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Figure 1 Performo™ Overview
Performo manages work orders, preventive maintenance, assets, inventory and other
facility upkeep activities. Performo is deployed as a complete enterprise Computerized

Maintenance Management System.

This user reference guide is designed to help users get their work done. There is an
extensive List Of Figures and a subject by subject Table Of Contents. The goal is to direct
users to subject-matter pages quickly, efficiently and simply. It is designed to show users
how to interact with screen elements to accommodate their duties, tasks and
responsibilities. Contact the Solution Admin first when there are questions or comments.
The core strength of Wizard Software is our ability to resolve issues quickly, with straight-
forward language. We are uncompromising in our devotion to simplifying complex

problems.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 12



Performo™ v10 User Reference Guide

All The Things

FILEMAKER
The database platform used
to create Performo™.

SOLUTION ADMIN

The Solution Admin is the
user who oversees the
System Administration
modules and is the initial
point of contact for

Performo™ users.

PROJECT IMPLEMENTATION TEAM
The people at the company,
corporation or institution
who work with the Project
Management Team at
Wizard Software Solutions
to install, configure and roll

out Performo.

PROJECT MANAGEMENT TEAM
The team at Wizard
Software Solutions who
work with the Project
Implementation Team to
install, configure and roll-
out Performo. The Project
Management Team includes
the Project Manager, project
engineers and support staff
at Wizard Software

Solutions.

Performo v10 rev #20-083

IMPLEMENTATION SERVER
Implementation takes place
on a server. FileMaker
Server is installed and
configured to provide client
and web-based access to
features, functions and data.
The server can be located on
internal network or the
server can be hosted by
Wizard Software. All the
data lives on the server
permanently. The server
takes care of all daily
backups. Seven days of
backups are stored on the
server. The IT department
hosting the server takes care

of archiving backups.

IMPLEMENTATION: CITRIX

Citrix is deployed in
situations where Wizard
Software is hosting the
FileMaker Server. Citrix is a
technology that allows users
to access hosted solutions
on a wide variety of devices.
Citrix is accessible wherever
there is an internet
connection. The Citrix
gateway is web-based.

Finally, there are free
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desktop and device-specific

applications.

DATABASE
A computer software
application that aggregates
information. Performo™ is a
database focused on
tracking and managing work
orders, service requests, and
preventive maintenance

schedules.

RECORD/ROW

A record is one horizontal
line in a list view. For
example, each work order is
its own record in the Work
Order table. Work order
records can be arranged in
rows or spread out on
screen to display details

about one order at a time.

VALUE LIST

Throughout Performo, users
can enter data by using a
value list that drops down or
pops-up. There are different
kinds of value lists, and the
items comprising a value list
can be aggregated in several

different ways.
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LIST VIEW

List view is a high-level
overview. Each row is one
record. Each column is one
piece of data about that
item.

FIELD/COLUMN

A field displays data.
Sometimes people say, “I'm
inputting data.” What they
mean is, “I'm inputting data
in fields.” A field is similar to
a cell in a spreadsheet. Each
field displays one piece of
information about an item.
In list view, each column is
one field. In detail view,
fields are arranged for data
display and data entry.
Fields can be designated for
a specific type of data such
as dates, dollars, or text.
Data can be restricted to
options selected from a
value list. Additionally, fields
can also store and display
summary or calculated
values, images or files of

almost any type.

For example, a PDF in a
container field allows users
to interact with the content

of the document.

Performo v10 rev #20-083

DETAIL VIEW

Detail view displays
information about an item.
In many cases, data is
accessible via tabs that
navigate to more detail on
additional screens. Click the
tab to view the data under
that heading.

TABLE

A table displays columns of
fields arranged in rows of
records. Data for work
orders, assets, parts and
inventory, and preventive
maintenance schedules is

stored in tables.

To be clear, the table is the
data source.

This is very important when
creating custom reports
where it is necessary to
choose the table that has the
required data. Tables, where
data is stored are also

referred to as, modules.

The Work Orders module
stores all the work order
data in the Work Orders
table. The Assets modules
stores all asset information
in the Assets table. When
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tables are related, assets can

be attached to work orders.

FILTER

A filter is used to separate
substances. In Performo,
filters are used to separate
records for display and
reporting purposes. Every
list view includes a FILTER
button. Click the FiLTER
button to display the Filter
window. When values are
entered into the Filter
window, Performo
automatically displays
matching records. In list
view, these records can then
be sorted by clicking any
column heading and then
printed using the Actions

menu.

UNDER THE HOOD

Under the hood is a term
used to describe
development, programming
or customization that adds,
modifies or customizes
features or functions in
Performo. Depending on the
situation, project
engineering work under the
hood will require a proposal

for professional services.
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FINDING
Searching for a specific
record or a set of records.

Synonym: Query.

FOUND SET

The records on display are
referred to as the found set.
The found set is always the
result of a find operation - a
find operation creates a
found set. The find operation
can be executed manually by
a user or automatically via
script. Scripts with find
steps can be run manually or
can be executed
automatically. When a found
set is sorted and printed; the
result is often referred to as
a report. Details about how
to Find, Sort and Report are
covered throughout this

guide.

SUB SUMMARIES

In list view, and on reports, a
sub summary is used to
display data in groups under
a heading. For example, in
the Work Orders module,
click the Job Type column
heading and Performo
displays the list of work
orders sub summarized by

Job Type. Above each

Performo v10 rev #20-083

section of work orders, a
one-line heading displays
the name of the job type and
the number of orders in that
group. Where appropriate, a
sub-summary that
aggregates units such as
dollars may also appear at

the bottom of each group.

ENTITY

Performo™ can use the term
ENTITY, PROPERTY, AGENCY,
CAMPUS, DIVISION, BRANCH, UNIT,
DEPARTMENT, BUREAU...

...or any other term to label
corporate elements that are
physically, geographically or

financially separate.

Performo keeps records in
entities distinct from each
other. However, an ALL entity
can be used to aggregate and
report about all entities. The
name of the All entity is
user-definable. It does not
have to be called, AlL

The ALL entity is not used
for data entry. Most likely,
the All entity is used for

reporting purposes only.

The Solution Admin will

work with the Wizard
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Software implementation
team to choose the entity
label that reflects how the
company, corporation or

institution does business.

Although the entity selection
is user-definable; once a
selection is made, there is
usually no need to further
revisit the issue or change

the setting.

SAVING DATA

Data is saved on the server
immediately and
automatically. Single click
anywhere on screen.
Performo automatically
saves the data entered most
recently. This includes going
to another field. To clarify,
going from field A to field B
automatically saves the data
entered in Field A. The
Control + S keyboard
shortcut opens the Sort
dialog box. Sorting by dialog
box is for advanced users
only; so there is generally no
reason to use the Control + S
keyboard shortcut in

Performo.
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HELP MOVIES

Video tutorials are available
via the Help button on every
screen. The content list is
constantly evolving. Contact
the Solution Admin with
ideas for topics that would
be helpful.

ENTERING DATES

Date fields will always drop
down a calendar. Tap or
click to choose a date. Tap or
click a second time to put
the cursor into the field to
enter a date manually or to
edit an existing date.
Furthermore, the solution
includes a time-saving
feature. There is no need to
enter any digits for the year
when entering dates in the
current year. 1/1 will enter
the value 1/1/<current

year> in any date field.

PORTAL

Performo™ records, stores
and displays data. The
information is stored in
separate tables that are
related to each other. Thus,
FileMaker is a relational
database; information from
one table can interact with

data from another table.

Performo v10 rev #20-083

What it looks like; a portal is
placed on a layout to display
items from another module.
For example: Assets are
stored in the Assets module.
However, Assets can be
displayed on work orders in
the Work Orders module.

It is not necessary to
understand anything about
portals. However, in this
guide the term portal will
refer to a special area on
screen where the data
displayed is from another
module. A portal is visually
identifiable by the
alternating light and dark

rows.

PRESERVE THE FOUND SET

In detail view, coONTROL+CLICK
the Navigation menu on the
Title bar to return to the
same found set in list view.
How it looks; starting from
the Main Menu or the
Navigation Menu go to a list
view for any module.
Performo displays the
standard found set. Filters
can be applied in list view to
display a different or more
specific found set. Click on
any row to view details

about that item. Once in
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Detail view, conTROL+cCLICK the
Navigation menu on the
Title bar to return to the

same found set in list view.

DISCLAIMER

Wizard Software products
will substantially conform to
this Documentation. Please
discuss variations with the

Solution Admin.

CONFIDENTIALITY

This document is intended
for use by Wizard Software
Solutions clients exclusively
and may not be distributed
externally in any form
without express written
permission of Wizard

Software Solutions.
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List View Basics
Back Button User Profile Button
Home Button Help, Documentation Button
Module Navigation Menu Exit Application Button

PMO_WOR!  {DERS_v9 (DOPPLER)

& = TITLE BAR Performo™ | Work Orders Matinew Gaylen Help  Log Out

2 [ Reset “SIaIus: Open Property: DEMO AssignedTo: Aaron Shea I LACTIONS BAR J
d

Assign To = Building Description Priority

. Global Search: Click to

. % Found Set Status jop Units Create New Record
enter search criteria

15755 ron Shea 06/26/2017  Center1 Semi-annual PM for Chiller  De

i Click to view Filter

15768 o . ron Shea 07/01/2017  Center1 Chiller 6-month PM ACtions Menu
Request window
20137 D wouy on Shea 12/19/2017  Centert Semi-annual PM for Chiller D T a T wper
4 Cick Resetto retuh o . I
o i Item Options
z257 ¢ standard found set ron s M
@ Global Services * WIZARDSOFTWAR “

Figure 2 Performo Orientation
List view provides a high-level overview of the found set. Found Set is term used to describe
the items displayed on screen. The found set can be all the items, or a smaller subset. Every

module begins with a list view.

Navigating from list view to detail view does not change the found set. Navigating from
detail view back to list view does not change the found set. The found set remains constant

until the user navigates back to the Home Screen.

The Title bar displays the sack button, the HomE screen button, and the NAvIGATION MENU
button as well as the Title of the screen. The screen title can also be thought of as the
context for the data displayed. The right side of the title bar displays the user proFiLE button,
the HELP & DOCUMENTATION button and the LoG ouT button.

The Actions bar displays the number of items in the found set, the Global Search field, the
Filters button, the Reset button if the found set has been customized, and the found set
criteria. The right side of the Actions bar displays the Abp NEw rRecorD button, and the AcTions
MENU button.

The Record menu is on the right side of every row. The Record menu is context sensitive

and the value list includes options such as Duplicate, Delete, Print, Constrain by, Omit.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 17
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LIST VIEW ORIENTATION

Performo™ | Work Order List Matthew Gaylen Help  Log Out |:
150 Work Orders | Search Q l Filters | Status: Open Property: DEMO

Cat Job Tupe Order By Assign To Start Date  Building Description Priority  Status

Too | 3t/ Too Cold 3 Work Orders

Too Hot / Request Type: Too
REQ | DEMO REQ [ 002°)  Foworth Dan 02/23/2018  Center1 Cold 2 Open
20314 Woemo  cm IPPHOUY ronich, sziard il Hammer 02192018 BusBuld  COuESt Type: Too 1 Open
Too Cold : Hot pel
20315 WEMO cm  1ooHol/ Bil Hammer 021232018  Center2 Request Type: Too 3 Open
Too Cold Hot

Security 2 Work Orders

Weekly security check
I 20433 DEMO PM  Security Bancel, Doug Gary Kean 12182017  Centert Lieeky secuy eheck 5 open
. This is Test.
20257 DEMO PM  Security Sorich, Mark Aaron Shea 02/07/2018 Commerce Description of Work 3 Open

6 Global Services /| WIZARDSOFTWARE™
TorrTians

Figure 3 List View - Sub-Sorted By Column Heading

SORT BY COLUMN HEADING

Click any column heading to sort the found set by that value. Where it makes sense,
Performo will automatically sort the list by that value and display how many of that item
are in that category. Figure 3 - of the 150 work orders in the found set, 3 are Too Hot / Too
Cold job type. Two are Security job type. Scroll down to view remaining job type

summaries.
FOUND SET STATUS
The area to the right of the riLTERS button on the Actions bar tells users about the status of

the Found Set: Open items from the Demo property in Figure 3.

If the ReseT button is not visible, that means Performo is displaying the standard found set
for the module.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 18
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Performo™ | Work Order List Matthew Gaylen  Help  Log Out

Figure 4 Title Bar

TITLE BAR

The Title Bar is at the top of every screen in Performo. From left to right, the Back button,
the HomE screen button, and the navigaTion menu button each provide users with quickly
accessible direction-finding options. The name of the screen appears in the middle and
provides the context for the found set. On the right are the user name, the HeLp button, and
the LoG out button.

Users should get in the habit of using the LoG ouTt button PMO_WORKORDERS v0 (DOPPLER|
rather than the winbows cLose box. It is always a good idea
to use the navigation buttons within the solution rather
than the winbows cLose box. For example, if a user is
finished on one screen and clicks the winbows cLosE button, Work Orders
Performo will completely exit. If the user is finished on any
screen, the preferable navigation option is to use one of the s

on-screen buttons to go to another module or back to the

Parts Inventory

Home screen. In this way, the application remains open.

PM Schedules
Click the Back button to return to the previous screen. Note

the Back button terminates at the Home Screen. There’s no Documents

going back beyond the starting point - only forward again.
Use the navigation buttons on the Main Menu of the Home Vendors

Screen to navigate to any of Performo’s modules.
Workers

Click the navicaTion menu button. Performo displays the list

of modules. The Parts Inventory module contains three Staff
subdivisions: Parts Inventory, Purchase Requisitions, and

. . Buildings
Transactions. One in the Parts Inventory module, users can g

navigate to any of the parts subdivisions using the
Reports
NAVIGATION MENU button.

Figure 5 Navigation Menu button
Click the HowmE screen button. Performo displays the Home

screen.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 19
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THE ACTIONS BAR

| Filters ‘ Status: Open Property: DEMO -+ | | Actions

166 Work Orders Q2

Figure 6 The Actions Bar

The Actions bar appears below the Title

bar. From left to right, the:

1. Number of items in the found set,

2. Global search field,

3. FILTERS button,

4. ReseT button appears if filters have been applied,

a. The reseT button is hidden when Performo displays the standard found set;

u

List of filters having been applied; aka breadcrumbs...
ADD NEW RECORD button appears in the shape of a plus + symbol and
7. ACTIONS MENU button.

- o] x|

lew Gaylen Help  Log Out

THE ACTIONS MENU

After finding a group of records to examine, analyze or
report about, click the Actions menu button and choose the

List Report option. Performo will automatically display the

found set sorted and summarized the way it appears on

Map Work Orders screen in a format suitable for saving as PDF or printing.

Work Orders List Report
Work Orders Batch Report

Custom Report

Figure 7 Context Sensitive Actions Menu

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 20
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THE RECORD MENU OPTIONS MENU

A
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The recorp mENU opPTIONS button displays a list of choices for that record. Options often

include Duplicate, Delete, Print, Omit, and Constrain By.

CONSTRAIN BY

Duplicate Work Order

Delete Work Order

Print This Order

Constrain By

Omit This Record

The Constrain By option
in the Record Menu value
list allows users to quickly
create a found set starting
with records in the

current found set.

For example, Figure 8

shows how to refine the

Figure 9 Record Options Menu button

found set of all open work

orders to only the open work orders in Center1. The found

set of open work orders could be narrowed down to just

the open orders that are REQ, or are Job Type Too Hot/Too

Cold, or ordered by Dan Foxworth, or started on

2/23/2018, or are priority 2. The Constrain By choice on

the Record Options menu is context sensitive. Options will

depend on the data in the record.

Depending on the option chosen, the found set will be

significantly smaller. For example, the found set described in

Figure 8, 150 work orders were reduced by more than a

third to the 97 in Centerl.

Performo v10 rev #20-083
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2 Cpen

— Consianty |

Property
DEMO

Categorny
REQ

Job Type
Too Hot/ Too Cold

Crder By
Foxworth, Dan

Start Date

2/23/2018
Building
Centerg
Fricrity
2

Status

Cpen

Back

Figure 8 Constrain By (Record Options)
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Work Order Filters X Close

e e

Status Open € Order# Entity DEMO (%]
Priority 1 " €@  EntryDate v Building
Categ v Start Date v F
Job Type Electrical M%) N R
Assign To | Bill Hammer (%] N Description
Order By
Advanced Filters Reset Filters

Figure 10 Find Filters

THE FILTER BUTTON

Click the riLTERS button to view the fields that can be used to create a Found Set. How it
works: enter a value into any of the fields on the filter window. Behind the Filters window,
Performo immediately finds and displays all the records that have a matching value in that
field. Choosing Bill Hammer in the Assign To field on the find filter tells Performo to display

Bill Hammer’s work orders.
The filters work in conjunction with each other. Click the Job Type field and choose
Electrical. Performo automatically finds and displays all Bill Hammer’s electrical work

orders.

Enter search criteria into as many filter fields as necessary to create the exact found set that

is needed.
Click the cLose button to view results.

Click the reseT button on the filter window to revert to the standard found set. The filter

window works the exact same way on all list view screens in all modules.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 22
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DROP DOWN VALUE LISTS

The drop-down value list is a tool for
maintaining data integrity during data
entry. Filtering, finding and managing
information depends on the data being

accurate.

For example: if users have to manually type
in the assignee’s name, then over time,
work orders might be assigned to Aaron
Shea, Erin Shea, and Aron Shay. If there is
only one Aaron Shea, then the reports
about his work orders will be incomplete
because a search for Aaron Shea will not
find work orders assigned to Erin, Aron, or

Shay. If everybody has to pick the name

WIZARDSOFTWARE"
S OLUTIONS
Assign [
Carpentry
Aaron Shea &

AGC Automatic Gate Co (V)
Amer Lock and Supply Inc (V)

American Supply Co.

- Andy Corey

Location [ andy Holub

Anthony Kidd

Best Access Systems Division
Bill Hammer

Blaine Frost
Capitol District Supply Co. (V)
CD Lowrey & Associates (V)

American Electric Supply Co. (V)

Figure 11 Drop Down Value List

from a value list, no mistakes can occur in the spelling of the assignee’s name.

Value lists are used throughout Performo to ensure data integrity.

How it works: Click once to display the values in the list. Navigate through the list with a

pointing device or by using type-ahead. Type-ahead allows the use of the keyboard to

navigate through the list. When Type-ahead is active; Performo automatically moves

through the list as letters and numbers are entered. Type-ahead provides a way to quickly

select items in lists that might be too long to scroll through.

Value lists can also be used in conjunction with each other. A value from one list, can be

used to determine the values displayed in a second value list. Please contact the Solution

Admin if it becomes necessary to change or reconfigure a value list.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL
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VALUE LIST OPTIONS
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Sometimes a field requires a selection from a value list. In some cases, there will be

additional options such as Edit... and, or Other...

ENTER A UNIQUE VALUE WHEN A VALUE LIST IS PRESENTED

In some cases, a value can be chosen from the list or any other unique value can be

manually added. Click once to view the value list. Click a second time to put the cursor in

the field. Begin entering a new value or edit the existing value. In some cases, values added

in this way are added to the main value list... in some cases they are not.

VALUE-LIST OPTIONS

Figure 12 shows a Pop-Up menu with the oTHERr... and epIT...

options.

POP-UP MENUS
The Pop-Up menu is the same as a drop-down value list,
except a pointing device must be used to choose the

correct option.

OTHER...
Click once on the field. Performo displays the value list.

Chose Other... Performo displays the Other... dialog box.

Highlight the text, Enter any value... and then begin typing.

The value stays with the record until it is manually
changed. In most cases, the other entry will not be saved
on the value list. Other users who want to use this value
will be required to retype it manually. The Other... option
is for one-time, single-use entries not found on the value
list.

Performo v10 rev #20-083

General

Asset Detai

¢ il

AAA 101

Chiller AA1

[+ In Service
Out of Service
Installing

Disposed

Repair Shop
Replacement
Moving
Storage
Inventory
New

Unused

Loaned Out

Other...

Edit...

Figure 12 Pop-up Menu

© Wizard Software Solutions - CONFIDENTIAL
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EDIT... & OTHER...
The epiT... option allows users to change the values in the
list. The edited value list is visible for all solution users

from that point forward.

Note that the changes do not affect any records having
been previously created. Contact the Solution Admin if a
large number of previously created records need to be

amended, edited or replaced.

Consult the Solution Admin prior to choosing the epir...

option in a value list.

Note that within the Edit... dialog box, a hyphen on a line
by itself creates a separator line between sections of

values.

WIZARDSOFTWARE"™

SOLUTIONS

Edit Value List "VendorTypes” d

Carpenter
Dresign
-Hyphen creates a section break

-Mew Section
Electrical
Engineer
Furniture
GC

HVAC
Janitorial
Maint
Movers
Plants
Plumbing
Painting
Printing
Parts Supply
Systems
Technology

Misc

oK | | Cancel

Figure 13 Edit... - Affects all users

Electrical

Carpenter o
Design
-Hyphen creates a section break

-New Section

Engineer Eg )

Furniture

GC

HWVAC

Janitorial

Maint -

Figure 14 Value List w/section separator

-

e

Other... - | X |
Enter any value... =
[ oK ] [ Cancel ]
Figure 15 A Unique Value... Option Il
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Finding Records
Work Order Filters X Close
Status Open Y@ order# =1 € Entity DEMO M)
Priority N Order By Building
Category N Assign To Room
Job Type v Start Date v Description
Overdue [ ]

Advanced Filters Reset Filters

Figure 16 Filter Window

The Found Set is the group of records currently being displayed by Performo. The Found
Set may be all the records in the module or a smaller collection of them. The Found Set may
be sorted or unsorted. Finding records quickly and efficiently is a very important skill for

Performo users.

Click the riLTer button on any list view. Performo automatically displays the Filter window.
As values are entered, Performo automatically displays records with matching values in
those fields.

PMO_WORKORDERS v (DOPPLER)

Click the RESET FILTERS button

Advanced Filters

to start over.

Click the cLose button to Find Operators

= Matches a whole word or matches empty
= Matches exactly your entered search criteria

return to list view. The Close

. ! Matches records that have same data within the search field

button does not reset filters. .

