can be configured within the Configuration -> Global Settings module.
Please see the FaciliWorks Administrator Guide for more information about Global Settings.

For a summary list of all jobs for a given day, click the day on the calendar. A new window displays all jobs for that day.

0 or UG ) 010
Basic Preventative Maintenance
PrM-Jun-2010-00018 Ernail Check email PC-010 (Computer Floor 1
PM-Jun-2010-00019 30 Oil Change il Change For CompanylVoIvo L120-91 Front End Loader

20  chapterTwo Exploring FaciliWorks FaciliWorks 8i User Guide



For a detailed look at any item on the summary list, click the button in front of the record. If the PM/WO number field
is blank or NA is displayed in this field, FaciliWorks will display the asset information of the asset in a new window. If
the PM/WO number field contains a number, FaciliWorks will display the work order for the asset.

Variables

Contracks

Information Schedule

Recurd:' 14 | 1 | » | *_ of 1 ( Filtered ) Delete
PM Mo, PM-Jun-2010-00018 PM Description

Asset ID pC-010 |z| Asset Descripkion
Task ID Show Al Task Descripkion
| |1?=38 Comments

Record Created |DE‘-']29|']2'31D

Technician [KAldrich -
Entered By Kathleen -
Task Priority [2-HIGH N e
TaskType Daly |8 —

Task User 1 | Required
Task User 2 | | [CFacilty
[asset
il Lockouti Tagout

Zompletion Progress

[ ciosed out pr

[ campleted Matice Progress Mame [PM Created n

Maintenance Done Date l:l@ Progress Text l:l
Progress Set [06/29/2010 17:38  |a]

Total Time On Current Meter
Downkirne D Hours

Active User and Software Version Information

At the bottom middle and right-hand side of the software window are the User Name of the logged in user and the
version/build numbers of FaciliWorks.

User Name: Default User ¥ersion 8.6 Build 005
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Main Menu

On the left side of the Dashboard is the Main Menu. The Main Menu can be hidden by clicking the Minimize button
—==<= Jand viewed again by clicking the Maximize button.

>
>

‘E Data Administration
=

FS

- Calibrations
»

,“ Utilitigs

From the Main Menu, access Data Administration to view, add, modify or delete data or entire records pertaining to
assets, tasks, checklists, meter readings, contractors, procedures, suppliers, variable data and budgets. Once the data is
entered in these modules, it is reusable throughout the program for creating preventative maintenance and work orders.

Data Administration

Procedures
Suppliers

‘ariable Data

Budget: Entry
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From the Main Menu of FaciliWorks 8i Calibration, access Calibrations to view, add, modify or delete data or entire
records pertaining to calibrations and standards. A list of gages due for calibration is also found in this module.

Calibrations

Calibration Enkry

From the Main Menu, access Preventative Maintenance to view, add, modify or delete data or entire records
pertaining to scheduled maintenance and job status.

Preventative Maintenance
Batch Complete PM

Maintenanc

Maintenance

From the Main Menu, access Service Requests to create, approve, edit and view service requests. Service requests
can be created by anyone in the organization, either outside or within the facilities group.

Service Requests

Appro
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From the Main Menu, access Work Orders to view, add, modify or delete data or entire records pertaining to
unscheduled work orders and to view job status. Multitask work orders can also be created in this module.

Maintenance Jobs Status

From the Main Menu, access Inventory to view, add, modify or delete data or entire records pertaining to purchase
orders and spare parts inventory. This module also includes Economic Order Quantity (EOQ) Analysis which analyzes
part ordering trends to help optimize stock levels and reduce expenditures.

Part Entry

Purchase Orders

Use Parts

From the Main Menu, access Personnel to view, add, modify or delete data or entire records pertaining to staff
members and their training history, assigned work orders and tool issue history, security rights for individual staff
members and groups and user asset grouping.

Staff Entry

Security
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From the Main Menu, access Tools to view, add, modify or delete data or entire records pertaining to tools, including
issuance and return.

Return Tools

From the Main Menu, access Reports to view a number of defined reports as well as create custom reports. Click any
report category to open a list of reports within that category.
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