<  Finds all the records that are less than your entered search criteria

== Finds all the records that are less or equal to your entered search criteria

=  Finds all the records that are greater than your entered search criteria

Clle the ADVANCED FILTERS == Finds all the records that are greater or equal to your entered search criteria
... Finds all the records that are between two values
button to view additional /i Finds all the records that match based on the date in memory
?  Finds all the records that have an invalid date or time entered into the selected field
options. Advanced Filters @ Used as a wildcard character that is part of your search criteria
. . # Used as a wildcard digit that is part of your search criteria
are for SklllEd! experlenced *  Used as a wildcard character to find all records based on search criteria plus wildcard

\ Used to search for characters that might otherwise be used as operators or other reserved items
Used to search for more than one word beginning from the start of the field

and mathematically-

inclined users. Advanced

Filters allow users to enter Figure 17 Advanced Find - Find Operators

very specific query criteria.
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Advanced Filters

Status Open e Order By - Entity - e @

Priority Dept Building ‘ X
Category - Assignee Aaron Shea 9 Floor h
Job Type - Start Date Room h
a Complete Q :
Order # el Description

()

Status Open e Order By h Entity h
Priority h Dept h Building h e X
calegory h Assignee Andy Corey o Floor h

i Q Q

Job Type Start Date Room

a Complete a ) a
Order # Date Description
e Perform Filter Cancel Filter

Figure 19 Advanced Filters window

Performo™ | Work Orders Matthew Gaylen Help  Log Out

[ Filters ” Reset l Advanced filters performed

41 Work Orders

Search Q

Order# ENT Cat Job Type Order By Ass To Start Date  Building Description Priority  Status
Aaron Shea 4 Work Orders

Semi-annual PM for

15755 DEMO  PM  HVAC Doug Bancel Aaron Shea 06/26/2017  Centert Chiler Demo 2 Open
15768 DEMO  PM  Life Safety Neumeier, Cassie Aaron Shea 07/01/2017  Centert Chiller 6-month PM 2 Open |
20137 DEMO PM HVAC Doug Bancel Aaron Shea 12/10/2017  Centert ﬁmgf"ngﬂnfy for 2 Open
20222 DEMO  CM  Carpenftry Bross, Nate Aaron Shea 01/01/2018  Annex Inspect Rooftop Units 2 Open H
REQ DEMO REQ Carpentry Brantley, Judy Andy Corey 0117/2016 Centert 2 Open
I 15752 DEMO PM  HVAC Braz, Kenna Andy Corey 06/26/2017  Centert Quarterly PM 1 Open
I 15802 DEMO  PM  HVAC Brantley, Judy Andy Corey 07/19/2017  Centert Chiller Annual PM 2 Open 3
I 15843 DEMO  PM  HVAC Brantley, Judy Andy Corey 08/M5/2017 Centert Chiller Annual PM 2 Open
I 15886 DEMO PM  HVAC Brantley, Judy Andy Corey 09/15/2017  Centert Chiller Annual PM 2 Open
I 15885 DEMO  PM  Electrical Bolger, Katie Andy Corey 09/19/2017  Centert Quarterly generator PM 2 Open
20002 DEMO PM  HVAC Braz. Kenna Andy Corey 09/22/2017  Centert Quarterly PM 2 Open H
1
6 Global Services )“,W]ZARD?‘I\‘\LI Lmy‘\'.l‘irq" ;I

Figure 18 Filter Results - Aaron Shea's and Andy Corey's Open Work Orders
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MULTIPLE REQUEST FINDS

Find Aaron Shea’s or Andy Corey’s open work orders. This is a demonstration of how to
find the group of work orders assigned to Aaron. And also, the group of work orders
assigned to Andy. Note that none of these work orders is assigned to both Aaron and Andy.
Click the FiLTERS button on list view. Click the AbvanceD FiLTER button. Performo displays the

Advanced Filters window - Figure 19.

1) Click the + new FiLTER to add another filter record.

2) Enter Aaron Shea in the first filter record.

3) Choose Open in the Status Field.

4) Choose Andy Corey in the Assignee field in the second filter record.

5) Choose Open in the Status field of the second filter record.

6) optionally, if the second filter request is similar to the first filter request, click the
DUPLICATE button. Performo creates a matching filter. Next, manually edit the fields in
the duplicated filter that need to be changed to find the records needed.

7) Click the incLupe button to find and display matching records.

Click the omiT button to exclude matching records from the found set.

8) Click the x button to delete the filter request.

9) Click the perrorM FILTER button to view results - Figure 18.

MULTIPLE CRITERIA FINDS

Find Bill Hammer’s Electrical work orders.

Use one filter request. Choose Bill Hammer from the Assign To value list in the Filter
window. Then, choose Electrical from the Job Type value list on the same Filter request.

Performo will automatically display the found set of Bill Hammer’s electrical work orders.

FIND A RANGE

Show all the records from 20117

[1/1/11..12/31/11].

Enter the beginning date. Enter two or three periods. Enter the end date. Performo will find

and display all the items that occur between the two dates entered.
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CONTROL + CLICK NAVIGATION BUTTON IN DETAIL VIEW
Performo™ | Work Order List Matthew Gaylen Help  Log Qut

| Fillersl Reset | Status: Open Property: DEMO Type: Carpentry

Order# ENT Cat Job Type Order By Assign To Start Date  Building Description Priority  Status

Aaron Shea 2 Work Orders

Request T . Internet
I 200654 DEMO CM Carpentry  Carson, Mark Aaron Shea 02/23/2018  Center2 cﬁnecm‘{ype 1 Open
20222 D%o CM Carpentry  Bross, Nate Aaron Shea 01/01/2018  Annex Inspect Rooftop Units 2 Open

Bill Hammer 3 Work Orders

Request Type: Internet
I 20065 DEMO CM Carpentry  Carson, Mark Bill Hammer 02/23/2018  Center2 Cﬁﬂit‘vﬂ’;pe mermne 1 Open
I 20168 DEMO CM Campentry  Bolger, Katie Bill Hammer 01/04/2018  Centert v?:sﬁ?gelgfwgzﬁtmon 3 Open
20418 DEMO CM Campentry  Alen, Charlie Bill Hammer 04/05/2018  Centerd e ot Open

Gary Kean 1 Work Orders

Door is crooked on its
20432 DEMO CM Campentry  Alen, Charlie Gary Kean 04/10/2018  Centert hmg;‘f;ﬁgoneedz"mbe 2 Open

Marty’s True Value 1 Work Orders

Marty's True 04/06/2018  Centerd Repair shelf coming 2

20420 DEMO CM  Carpentry Allen, Charlie Value | from wall

G Global Services Xl,mz,axumu---.\-m. N

Figure 20 Found Set of Carpentry Word Orders sorted by Assign To...

Control+click the navigation menu in detail view to view the found set in list view.

Figure 20 displays a found set of carpentry work orders sorted by whom they are assigned
to. The number of items in the found set (7) is displayed in the Actions bar.

Click on any record to view details about that record.

In detail view, the number of items in the found set continues to be displayed in the Actions

bar. Click the arrows to view the first, previous, next or last record in the found set.

To return to the same found set in list view, hold down the control key and click the

Navigation menu. Control+click the navigation menu in detail view to view the found set in

list view.

Performo™ | Work Order Detail atthew Gaylen  Help  Log Out

< < > > e - CM 20438 Location Central 1
Control + Click ,
m Labor & Parts Documents Log - Emails Closeout

Figure 21 Control+Click Navigation Menu on Work Order Detail View to Navigate to Found Set in List View
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Home Screen

Performo"” Matthew Gaylen « Help Log Out

Asset Performance and Maintenance Software
DEMO v KPls Team Map Calendar ~+ New Work Order
2

Work Orders Status Work Order History CMs s PMs ¢

f"\
= 8 Global Services
>

@ showsll

Assets

Parts Inventory

Open Orders
PM Schedules
37
overdue Mar May Jul Sep Nov 2018
Documents
Work Order Requests Overdue Work Orders Open Orders v
Vendors q p By Type
Building Order By Start Building Job Type Target
Cabling / Dat:
e Centert Brantley, Judy 01/17/18 Centert Security 08/25/17 : ':g‘ . t
alibration
Center1 HVAC 08/31/17 Carpentry
Staff Cleaning
Center1 HVAC 09/14/17 Electrical
Buildings Centerl  HVAC 09/15/17 eners!
Ground:
Pavilion Electrical 09/19/117 HVAC
Inspections
PR Centerl  HVAC 09120117 s
Centerl Electrical 09/20/17 ohting
Issues Log Painting
Pavilion Electrical 09/20/17 Plumbing
security
Pavilion Electrical 09/21/17 sk
P Elenbrinnl nanAIAZ o ; o o - S‘D

System Administration — + 150% A WIZARDSOFTWARE"™

SoLUTIONS

Figure 22 Performo™ Home Screen

Upon log in, Performo displays the Home Screen. On the Home Screen, the Main Menu is on
the left. Click the buttons under the Main Menu to navigate to Performo modules. To the
right of the Main Menu, Performo displays a series of status widgets and metrics. The
Solution Admin will be able to control which key performance indicators are visible,
accessible and available to different user types. Many of the metrics and status widgets are

interactive - each user will be able to choose a view.

Click the overview button. Performo displays the widgets for Status, Work Order History,
Work Order Requests, Overdue Work Orders, and Open Work Orders. Use the sliding
handles on top of the Work Order History widget to change where the starting and ending

month is and how wide each month is.

Open Work Orders can be displayed by type, by building, or by assign to.
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INTERACTIVE STATUS WIDGETS

e, \WIDE- SPACE BETWEEN HANDLES - -
1:: u . @) showal
‘ pr Tl Det 2014 aor ul oet 2015 or ul oct 2016 or ul oet 2017 Apr ol et 2018 apr

Figure 25 Work Order History Widget - displays all history

Work Order Hls%@ﬂ@ﬁ\;w_ SP JA-GE —BJE:-TW

oat Now Dec 2018

Figure 24 Work Order History Widget - displays quarterly results

Open Work Orders Open Work Orders Open Work Orders

Cabling / Datac Aaron Shea

Annex

Calibration AGC Automatic G

Carpentry Amer Lock and 5

~ Andy Corey
Cleaning
Centerl

) Andy Holub
Electrical

Anthony Kidd
General

Center2 Bill Hammer

Grounds

Blaine Frost
HVAC
Dave Yozze
Inspections

Commerce -
Ed Harris

Life Safety
Ellen Allsteadt
Lighting Environ Control
nviron
Pavilion
Painting
Facility Wizard
Plumbing Gary Kean
Securi L
rity Transport Joe Wojnicki
Blank William Blanken
k T k T b
0 10 0 20 0

Figure 23 Open Work Order Status Widget - user definable views offers three different ways to view the same data
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KEY PERFORMANCE INDICATORS ON THE HOME SCREEN

Performo™ Matthew Gaylen ~  Help  Log Out
Asset Performance and Maintenance Software

ALL Overview SIGH Team Map —+ New Work Order

Work Orders Overdue Work Orders <" Work Orders Entered CMs YTD ~

100 4
Assets 4 3 90 -

Overdue Orders 30 1
70
&0
50
PM Schedules 40 o
30 4
20 +

N
( # Gilobal Servi
>

2018

Parts Inventory b
el

of the orders are
Documents overdue o
g

Vendors 118

Apr
Workers Time to Complete Last ~ .~
an
May
Staff 97
a4
Buildings Jun
74
Reporis 67
5 - Jul
Issues Log
4
39 Aug 1 T T T T T |
N 0 10 20 30 40 50 60
0-24hrs 48 hrs +
System Administration i 100% * WIZARDSOFTWARE™

Figure 26 KPIs on the Home Screen

Click the KPIs button to view charts and graphs related to key performance indicators. KPIs
include Overdue Work orders, Time to Complete in hours, and selections of Work Orders
including corrective maintenance orders, preventive maintenance orders, completed work

orders, work orders year to date, and work order requests.
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TEAM INFORMATION ON THE HOME SCREEN

Help Log Out

Performo™ Matthew Gaylen ~
Asset Performance and Maintenance Software

DEMO QOverview KPls Map Calendar -+ New Work Order

# Global Services

Work Orders Announcements Photo
| would like to take this opportunity to publicly thank the production team for the incredible

Assets job that they’ve done. This is our first rollout since the merger and | am so excited for our
team’s vision and their follow-thru.

Parts Inventory The work incorporated industry best practices and allows us to compete better in our
market space.

PM Schedules Thank you again,

Ashley Peterson
Documents

Vendors [ B
In/ Qut Board 7
Workers User Status  Whereabouts Phone Returning Date Time DND
St Billy Hammer out * peting with Client to Instal Monday AM ~ 02/07/18 1:19 PM
al
Charlie Allen n 7 02/0718 10:38AM [ ] d
Buildings
Cheryl Zan In 12122116 2:46PM [ ] °
Reports o ~
Cheryl Zan In 12122116 2:47PM [ ] g
Issues Log Dave Wizard out ~ Eachly and Real Estate 312-123-4567 T 020718 222PM [ e
Doug Bancel In - 71222116 2:47PM D o
Mable Smith n T 020718 222PM [ ] 9
Marc Sorich out Eiﬁ;g;”oi Real Estate 312:3756771  Friday AM  12/20/16 11:32AM [ | . _
Mark Carson n 7081317 11:30 AM D .
Paulette Adams = In 7031317 11:30AM [ ] 0 |
System Administration — + 150% A WIZARDSOFTWARE"™

soLuTIONS

Figure 27 Team Information on the Home Screen

Click the Team button on the Home Screen. Performo

automatically displays Announcements, the In/Out Board, Maithew Gaylen
and the Photo container field. Right-click on the photo Contact Information
container to view options for inserting an image. If there is Name | Matihew Gaylen

a photo in the clipboard, then the Paste command places e Q

that image into the container field. The Solution Admin

User File
Path
oversees editing the announcements text. The checkbox

Commenis

for displaying a user on the In/Out board is on the detail

view of the system user record that the Solution Admin , ]
Figure 28 Contact Information

manages.
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Figure 29 Map on the Home Screen — Corporate Divisions on the US map...
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Click the map button on the Home Screen.
Performo displays the Google map. Google
maps are user-definable and can display
map or satellite imagery of a selected
Property, and, or Buildings, Assets,
Workers, Vendors, Staff, My Location, Open
Work Orders, and Floorplans. Click the
teardrop to view details about that item or

location.

Figure 30 Go To Detail...
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Zoom
The Zoom buttons on the bottom left of the Home Screen allow users to make the solution
bigger or smaller. Click the + button to make the solution bigger. Click the — button to make

the solution smaller. Options are 75 percent, 100 percent, and 150 percent.

€ Performo™ Matthew Gaylen ~  Help  Log Out
Global Services :
> Asset Performance and Maintenance Software

DEMO Map | + New Work Order \
E Work Orders Work Order History

Assets

Parts Inventory

PM Schedules

Documents res e
Vendors: Work Order Requests Overdue Work Orders Open Work Orders

Bulding  Order 8y Stat Description Buiding  JobTyps  Target AssignedTo
Workers Centert  Brantey. Judy O117/18 | ere oe 00 Centert 081417 Andy Corey e
Centert  Allen Chare 0211318 :;:“,:‘:;“‘ ot Centert owtsi7 pron Control

Staff ice

Frohiich, g Request Y ofy7 Bl Hasior
BusBuld o oansie £ osrar
Buildings
Centert 08720117 Andy Corey

Reports Centert 09720117 B8 Hemmer
Pavilion 09720117 B Hammer
Issues Log
Pavilion 0921/17 B Hammer
Centert 0924117 Andy Corey
Centert 10118117 Andy Corey

Centert  Electrical  10/18/17 Bl Hammer

Pavilon ~ Electrical  10/26/17 B Hammer

Annex Cleaning  10/26/17 Andy Corey

System Administration

e m

Figure 31 Zoomed to 150 percent
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M a i n M e n u @& PMO_WORKORDERS v (DOPPLER)
. . . . "
Each button on the Main Menu navigates to the list view f‘ B Giobal Services
for that module. Click the prorerTY value list. Performo will
display items for that property in all modules. DEMO
Work Orders
work orDERS Displays the work order list. Create, edit and
manage work orders. Assets
AsseTs Navigates to the list of assets. Create, edit and
Parts Inventory
manage assets.
PARTS & INVENTORY Displays the Parts Inventory List. Manage PM Senedules
transactions, requisitions, purchase orders, and Documents
reconciliations.
. i . i Vendors
pm scHEDULES Displays the list of preventive maintenance
schedules. The master list of PM schedules and procedures Workers
is maintained in the PM Schedules module. PM schedules Start
automatically create PM work orders based on criteria
determined in the detail of the PM schedule. Buildings
pocumenTs Displays a list of documents having been zamis

attached to work orders and assets.

Issues Log

venpors Displays the list of vendors employed by the

company, institution or organization. System Administration

workeRrs Displays the list view of workers. Manage
workers, privileges, rates, contact information, trades and Figure 32 Main Meny
entity assignments.

starr Navigates to the contacts directory. The orper By value list displays staff names. Staff
are often referred to as requesters. The Staff field on the work order detail view is called
Requested By.

BuUILDINGS Navigates to the list view. Manage the list of buildings, floors, and rooms.

RepoORTS Displays the Reports Menu. Includes access to standard, custom and scheduled

reports.
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sYSTEM ADMINISTRATION The system administration button

('-3
C  # Global Services

displays the menu used to navigate to the management
modules. Someone will be designated to be the Solution >

Admin... the Solution Admin oversees System

Administration modules. DEMO

enTITIES are described in the Glossary at the beginning of ki

this document. The Solution Admin manages entities. Tabs

System Users
within the Entities module include General, Preferences, y

Buildings, Parts PO Form, and Map coordinates.
System Log

SYSTEM USERS. Manage Account Information, Contact
] ) ) . Preferences
Information - including a photo, access to Entities,

Windowing, and Worker Interface Settings. .
Escalations

sysTem LOG. The system log displays basic information about Email Templates

events such as nightly scripts, logon, and users.

< Mair Menu

PREFERENCES is for managing defaults for property labels,

reassign reasons, work orders, web requests, the holiday Figure 33 System Admin

list, screen auto-refresh, logos and logo text, network, and

email settings, names of asset fields, the Home Screen announcement message, and custom
reports.

ESCALATIONS is for managing rules for if and when work orders are automatically re-
prioritized.

EMAIL TEMPLATES is for managing the messages that are sent to workers, requesters, and

administrators when work orders are created, assigned, denied, escalated, and completed.
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Work Order Module

Performo™ | Work Order List Maithew Gaylen Help  Log Out
177 Work Orders | Search Q | Filters l Status: Open Property: DEMO
Order# ENT Cat Job Type Order By Assign To Start Date  Building Floor Description Priority  Staius

Cabling / Datacom 5 Work Orders

Cabling / please build a

I 20068A DEMO  CM T Carson, Mark @on Shea 02/23/18 Center2 1 wire chase for 1 Open
Cabling / . . There is

I 20165 DEMO CM Datacom Haring, Rob Bill Hammer 01/0218  Centert 2 smoke coming 2 Open

Calibration 2 Work Orders

|

Look at the

20167  DEMO CM  Calibration Carson, Mark  Bill Hammer 01/0118  Center2 2 gears for Open

" ) ’ FileMaker
20549 DEMO CM  Calibration MNate K Bill Hammer 05/30/18 Data AP Says 2 Open

Carpentry 6 Work Orders

|

Request Type:
Izooes DEMO CM Campentry  Carson Mark BilHammer 0202318 Centerz 1 iaet PS4 open

6 Global Services i WIZARDSOFTWARE™
JoruTiowe

Figure 34 Work Order List View

Work Order List View

The Work Order List view displays high level information for each work order. Each line
represents a single work order. Open work orders are displayed by default. The orange
vertical line at the left of the row indicates an approaching due date. The red vertical line at
the left of the row indicates a due date in the past.

The list is sorted by work order number by default. Each click on a column heading toggles
the sort order between ascending and descending. Where it makes sense, Performo
automatically adds subsummaries to the list view - for example; the subsummary is
automatically displayed when the user clicks the column heading for job type, building or
order by. (Figure 34 is sorted by Job Type).

The Actions bar above the list view displays the number of items in the found set, the global
search field, the FiLTERS button, and details about the found set, as well as the Abb NEW ITEM
BuTTON and the Actions Menu button. The Actions Menu displays a list of things that can be
done with the found set.

Click anywhere on a line that is shaded yellow. Performo displays the detail view for that
work order.
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Actions on the Work Order List view include; Map Work Orders, Work Orders List Report,

Work Orders Batch Report, and Custom Report.

W PMO_WORKORDERS v10 (DOPPLER)

Property: DEMO  Building: Center

147 Work Orders Start Date: This Year

Search Q l [ Filters ” Reset l

Order# ENT  Cat Job Type Order By Assign To Start Date  Building

Aaron Shea 8 Work Orders

Johnson,

20493 DEMO PM  HVAG Doug Aaron Shea  05/02/18  Cenftert
20510 DEMO PM  HVAC ‘E"Ohu“gso”’ Aaron Shea  05/09/18  Cenftert
20514 DEMO PM  HVAC ‘E";‘u”g“”’ Aaron Shea  05/16/18  Centert

Performo™ | Work Order List

Matthew Gaylen  Help

Map Waork Orders

Log Out

Type: HVAC Entry Date: ThillYear

Floor Description

Work Orders List Report
Fans Weekly
Work Orders Batch Report
Fans Weekly
Custom Report

Fans Weekly wpen

Andy Corey 118 Work Orders

20180 DEMO  PM  HVAC Brantley, Judy Andy Corey 01/15M18  Centert Chiller Annual PM 2 Complete
@ Global Services )‘, WIZARDSOFTWARE .
Figure 35 Actions on the Work Order List View
< A 5 Performo™ | Work Orders Map Matthew Gaylen  Help  Log Out
[ Fioorpian
MAP WORK ORDERS ., . Py N s
Click the mAP WORK ORDERS y % A”% \ ‘
option on the Actions Menu | < zms;mgo o “
of the Work Order List 3 T N |
screen. Performo displays SeetRmar s"’%ﬁj
b ‘
the Google Map. 1) The " MgshoiDne) P>, :
locations of work orders are % % Zw |
denoted with purple boxes. % s y 4
The number inside the h %, 0
purple box denotes the % N AN f
number of work orders at sl e O\ e % i \ A
that location. 2) Click the @ o k. Ao 10

purple box to view details Figure 36 Map Work Orders

about the work orders at that location. Details include building name, Entity, and a hotlink

to Work Orders. Click the hotlink. Performo displays the work orders at that location on the

Work Order List view. 3) Choose Map View or Satellite view. 4) Choose zoom level. In

certain circumstances, street view is available. 5) Click the Back button. Performo displays

the work order list view. Click the HomE screen button. Performo displays the Home Screen.
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WORK ORDERS LIST REPORT

The Work Order List report displays the found set of records sorted the way it appears on
screen. Click the work orDERS LIST REPORT option on the Actions menu on the Actions bar on
the Work Order List screen.

@ REPORT PREVIEW Iy B
. e a o
Pages SaveasExcel SaveasPDF | Print  Print Setup
Wizard Software Solutions
X WIZARD Work Order Summary Report - 2018 - Electrical
6/19/2018
ENT Order # Date Order By Dept Job Type Division Suite Assign To Pri Date Done
Aaron Shea
DEMO 20516 051718 Suburbs, Joe Facilities Electrical Annex lobby Aaron Shea 2
Subtotal 1 Work Orders 1Open 0 Completed 0DNC
Andy Corey
DEMO 20563 06/07/18 Suburbs, Joe Facilities Electrical Wrigley 18552 Andy Corey 2
Subtotal 1 Work Orders 10pen 0 Completed 0DNC
Bill Hammer
DEMO 20239 01/31/18 Suburbs, Joe Development Electrical Annex 18550 Bill Hammer 2
Subtotal 1 Work Orders 1 Open 0 Completed 0DNC

Figure 37 Work Order Summary Report

Performo displays a message dialog box. Click the summaRry button to view one line for each
order. Click the petaiL button to include the work order description in the report.

.2 Click save as por. Performo will open the standard operating system dialog box. Users will
navigate to an accessible directory, name the file as needed and finish the process by
clicking the save button.

o Click the pRINT SETUP OT the PRINT BUTTON to view the standard operating system dialog boxes
for these commands.

. Ifthe report contains multiple pages, the navigation buttons can be used to view
ER— p ple pag g

1 Total
Pages

previous and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Work Order List view.
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WORK ORDERS BATCH REPORT

The Work Orders Batch Report prints one work order for each order in the found set. This
is why users must always know what the found set is. If there are 12,241 orders in the
found set, then Performo will generate a 12,241-page report. The report will include one
page for every work order in the found set.

& REPORT PREVIEW

s - -
i o & 6
Pages Save as Excel Saveas PDF Print  Print Setup
Layout: |rpt_wkord_bat | View As:

Wizard Software Solutions

* WIZARDS \RE WORK ORDER # 20239

6/19/2018
Asslgn To  Bill Hammer Order By Suburbs, Joe Entry Date 01/31/18 7:20 AM
Job Type Electrical Dept Development Target Date 02/07/18 12:00 AM
Division Annex Phone 217-714-7199 Work Start 01/31/18 7:20 AM
Floor 3 Priority 2 Completed
Suite 18550

Location Equipment Room

Description

Transformer in equipment room is making a loud buzzing sound.

L4 Tasks Data

Figure 38 Work Orders Batch Report - Page #1 displayed

.2 Click save as por. Performo will open the standard operating system dialog box. Users will
navigate to an accessible directory, name the file as needed and finish the process by
clicking the save button.

B Click the pRINT SETUP Or the PRINT BUTTON to view the standard operating system dialog boxes
for these commands.
. Ifthe report contains multiple pages, the navigation buttons can be used to view
o 8 8

paces previous and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Work Order List view.
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CUSTOM REPORT
Click the custom RerORT option on the Actions menu on the Actions bar on the Work Order
List screen. Performo displays the Run Custom Report data entry window. Previously

created custom reports appear in the list.

Run Custom Report X Close

Name Table Description Exported File
WORKORDERS  x i
Work orders summarized by Job Type. This is .
Work Order Export WORKORDERS intended for our weekly maintenance management i
Work Order Export 2 WORKORDERS summary by Order By value ]
A B C D E | F |
1 i
WIZARDS( WART
3
4
5 |Work Order Export 2
6 |Wizard Software Solutions
7 |8Mw2018
3 Work Order Num Category Priority Building Ordered By
9 20238 CM 2 Annex Suburbs, Joe
10 20516 CK 2 Annex Suburbs, Joe
11 20563 CM 2 Wrigley Suburbs, Joe
12
BN Thtals:

Figure 39 Top: Run Custom Report options - Bottom: Sample Exported Custom Report

Chose the custom report to run. Click the exporT 10 ExCEL button. Performo opens the
operating system Select File Export Location dialog box. Use standard operating system
procedures to navigate to the directory where the report needs to be saved. Depending on

the operating system and settings in use, the exported file will open automatically.

Click the cLose button on the Run Custom Report data entry window to return to the Work
Order List view.
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>Video| Work Order Detail — Overview Tab

PMO_WORKORDERS_v9 (DOPPLER) -10o] x|

{ A = Performo™ | Work Order Detail Matthew Gaylen  Help  Log Out

1< < > > 1i1e3 REQ Location: Center1 401

Labor & Parts Procedure Assets Documents Log Emails Closeout
. g

General Assign Description

er# REQ P 2 v :-_;--ﬂ:i_-'is' Too Cold All of the workers with north-facing windows are

Type complaining about being freezing today. Except

o i i Leveon - who is from the Pacific Northwest... Leveon
Request# HUDES52 Job Type | Too Hot/ Too Cold is complaining about other things.
Entity DEMO Assignee | Required We need this fixed asap... it is affecting productivity.

Most of my department is huddled over by the
kitchen, wearing their winter coats and whining about

Notify being too cold to work.
Order By Location
Order By Foxworth, Dan Building | Center1
Dept Finance Room 401 Floor | 4
Dl AAe et the whole north side of the
one §59-8458-2640 Details office
Dates Map [ o7 L Photo =
B Building displayed on Map
Entry 02/23/2018  2:09PM  Open 256 hours o
Start 02/23/2018 || 209 PM | Open 12 days @ [elAChitecture
Target 02/26/2018 | 209 PM | Due 9 days ago
mplete
Go gle Map data ©2018 Google Terms of Use
I ! ) |
6 Global Services S, x, WIZARDSOFTI

Figure 40 Work Order Detail View>Information Tab

Tabs on the top of the Work Order Detail view navigate to screens where additional
information can be entered, edited or analyzed. Tabs include Overview, Labor and Parts,
Procedure, Assets, Documents, Log, Emails, and Closeout. The Work Order report is

accessible from the Actions menu button on the Actions Bar.

The overview tab is where basic work order information can be entered, edited and
managed. Order #, Priority, Request # and Entity are displayed under General along with
the peny button and the approve button. Off-the-shelf, Priority is user-definable. Required
fields are shaded light red (pink?).

Order By displays a value list of customers. Again, type-ahead is active so Performo

automatically proceeds through the list as the user types. The Order By Department and

Phone number are entered automatically when a selection is made.
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DATES
The Dates section displays the Entry date, the Start date,
the Target date, and the Complete date.

How it works: Click once to view the calendar. Use the
pointing device to choose a date. Or click a second time to
put the cursor in the field. Once the cursor is in the field,
any date may be entered, or the existing date may be
edited.

ASSIGNEE & LOCATION

Column two of the Overview tab begins with the Assign
section. The Request Type comes in with the work order,
having been selected by the orderer. The Job Type field is
assigned by the work order admin. The Assignee is also
selected. Use type-ahead to quickly access and select the

assignee.
The Location section is for Building, Room, Floor and
Details. Location>Details is for directing workers to

exactly the right place within the building, floor and room.

NAVIGATION ON WORK ORDER DETAIL VIEW

.+~ Use the arrows located at the top, left of the work
order detail view to navigate to the previous or next work
order in the found set. Helpful Hint: Please do not use the
Windows close box located in the upper right-hand corner
because this will yield unexpected results. Please
remember to use Performo’s built-in navigation buttons all

the time.

MAP

WIZARDSOFTWARE"™

S OLUTIONS

2;’23!2%18 209 PM | Open14

1 February, 20158 k

Sun Mon Tue Wed Thu Fri Sat
B0 30 AN 1 2 3
4 5 & 7 8 g 10
11 12 13 14 15 16 17

18 19 20 21 22 : 43 24

25 26 27 28 L 2 _____ !

4 5 & 7 &8 10
[ Today: 3/9/2018

Figure 41 Use the Calendar to Enter Dates

Assign

Carpentry
Aaron Shea

Notify

Location

Annex
4 18552

Room 414

Map L] e

La Guardia
Playground
g Map data 2018 Google Terms of Use

Figure 42 Assign the Work Order

The Map section displays a thumbnail of where in the world the issue is located. Click the

ENLARGE button to view a bigger map. In certain situations, street-view is available.

Performo v10 rev #20-083
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DESCRIPTION & PHOTO
The third column of the
Overview tab is the

Description and the Photo.

Description field Best
Practice: Enter information
in the description field so
the maintenance team can
determine what’s needed to
resolve the issue without
generating a clarification
phone call or email

message.

Description Best Practice 1I:
as much as possible use
short sentences with brief,

objective observations.

The Photo container stores

an image of the issue. Right-

click to paste the image from your
clipboard into the photo-container field.
Click the menu on the upper-right-hand
side of the photo to view options.
Possibilities include, navigating to a
directory to choose a file, removing the

existing photo, and enlarging the display

size.

Performo v10 rev #20-083

A
WIZARDSOFTWARE"™

SOLUTIONS

irder Detail Matthew Gaylen  Help

B Actions

Log Out
ter1 401

Log Emails Closeout

Description

All of the workers with north-facing windows are complaining about being freezing
today. Except Leveon... Leveon is complaining about other things

We need this fixed asap... it is affecting productivity.

Most of my department is huddled over by the kitchen, wearing their winter coats
and whining about being too cold to work

Please advise.

Photo

\
j > WIZARD

Figure 43 Photo Options — freezing employees want heat.

Select File

X Remove Photo

.7 View Full Screen

Figure 44 Photo Options Menu
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DETAIL VIEW NAVIGATION

Found Set Info

1< < > mrs{ Record # / # of Records

mfbor & Parts Procedure

Go to first record

Goto p'revious record

Goto ngxt record
Go to Ia!t record V10 Navigation

when in detail view

Figure 45 Work Order Detail View - the Tabs

The Actions bar displays the number of records in the found set and the number of the
record currently on display.

Click the arrows on the Actions Bar to navigate to the first, last, previous or next work order
in the found set.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 46



Performo ™ v10 User Reference Guide d WIZARDSOET
U

SOL

ARE™
o S

T I N

Home Screen Button Log Out Button

Back Button Navigation Menu Windows Close Button -
‘ ' PMO_WORKORDERS_v9 (DOPPLER) =
( a Performo™ | Matthew Gaylen Help  Log Out

= L
Work Orders Q =F ctions

Procedure Assets Documeloseout
Assets
Assign
Parts Inventory 9
“EAUES 100 Cold ing windows are complaining about being
Type _ Leveon is complaining about other things.

PM Schedules

Job Type | Too Hot / Too Gefecting productivity.

Documents

Assignee | Required ed over by the kitthen, wearing their winter
foo cold to work.

Vendors
® Noti

Workers Estimated Escal
Approve Hours Rule
Staff
Location
- -
Buildings 1 o N t
Building Center1 v aV|°a lon
Reports B when in detail view
Room 401

Figure 46 v10 Navigation when in detail view

When finished entering, editing, or managing data on a screen, please always use
Performo’s navigation buttons to proceed. Please do not use the winbows cLose button
located in the upper right-hand corner because this will yield unexpected results.

Click the HomE screen button to return to the starting point.

Click the Back button to go back to the previous screen. The Back button terminates at the

Home Screen. Go forward from the Home screen to any other Performo module.

Click the naviGaTion mENU button to go directly to any other module.

Click the LoG ouT button to close the solution completely.
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>Video, Work Order Detail — Labor & Parts Tab

T 1
Performo™ | Work Order Detail Matthew Gaylen  Help  Log Out
1€ < > > s8i7s PM 20362 Location' Center1 Chiller/Boiler
Overview Procedure Assets Documents Log Emails Closeout
Labor +
Name/Trade Date Hours Rate $ Amount
Bill Hammer 11082017 2.00 $44.00 $10000 &
Aaron Shea 12/11/2014 4.00 $45.00 $18000
Estimated Hours 6.00 $280.00
Parts +
Name Part ID Warehouse Qty Units Unit $ $ Amount
Honeywell part #2918 80-0009 MAIN 1 ea $56.09 $5699
Honeywell part #276B6-1120 80-0011 MAIN 1 ea $ 46.00 $4600 &
Ballast 1-40 24-0280 MAIN 1 ea $7.84 $9000
Update Inventory $192.99
Billable (O Estimated (O Actual Add Markup % | 2.00% $9.46
Bill to Acct Code v Billable Amount $ 482 45
£ __ 1
6 Global Services Eih y WIZARDSOFTWARE”

Figure 48 Labor & Parts / Time & Materials

Matthew Gaylen  Help

Click the Labor & Parts tab. Performo navigates to the time
and materials data entry screen. Labor is entered, edited,

and managed in the portal directly under the Actions bar.

Parts entries are entered, edited, and managed in the *kg
% Amount

o $180.00 »°
Figure 47 Add New Labor Record

portal below the labor entries.

+ Click the + button on the Labor section. Performo opens

the Edit Labor pop up window. Choose the name of the Edit Labor *
worker who performed the labor from the value list. Type- ame
ahead is active. The date is automatically entered. Click the e 08/16/2018

date field to edit, if necessary. Enter the hours and
Performo will automatically calculate the Amount. Enter

the Override amount to supersede the hours * rate

calculation.

Delete Labor

Figure 49 Edit Labor
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- b x Worker Information
Matthew Gaylen Help  Log Out ID 359 6YEVZ
) Name Bill Hammer
r Edit Labor % | Actions -
MNotification | Email N
Em .
Name Bill Hammer
Phone (773) 832-0200
Date 11/08/2017 -+
Cell Phone | (330) 814-6093
L Hours 200
H41/0 Email bill.h@facilitywizard.com
Rate % 44.00
24 Carpenter
Amount (3) | $100.00
Superviso Daily Report
Override (3) | $100.00
In / Out Im O out O MNA
Delete Labor + — L O2 O3
l_ Rate / Hour | $ 44.00
4 aa ¢ 52 00 ¢ 52 00 A
Employee
Number 73737
Vendor ID Primary []
Vendor

Figure 50 Edit Labor. Rate Automatically Entered from Worker Info Screen Name

LABOR ENTRIES
Click the + button to create a new labor entry. Performo automatically adds a blank line to

the Labor portal and then opens the Edit Labor data entry window.

Click the eoiT button. Performo opens the Edit Labor data entry window. The Name, Date,
Hours, Rate, Amount, and Override fields are all user-definable. Note that the Date is
automatically entered as the current day. Click once to choose a date from the drop-down
calendar. Click the date field a second time to put the cursor in the field to edit the standard
date.

The rate is imported from the worker record. Click the overriDE field to enter a flat fee that

supersedes the hours*rate calculation.
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Parts +
Name Part ID Warehouse Qty Units Unit § % Amount
Valve 3/4" Gate IPS threaded 253480 MAIN 1 ea $6.60 5660 (g
Honeywell part £2768-1120 80-0011 MAIN 1 ea $ 46.00 $ 46.00
Ballast 1-40 24-0280 MAIN 1 ea $7.84 50000 4
Update Inventory $ 142,60

Figure 51 Entering & Editing Parts on Work Orders
[l peete Labor  Click the DELETE LABOR button in the Edit Labor data entry window to remove the

labor record. Note there is no undo. Deleting an item is permanent.

PARTS

Entering materials is the same as entering time. Click the + button to create a new entry.
Performo automatically adds a blank line to the Parts portal and displays the Edit Part data
entry window.

Chose a part by Name or Part Code. Edit Part y

Valve 3/4" Gate IPS threaded

Click the Name field. Performo displays the

Parts value list. Type-ahead is active so 25-3480
begin typing to move through the list to 24-0140 Ballast, RLC-120-TP =
24-0250 Ballast F20WT12, F15WT8, F15WT12
find the correct part. After selecting the 24-0260 Ballast, (2) F30-T12 8G3971W
] 24-0280 Ballast 1-40 =
Name, Performo automatically adds the 24-0321 Ballast 2 tube 40 W 277V
24-0330 Ballasat for 4-T=8 Fixture
Part Code. 24-0360 Ballast, 1F90-T12 A1756

24-0390 Ballast for FOETC/HO
25-3320 Valve 1/2" 1/4 turn Ball Threaded
Click the Part Code field. Performo | 25-3330 Valve 3/8" Gate threaded

| 25-3480 Valve 3/4" Gate IPS threaded
25-3500 Valve 3/4" Gate CXC sweat

automatically displays the Part Code value

list. Type-ahead is active so begin typing to _
il Delete Part

move through the list to find the correct ID

number. After selecting the Part Code, Figure 52 Edit Part Data Entry Window

Performo automatically enters the Name.

Update Inveniory  Next, click the uppATE INVENTORY button to deduct the part from inventory. The uppaTe

INVENTORY button only appears if quantities have been entered in the inventory log.
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TIME & MATERIALS; MATHEMATICS
Performo automatically tabulates time and
materials subtotals and displays the total at
the bottom of the screen. The calculation
for labor is:

Hours * Rate = $ Amount.
The calculation for Parts is

Quantity * Unit $ = $ Amount.

The Additional Markup Percentage is user-
definable, but the Solution Admin controls

the default value.

BILLABLE WORK ORDERS

Click the Billable checkbox if time and
materials are going to be charged back to a
department, division, cost center or other
entity. There are two fields to use. Click the
eiLL To field and choose a value from the list.
Click epiT... to change the values in the list.
Note that this changes the value list for
every other Performo user. Therefore,
please consult with the Solution Admin if
changes need to be made to the Bill to

value list.

WIZARDSOI

I'WARE

S OLUTIONS

The second Bill to field is user-definable. Click to place the cursor in the

field. Any value may be entered. For example, the name of a department,

division or facility, or the account code number for that type of work.

There are radio buttons for designating the amount as Estimated or

Actual. Clicking one, deselects the other.

_+_
Date Hours Rate $ Amount
11/08/2017 200 $44.00 $10000 &
12/11/2014 400 $ 4500 $180.00 &
6.00 $ 280.00
_+_
Qty Units Unit $ $ Amount
1 ea $6.60 $660
1 ea $ 46.00 $4600 &°
1 ea $7.84 $9000 &
$ 142,60
2.00% $8.45
$431.05
y\‘\l/.—\l{l) c ]
Figure 53 Time & Materials: Mathematics
() Estimated O Actual
Acct Code
6 Global Services NIA
. . v
Figure 54 Billable Work Orders Acct Code
Cost Center
Client
Department
Division
Facility
Owner
Project
Region
Tenant
Edit .
Acct Code \%
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>Video Work Order Detail — Procedure Tab

- i :
< A = Performo™ | Work Order Detail Matthew Gaylen Help  Log Out
1< < > > 3o07/30 PM 20370 Location: Center1 Chiller/Boiler

Overview Labor & Parts % Assels Documents Log Emalils Closeout
ystem  Alr Gond 7D ACU-125-AN 7 Name CENTRIFUGAL CHILLER — ANNUAL PM
Procedure Tasks (18) Procedure Text
v # Task Data Units Meter  Asset +
0.10  Record meter reading. 1403 Psl AHU222  AAH.222 Y ox
Power -
020 Record meter reading. 31672 KWHE  concumption | AAA-101 X
0.30 Record meter reading. 425 Gallons grmf’ ACU.107 Yo%
[] 100 USE SAFETY GARB & EQUIPMENT WHEN WORKING ON THIS UNIT Ylox
[] 200 CHANGE OIL & FILTER (USE MFG. SPECIFIED OIL ONLY) Tlox
[] 300 CHECKMAGNETIC PLUG FOR PARTICLES: TEST FOR REFRIGERANT LEAKS Tlox
[] Mandatory Post Data Update from PM Schedule
) i |
6 Global Services Sy T WIZARDSOFIWAR

Figure 55 Procedure

There are three types of procedures used to guide the maintenance team during work
order completion:
e TEXT is a type of procedure that specifies tasks, protocols, policies, or instructions.
e cHeckusT: ...click the checkbox for each task completed.
® METERREADING: ...enter meter readings.
o Meter reading procedure steps can be attached to any asset.
o Meters can be created, viewed, and edited in the Work Order module, the Preventive
Maintenance module, and the Assets module.
o Readings for meters not related to assets can be attached to task steps on CMs and
PMs. One example of this would be a task step to record temperature on a hot/cold
call.

In this section, we will discuss Master Procedures List View, Detail View, and the Master
Procedure sheet. We will also provide details about adding meters to assets in the Assets
module as well as setting up work orders with procedures that require meter readings.

Additionally, we will discuss how to add meter readings to Master Procedures.

Please refer to Master Procedures on page #66 to view additional details.
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>Video Work Order Detail — Assets Tab

m q
Performo™ | Work Order Detail Vattnew Gaylen Help  Log Out
K < > > 3re CM 15563 Location: Centerl 570
Overview Labor & Parts Procedure m Documents Log Emails Closeout
[ o not print assets 3 3 Critical number used for escalations Pick Assets
Asset ID Name Type Crit  Problem Notes Downtime Done
ELEV.270 Elevator A/C Unit Elevator 3.0 Inspect some of our customers are complaining about the elevator being too not... 00 O 7
| S—
ELEV.354 Elevator Control Motor Elevator 30 Edit Asset s
ELEV.441 Elevator Controller Elevator 4.0 Problem Inspect
Notes some of our customers are complaining about the elevator being oo hot. ..
Downtime | 0.0 Hour(s)
Done O
Add Meter Task Remove Asset from this Work Order
@ Global Services \‘,WWMH:.\ TWARE

Figure 56 Assets Tab of the Work Order Detail view

Pick Assets

3 Assets Al m System| Al Building Pick Al ma
ID Name System| AIr Cond Egory Building Floor Crit# Picked
_ Air Handler
ELEV.270  Elevator A/C Unit Elevato Center1 3 ]
ALL
ELEV.354  Elevator Control Motor Elevato| oo or Pavilion 3 ]
ELEV.441  Elevator Controller Elevato, Cooling Parking G 4 ]
E|E9Vﬁ10rk | 3
Heatexch cancel Refurn With Pick
L~ LITN

Figure 57 Pick Assets
4o The Assets tab displays resources attached to the work order. To add an asset to a work

order, click the green pick AsseTs button on the Assets tab of the Work Order Detail view.
Performo will automatically display the Pick Assets data entry window.
1) Click the System field to display the value list. Choose an option.

2) Click the pickep checkbox for the assets that need to be added to the work order.

3) Click the reTurn wiTH Pick button. Performo adds the asset to the work order, closes the

Pick Assets data entry window, and displays the Assets tab of the Work Order Detail view.
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EDIT ASSET DATA ENTRY WINDOW

*rs are complaining about the elevator being too hot... 0.0 |:| .4"'
A
Edit Asset X
Problem Inspect
MNotes some of our customers are complaining about the elevator being too hot. .
Downtime 0.0 Hour(s)
Done |:|
Add Meter Task Remove Asset from this Work Order

Figure 58 Edit Asset data entry window

The edit icon appears in the shape of a pencil to the far right of each asset record. Click the

eniT button. Performo displays the Edit Asset data entry window.

Adjust
Repair
Replace
PM
Edit...

Choose a value from the Problem value list.

Enter notes about the asset.

. ] . Figure 59 Problem Value List
Estimate the downtime if necessary.

Remove Asset from this Work Order

Click the REMOVE ASSET FROM THIS WORK ORDER button to remove the record permanently.

Confirmation is required because there is no undo.
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ADD METER TASK BUTTON ADD METER READING TASKS

Add Meter Task

i i i This will create a task to read a meter for this asset.
Click the App METER TASK button in the Edit

Assets data entry window. Performo
displays the Add Meter Reading Tasks L

dialog box. “This will create a task to read a Figure 60 Add Meter Reading Tasks

Cancel ] I OK

— — &

meter for this asset.” Click the ok button to

proceed.

Performo automatically closes the Edit Assets data entry window; then navigates to the
Procedure tab of the Work Order Detail and displays a blank, unnumbered, ad hoc meter

reading record. The Asset field is automatically filled in with the asset number.

K < > > are CM 15563  Location: Centerl 570

QOverview Labor & Parts Assets Documents Log Emails Closeout

System | Elevator " D 1343 lame  Elevator Management Remove Procedure

Procedure Tasks (2) Procedure Text o e o

« # Task Data Units Meter Asset +

[] 000 Record meter reading. ELEV.441 Tl ox

el:‘ Mandatory e Post Data

6 Global Services 2y yj“"""" S
Figure 61 Meter Reading having been added from Add Meter Task button in the Edit Assets data entry window

1) Enter the ad hoc meter name (a meter not previously attached to the asset).

2) Enter the units to be used for the meter reading.

3) When the work order is completed, the Data for the meter reading will be entered.

4) Click the pone checkbox to indicate the meter reading task step has been completed.

5) Click to enter the serial number for the task step in the # column.

6) Click to edit the task description.

7) Click the manbaTtory checkbox to require that the pone checkbox be clicked prior to
closing out the work order.

8) Click the x checkbox to remove the procedure task step.

9) Click the posT DATA button to record the meter reading on the Meters portal in the
Assets module.

10) Click the rRemovE PROCEDURE button to permanently remove all the tasks steps.
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>Video| Work Order Detail — Documents Tab

The Documents tab of the Work Order Detail view allows users to interact with previously

published content. Documents may be added to the work order and viewed by engineers in
the field. Click the pocumenTs button on the Work Order Detail view. Performo displays the

Documents portal.

X - ™ .
< 'y — Performo | Work Order Detail Matthew Gaylen Help  Log Out
< < > > 21225 REQ Location: Parking Roof, 1st & 2nd Elev. Rm

Overview Labor & Paris Procedure Assels Log Emails Closeout
+

Doc # Category Document Title Version Date Status
861 ElevatorControlGuide 1 04/13/2018 T% Vi
[ 1
6 Global Services g WIZARDSOFTWARE

E e N 437FM

o] B gF L] e

Figure 62 Documents attached to a work order

I Select file to upload x

&« v - » BoxSync » WIZARD » REFERENCE GUIDES » PMO w @ | Search PMO » }
Organize = MNew folder =~ [l 0
L] " Name Date N Type Size
@ ElevatorControlGuide.pdf e 4/13/2018 10:39 AM PDF File a0
- LT - AF120I012 1011 ARA Wilirracnét Wnrd 1 A10d
v £ >
e File name: | ElevatorControlGuide.pdf >
4 m Cancel
. . |
6 Global Services ‘*v\-waunz OFTWARE

Figure 63 Select File to Upload

+ Click the + button. Performo opens the operating system’s select file to upload dialog box.
The file is copied from its original directory and stored in the container field. Uploaded,
attached files are accessible to Performo users. When an attached file is launched, it opens
in the program that created it; if that application is available on the computer running
Performo. Changes made to attached files are saved with the document, but do not affect
the original. Figure 63 shows the four most common steps to navigating to and choosing a

file to upload and attach.

Contact the Solution Admin if assistance is required interacting with the select file to upload

dialog box.
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6 The epiT bocumenT button appears in the shape of a pencil icon. Click the ebiT bocumenT

& Upload

@oemeat - Click the pownLoAD button to copy the document to another directory.

View

il Delete

Performo ™ v10 User Reference Guide

EDIT DOCUMENT

button. Performo displays the Edit Document data entry window.
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< & = Performo™ | Work Order Detail Matthew Gaylen Help  Log Out
1K < > > 21228 REQ Location: Parking Roof, 1st & 2nd Elev. Rm
Overview Labor & Parts Procedure Assets Log Emails. Closeout
+
Doc # Category Document Title Version Date Status
861 ElevatorControlGuide Edit Document e > §
Document 1D 861 %'f':""“;'(': ElevatorControlGuide
Categ -
Statu: N
Document
|
&S Upload &> Download View 1ll Delete
@ Global Services y‘\\\/a\ch-:'
Figure 66 Edit Document Socument D 861 Document D 864
Choose a Category the value | . —
. R Categ User Guide
list. i Installation Guide o]
Sdus
Status Archival
Document Checklist i
Choose a Status from the Document Document [ CeHined
Specification
value list. The Solution Admin Template el
Correspondence —
oversees the Category and Contract Obsalete
Charter
. Certificate |
Status value lists. Report %
Revi
Photo >

The document title is

Figure 64 Document Category

Figure 65 Status

automatically imported during the upload process. However, click to put the cursor in the

field to edit the document title. Enter a document description.

Click the upLoAD button to attach a different document.

Click the view button to open the document in the application in which it was created.

Click the peLeTe button to remove the document from the container.
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DOCUMENT DETAIL

Performo™ | Document Detail Matthew Gaylen Help  Log Out
K < > D 111 Doc# 861 Name ElevatorControlGuide
Overview
BE®BHBRQA OO /v MM OO® 7 - @[ ® signin
ElevatorControlGuide
=
CcM -
0.1 Board Diagrams u
Usgrouide 0.1.1 The 1Q-400 Printed Circuit Board Wiring Diagram
Status Reference N
Info Versions Log
Ver Uploaded By
1 04/13/2018 Matthew Gaylen 'n; X
2 04/16/2018 Matthew Gaylen 7. » 4
Version 2 =
B
Flle llame 02 Elevator Control Panel.pdf B
" E =l
Comment
& Upload &> Download View <] Email @ Delete
@ Global Services Sl * SAEZHUIE u s e o

Figure 67 Document Detail view

In list view, click anywhere on a document record. Performo displays the Document Detail
view. The left side of the display is the Overview section and tabs for Info, Versions, and the
Log. The right side is the document container field. The document container field is

interactive.

@omes - Click the pownLoaD button. Performo will open the Save As dialog box. The document may
be saved in any accessible directory.
@wos  Click the upLoaD button. Performo will open the Select File to Upload dialog box. Uploaded
documents are stored as versions on top of each other see Figure 68.
aver  Click the view button. Performo will open the document in the application that created it; if
that program is available on the computer where the document is being viewed.
=emsy Click the emaiL button. Performo will open the default electronic mail client, and
automatically attach the document.
fio===  Click the peLeTE button. Upon confirmation, Performo will remove the document from the

container field.
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DOCUMENT VERSIONS

Please be aware that uploaded
documents are stored as versions on
top of each other. The most recent one
is displayed by default. Links to the
uploaded documents appear in the
Versions tab on the left side of the

document container field.

Click the versions tab. Performo

displays document versions.

The version being displayed in the
document container is highlighted

yellow.

WIZARDSOI

I'WARE

S OLUTIONS

Vers -1%“5

Ver Uploaded By

1 04/13/2018

2 04/16/2018 Matthew Gaylen

02 Elevator Control Panel_pdf

Matthew Gaylen "

Figure 68 Document Versions

Click any record in the Versions portal. Performo displays that version in the container

field.

Click the peLeTe button on the right side of the portal to permanently delete that version of

the document. Note that there is no undo. Once the document version is removed - it

cannot be retrieved.

Best Practice: it is probably prudent to save only the most critical versions. Multiple copies of

large documents take up space on the FileMaker server and eventually will have an impact on

performance.
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>Video, Work Order Detail — Log Tab

Performo™ | Work Order Detsail Malihew Gaylen Help  Log Out

1K< < > > 2123 REQ Location: Parking Roof, 1st & 2nd Elev. Rm
Overview Labor & Parts Procedure Assets Documents “ Emails Closeout

Milestone Log

Date Time By Status

02/27/2018 1:32 PM Dave Wizard Order Emailed to Assignee

02/27/2018 1:33 PM Dave Wizard Order Emailed to Assignee

03/27/2018 2:02 PM Matthew Gaylen Order Emailed to Assignee

04/03/2018 12:52 PM  Matthew Gaylen Printed Work Order

04/03/2018 1:01 PM Matthew Gaylen Printed Work Order L
Public Notes (seen by requesters) Private Notes (hidden from requesters)

Panel control board needs replaced Door King 2348-010 Elevator Control Board

Door King Inc. Pcb Elevator Control Board

$1,347.95

5 n |
g Global Services Ei ), WIZARDSOFTWARE

Figure 70 Log tab of the Work Order Detail view

Closed Out

Completed

Completed on Mobile Device
Hold

In Progress [ Working
Marked DNC

Mobile Work Start

Mobile Work Stop

9. New Note on Mobile Device
10. New Order from PM

NSO AN

MILESTONE LOG — PUBLIC & PRIVATE NOTES

The Log tab of the Work Order Detail view displays the 1. New Public Nots on Mobile Device
12. On Hold
Milestone Log, Public Notes, and Private notes. 18 Order Bmalled o Assianee

15. Printed Work Order
16. Received Work Request
17. Received Work Request Call
3 3 3 18. Removed DNC
The Milestone log displays Date, Time, By, and Status. e
20. Request Un-denied
21. Reguester Comment
22. Scheduled PM manually skipped
Public and Private notes may be entered by the work order 2 Shedued PWskipped dueto previous open work order <>
. . . . . 25. Survey Submitted
admin or the field engineer; the difference being that 26, Work Order Completed
27. Work Order Created
1 1 1 28. Work Order Created From PM
private notes are only viewable on the work order by field 2 WoikOrder Crested From Pt
. . 30. Work Order Created on i0OS/iPhone
engineers and work order admins. 31. Work Order Crested on Mobile Device
32. Work Order Created on WebDirect/Mac
33. Work Order Created on WebDirect/PC
34. Work Order Created on WindowsPC
35. Work Order Re-Assigned to <engineer name>
36. Work Order Re-Opened|

Figure 69 Milestones Recorded
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>Video| Work Order Detail — Emails Tab

Send Email Again

Performo™ | Work Order Detail

A

yWIZARDSOFT
soLU

-

Matthew Gaylen  Help Log Out

1< < > > sis CM 20454 Location: Parking Roof, 1st & 2nd Elev. Rm

Overview Labor & Parts Procedure Assets Documents Log m Closeout
Requester joesuburbs@agmail.com Admin(s) DavidJ@fwizdemo.wko Reset
Assignee AaronS@americanelectric.com Manager(s)  MarkN@fwizdemo wko

New Email from Template

Email / Notification Log

Template Subject

Worker Notify Work Order Alert

Worker Notify Work Order Alert

Worker Notify Work Order Alert

Num Assigned Work Request Number Assigned
CompleteSurvey Work Order Completion h

6 Global Services

Date Time
02/27/2018 1:33 PM
02/27/2018 1:36 PM
03/27/2018 2:03 PM
04/17/2018 3:27 PM
04/17/2018 3:30 PM

*“"”‘"”“Z".'. o

Figure 71 Email Messages

Email message notifications
are configured to be sent
automatically at work order
milestones. When Performo
sends an email notification
an entry is made in the
Email /Notification portal.
Click any of the Email
notification records to view

the content of the message.

The Solution Admin

Email Detail

Parent Record

Work Order #20454

General Information

Status Emall sent successfully from server

Email Sent 04/17/2018 3:30 PM

Created 04/17/2018 3:27 PM
joesuburbs@gmail.com

Copies To DavidJ@fwizdemo . wko

Subject Work Order Con%etlon

Attachment(s)

Thank you for using our web-based work request system.
The following work order has been completed.

Work Order #: 20454
Complete Date: 4/17/2018
Complete Time: 3:27:30 PM

Job Type: Elevator

Assigned To: Aaron Shea

Status: Complete

Priority

Description: Record the number of trips displayed in the
control panel inside the main control elevator.

We would greatly appreciate your evaluation of our work
Please follow this link to a very short performance survey.
hitps:#/pmodev.wizardsoftware. nevfmimebd/?homeuri=https
/idev wizardsoftware net#PMO_REQUEST_vo?
script=opening_closing&
$SurveylD=DEMO_180227_132704_ZJ5

Send Email Again Close

Figure 72 Email Message Details

configures email content and designates recipients for each milestone.

Click the senp EmaiL AGAIN button. Performo dispatches the message to the recipients.

Performo v10 rev #20-083
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START NEW EMAIL MESSAGE

In Performo, work order admins can also generate an email message manually.
Choose a value from the New Email From Template value list. Under the hood, Performo
adds previously designated recipients and content to the message. The Solution Admin

designates recipients and body content.

Click the sTArRT NEw EMAIL button. Performo displays the Prepare Email data entry window.

Prepare Email

0 joesuburbs@gmail com This email has been automatically sent from the Performo work order
system. The following work request has been received and assigned
Copies To AaronS@americanelectric_com; to a worker
pies DavidJ@fwizdemo. wko

Request # YFABG23
Subject Work Request Number Assigned Work Order #: 20454
Job Type: Elevator
Assigned To: Aaron Shea
Status: Complete
Priority
Description: Record the number of trips displayed in the control panel
inside the main control elevator

Flease do not respond to this email

Contact the work order system administrator with any questions you
may have

Figure 73 Prepare Email Message Data Entry Window

The To field, Copies To field, Subject field, and the content of the email message are all user-
definable. Click to put the cursor in the field to enter new data or edit existing info. Choose
the sLAnK template from the New Email From Template value list to start from scratch.
When the Blank template is chosen; users must enter data in the To field, Copies To field,

Subject field, and the content of the email message.

Click the senp EmaiL message button. Performo sends the email message to the recipients

and makes an entry in the log.
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>Video) Work Order Detail — Closeout Tab

After the work order has
been completed, an email
message is sent to the
recipient. Click the link in
the email message, or
paste it into a browser
URL field.

Click the Closeout tab to
view the results of the

survey.

. Performo v9 Dev Mailer - DOPPLER <wizardmailer@i{
tome |~

4:18 PM (0 minutes ago)

Thank you for using our web-based work request system. The following work order has been
completed.

Work Order #: 20454
Complete Date: 4/17/2018
Complete Time: 3:27:30 PM

Job Type: Elevator

Assigned To: Aaron Shea

Status: Complete

Priority:

Description: Record the number of trips displayed in the control panel inside the main control
elevator.

We would greatly appreciate your evaluation of our work.

Please follow this link to a very short performance survey:

https://pmodev wizardsoftware netfmiwebd?homeurl=https-/idev.wizardsoftware. net#PMO
REQUEST_v97script=opening_closing&fSurveyID=DEMO_180227_132704_7J5

Figure 74 Work Order Survey REQ

Mafthew Gaylen Help  Log Out

< < > > 2325232
Overview Labor & Parts

Closeout

Closed out D Signature

Job Performance Survey

Was task completed in an acceptable
amount of time from date of request?

Comments

Performo™ | Work Order Detail

CM 20458 Location: Annex 18552
Procedure Assets Documents Log Emails
® Yes Overall level of satisfaction ~ POOR OK EXCEEDS
O No for completion of task 01 02 O3 O4 ®5

The engineer responded in a timely fashion and the issue has been resolved.

Submitted By Joe Suburbs Date 04/18/2018
Followup Notes
Staws O Review ihe engineer was given a raise as a result of performing duties In an exemplary fashion
o O Followup a g pe 9 plary :
® Complete
Date 04/18/2018
7 _ | .
6 Global Services \, WIZARDSOFTWARE

Figure 75 Work Order Detail - Closeout Tab

The requester fills out the Job Performance Survey section. The work order admin handles
the section for Follow-up. Click the radio button for review, or FoLLowup, or compLETE. Choose
a date for Review, Follow-up, or Complete.
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COMPLETING A WORK ORDER

K < > > 1115 1K < > > 15115 1K < > > 15118
m Labor & Parts Procedure m Labor & Parts Procedure m Labor & Parts Procedure
General General General

Crder # REQ Priority 1 N Order # 20462 Priority 1 - Order # 20462 Priority 1 -
Request# MQYE300 Category CM Category CM

Entity DEMO Entity DEMO Entity DEMO

NN CIDECEEN R

Figure 76 Stages of a Work Order

Stage 1: REQ received formo™ | Work Order Detail
Order # = REQ. REQ is short for request. CM 20462 Location Annex 333
Rhymes with wreck. Assets Documents Lol
May also be pronounced: Are Ee Queue.
Assign
. . Request | 146 Cold
Stage 1a: There must be an assignee. Click the THRee-DOTS Type

button to open the Assign Worker data entry window. Or Job Type | Too Hot / Too Cold

click the assiGnEee field to view the Worker/Vendor value Assignee %
list. Note this process may be automated by the Solution Pick warker or vendor to assign |
Admin and the project implementation team during o o

system setup.

Assign C
Stage 2: Deny or Approve S
S4UESL 100 Cold
. Type
Click the green approve button. Approved work orders are " !
. . Job Type | Too Hot/ Too Cold
assigned the next unique work order number. ﬁ
Assignee
Aaron Shea 1=
. . AGC Automatic Gate Co (V)
[ Stage 3: Engineer Completes Work Order e | Amer Lock and Supply inc (v)
. - - Hours American Electric Supply Co. (V) —
onC The engineer can do this in the field; or the work order ' American Supply Co.
. g s . . Andy Corey
admin can do it in the office. Click the green compLETE Location | Andy Holub
. . . Anthony Kidd
button. Alternatively, click HoLb or bnc. DNC stands for Did Buiding | Best Access Systems Division
Bill Hammer
Not Complete. Floor Capitol District Supply Co. (V)
CD Lowrey & Associates (V)
Details Cotey Construction (V)
Crane Pest Control (V)
Dave Yozze -
— Flanr A

Figure 77 Assignee Selection Process
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PRINT A BATCH OF WORK ORDERS

Performo™ | Work Order List Mafthew Gaylen Help  Log Out
231 Work Orders Q l Filters l Status: Open Property: DEMO
Order# ENT Cat Job Type Order By Assign To Start Date  Building Description Map Work Orders
Re@  DEvo Rea 12POU carson, Mark 03/3022018 Center2  mectiot | Work Orders List Report
REQ  DEMO REQ 190U carson Mark 03/302018  Center2 oot P! work Orders Baich Report
6 pEmo oM 190MOU carcon Mark  Andycorey 033012018 Center2 rearmt Custom Report
I 15852 DEMO PM Plumbing  Alen, Charlie Andy Corey 08/21/2017  Center1 ngck breaker 2 Open
Figure 78 Print Batch / Work Order List View
When navigating to the Work "W REPORT PREVIEW
. 1 ? . —
Order module, the default list Tota ) =
Pages Save as Excel Save as PDF Print  Print Setup
view is open work orders and Layout [plwkad Bt v VewAs
REQs. The work order admin
i . . - Wizard Samware Soltions
can then approve or deny i NIZAKCAOAERARY WORK ORDER # REQ
RE QS' CliCk the ACTIONS bUtton Asalgn To Order By  Carsan, Mark Entry Date 0330018 £43PM
. . Job Type  Too Hol/ Tao Cald Dept Developmant Target Date 0330018 843 PM
on the Actions bar to view auary  cuker O Work st o 5
. . Floar 2 Priority 1 Compiated
options for the found set. Click noom a2
Laocation
the WORK ORDERS BATCH REPORT Description
Request Type: Too Hat
. - fest autopick
option. Performo displays the ’
- . v Taska Data
first page of the batch in
. Condifion | Completion Status
Preview Mode.
omplation Date I 1 Tima H Tachniclan
2 o - -
Poges Faciities Engineering Management

Click the Arrow buttons to

view the next or previous Figure 79 Batch of Work Orders Queued for Printing
work order. Use the slider to

advance to any individual record or the last record in the found set.

= Click the Save as por button or the priNT button to proceed. Performo saves all the work

Save as PDF

= ordersinone PDF file or prints one page for each order in the found set.

Print

Click the exiT PREVIEW button to return to the found set of work orders.
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Master Procedures

Matthew Gaylen  Help Log Out
= Performo™ | Master Procedure List i .
| -+ | | Actions
e Text: All  Tasks: All
Code Type Procedure Name Assel Go to Master Procedures
1138 Cooling Small Cooling Annual Procedure
Create WOs from Found Set
1143 Cooling small Cooling Weekly Procedure
ACU-102-6M Air Cond ELECTRONIC EQUIP A/ C UNIT — 6 MONTH PM Reset Next Start Dates from
Last WOs
ACU-103-6M Air Gond CENTRAL AC SUPPLY-FILTERS — 6 MONTH PM
ACU-104-6M Air Cond H20 COOLED AIR CONDITIONER — 6 MONTH PM P Schedules List Report
ACU-105-6M Air Gond WINDOW AIR CONDITIONER(S) — 6 MONTH PM 3
PM Forecast Report
ACU-105-AN Air Cond WINDOW AR CONDITIONER(S) — ANNUAL PM
ACU-106-AN Air Cond GLYCOL / H20 COMP / CONDENSER — ANNUAL PM Custom Reports
ACU-107-6MT  Air Cond AR COOLED CONDENSER COIL — 6 MONTH PM
03/19/2018
ACU-108-QT Air Gond CEILING MOUNT HVAG-ELECT — QUARTERLY PM v ¥ 1008
ACU-109-QT Air Cond HVAC W / HUMIDIFIER / FILTERS - QUARTERLY PM v v 1009
ACU-110-AN Air Cond STEAM INJECTION HUMIDIFIER — ANNUAL PM N A T
ACU-111-6M Air Cond SELF-CONTAINED HUMIDIFIER — 6 MONTH PM v v 1M
ACU-112-6M Air Cond CONSOLE-TYPE HUMIDIFIER — 6 MONTH PM v v 1012
AR . R, . s anan
5 '}
Global Services WIZARDSOFTWAR

Figure 80 Go to Master Procedures

MASTER PROCEDURES LIST VIEW

A Master Procedure is a template. Procedures can be asset-related or not. A Master
Procedure may contain text, task steps, and, or, meter readings. Master Procedures are
used on preventive maintenance and corrective maintenance work orders. Master

procedures may also be attached to assets for use on subsequently created work orders.

To create, edit, and manage Master Procedures click the aActions menu button in the
Preventive Maintenance Schedules module. Click Go To MASTER PROCEDURES to view the list.
Note that setting up and scheduling preventive maintenance will be covered in a

subsequent section of this user reference guide.

The Master Procedure list view displays sample records that come with the off-the-shelf
version of Performo. These can be used as is, modified, or deleted. Use the global search or
click the riLTers button to find and display the procedures that need to be investigated,

analyzed or managed. Click anywhere on the item to view the detail.
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Click the + button on the Actions bar to create a new procedure.

< & = Performo™ | Master Procedure Detail Matthew Gaylen  Help  Log Out
K <> Ol e
Procedure ID | 1138 lame | Small Cooling Annual Procedure Type | Cooling N
Text | TaskList  PM Schedules PM Assets  Notes

Text - Active Convert to Tasks

Use these instructions together with the Cooling Tower Inspection Checklist Manual 92-1447]

-Make sure that the device is unplugged before starting review.
-Ensure that supervisor is aware that you will be starting the annual review.

I’ |
6 Global Services Sy WIZARDSOFTWARE™

Figure 81 Master Procedure Detail > Text Tab

MASTER PROCEDURE DETAIL > TEXT TAB

Navigation to the Master Procedure Detail view always lands on the Text tab first.

+  Click the + button on the Actions bar. Performo automatically displays a blank Master
Procedure detail record.

Text - Active Any guidance, directions, or tips may be entered. Click the Text - AcTive checkbox. The
procedure is now set up. What happens is 1) the Master Procedure is chosen on the work
order or asset. And then, 2) the data from the template appears on the work order when it
is printed or viewed on a device in the field. Note: in the case of a Master Procedure

attached to an asset, the data from the template appears on the work order when the asset
is attached to the work order.

Procedure 1D Procedure ID numbers are user-definable. However, | FeMeerfre i
. . . y The Py dure ID should b i . That ID
the next number is automatically assigned and A aresgyken,

displayed. This ensures that each master procedure has
a unique ID. Click to place the cursor in the field to enter ||

—

aunique value. Figure 82 Procedure ID Must Be Unique
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MASTER PROCEDURE SYSTEM TYPE VALUE LIST

™

Performo

| Master Procedure Detail Matthew Gaylen  Help  Log Out

3/ 896 Master
K< > ol 3sesmast

Procedure ID | 1343 Name  Elevator Management

Performo™ | Work Order Detail Matihew Gaylen Help  Log Out

1<K < > > =2r229 REQ Location: Parking Roof, 1st & 2nd Elev. Rm Fire Protect

Furniture

Qverview Labor & Parts Assets Documents Log Emails Closeout Hardware
Heatexch _|
Hot H20
. Janitorial
System 10771343 Mame  Elevator Management Remove Procedure Kitchen

- 1343 - Elevator Management Landscp
Prd Emerg Puweﬂg ELEV-267-6M - ESCALATOR LL) — 6 MONTH PM Laundry -
Exhaust ELEV-267-AN - ESCALATORS (ALL} — ANNUAL PM
« | Fire Protect ELEV-268-6M - PATIENT / SERVICE-HYDRAULIC — 6 MONTH PM Its Meter Asset +
Furniture ELEV-268-AN - PATIENT / SERVICE-HYDRAULIC — ANNUAL PM -
l:‘ " Hardware ber | Ev-269-6M - PATIENT / SERVICE-ELECTRIC — 6 MONTH PM - Trips ELEV.441 X
Heatexch I ELEV-260-AN - PATIENT / SERVICE-ELECTRIC — ANNUAL PM
Hot H20 ELEV-270-AN - SERVICE / FREIGHT-ELECTRIC — ANNUAL PM b
Janitorial ELEV-270-QT - SERVICE / FREIGHT-ELECTRIC — QUARTERLY PM
Kitchen ELEV-271-6M - SERVICE / FREIGHT-HYDRAULIC — 6 MONTH PM
Landscp ELEV-271-AN - SERVICE / FREIGHT-HYDRAULIC — ANNUAL PM
Laundry - ELEV-272-6M - DUMBWAITER - HYDRAULIC — 6 MONTH PM -
6 Giobal Services o )'(n-mm OFTWARE

Figure 83 Master Procedure System Type Value List as shown also on the Work Order Detail view

1) On the Master Procedure Detail view, the Type is user-definable. The value list
displays previously entered items. Choose a value from the list, or click a second time to
put the cursor in the field to create a new entry or to edit an existing selection™.

*Editing an existing selection does not change any previously entered records.

Henceforth, the master procedure appears when that type is selected. The value list

appears in the Work Order detail view and the PM Schedule detail view.
2) On the Work Order Detail view, choose from the System value list.
3) The ID field displays only the Master Procedures realted to that System.
This type of calculated value list is an example of using one value list to calculate or narrow

down the options that appear in a subsequent value list. The procedure for choosing Master

Procedures is replicated in the PM Schedules module.
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CONVERT TO TASKS

Task List

Text

Text - Active ] Convert to Tasks # Task List - Active
1.00 USE LOCKOUT/TAGOUT PROCEDURES--CAUTION ROTATING PARTS
1. USE LOCKOUT/TAGOUT PROCEDURES—CAUTION ROTATING PARTS

2.00 INSPECT FAN UNIT & OPERATION FOR THE FOLLOWING CONDITIONS:

[1

[ 1 2. INSPECT FAN UNIT & OPERATION FOR THE FOLLOWING CONDITIONS:

[ 1 2.1 ELECTRICAL CORD & PLUG IS IN GOOD CONDITION

[ ] 2.2 EXCESSIVE NOISE OR VIBRATION 210 ELECTRICAL CORD & PLUG IS IN GOOD CONDITION
[ 123ALL CONTROLS WORK PROPERLY

[ 1 24 FANUNIT SITS LEVEL 220 EXCESSIVE NOISE OR VIBRATION

[ 1 3. REMOVE FAN GUARD & CLEAN FAN BLADES 2130 ALL CONTROLS WORK PROPERLY

[ 14 LUGHTLY OIL MOTOR & ROTATING PARTS IF APPROPRIATE
240 FAN UNIT SITS LEVEL

[ 1 5 CLEAM, ADJUST, REPAIR, TIGHTEN & REPLACE AS REQUIRED
300 REMOVE FAN GUARD & CLEAN FAN BLADES

WARNING: CONVERT TEXT TO TASKS & ROTATING PARTS IF APPROPRIATE
There are already 19 tasks.

Do you want to Replace or Append to them? AR, TIGHTEN & REPLACE AS REQUIRED

Figure 84 Text Converted To Tasks

| Replace H Append | Cancel |
|

Optionally, click the green converT o TAsks button. Choices for converting text to tasks
include replace, append, and cancel. Click the appenD button. If the items are not already
numbered, then Performo adds the items to the bottom of the list in 0.01 increments.
However, remember that these values are user-definable. Click to place the cursor in the #
field. Edit the number as needed. Note that blank lines in the Text field are counted, but not
displayed.

On work orders, each item appears with a checkbox. The checkbox is used in the field to

track step completion.
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~>Video | MASTER PROCEDURE DETAIL > TASK LIST TAB

— ™ .
< A& = Performo™ | Master Procedure Detail Matihew Gaylen Help  Log Out
11894 Master
Ko< o oo
Procedure ID | 1138 lame | Small Cooling Annual Procedure Type | Cooling ’
Text Task List PM Schedules PM Assets Notes
Clear All +
# Task List - Active Data Meter  Indent Bold
100  Unplug Unit 0 v %
200  Tower Casing | ~ [ x
210 Visual evaluation of the condition of the water and the distribution basins mE Yl O x
220 Look for leaks, cracks, holes or general deterioration, including air leaks between adjoining | Yl O x
panels.
230 Make sure that hardware attaching the casing to the structure is tight and in good condition mE s O x
2.40 Inspect steel casing for corrosion or scale buildup D . v D %
> i
6 Global Services y\\ 1ZARDSOFTWARE"

Figure 85 Master Procedure Detail > Task List Tab

The Task List tab of the Master Procedure Detail view contains the to-do list.

Click the Task LisT tab. Performo displays the Task List portal. Click the TAsK LIST - ACTIVE
checkbox to display the task list when the procedure is added to a preventive or corrective

maintenance work order.

Click the + button. Performo automatically places a blank line in the portal. Data entry may
begin immediately. Enter a number in the first column. The Task List item number is used
to sort the list. Any number may be used with or without decimals.

Enter a description for the task step.

Click the checkbox in the data column to display a field for data entry on a work order.

Click the meTer field to view the data type value list for the meter reading. a_ ree e
Electric
|:| Mileage il
Enter a number in the Indent field. Performo will indent the task list item i (
the number of spaces specified. This is useful to nest ‘child’ steps under [] | Rebt B
.| Tanklevel
‘parent’ steps. g -
Time
D .
l:‘ ) Other._..

Figure 86 Meters
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ADDITIONAL TASK LIST DATA ENTRY

™ H
Performo™ | Master Procedure Detall Matthew Gaylen Help  Log Out
IK < > 3| 111MasterProcedures
Procedure ID | AHU-133-AN flame | OSCILLATING / STATIONARY FAN — ANNUAL PM Type | AIr Handler N

Text Task List PM Schedules PM Assets Notes e
H Clear Al

# Task List - Active Data  Meter Indent Bold

1.00 USE LOCKOUTITAGOUT PROCEDURES--CAUTION ROTATING PARTS ﬂ % | e
200 INSPECT FAN UNIT & OPERATION FOR THE FOLLOWING CONDITIONS: l:‘ v l:‘ %

210 [,\\3 ELECTRICAL CORD & PLUG IS IN GOQD CONDITION ‘ Hi 3 l:‘ %

220 EXCESSIVE NOISE OR VIBRATION . . l:‘ %

230 ALL CONTROLS WORK PROPERLY l:‘ %

240 FAN UNIT SITS LEVEL l:‘ %

3.00 REMOVE FAN GUARD & CLEAN FAM BLADES l:‘ %

4.00 LIGHTLY OIL MOTOR & ROTATING PARTS IF APPROPRIATE l:‘ %

5.00 CLEAN, ADJUST, REPAIR, TIGHTEN & REPLACE AS REQUIRED l:‘ %

g Global Services * WIZARDSOFTWARE”

Figure 87 Setting up Task List Steps for Display on Work Orders
1) Click to clear all task list steps. No undo.
2) Click to add a new task list step.

3) Click to remove the task list step. No undo.
4) Click to make the task list step bold.

5) Click to put the cursor in the field. Enter a specific number of spaces to indent the step.

Useful for nesting child steps under parent steps.

6) Click to add a meter reading to the task list step. And. Click to require that data be added
to the meter reading for that task list step. This will appear on the work order whether
it is displayed on a preventive maintenance work order or a corrective maintenance
work order.
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ADD A PROCEDURE TO A WORK ORDER

Performo™ | Work Order Detail Matthew Gaylen Help  Log Out
< < > > 21213 o REQ Location: Annex 18552
Overview Labor & Parts Assets Documents Log Emails Closeout

e e :
System | Elevator YD 1343 " name  Elevator Management @
Procedure Tasks (2) Procedure Text o
+

# Task Data Units Meter Asset

. (5]
|:| 1.00 Open Control Panel 7 9

l:‘ 200 Record the number of trips are displayed in the control Trips MY,
panel
|:| Mandatory i Post Data
b ) | . -
Global Services i;'p- y WIZARDSOFTWARE

Figure 88 Add A Procedure To A Work Order

1) Click the procebure button on any Work Order Detail screen.

2) Choose an option from the System value list.

3) Once a System is selected in step #2, then, a Master Procedure from that system can be
selected in the ID field.

4) Click the + button to create a blank line in the Procedure Tasks portal.

5) Editthe Task step number if necessary, and then create a name.

6) Ifan assetis chosen, then meters attached to that asset will appear in the Meter value
list. Choose a unit. Data is collected in the field by the engineer, custodian or worker.
a. Ifan assetis not selected, the task step can still have a meter reading.
b. Enter a meter name and units... Data will be collected in the field.
c. Ifthere is no meter reading, the task step can still be checked off using the

checkbox on the far left of the row (step #8).

7) Click the post paTA button to transfer the Data recorded on the Meter. Performo posts
the data to the corresponding record in the Asset module.

8) Click the manbatory checkbox to require the engineer to check the box prior to
completing the work order.

9) Click the x to the right of the row to delete that task step.

10) Click the remove PrRoceDURE button to delete the entire process from the work order.

The process is the same in the PM Schedule module.
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PROCEDURE DISPLAYED ON WORK ORDER
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When a procedure is copied

from a template to a work Sk vrzaxosgra WORK ORDER # REQ
43208
order there will be 1) a
Asalgn To  Aaron Shea Order By Ada, Allen Entry Date 0227118 1:27 PM
checkbox, 2) a place to enter b o, e
Ing entar L] E
data if the task requires a — e compee
. flon Bank 1 elevalor 1
meter reading, and 3) the —
. Record fhe numiser of trips displayed In the conirel panel Inside fhe main control alevator.
standard completion .
#  Tasks Data
information. OD 100 Record tha numbsr of &ips dispiayed In the control panal e
. ‘Conditlon | Complation Status
Click the checkbox on the work
Tima Technlclan

Faclities Engineering Management

order to indicate that the item e o —'—'— —_—

was addressed. If this is taken
care of on a paper copy, then the Figure 89 Procedure displayed on a work order

work order admin will have

Performo™ | Work Order Detail

to 1) manually click the

K < > >l 118 REQ Location: Center1 lobby
checkbox on the work order Ovenvew | Labor & pars poscs | Documens 109
in PeI‘fOI'mO al’ld 2) manually System | Elevator 0 1343 " Name  Elevator Management
enter the data on screen. Procedure Tasks (1) Procedure Te

v #  Task Data units

0 [ ] 100 Record the number of trips displayed in the control panee | ea

Matthew Gaylen  Help  Log Out

Emails Closeout

Meter Asset +

Trips X

Enter data. Checkmark when done.

Mandatory

6 Global Services

Figure 90 Completing the Tasks on a Work Order
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ACTIONS OPTIONS FOR MASTER PROCEDURES

On the Master Procedure screen, the Actions menu Matthew Gaylen Help  Log Out
includes two choices: 1) Delete Procedure, and
2) Procedure Sheet Report. m

Type | G Delete Procedure

Navigation note: Click the Back button in the upper, left-
hand corner of the screen to navigate to the Master Procedure Sheet Report

Procedure list view.

Clear All +
Meter Indent Bold

PROCEDURE SHEET REPORT — AKA MASTER PROCEDURE SHEET Figure 91 Master Actions Menu

Wizard Saftware Solutions

i
‘x WIZARDSOFTWARE Master Procedure Sheet
AXA01E
Procedure ID 1138 Type Coaling
Procedure Mames Small Cacling Annual Procedure
Procedure

Use thase mstructions sagather with the Cacling Tower Inspection Checklis! Manual 92-1447.

-Make sure tha the desice is unplugged bedors starling raview.

-Ensure thal supervisor is aware that you will be starting the annual review.

Task List

L] Task Data Meter Indent Baold

1.00 Unplug Unit b4

2.00 Tawer Casing

210 Wisual avaluadan af the condilion of te water and the distribution basing 3

2.2 Look for leaks, cracks, holes or general detedonation, including air keaks between adjoining 3

2.3 Make sure that hardware attaching the casing o the structure is tight and in good condition 3

2.40 Im=pect sleal casing far cormosion or scake buikdug 3

a0 Distribution Basin

31 Check for deterionation of the basic mabadal. 3

320 Check wand for decay, and check for corrasion of siesl 3

A Look far leaks between adjoining panels. 3

3440 Imspect the infegrily of basin support membears, 3

A.50 Check lightness of boked joints in steel or fiberglass basins. 3

4.00 Piping

4.10 Ir=pect ron pipe for coresion and kss of coating material. % 3

4.2 Exarnine all supports ta insure their integrily far conlinwed service, 3

4.3 Spat check for leaks and for Bightriess of balted joims. 3

4.40 Loak far sigre of delerioration an PYC or fberglass pipe. 3

5.00 Low Pressure ® Pressure 2 b4

.00 High Pressure Mater e Pressure 2 4
Fadlities Enginesring Management Page 1

Figure 92 Master Procedure Sheet
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Meters
[>Video | METER READING SET UP: PART | — NAVIGATING TO THE ASSETS MODULE

A separate, distinct type of a Master Procedure task step is a meter reading. Meter readings
can be virtual, ad hoc, or tied to an asset. Meter readings allow companies, corporations,

and institutions to monitor gauges, pumps, usage, flow etc.

To tie a meter to an asset; step one is to navigate to an asset. Step two is to add the meter to
the asset.

There are a couple of ways to navigate to the Assets

module to begin setting up meter readings.

Work Orders

Option 1: From the Main Menu of the Home Screen, click
the assets button.

Assets k
Option 2: Click the navigaTion MENU button on any screen
Figure 93 Assets Module and choose the Assets module.

Option 3: From within any portal in any other module where an asset is displayed, click
anywhere on the record to view the detail in the Assets module.
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>>Video | METER READING SET UP: PART Il — METERS TAB OF ASSET DETAIL

o

IEI Delete Meter

< A& = Performo™ | Asset Detail Matthew Gaylen Help  Log Out
K < > > 111 ELEV.354 Elevator Control Motor Location: Pavilion
Overview PM Schedules History Specs & Paris Service Documents Moves
Meters Asset Meters Report T
Minimum Maximum
Meter Name Type Units Reading Reading Notes Meter ID
Control Panel Elevator Trips ;ggf; !?ner reading meter 345 o ?
Readings Filte ) +
Meter Name Date Work Order # Current Reading Notes
Control Panel 10/01/2017 113.0 Vs
Control Panel 07/01/2017 117.0 ra
Control Panel 04/01/2017 1200 ra
Control Panel 01/01/2017 141.0 ra

pr ) i
G Global Services L, )‘, WIZARDSO .

Figure 94 Meters, Assets & procedures

Click the meTers tab on the Asset Detail screen. The Meters tab of the Asset Detail screen
displays a list of meters related to the asset, and the history of previous readings.

This screen also allows users to enter new meters and readings.

On each portal, click the + button to add another record. Adding a record to the Meter portal
allows users to add a meter to the asset. Creating a record on the readings portal is for

adding meter reading data.

The edit button appears in the shape of a pencil icon. Click the penciL icon. Performo opens a

data entry window. Click to place the cursor in any field to enter or edit data.

The delete meter button is in the lower right-hand corner of the Edit Meter, and the Edit
Meter Reading dialog boxes.

Setting up the meter on the asset allows meters readings to be connected to PMs and CMs.
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METER READING SET UP: PART IIl — ADD METER & EDIT PARAMETERS
Click the + button on the Meters tab of the

Asset Detail. Performo opens a data entry Edit Meter x
window. Begin by entering a Meter Name. Airflow Intake
The meter name is user definable. Pressure.
Electric
| Mileage
Choose a Type from the value list. Or click a
eboot
second time on the field to enter data i:”m’;'e"e'
manually. Time
e
343
Click the uniTs field to choose Amps, s’
Celsius, Fahrenheit, Gallons, Miles, Volts, [ elete meter | s

etc. Click the eoiT... button to manage the
value list. Remember that a hyphen (- ) on Figure 95 Edit Meter Data Entry Window
a line by itself in the Edit... window creates a separator line between values. Changes made
using Edit... dialog box affect every other user of Performo. Previously created records are

not affected.
The Minimum Reading and the Maximum Reading are optional fields and will not be used
for every meter. Notes is also optional but might include instructions about where to find or

how to access the meter as well as warnings about out of range measurements.

At this point; the meter is set up and it can be added to CMs and PMs.
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PICKING METERS HAVING BEEN ADDED TO ASSETS ON A WORK ORDER

Pick Assets

3 Assets All m Systée All Building N Pick All Cl&é
ID Name System| AIr cond Egory Building Floor Crit# Picked
_ Air Handler
ELEV.270  Elevator A/C Unit Elevato Center1 3 ]
ALL
ELEV. 354 Elevator Control Motor = L — or Pavilion 3 D
ELEV.441  Elevator Controller Elevato| ©ooling Parking G 4 []
Elevatork | 3
Heatexch
Cancel Return With Pick

Ling LIOA

Figure 96 Pick Assets

After meter readings are added to assets, those assets can be added to work orders. From
the Assets tab of the work order, click the pick Assets button. Performo will automatically
display the Pick Assets data entry window (Figure 98).

1) Click the System field to display the value list. Choose an option.

2) Click the pickep checkbox for the assets that need to be added to the work order.

3) Click the reTurN wiTH Pick button. Performo will add the asset to the work order, close the

Pick Assets data entry window, and display the Assets tab of the Work Order Detail view.

i1 .
Performo™ | Work Order Detail Matthew Gaylen  Help  Log Out
1K < > > 216 REQ Location: Parking Roof, 1st & 2nd Elev. Rm
Overview Labor & Parts Assets Documents Log Emails Closeout
System | Elevator YD 1343 " wame  Elevator Management
Procedure Tasks (1) Procedure Text e e e
v #  Task Data Units Meter Asset +
D 1.00 Record the number of trips are displayed in the control panel Trips X [»
D Mandatory Post Data
& covas 0 L wizaxpsorrwa
obal Services B ¢

Figure 97 Asset added to Work Order
Click the procebure button. In the Procedure Tasks portal, 1) choose an asset first. Then 2)
choose a meter and 3) units. 4) Data will be added in the field or when the work order is

completed.
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ADDING A VIRTUAL OR AD HOC METER READING TO A WORK ORDER

< A = Performo™ | Work Order Detail Matthew Gaylen  Help  Log Out
1K < > > =ais CM 15563  Location: Center1 570
Overview Labor & Paris Assets Documents Log Emails Closeout
0 (2]
System | Elevator Tl D 1343 N lame  Elevator Management
Procedure Tasks (1) Procedure Text e e o 9
IV Task Data Units Meter Asset +
l:‘ 1.00 Record the number of trips are displayed in the control panel Trips

Figure 98 New Procedure Task Record + Completed Meter Readings

Click the + button above the task list portal. | IMPORT PROCEDURE 1343 FROM MASTER

Performo automatically creates a blank line
Import the description and task list from master procedure

and places it in the task list portal. ACU-102-6M and REPLACE the existing description and tasks?
[ 0K l I Cancel
1) Choose a System - optional. N : J
2) Choose and ID related to that Figure 99 Import Procedure from Master

system. Performo displays the Import Procedure <###> from Master dialog box.
Choose OK or Cancel to proceed.

3) Since there is no asset... <No values defined> appears in the Asset value list.

4) Enter the name of the meter.

5) Enter the units required for the meter reading.

6) When complete, enter the Data from the meter reading.

The task # field is user-definable. Any number may be entered. The portal is automatically
sorted by the # field.

Enter a task description. Best Practice: It is probably not necessary to enter task

descriptions using all-caps.

Check the pone checkbox in the first column to indicate that task has been completed.

Click the X on the right side of any row to permanently delete that record. Confirmation is

required because there is no undo.

Click the remove PrOCEDURE button to remove all the steps at once.
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Assets Module
The Assets module in Performo is used to track fixed and movable equipment such as air

handlers, rooftop units, or anything that needs to be tracked, managed, and analyzed.

Performo™ | Asset List Matthew Gaylen Help  Log Out

Filters ” Reset l Record(s) have been ommitied

Search Q

Asset Code ENT Name System k Category Crit# Mir Building Floor Room #PMs  Next PM
Air Cond 2 Assets

ACU.557 DEMO  AC Unit Air Cond Air 3 Trane Sorich 5 Roof-top =
Self Contained ; ; 5th Fl
ACU. 459 Demo AC Air Cond Air 4 Trane Health 5 Mechanical®

Cooling 46 Assels
G Global Services *wlzanu;;‘|‘| TWARE"
Figure 100 Asset List View

. . . . Go to Master Proced
In the Asset List View, each row is one item. Each column 0 fo Master Frocedures

is one detail about that item. Click the column heading to Map Assels

sort the list by that value. Where it makes sense, Performo _
Mew PM from List of Assels

will display sub summaries. Click on any row to view

details about that item. Click the Actions button to display Assets List Report

a list of options for the items in the found set. Replacement Costs Report
History List Report
Click the recorp mMenu button (three
vertical dots) to view the list of options. & Asset PhMs Report -
Omit a record to remove it from the Dupiicate Asset Asset History Report
found set. Omit does not delete. | oeelease

Asset Specs Report
Make PM

The Actions bar at the top of the screen Print This Asset Asset Service Report
displays the number of items in the found constrain 8y Asset Documents Report
set, the global search field, the FiLTERS f| OmitThs Record

Asset Meters Report
button, reset button, as well as the Apbp Figure 102 Record Menu

NEW ITEM button and the AcTions button. Asset Moves Report

Custom Reports

P T EES Y

Figure 101 Actions Button — Assets

Module
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>Video| Asset Detail View — Overview Tab

a [+

™ -
Performo™ | Asset Detail Matthew Gaylen Help  Log Out
IK < > D> 10112 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
PM Schedules History Specs & Parts Service Documents Meters Moves
Location Photo =
Asset ID ELEV.270 Property ID DEMO
Name Elevator A/C Unit Wrigley
Status In Service 2 Floor LL2
Transportation = Room Garage
Mechanical Machine Room
s - — 41.55370283859407,
unelion: . ioolng RE -87.78020478157998
Asset Specs Notes
Make Carrier Capacity ranges from 2 KW to 3 KW
Available with ecofriendly refrigerant R
410A. Fresh Air Supply
lodel # 38BA008630
Serial # 3786G86167
Barcode 3786G86167
Asset Specs Report
Job Default HVAC
Critical # 1 N
Map Data | Terms of Use | Report @ map error
: . i g
6 Global Services cy ) - ittt R
+

Figure 103 Asset Detail View

The Asset Detail Screen is divided into six sections. General, Asset Details, Location, Notes,
Photo, and Map.

There are eight tabs for adding additional detail. Overview, PM Schedules, History, Specs &

Parts, Service, Documents, Meters, and Moves.

The Actions bar displays buttons for navigating to the FirsT, PREVIOUS, NEXT and LAST records as

well as the number of items in the found set.
The App New iTEM button and the AcTions button also appear on the Actions bar.

Control+click the Navigation menu on the Title bar to return to the found set in list view.
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ASSET DETAIL VIEW — OVERVIEW TAB

The General section of the Asset overview is
all about taxonomy. Performo displays
fields for Asset ID, Name, Status, System,
Category, and Function. Asset ID and Asset
Name are user-definable text fields. Enter
data as necessary. Each organization is
empowered to define, describe and

delineate assets as best suits their needs.

Status, System, and Category value lists are
used to track and manage assets. The

Function field is user definable - any text

may be entered. These fields can be used -

PM Schedules

General

ELEV.270

Elevator A/C Unit

In Service

Elevator

AR

Cooling

His

or not used - in conjunction with each other Figure 104 General Asset Info

to precisely organize assets. Click the system field. Performo automatically displays the value

list. Choose any item or click a second time to put the cursor into the field. Enter a new

value or edit the existing value as necessary. The System field is configured so that when

new items are entered, they are automatically added to the value list for future use.

General

ELEV 270

Elevator A/C Unit

In Service

Transportation

Category Mechanical I

Comfort
Conveyance
Electrical
Electronic
Asset Spec Emergency
HVAC

Mechanical

SEATUSE

General General
ELEV.270 ELEV.270
Elevator A/C Unit Elevator A/C Unit
Status v In Service In Service
Out of Service System Environmental %
Installing Bomer
Disposed
Safety
Repair Shop v Transportation
Asset Spec| Replacement Asset Spec|
Edit
Moving
Storage
Inventory
New
Unused
= | Asset Taxonom
Other...
Edit...

Figure 105 Asset Detail Status, System, and Category value lists
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ASSET SPECS Asset Specs

The Asset Specifications section displays details about Make Carrier

Make, Model Number, Serial Number, and Barcode. Model # 38BA008630
Serial # 3786GE6167

Click the AsseT specs RePORT button. Performo displays the
Edit Report Title dialog box. Edit the existing report title if

necessary; then click the ok button to proceed. Performo

Barcode 378686167

Asset Specs Report

displays the Asset Report. Figure 106 Asset Specifications
| Wizard Software Sontions
), WIZARD ‘ Asset Report
42602018
Asset # ELEV.270 - Elevator A/C Unit In Service

System Elevator

Category AR

Function  cogling

BuldIng  centert

Room Norheast Comer Garage
Unit M Carrler

Model # 3B5A00E530

Serlal # 3785G36167

Purchased 071006 Cost

Vendor

Install Date  08:04/06 Lie 20 Years
Replacemt  0804/26 Cost 310,000

Figure 107 Asset Specs Report

Note that the Barcode can be automatically calculated if it is

always the same as the Serial Number. The Solution Admin Vioder= [ Caterpillar

Central Mast
works with the Wizard Software Project Engineering team if |sera# ot Masior _
the Barcode needs to be automatically calculated based on Barcode Eﬁ;:;;r: Ef;‘ﬁA

. Chromalox

the Serial Number. GLAY ADAMS

CLEA

Command Aire
Type-ahead is active on the Make field. Click once to view ggg‘kCE"T
the value list. Begin typing to navigate through the list of EUBEK

ummins

manufacturers. Optionally, click a second time to put the Cutler Hammer -

cursor in the Make field. A new value may be entered, or an ~ Figure 108 Asset Make value list
existing entry may be edited. All unique values are automatically added to the Make value

list. Changing a value does not affect previously entered records.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 83



Performo ™ v10 User Reference Guide

A
yWIZARDSOFTWARE'"
SOLUTIONS

LOCATION

The location section of the Asset Detail view
includes fields for Property ID, Building,
Floor, Room, Location Details, and GPS. The
Property ID is automatically entered and

cannot be altered by users.

Click the Building field to view the choices.
Single-click again to choose one; or click the
field a second time to enter a new value or

to edit the existing entry.

Location
Froperty 1D

Building

DEMO

Wrigley

LL2

Garage

Machine Room

41.55370283859407,
-B7.78020478157998

Floor, Room, and Location Details are all

Figure 109 Asset Location

user-definable text fields.
Enter information that will
help engineers and vendors | Map Satellite

get to the asset.

The GPS field is determined
by clicking on the Map. Click
the map to automatically
calculate and display the GPS

coordinates.

NOTES SECTION Figure 110 Asset Location>Mapping GPS coordinates

The notes text field is user-
definable. Click once to put the cursor into the

field and then begin typing.

The Job Default determines the job type of
work orders created from the asset. Click to

choose an item from the value list.

Critical number determines where the work

order falls in the escalation scheme. The

Notes

Capacity ranges from 2 KW to 3 KW
Available with ecofriendly refrigerant R
410A. Fresh Alr Supply

Jlob Default

HWVAC

Figure 111 Notes, Job Default & Critical #

escalation scheme will be discussed in a separate section of this user reference guide.
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PHOTO PhOtO
The asset Photo container

Cut

Copy
Paste

will accommodate a variety

of the most common,

Insert Picture...

electronic image formats SRR

Insert File...

X Remove Photo

Export Field Contents...

such as JpG, PNG, and GIF.

A .
Right-click the container v~ View Full Screen

field. Options include Cut,

Copy, and Paste. Click INSERT
PICTURE OT INSERT FILE t0 open

the operating system dialog

box and navigate to any
accessible directory. Choose  Figure 112 Asset Photo

a file and click ok to put the < Performo™ | Asset Detail Matthew Gaylen Help  Log Out
IK < > D>l 10112 ELEV.270 Elevator A/C Unit  Location: Wrigley =

image into the container
field.

Click EXPORT FIELD CONTENTS.
Performo opens the
operating system dialog box

and the image may be saved

in any accessible directory.

Click the acTions menu on

the upper right-hand side of

the photo container field. @ cooaisenvices 5 ~Newzamory

Performo displays options Figure 113 View Full Screen
including, + SELECT FILE, X
REMOVE PHOTO and vIEw FULL SCREeN. Click view ruLL screen. Performo displays the image on a

screen that takes up the whole solution window.

Multi-megabyte images are automatically resized for database performance and on-screen

viewing.

Click the Back button to view the Asset Detail Overview.
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ASSET DETAIL VIEW — PM SCHEDULES TAB

Performo™ | Asset Detail Matthew Gaylen Help  Log Out

1< < > > 119 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Overview @ History . Specs & Paris Service Documents. Meters Moves

Procedure
PM Order# MNext Date  Frequency Assign To Supersedes Type Procedure Name

El\Add a new PM Schedule to this asset

@ Global Services *wmuna:..l.l WARE
Figure 114 Asset Detail > PM Schedules Tab

Click the pm scHEDULES tab. Performo displays the PM Schedules for that asset. Click the +
button above the portal. Performo displays the Create PM for Assets dialog box. Click the ok

button to proceed.

Performo™ | PM Detail Matthew Gaylen Help  Log Out

< < > > 38138 Facilities 1421  Location: Wrigley LL2
m Scheduling Assets ' Procedure Labor & Parts Notes & Log Work Orders

General Assign Description

PM # 1421 Change PM # Job Type | HVAC Quarterly Maintenance

Active L] Priority 2 N Assignee | Aaron Shea

Entity DEMO

Order By Location

Order By Matthew Gaylen Building | Wrigley

Dept Facilties Room LL2 Floor | B

Phone 312-832-1040 Details Machine Room
6 Global Services Error: Missing PM start date S \‘, WIZARDSOFTWARE "

Figure 115 PM Detail View - New PM Schedule from Asset

Performo navigates to the PM Detail view. Confirm that all the information on the Overview
page is correct and click the Scheduling tab to proceed. Click the active checkbox after the
scheduling step is complete (see page #95).
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RETURN TO ASSET DETAIL AFTER COMPLETING PM SCHEDULE SETUP

Performo™ | PM Detail Matihew Gaylen  Help  Log Out

1<K < > 5 11 Facilities 1421  Location: Wrigley LL2
Qverview Scnedullng m Procedure Labor & Parts Notes & Log Work Orders

[ Do not print assets Clear Al Pick Assets

Asset ID Name Type Building Room

ELEV. 270 Elevator A/C Unit Transpo Wrigley Garage X

; | ; -
Global Services ywu.ann»-:.lllll WARE

Figure 116 The asset listed on the PM Detail view: Assets tab.

After the PM Schedule is set up in the PM Schedules module, then click the Assets tab of the
PM Detail view. Performo will display the asset for which the PM Schedule has been

created. Click anywhere on the asset, to return to the Asset Detail view.

Performo™ | Asset Detail Matthew Gaylen Help  Log Out

1< < > > si112 ELEV.270 Elevator A/C Unit  Location: Wrigley LL2
Qverview History Specs & Parts Service Documents Meters Moves

+
Procedure
PM Order # Next Date  Frequency Assign To Supersedes Type Procedure Name Description
) Quarterty »
PM1421 08.’05!1% Quarterly - First Mon  Aaron Shea NEnlEnance V4
Global Services \,wu,«nn FOFTWARE

Figure 117 PM Schedule displayed on Asset Detail: PM Schedules tab.

Click the pencil icon to view the Edit PM Schedule data entry window. All the data except

the frequency can be edited

-
. . Proced

from thlS WlndOW- Assign To Supersedes T;?)Cee " Procedure Name Description

Edit PM Schedule x 27
Note the REMOVE PM FROM THIS PM Order # PM1421 Active Procedure Type v
ASSET button on the bottom Next Date 05/21/2019 Procedure Code
rlght Side Of the page Clle Frequency Quarterly - First Mon v Procedure Name |
to remove the PM Schedule. feene Aaron snea

. . . '3'.\[36’56".165
Verify, via dialog box
i Description Quarierly Maintenance
because there is no undo. A
Remove PM from this Asset

deleted PM schedule must
be recreated from scratch Figure 118 Record Menu Options for PM Schedules
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ASSET DETAIL VIEW — HISTORY TAB

Performo™ | Asset Detail Matihew Gaylen Help  Log Out
<K < > > sr112 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Overview PM Schedules Specs & Parts Service Documents Meters Moves
v
Order # Type Status Assigned To Description Start Complete Hours Cost
20501 PM L\\, Open Aaron Shea Quarterly Maintenance 03/04/2018
15963 CM Complete Bill Hammer Elevators not working 1213012016 0116/2017 4.0 $176.00
@ Global Services \;{ WIZARDOE WAL

Click the HisTory tab. Performo displays all the work orders to which the asset has been
attached. To review how to attach an asset to a work order; see Figure 56 Assets Tab of the

Work Order Detail view on page, 53.

The History tab displays Order #, Type, Status, Assigned To, Description, Start, Complete,
Hours, and Cost data in list format. Hover the mouse over any record and it turns yellow.

Click to navigate to the detail view in the Work Order module.
From the Work Order Detail view, click the Back button to return to the History tab of the

Asset Detail view. Optionally, click the Assets tab on the Work Order Detail view. Then,

hover the mouse over the Asset record. Click to navigate to the Asset Detail view.
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[>Video | ASSET DETAIL VIEW — SPECS & PARTS TAB

Performo™ | Asset Detail Matihew Gaylen Help  Log Out
<K < > > 11 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Cverview PM Schedules History Specs & Parts Service Documents Meters Moves
Warranty Motor Misc
Start 112018 HP 30hp Belts
4.25 oz Cartridge General Purpose
End 12/31/2018 Voltage 220 Lubrication | gearing Grease P
! ) CHEMICAL CARTRIDGE, BLACK,
Company Ofis Amps 40 Filters BAYONET
Contact Mark Vincent Phase 3 Dimensions 72w° % 51"d x 80"h
Phone 773-832-9000 Controller S85-PLC Weight 3.000Ibs
Eax 773-832-0202 Motor Notes self-guided Notes infrared light curtain
Parts / Tools +
Name Part ID Quantity Units Notes I"\’
Multi-Bit Screwdriver 8-Pc., 15-in-1, 151ELEV- Grainger is neither responsible for, nor does it endorse, the o
Elevator Service and Repair, &-1/2" CH/OR-B 1 ea content of any product review or statement posted. Any K4
Includes(84) Tool d (20) Small Parts, (18) C i it
SAE Master Tool Set 27113201 104 ea ncludes(34) Tools and (20) Small Parts, (18) Compartmen »

Empty Paris Box, Every Tool is Carried in its Own Numbered R4

6 Global Services EIN * WIZARDSOFTWARE®

Figure 119 Specifications & Parts

Click the Specs & Parts tab. Performo displays the Specs & Parts screen. There are sections
for Warranty, Motor, Miscellaneous, and Parts / Tools.

All the fields on this screen are user-definable. There are no value lists. Use the mouse or
pointing device and a keyboard to enter data as needed. Best Practice; enter data into fields
that will assist engineers in completing work, or that will help the engineering team track,
manage and analyze asset usage.

The Solution Admin has Performo™ | System Preferences Matthew Gaylen  Help  Log Out
. ll h General Modules Network Email Asset Fields Rooms Home Screen

aCCQSS to namlng a t e User Defined Field Labels for Assets
fleldS on thlS screen. ThlS IS Feader 1| Warranty Header2 | Motor Header3 | Misc

. . Name 1 Start Name 7 HP Name 13 | Belts
a Set'lt'and'fOFgEt'lt ContrOI Name? | End Names | Voltage Name 14 | Lubrication
panel. Once the System goes Name 3 Company Name 9 | Amps Name 15 | Filters

Name 4 Contact Name 10 Phase Name 16 Dimensions
into production’ these Name & Phone Name 11 Controller Name 17 Weight
Choices affect every record Name & Fax Name 12 Motor Notes Name 18 Notes
. . Update Now

having been previously
created and so are usually @ coonsevees s mznensorrn s
not Changed once set Figure 120 System Preferences for Asset Specs & Parts Screen
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ASSET DETAIL VIEW — SPECS & PARTS —PARTS / TOOLS PORTAL

< ) — Performo™ | Asset Detail Matthew Gaylen Help  Log Out
K < > > 4in Light-02 Elevator Lighting Location: Center1 1
Ooverview PM Schedules History Service Documents Meters Moves
Warranty Motor Misc
Start HP Belts
End Vollage Lubrication
Company Amps Filters
Contact Phase Edit Part bd
Phone Controller Name 36" 2 W Linear Fluorescent Lamp
Fax Motor Notes Part ID 0 47Y31
Parts | Tools Quantiy | 2 +
Name Part ID Quantity Units Units ea
36" 2 W Linear Fluorescent Lamp 042Y31 2 ea Notes )%
a
(i Delete Part
@ Global Services » SR

Figure 121 Parts / Tools Portal

The Parts / Tools portal on the Specs & Parts tab displays a list of parts and tools related to
the asset. Parts are added to assets after they are added to the Inventory module. The

Inventory module will be discussed later in this user reference guide.

Click the + button above the right side of the portal. Performo displays the Edit Part data

entry window. Both the Name and the Part Code value lists can be used to select the part.

Once the part is added to the asset, the asset will also show up in the Assets tab of the Part

Detail view for that part. This is also discussed later in this user reference guide.

Click the penciLicon to open the Edit Part data entry window. All the fields can be edited
manually. Click the peLeTe PART button in the Edit Part data entry window to remove the part
from the asset... and to remove the asset from the part. This does not delete the part from
the Parts module. Click anywhere on the part record to navigate to the Detail view for that

part in the Parts module.
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ASSET DETAIL VIEW — SERVICE TAB

Performo™ | Asset Detail Matihew Gaylen Help  Log Out
K < > > si12 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Overview PM Schedules History Specs & Parts m Documents Meters Moves

Company Info Agreement Lifecycle Cost

Company Environ Control Industries Begins 01/01/2018 Purchased 07/10/2006
Contact Mark Tailor Expires 12/31/2018 Purchase $32,745
Phone 773-832-0299 Cost $4.300 Per | year vendor Ofis Elevator

Fax 773-832-0202 Install Date 08/04/2006

® Years

Ce -832- Useful Life

ell 773-832- 9902 l} seful Life 20 O Months
Email mark_ tailor@environcontrols.com Replacement | 08/04/2026

Replacement
Cos $40,000

Notes

THIS AGREEMENT for elevator maintenance and repair services is made and entered

into by and between the CITY AND COUNTY OF DENVER, a municipal corporation of the

State of Colorado, hereinafier referred to as the "City,” and KONE INC.. with an address of One

Montgomery Court, PO Box 429, Moline IL, 61265, hereinafter referred to as the "Contractor.”

The parties agree as follows:

1. FORM OF AGREEMENT: This Agreement shall consist of the terms and

conditions stated in the following numbered paragraphs. No other documentation related to this

Agreement or generated as a result of this Agreement shall form a part of this Agreement unless

it is expressly referenced and incorporated herein.

2. CITY REPRESENTATIVE: The Manager of General Services ("Manager”) is

the nfficial Citu renrecantative and dirarte all coarviree narfnrmead nnder thic Anrcoment

Global Services i’v X WIZARDSOFTWARE

Figure 122 Asset Detail - Service Tab

Click the service tab. Performo displays sections for Company Info, Agreement, Lifecycle
Cost, and Notes. Enter data as needed.

Reminder: click any of the pate fields to view the calendar. Use the mouse to choose a date

or click a second time to put the cursor in the field. Once the cursor is in the field, the

existing date may be edited, or any new date may be entered.
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[>Video | ASSET DETAIL VIEW — DOCUMENTS TAB

Performo™ | Asset Detail Matihew Gaylen  Help  Log Out
K < > > si112 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Qverview PM Schedules . H\SIOW B SPECS & Parts ) Service . m Meters - Maoves
+
Doc#  Category Document Title Version Date Status
. .
ge1 Contract Edit Document 5 5.’
Document D 881 ?Efe“‘“em ElevatorserviceContract
Category Contract Document Elevator Service Contract
: Description
Status Certified "
| poF |
Pliem———
&S Upload 4> Download View il Delete
Global Services \, WIZARDSOFTW ARE

Figure 123 Asset Detail - Documents tab
Click the pocumenTs tab. Performo displays the portal of documents having been attached to

the asset. Please refer to Work Order Detail - Documents Tab on page #56 for a complete

discussion about entering and editing documents.
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ASSET DETAIL VIEW — METERS TAB

<K < > > si112 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
Qverview PM Schedules History Spets & Parts Service Documents m Moves
Meters
Asset Meters Report +
Minimum Maximum
Meter Name Type Units Reading Reading Notes Meter ID
Number of trips recorded on the control >
Control Panel Trips Ea Panel 356 + 7
Pressure gauge located below the
Hydraulic Fluid Pressure PsI 3,000.0 5,000.0 control panel... flashlight optional but 357 -+ ,‘
Readings Filter M
e
Meter Name Date Work Order#  Current Reading Notes
Control Panel 05/08/2018 225.0 ,‘
Control Panel 05/08/2018 345.0 ,‘
Control Panel 04/01/2018 171.0 ,‘
Control Panel 03/08/2018 75.0 ,‘
; Global Services 0 A WIZARDSOFTWARE ™

Figure 124 Asset Detail - Meters Tab
Click the meTers tab. Performo displays a portal of meters and a portal of readings. Please

refer to meter reading set up: part Il - meters tab of asset detail on page #76 for the

complete discussion about meters and readings.
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ASSET DETAIL VIEW — MOVES TAB

< A = Performo™ | Asset Detail Matthew Gaylen  Help  Log Out
K < > > si12 ELEV.270 Elevator A/C Unit Location: Wrigley LL2
overview PM Schedules History Specs & Parts service Documents Meters
+
Date Time From To Status Reason Received By Dept
04/27/2018  10:51 AM  DEMO ABER In Depariment R Asset Moves e s’
05/08/2018 10:51 AM ABER Marketing In In-Service Date 05/08/2018 > AI'
Time 10:51 AM
From ABER
T Marketing
In v
Reason In-Service
Receivpy B Mark
Dept Operations
{0 Delete Move
@ Global Services *“"“““ St

Figure 125 Asset Detail - Moves Tab
Click the moves tab. Performo displays the list of places where the Asset was and when.

Each move is manually entered. Click the + button above the portal to view the Asset Moves
data entry window. Enter the date the item was moved and the time if necessary. The From
field is calculated automatically based on the last place the asset was located. Click to put
the cursor in the field to edit the entry if necessary. Enter the new location for the asset.
Enter the Status. The Solution Admin can request edits to the Status value list.

Enter the Reason. Note that the Reason value list is user-definable. Please consult the
Solution Admin prior to changing the Reason value list. Changes to the Reason value list
affect every user henceforth, but do not change values chosen on previously entered
records. Enter the person who signed for the asset in its new location and their department

if necessary.
Click the peLeTE movE button if the record was created erroneously, or if the historical record
is no longer needed. Click the X in the upper right-hand corner to accept, save and close the

data entry window.

Adding a PM Schedule to an Asset
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PM Schedules Module

Performo™ | PM Schedule List Matthew Gaylen Help  Log Out

l Filtersl Status: Active Property: DEMO

32 PM Schedules | Search Q

PM # Next Date Frequency Job Type Assign To Building Floor Room Assets LastDate  Active
Cabling / Datacom 1 PM Schedules

Cabling /
Datacom

Electrical 5 PM Schedules

DEMO  06/01/2018 Quarterly Bill Hammer Centert 2380 03/15/2018

1010  DEMO 03/04/2019 Annual Electrical  Andy Corey Centert G Chiller/Boiler 03/15/2018
1012 DEMO 06/04/2018 Quarterly Electrical  Bill Hammer Centert LL1  Mechanical Room 03119/2018
1240  DEMO 06/15/2018 Semi-Annual  Elecirical Bill Hammer Pavilion G S;f“']‘;:g" 122012017
1315  DEMO  05/07/2018 Monthly Electrical  Bill Hammer Centert LL1  Lower Level 04/02/2018
1377  DEMO  05M7/2018  Monthly Blectrical 2o =S VAC  Genters > 123 04/17/2018
1308  DEMO  05/08/2018  Bi-Weekly Grounds Raven 04/24/2018
@- G;C-»b;ll SE‘F\J;\C-E-‘S ) \i,wumw?‘\ lllll l:"r’.'
o

Figure 126 PM Schedule List View

PM Schedules List View
List view displays PM Schedules. PM Schedules are templates for planning and executing
work to be done. The work can be related to one or more assets or can be tasks, duties, or

procedures to be performed in and around the entity.

List view displays columns for PM #, Entity, Next Date,

Frequency, Job Type, Assign To, Building, Floor, Room, Assets LastDate  Active
Assets (# of assets), Last Date, and a green Active dot. The Duplicate PM
dot turns red if the PM Schedule is inactive. Click the

Delete PM

column heading to sort the list by that value.

Constrain By
Click the recorbs MENU button (three vertical dots in a

circle). Commands that can be executed from the Records ©Omit This Record

Menu include Duplicate, Delete, Constrain By, and Omit.

. WIZARDSOF A RE
Omit removes the record from the found set, but does not > soLuTioN:

delete it. Constrain provides the ability to narrow down the Figure 127 PM Schedule Records Menu

found set by any column in list view.
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ACTIONS FOR PM SCHEDULES LIST VIEW

™ -

Performo™ | PM Schedule List Matthex 4 1 D ' 3 Out
1PM Schedules Q | | Filters l Status® Active Property: DEMO Actions
PM # ENT Next Date  Freguency Job Type Assign To Building Floor Room Assel Go to Master Procedures
1414 DEMO HVAC Annex Roof 1| create WOs from Found Set

Reset Mext Start Dates from
Last WOs

PM Schedules List Report

PM Forecast Report

Actions for list view

Custom Reports

# 1
6 Global Services lekf\KD-::I WARE™

Figure 128 Actions for PM Schedules List View

1) Click the caLenpAr icon on the Actions bar. Performo displays the found set of PM Schedules
on a calendar layout. There are three calendar views; PM View, Worker View, and Job Type
view. Sample calendars appear on the next page. On the calendar click the PM, Worker, or
Job type to navigate directly to the detail view of that PM Schedule.

2) Click the + button to create a new PM Schedule from scratch.

3) Click the actions button. Performo displays the list of actions for PM Schedules. Options
include, Go to Master Procedures, Create WOs from Found set, Reset Next Start Dates from
Last WOs, PM Schedules List Report, PM Forecast Report, Custom Reports.

Creating work orders from found set is a powerful command but should only be executed
with extreme caution because there is no undo script. Click crReATE WOSs FROM FOUND SET.
Performo will automatically create a work order from every PM Schedule in the found set.
Simultaneously, and automatically, the next date will be advanced by the frequency. The new
work orders can be viewed in the Work Order module. Scheduling terms such as next date

and frequency will be discussed in a subsequent section of this user reference guide.
Note that the only route to viewing Master Procedures is from the Actions Menu on the PM

Schedule Detail view. Master Procedures have been discussed in a previous section of this

user reference guide.
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Performo™ | PM Calendar Matthew Gaylen Help  Log Out

32 PM Schedules ISearch Q l l Filter':-.l Status: Active Property: DEMO m Worker View ‘ Job Type View l

Week m Year May 2018 Teday < >

Monday Tuesday ‘Wednesday Thursday Friday Saturday Sunday

30 [l 02 03 04 05 06

o7 08 o] 10 1 12 13
PM1398
14 15 16 17 18 19 20
I T T
21 22 23 24 25 26 27
Pui2se Crwizsr | Puizrs

28 29 30 3 01
Puia70 T T R T

8 Global Services {3 \*wnzanncur-m ARE™
Soturie g

1 May 2018 — 14 May 2018 Today < 2>
Tue ‘Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon
1 2 3 4 5 6 7 8 9 10 11 12 13 14

PM1315 | PM1311
. Electrical | Inspectio
Bill Hammer
PM1397 PM1398 | PM1397
. HVAC Grounds | HVAC
Unassigned

1 May 2018 — 14 May 2018 Today < >
Tue Wed Thu Fri Sat Sun Maon Tue Wed Thu Fri Sat Sun Man
1 2 3 4 5 [ T 8 9 10 11 12 13 14
PM1397 PM1397
Unassign Unassign|

HVAC

Electrical m

Inspections

PM1398

Unassign|
Grounds =

Figure 129 Preventive Maintenance Schedules Calendar Display Options
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>>Video| PM Detail View — Overview Tab

Performo™ | PM Detail Matihew Gaylen  Help  Log Out
K < > > 38r39 Facilities 1421  Location: Wrigley LL2
% Scheduling Assets Procedure Labor & Parts Notes & Log Work Orders
General Assign Description
PM # 1421 Change PM # Job Type | HVAC Quarterly Maintenance
Active I:‘ Priority 2 7 ASSIgnee Aaron Shea
Entity DEMO
Order By Location
Order By | Matthew Gaylen Building Wrigley
Dept Facilities Room LL2 Floor | B
Phone 312-832-1040 Details Machine Room
6 Global Services Error: Missing PM start date i, \* WIZARDSOFTWARE”

Figure 130 PM Overview Tab

Click anywhere on any row in list view. Performo navigates to PM Detail view and displays
the Overview tab. Additional tabs provide space for; Scheduling, Assets, Procedure, Labor &
Parts, Notes & Log, and, Work Orders.

The Overview tab is divided into five sections; General, Order By, Assign, Location, and

Description.

In the General section; the PM number is automatically assigned.

Click the cHAnGE Pm # button if it becomes necessary to enter a new, unique ID number for
the PM Schedule. Do not attempt to click the Active checkbox yet.

Click the active checkbox after the scheduling step is complete.

Click the prioriTY checkbox and choose a value from the list. The Entity is displayed but is
not user-definable.

THE ORDER BY SECTION.
Click the Order By field to display the value list. Type-ahead is active. Begin typing to
navigate through the list to the desired value. Performo will automatically add the

Department and Phone number from the Staff table.
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THE ASSIGN SECTION.
Click the joe TypE value list. Performo displays the value list. Type-ahead is active. Begin
typing to choose a value. Click the Assignee value list. Performo displays the value list.

Type-ahead is active. Begin typing to choose a value.

THE LOCATION SECTION.
Click the Building field. Performo displays the value list. Type-ahead is active. Begin typing
to choose a value. Room number, Floor, and Details fields are user-definable. Enter data

that will assist engineers and vendor employees in locating the asset.

THE DESCRIPTION SECTION.
The Description field is a user-definable text field. Enter any data that will define, explain
and clarify the preventive maintenance schedule. Best practice it is probably not necessary

to duplicate task steps and procedures in the Description field.
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>Video| PM Detail View - Scheduling Tab

Performo™ | PM Detail Matthew Gaylen Help  Log Out
1< < > 3 111 Facilities 1421  Location: Wrigley LL2
Qverview Assels Procedure Labor & Parts Notes & Log Work Orders
v

General Forecast Dates
;:lfl Sehedued Fri 05/04/18 al 9:00 AM Target # 3 Days ;}Ifi seaes Fri 05/04/2018

Skip to Ne%jl\ﬂ: 5/8/2018 Est. Hrs 1 Hours Repeat Until Tue 05/08/2018

Last PM occurré&d on

Thu 05/10/2018

Frequency Type & Restrictions Tue  05M15/2018

A PM work order will v @ Normal PM  Always create a new work order Th 05M17/2018
be generated every 1 week(s) ' ’

(O Skipping PM  Skip if the last w r is still open

O Daily Tue 05/22/2018
® Weeki Owon Owed CIFr [JSat O Floating PM  Set the next date when the Iast is completed
v Tue Thu [ sun ) ) Thu  05/24/2018
O Monthly O Restrict to Active Months
OJan OMar OMay Ol OSep O MNov
O Quarterly OFeb OaApr OJun OaAug Ooct [ODec Tue 052972018
O Semi-Annual
O A | Thu 09/31/2018
fnua Comments
(O Custom Tue 06/05/2018
This schedule is required to comply with article 1 section 612. There is|
hereby established an executive depariment of the municipal
government of the City of Chicago, which shall be known as the Thu  06/07/2018
department of buildings....
Regenerale Dates
‘ . i
@ Global Services L \, WIZARDSOFTWARE”
Figure 132 PM Detail - Scheduling Tab
General
MNext Scheduled ) Supersedes
o Thu05/03/18  at 900 AM Target # 3 Days |p
Skip to Next PM: ? Est. Hrs 1 Hours Repeat Until

Last PM occurred on

Figure 131 General Scheduling details

Performo uses PM schedules to automatically create PM Work orders on their due dates.
There are five sections on the Scheduling tab. In the General section; click the NEXT SCHEDULED
pwv field. Performo will display the drop-down calendar. Use a pointing device to choose a
date or single-click a second time to manually enter a date. Enter a time if the work is to be
completed at a certain time of day. Enter the target number of days the team has to

complete the work. Estimate the number of hours it should take to complete the work.
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TYPES OF PREVENTIVE MAINTENANCE SCHEDULES

Since many assets require different kinds of periodic maintenance at different intervals,
there are occasions when a quarterly PM Schedule will include some of the same tasks as
an annual PM Schedule. When this occurs, Performo allows one PM Schedule to supersede
another PM Schedule. What this means is that when the quarterly PM schedule falls on the
same date as the annual PM schedule the PM Admin can elect to have the annual PM
Schedule supersede the quarterly schedule. The work order for the annual PM will be
created, and the work order for the quarterly schedule will automatically be advanced to its

next interval.

Click the supersepes pm field to view the list of PMs that can be selected. The current PM will
supersede the selected PM. As previously mentioned, when the two PMs occur on the same

date, the current PM will be printed, and the PM selected will be skipped.

Click the repeat UNTIL field and enter a date. PM work orders will be created based on the

Schedule until that date. If no date is entered, PM work orders will be created forever.

Click the skip To NExT PM button. Once the PM General
Schedule is activated, the button will Mon 07/09/18 9:00 AM

display the date of the next work order.

o o . SKip to Next PM: 10/9/2018
This is useful in situations where the
Last PM occurred on  04/09/2018

previous PM work order was recently

completed. The date of the Last PM Figure 133 General Section of PM Schedule detail

schedule is also displayed.

Frequency
DAILY SCHEDULE
A PM work order will

Click the paiy radio button. A PM work be generated every | || 9V()
order will be generated every 1 day. Click @ Daily Except Weekends
the except weekenps checkbox and Performo (_%“Jeel{ly

will only create PM work orders on O Monthly

weekdays. For Daily PM Schedules, the Quarterly

. () Semi-Annual
number and the period (days weeks -
. . () Annual
months) is not user-definable.

() Custom

Figure 134 Daily Schedule
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WEEKLY SCHEDULE

Click the weekly radio button. Performo
displays the Weekly PM dialog box. Options
are 3, 2, or 1 weeks. Performo
automatically displays the number
selected. Again, the number and the period
are not user definable since the radio
buttons determine the schedule. Click the
WEEKLY button again to edit the number of

weeKks.

The next step is to choose the day or days
to complete the work. Check as many boxes
as needed. A PM work order will be
generated every interval on the days
checked.

MONTHLY — ON A DESIGNATED DAY OF THE MONTH
Click the monTHLY radio button. Performo
displays the Monthly PM dialog box.
Options are 4, 2, and 1 months. If three
months is required, please use the
Quarterly option. Performo automatically
displays the number and months when the
PM work order will be generated. If the
work order is to be completed on a specific
day of the month, then click the radio
button on the left of the On Day #
subheading. Then, enter the day of the
month. Best practice in this case is not to
choose the 31st day of the month.

Performo v10 rev #20-083

WIZARDSOFTWARE"™

SOLUTIONS

WEEKLY PM

You may schedule this weekly PM to occur every 3, 2, or 1
weeks.

| 3 Weeks || 2 Weeks | | Weekly

Frequency

A PM work order wil .
be generated every 1 week(s)

O Daily
Onvon Owed OFri [ sat
Tue Thu [ 5un

(. Weekly
(%Mnthly
O Quarterly

) Semi-Annual

) Annual
() Custom

Figure 135 Weekly PM Schedule

MOMTHLY PM

You may schedule this monthly PM to occur every 4, 2, or 1
months.

| 4 Months || 2 Months | | Monthly

Frequency

A PM work order will
be generated every 4 month(s}
O Daily

) Weekly

(®) Monthly
( [:,-%uarterly ® OnDay# 15

() semi-Annual

of the Month

(O Annual

(") Custom () Onthe

© Wizard Software Solutions - CONFIDENTIAL

Figure 136 Monthly on a Designated Day of The Month
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MONTHLY — ON A SPECIFIC INTERVAL

Click the monTHLY radio button. Performo
displays the Monthly PM dialog box.
Options are 4, 2, and 1 months. Use the
Quarterly option for 3 months. Performo
automatically displays the number and
months when the PM work order will be
generated. If the work orders are to be
generated based on a specific ordinal on a
specific weekday click the radio button to
the left of the on THE subheading. There are
two value lists. One for first, second, third,
fourth, and last; and one for each day of the
week. Choose an ordinal number and a
weekday. The PM work order will be

generated using that interval.

QUARTERLY & SEMI-ANNUAL PM SCHEDULES

Quarterly and semi-annual PM schedules

WIZARDSOFTWARE

S OLUTIONS

Frequency

A PM work order will

be generated every 1 month(s)
O Daily
O Weekly
@ Monthly
O Quarterly O on Day # of the Month
() Semi-Annual
) Annual _
(O Custom @ On the
first % :
second Monday
third Tuesday
fourth Wednesday
last Thursday
Friday
Saturday
Sunday

Figure 137 Monthly - on a specific interval

operate exactly the same way as monthly PM schedules.

ANNUAL PM SCHEDULES

Click the Annual radio button. Performo
will generate a PM work order on the date
specified. Chose a specific day of the month,
or a specific ordinal of any day. If the PM
doesn’t fall on that day, it will be advanced
automatically. Click the REGENERATE DATES

button to view results.

[f the PM has generated one or more work
orders, the date of the most recent
occurrence will be displayed under the skip
TO NEXT PM button.

Performo v10 rev #20-083

General Forecast Dates
Sat 06/01/10 9.00 AM sat  0B/01/2019
Skip to Next PM: 6/1/2020 Mon  06/01/2020
Last PM occurred on  05/04/2018 Mon 06/07/2024
Frequency Mon  OB/06/2022
A PM work order will
Mon  OB/0S5/2023
be generated every 1 year(s)
O Daly Mon  0B/03/2024
© Weekly Mon  06/02/2025
(O Monthly
O Quarterly O On Day # of the Month Mon  06/01/2026
) Semi-Annual
Mon  OB/07/2027
® Annual
@ Onth
O Custom ®Onthe | first Mon  06/05/2028
Monday Mon  06/04/2029

Regenerate Dates

© Wizard Software Solutions - CONFIDENTIAL

Figure 138 Annual PM Schedule
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CUSTOM SCHEDULE

Click the custom radio button. Performo
activates the fields to the right of the
subheading, “A PM work order will be
generated every.” The number field is user-
definable. Any whole number may be
entered. The second field displays a pop-up
menu. Options are DAY(S), WEEK(S), MONTH(s),
YEAR(S). Schedule work orders using these
two fields. For example, 5 months, 2 years,

or 13 weeks. Chose a specific day of the

WIZARDSOFTWARE

S OLUTIONS

Frequency

A PM work order will

be generated every f e
O Daily week(s)
O Weekly month(s)
( Monthly

O Quarterly

O semi-Annual

) Annual

(® Custom

Figure 139 Custom Schedule

month, or a specific ordinal of any day. If the PM doesn’t fall on that day, it will be advanced

automatically. Click the REGENERATE DATES button to view results.

TYPE & RESTRICTION OPTIONS FOR PM SCHEDULES
Click the normAL radio button. Performo
will create a new work order every

scheduled interval.

Click the skippiNGg Pm radio button. Performo
will not create a new work order from the

PM schedule if there is still an open work

Type & Restrictions
® Normal PM

(O Skipping PM

() Floating PM

O Restrict to Active Months

OJan Omar Omay OJu Osep O nNov
OrFeb Oapr OJun Oavg Ooct O Dec

Figure 140 PM Schedule Type & Restrictions

order having been created by that PM Schedule. For example; if the PM Schedule creates a

work order the first of every month and skipping is selected, then Performo will create

another work order the first of the next month after the previous work order was

completed. If the PM work order is completed May 31, then, the next work order will be

created on June 1.

Click the FLoaTING PM radio button. Performo will create the first PM work order as

scheduled. The next work order will be created on {THE DAY THE LAST WORK ORDER WAS COMPLETED

+ THE INTERVAL}. So, if the interval is three weeks, then the next work order will be created

three weeks after the previous work order’s completion date.

Click the resTRICT TO ACTIVE MONTHS radio button. Then click the checkboxes for each month

that work orders should be created. For example, stairway and sidewalk salting PM work

orders probably do not have to be created in June, July, or August.

Performo v10 rev #20-083

© Wizard Software Solutions - CONFIDENTIAL

Page 104




. |
Performo ™ v10 User Reference Guide WIZARDSOFTWARE"™
N S

SOLUTIO

COMMENTS & FORECAST DATES

Performo™ | PM Detail Matthew Gaylen  Help  Log Out
K < > > 214 Facilities 1421  Location: Wrigley LL2
Overview Assets Procedure Labor & Parts Notes & Log Work Orders
v
General Forecast Dates
Rt SeneauEd L Erosinang | at | 9:00 AM Target# | 3 Days gt Tue 05082018
Skip to Next PM: 5/8/2018 Est Hrs 1 |Hours  Repeat Unt Thu  05/10/2018
Last PM occurred on Tue 05/15/2018
L Thu 05/17/2018
Schedule Type & Restrictions
A PM work order will v @ Mormal PM  Always create a new work order Tue  05/22/2018
be generated every 1 week(s) '
O Daily © Skipping PM Skip if the fast: Thu  05/24/2018
(O Floating PM  Set the next date when the last
® Weekl Omon Owed OFri O sat
© weekly Tue [ Thu O sun Tue  05/20/2018
O Monthly O Restrict to Active Months
OJan OMar Omay OJu Osep OMNov Thu 05/31/2018
O Quarterly OFeb Oapr Odun Oaug Ooct Obec
O semi-Annual Tue  06/05/2018
O Annual Comments %
O Custom Thu  0B/07/2018
This schedule is required to comply with article 1 section 612. There is
hereby establish an executive department of the municipal Tue  06/12/2018
government of the City of Chicago, which shall be known as the
department of buildings....
Thn NEMARNAR
Regenerate Dates
(g A
6 Global Services Sy g WIZARDSOFIWARE”

Figure 141 Scheduling Comments & Dates

The comments field is a user-definable text field. Any data may be entered.

Click the REGENERATE DATES button. Performo automatically calculates and displays the next

scheduled dates of work orders to be created from the schedule.

NOTE: Performo uses the PM schedule to create PM work orders. The PM work orders are
automatically placed in the queue of open work orders in the Work Orders module. To clarify;
Preventive Maintenance (PM) work orders are different than Corrective Maintenance (CM)
work orders. PM work orders are created automatically from PM schedules, while CM work
orders are created on demand by staff empowered to do so. Please be aware that, depending
on context; the term, “PMs,” may refer to PM Schedules or PM work orders. Again, the context
of the conversation may provide clues as to whether or not a person is talking about a

schedule or an order.
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>Video| PM Detail View— Assets Tab
Click the assets tab. Performo displays assets attached to the PM Schedule.

yWIZARDSOFT
soLU

A

-

K < > > 1n

[ ] Do not print assets

Asset D Name

ELEV.270 Elevator A/C Unit

6 Global Services

Facilities 1421

Type

Transpo

Procedure

Location: Wrigley LL2

Labor & Paris

Building

Wrigley

Notes & Log

Room

Garage

Work Orders

Clear All Pick Assets

Remove asset from this PM
*WI?.ARDT-IH WA R )

Figure 143 PM Detail - Assets Tab

D Name

ELEV.270 Elevator A/C Unit

ELEV.354 Elevator Control Motor

ELEV.441 Elevator Controller

3 Assets All m Syste

System

Elevato

Elevato

Elevato

Pick Asse

All

ts

Building

Air Cond
Air Handler
ALL
Controls

Cooling

Heatexch

Lind L1O0

=gory

Building

Centert

Pavilion

Parking

G 4

Cancel

Pick All Cla
Floor Crit# Picked

3

3

3

Return With Pick

Figure 142 Pick Assets

Click the pick AsseTs button. Performo will automatically display the Pick Assets data entry

window.

Click the System field to display the value list. Choose an option.

Click the pickep checkbox for the assets that need to be added to the work order.

Click the rReTurn WiTH PicKk button. Performo automatically displays the assets in the Assets

portal on the PM Detail view.

Click on any asset to navigate to the Overview tab of the Assets module.

Click the white x in the red circle on the right side of the row to remove the asset from the

PM Schedule. Deleting an asset from a PM schedule does not delete the asset from any

previously created work orders having been created from that PM Schedule.

Performo v10 rev #20-083
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PREVENTIVE MAINTENANCE WORK ORDER — ASSET DISPLAYED

i Wizard Saftware Solutions
-\: WIZARDS) W AR E WORK ORDER # 10023

/2018

SCHEDULED MAINT WORK ORDER & 20501

Asslgn To  Aaron Shea Order By  Matihew Gaglen Entry Date 050516 1:00 Al
Job Type  HWALC Dept Faciities Target Date Q50THE

Building  Wrigley Phone 312-832-1040 Work Start 050416 8:00 AM
Floor Priarity 2 Completed

Room Lz

Location Iachine Room

Work Order Cost

Labor - Mame | Trade Diarbe Hours Rarte $ Amoaunt
Labor Totals
Part Hame Part ID ity Units Unit § § Amoaunt
Parts Tatal
Takal Cost
Azse Done Categon Hates

ELEV.Z7D  Elevatar AC Unit

PROCEDLURE ! CHECKLIST
Cuartardy Mantenance

Conditional | Completion Status

Completion Data ] ! Tz H Technician

Figure 144 Preventive Maintenance Work Order - Asset Displayed

On the assets tab of the PM Detail view, click to check the box for po NOT PRINT ASSETS and
Performo will omit the listing of assets from the printed work order. The assets will still be

attached to the PM Schedule - they just will not appear or the printed work order.
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>Video| PM Detail View - Procedure Tab

Performo™ | PM Detail Matthew Gaylen Help  Log Out
1< < > > 111 Facilities 1421  Location: Wrigley LL2
Overview Scheduling Assels Procedure Labor & Parts Notes & Log Work Orders
System | Elevator D 1343 Mame  Elevator Management 2114
Procedure Tasks (1) Procedure Text
# Task Asset Meter Data Bold Indent +
1.00 Record the number of trips are displayed in the control panel ELEV.270 Trips X I:
l:‘ Tasks required for work order completion Merge Assets Clear All
4 Global Services N ) WIZARDSOFTWARE”™
2 Ty R

Figure 145 PM Detail View - Procedure Tab

Procedures are covered in depth starting on page #66, Master Procedures.

Click the + button above the Procedure Tasks portal to create a new procedure.

Click the x at the right side of the row to delete the procedure.

Click the green merGE AsseTs button. Performo will merge procedures tied to assets to this
PM schedule.

Click the red cLear ALL button to remove all the procedure tasks.
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>>Video| PM Detail View - Labor & Parts Tab

Edit this labor

Performo™ | PM Detail Matihew Gaylen  Help  Log Out
1< < > > 11 Facilities 1421  Location Wrigley LL2
Overview Scheduling Assels Procedure [% Notes & Log Work Orders
Labor +
Name/Trade Hours Rate % Amount
Aaron Shea 1.00 $45.00 $4500 & ”
Labor
1.00 Subtotal $ 45.00
Parts +
Mame Part ID Qty Units Unit 5 % Amount
Motorola Battery 7.5VEHNNOO18A 34-0305A 2 ea $3502 $7184 _I' ’>
Get Parts from Assests !S.Il_alg::':itglls $71.84
Billable Bill To Facility v Bill # 180509 01 E:Ll]a?:; 511684
@ Global Services S ‘*\'\ IZARDSOFTWARE”
Figure 147 PM Detail View - Labor & Parts Tab
Edit Labor X
; +
Click the LABOR & pARTS tab. Performo ame Asron Shea
automatically displays estimated, or ! o
ours i &
. . Vs
allowable time and materials for the work
Rate $ 4500 > .
order to be created from the PM Schedule. :
Amount (3)  $45.00
CREATE NEW LABOR ENTRY Override (3) |
Click the + button above the Labor portal. -
Delete Labor
Performo displays the Edit Labor data entry +

window. Click to display the worker value  Figure 146 Edit Labor Data Entry Window

list. Type-ahead is active. Begin typing to navigate to value to be seleted.

Enter the hours to be estimated on created work orders. The rate is automatically imported
from the Workers module - if it has been entered in the worker record. The Amount is
automatically calculated. Enter an amount in the Override ($) field and Performo will

disregard Hours, Rate, and Amount. Work orders will be billed at the override amount.

Click the pencil icon to edit the labor entry. Click the peLeTe LABOR button and Performo will

remove the record from the portal.
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CREATE NEW PARTS ENTRY Edit Part X
Click the + button above the Parts portal. Honeywell magnetic switch 1/2-1085T
Performo displays the Edit Part data entry 200022 +
window. VAN g

4

1
Click the Name field. Performo displays the | . 24
value list of parts. Use Type-ahead to find s 640
and select the part needed. 5 6.4
!
Click to choose the warehouse from which -
Il Delete Part

to get the part. The Solution Admin controls

the Warehouse value list via the Parts Figure 148 Edit Part Data Entry Window
module.
Parts
Enter the quantity needed to complete the work order. Units Name
is automatically displayed from the Parts module as is the Motorola Battery 7.5V#HNN9018A
Unit Price ($). The Amount ($) is also automatically . Honeyuel magnetic swich 1/2-1085T
calculated and displayed. Enter an amount in the Override
(%) field and Performo will disregard Hours, Rate, and et Parte from Ascesie
Amount. Work orders will be billed at the override amount.

Figure 149 Get Parts from Assets

Click the pencil icon to edit the part entry. Click the peLeTE PART button - N/A
Figure 149 - and Performo will remove the record from the portal. Acet Code
Cost Center
Click the GeT PARTS FROM ASSETS button. Any parts previously related to the —
asset will be added to the Parts portal. Depariment
Division
Click the BiLL 1o field. Performo displays the value list. The value list is v Facility
user definable. Any entity may be billed. Consult with the Solution Admin Owner
prior to changing values using the eoir... button. The Bill # field is user Project
definable. Any value may be entered. Region
Tenant
Edit...
Facilty % 180509 01 $ 168.33

Figure 150 Billable section of the Labor & Parts tab — Bill To value list shown at right...
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>Video| PM Detail View — Notes & Log

Performo™ | PM Detail Matthew Gaylen Help  Log Out

1<K < > > 111 Facilities 1421  Location: Wrigley LL2
Overview Scheduling Assets Procedure Labor & Parts Notes & Log k Work Orders

General Notes (not printed with Work Order)

Elevator stops between two floors

1. Inform passenger about the following things:

- Stay in car is the safest way . Get rid of their fear.

- Wait in car. It is dangerous to try to get out by force.

2. 3 personnel familiar with rescue process to do following measure:

- Cut off power of machine room.

- One personnel on car top to confirm car position and contact with personnel in machine room.
- The other 2 personnel, one presses brake lever and another moves hand wheel.

PM Log
Date Time By Status
05/05/2018 1:00 AM Server Process Work Order #20501 Created from PM "
Global Services \, WIZARDSOFTW ARE

Figure 151 Notes & Log
The General Notes Field is a user-definable text field. Any text may be entered.

The PM Log is automatically calculated. Performo displays when work orders were created,

and when they were manually or automatically skipped.
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PM Detail View — Work Orders Tab

Performo™ | PM Detail Matthew Gaylen Help  Log Out

1< < > > 111 Facilities 1010 Location: Center1 Chiller/Boiler
Overview Scheduling Assels Procedure Labor & Paris Notes & Log m

P Type  Annual - Every Mar 4 Next Scheduled Date  03/04/2019 Reset Start From Last Order
Work Orders

Order # Status Created Started Completed Assigned To

20358 Open 03/15/2018 03152018 Andy Corey W

20124 12/15/2017 12152017 Andy Corey

15895 Open 09/19/2017 09/19/2017 Andy Corey

15740 Complete 06/21/2017 07/25/2017 Andy Corey
15567 Complete 03/26/2017 01M11/2017 Andy Corey
15498 Complete 10/18/2016 016 1212212016 Andy Corey

6 Global Services * WIZARDSOFTWARE

Figure 153 Work Orders Tab Performo™ | Work Order Detail

< < > > 17 PM 20358 Location: Center1 Chiller/Boiler
Clle the WORK ORDERS tab m Labor & Parts Procedure Assets Documents Log
of the PM Detail view. General Assign
. arder # — e Request
Performo displays all Jrders 20858 oty | 2 Type
the Work Orders haVing Category  PM View PM1010 % Job Type | Electrical

been Created from the Entity DEMO Assignee | Andy Corey

PM Schedule. Click Notify

anywhere on any g | ours Rule

record. Performo

Figure 152 Navigate from the Work Order back to the PM Schedule
navigates to the work

order module and displays the Work Order Detail view.
There are two ways to navigate back to the PM Schedule from the work order detail view.
1) Click the view pm<###> button.

2) Click the Back button.

PM Detail View - Actions Menu
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Parts Inventory Module

Performo™ | Parts Inventory List Matthew Gaylen Help  Exit
34 Parts Search Q | Filters “ Reset | Entity: DEMO Warehouse: MAIN  Status: On Order
Part Code Name / Description Type In Stock Unit Min Target Need OnOrder Flag

Building Supplies 3 Parts

20-0035 Fast Plug 1 gallon can Building Supplies 7 gal 10 50 3 72 [ ]
29-0059 Sponge C21 medium commrecial Building Supplies 7 ea 10 50 3 48 |:|
290081 Wood Filler Elmer's Profess. Carpen Building Supplies 21 ea 10 50 0 2z [

Cleaning Supplies 4 Paris

90-0382 DISPENSER CONVERTAMATIC TOWEL #9715 Cleaning Supplies 61 ea 10 50 0 w0 |
90-0458 FILTER WETDRY CARTRIDGE VAC #917816 Cleaning Supplies 73 ea 10 50 0 w0 [
30-0625 Mops, Wet 160z #30624 Cleaning Supplies 168 ea 10 50 0 w0 [
30-0079C Vacuum bags Cleaning Supplies 100 box 10 50 0 s5 ||

Electrical 1 Parts

24-0040 Adaptor mogul to reg base Lev #8681 Electrical 43 ea 10 50 0 20

Fire Safety & Parts

80-0045 12VDC Battery Rechargbl. 2.2Amp Fire Safety 69 ea 10 50 0 20 [ ]
350002 Bunny Suit 1018 XXL Reg TYVEK Fire Safety 25 ea 10 50 0 v |
35-0008 Cartridge Filter Retainer #7287 Fire Safety 80 ea 10 50 0 1+ [
35-0002A Cartridge Retainers Part #0202 Fire Safety 11 ea 10 50 0 7 [
6 Global Solutions *wmmw WARE"

Figure 154 Parts Inventory List view

Parts Inventory List View
Although, maintaining in-house inventory helps companies respond quickly to work orders,
one of the most important benefits is reducing downtime for assets. In some cases, this can
even be a matter of health and safety. However, there is a delicate balance between having
parts in stock and hoarding. Issues include costs of storage space, personnel, loss,
deterioration, and obsolescence. Additionally, on-premise inventory ties up capital. Performo’s
Parts and Inventory module mitigates cost, expedites fulfillment, reduces excess, and keeps

critical systems up and running.

From the Main Menu of Performo’s Home Screen, click the parTs INVENTORY button. Performo
displays the Parts Inventory List view. Click the column heading to sort by that value.
Where it makes sense, Performo will subsort the list by that column heading and display

the number of items in that category.
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Actions On The Parts Inventory List
2% PMO_MWPARTS_v10 (DOPPLER) — m] x

Performo™ | Parts Inventory List Matthew Gaylen  Help

34 Parts Search Q | Filters. || Reset ] Entity: DEMO Warehouse: MAIN  Status” On Order

Part Code Name / Description Type In Stock Unit Min Target Ne Reconcile

Building Supplies 3 Parts
Go to Req Prep

Fast Plug 1 gallon can Building Supplies
Parts List Report
20-0059 Sponge C21 medium commrecial Building Supplies 7 ea 10 50
Parts Value Report
29-0081 Wood Filler Emer's Profess. Carpen Building Supplies 21 ea 10 50
Print Labels

Cl ing S i 4 Part:
leaning Supplies arts Custom Report

90-0382 DISPENSER CONVERTAMATIC TOWEL #9715 Cleaning Supplies [ ea 10 50 0 0 [ 1

6 Global Solutions *wlz;«nna‘cwlll Wk
v

Figure 155 Actions on the Parts Inventory List view
Actions on the Parts Inventory List include Reconcile, Go to Req Prep, Parts List Report,
Parts Value Report, Print Labels, Custom Report.

Each of these options will be discussed subsequently in this user reference guide.

Click any part to view the detail for that record.

Click the + button on the Actions Menu to create a new part record from the detail view.

23 PMO_MWPARTS v10 (DOPPLER)

Performo™ | Parts Inventory List Matthew Gaylen Help  Exit

Part Code e / Description Type In Stock Unit Min Target Need On Order Flag

Building Sup slies | Parts

Fast Plug 1 gallon can Building Supplies 7 gal 10 50 3 72|
6 Global Solutions ‘)‘, WIZARDSOFTWARE™

Figure 156 Global Search

Enter text in the GLosAL seArcH field. Performo displays records with data that matches that
value. Click the riLTERS button to choose values in specific fields. Performo displays all

records with that value in that field.

Click the reseT button to return to the default found set.
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[DVid €0 PARTS INVENTORY ACTIONS MENU — RECONCILE

2 PMO_MWPARTS_v10 (DOPPLER) — [m] >
= o
= Performo™ | Parts Reconciliation Matthew Gaylen  Help
Part Code Name / Description Type In Stock  Reconcile To  Last Reconciled
23-0604 Glid.UltraHide LoLustre14341000 WHT a8 >
20-0043 Block Filler Glidden 5 Gallon pail Building Supplies 58 05/25/2018 &
28-0040 Caulk Compound Acrylic Cartr Clear Building Supplies 18
" Global Solutions L wizarn .
6 G ] > SEIRARE

Figure 157 Parts Reconciliation (couple’s counseling not required)
Click the reconciLE option of the Actions Menu on the Actions bar of the Parts Inventory List

view. Performo displays the Parts Reconciliation screen.

Parts reconciliation is where the actual number of items in the bin, on the shelf, and on the

truck are counted and compared to the number Performo calculated to be in stock.

The Parts Reconciliation screen displays columns for Part Code, Name/Description, type,

the number In Stock, the number to Reconcile to, and the date the part was Last Reconciled.

Best practice is to use the GLosaL seArcH field or the FiLTERS button to create a found set of

parts to work with. Smaller batches of parts will be easier to reconcile.

Once a found set has been created, and the number of the part has been physically counted,
enter that number in the Reconcile To field. When necessary, for reference, click the co 1o
PART button on the far, right side of the row to view details about that part on the Part Detail

screen. On the Part Detail screen, click the Back button to return to Parts Reconciliation.

PARTS RECONCILIATION - RUN RECONCILE BUTTON Reconcile Inventory - MAIN Warehouse

Click the ruN rREcONCILE button. Performo Reconcile each part in the Found Set to match the "Reconcile
To" quantity field. All transactions will be marked as

creates a transaction to add or deduct the | “Adjusted”. (Skips blank amounts.)

quantity previously calculated to match | M | p— |
L

the quantity physically counted. The
transactions will be marked as Figure 158 Reconcile Inventory <Name of> Warehouse
Adjustments on the Transactions tab of the Part Detail view. The date of the reconciliation

is automatically entered into the Last Reconciled field.
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PARTS RECONCILIATION ACTIONS MENU — RECALCULATE IN STOCK
Click the actions menu button on the
Actions Bar of the Parts Reconciliation Recalculate in stock quantities for the found set of parts?
screen. Click the RECALCULATE IN STOCK option. [ Will not change your reconcile to #'s, may take awhile ‘
Performo displays the Recalculate In
Stock dialog box. | ok {\L | Cancel - |

Figure 159 Recalculate In Stock dialog box

Click the OK button. Performo will recalculate in stock quantities for the found set of parts.

Note: both numbers are shown on the warehouse tab of part detail screen. The In Stock
number should “always” be correct automatically, but it is possible that it is not, so this

function can be used as a failsafe to ensure its correctness before reconciling.

Also note that the Performo will not change the Reconcile To numbers. So, if parts have
been manually added on the Transactions tab of the Parts Detail screen during the
inventory process, then, the Reconcile To field will also have to be manually adjusted on the

Parts Reconciliation screen.

PARTS RECONCILIATION ACTIONS MENU — RESET RECONCILE TO

Click the Actions menu button on the Reconcile Inventory
Actions Bar of the Parts Reconciliation Elank out the "Reconcile To™ column for all records in the
found set?

screen. Click the RESET RECONCILE TO Optlon' Mote that when you reconcile, blanks are skipped.

Performo sets the Reconcile To column
.. OK Cancel

equal to the In-Stock column. This is a | l’\l | |

shortcut that assumes that the In-Stock Figure 160 Reconcile Inventory dialog box

number is mostly correct. This can be a dangerous assumption if great care has not been
taken maintaining inventory numbers. Many companies, corporations and institutions
disable this function. This forces the inventory team to physically count and enter every

number. Contact the Solution Admin if this option pertains.
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\[>Video  pARTS INVENTORY ACTIONS MENU — GO TO REQ PREP

% PMO_MWPARTS 10 (DOPPLER) - o s

Performo™ | Purchase Req Prep Matthew Gaylen  Help

Manufacturer / in  Order Last Ordered
PartCode  Part Name ManufPart#  Supplier SuppPart#  Min Targ Stock  Qty $/ Unit Total$ Date  Req# Qty

Glid UltraHide: Glidden

230804 o) ustre 14341000 WHT 14341000

Sherwin Wiliams Co. supp10010 10 50 38 24 5994/ ea $23868 01/0919 REQ529 24 &

X
Block Filler Glidden 5 Gallon
200043 10 50 8 $2063 / ea $0.00 Go to Part 23-0604

Caulk Compound Acrylic Cartr

28-0040 Ciear

10 50 18 $257/ ea $0.00 omit

28-0011 Caulk GE Siliconell Cart Cir 10 50 94 $475/ ea $0.00 Show Only
sherwin Williams Co

28-0031 Caulk GE Siliconell Tube Clr 10 50 10 $377 ./ ea $000 081910 12

ﬁ Global Solutions S NIEARRIOE
v

Figure 161 Purchase Req Prep screen

Click the actions menu button on the Actions Bar of the Parts Inventory screen. Click the co
TO REQ PREP option. Performo displays the Purchase Req Prep screen. Note: best practice is to
create a found set of parts prior to navigating to Req Prep. This can be done using the
Global Search field or the Filters button on the Parts Inventory List, or by using the FLaG
checkbox on the Overview tab of the Part Detail view.

Performo displays the Purchase Req Prep screen. Columns on the list view are: Part Code,
Part Name, Manufacturer/Part #, Supplier, Supplier Part #, Trigger quantity, Target
quantity, In Stock quantity, Order Quantity, dollar amount and Unit, Total dollars, as well as,

Last Ordered, Date, Requisition Number, and Quantity.

Part Code, Part Name, Manufacturer and Part number; as well as Triger, Target, and In Stock
quantities are automatically calculated and displayed. Additionally, if there was a previous
order, the date, REQ number and the quantity will also appear. Users will interact with this
screen by entering or editing the Supplier, Supplier Part number, the Order Quantity, the
Cost, and Units.

Click the recorp menu button. Options include, Go to Part, Omit, and Show only. Click omiT if
the part is not to be ordered at the moment. Click Go 1o PART to reference data and
information about the part prior to ordering. Click sHow onLy to focus on one Requisition at

a time.

Click the create Reqs button. Performo creates the order forms and navigates to the Purchase

Requisition List view.

Note: Click the AcTions menu button on the Actions Bar of the Purchase Req Prep screen.

Option two on that value list is to click Go To REQUISITION LIST.
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Purchase Requisition List

Performo™ | Purchase Requisition List Matthew Gaylen  Help  Log Out
3 Requisitions [sherwin > ] l Fi\lersl
Req # ENT Date \endor # ltems Total 5§ Status
REQ135 DEMO 02/20/2015  Sherwin Williams Co. 1 $70.00 Closed
REQ171 DEMO 01/03/2018 Sherwin Williams Co. 3 $70.00 Open
REQ529 DEMO 05/29/2018 Sherwin Williams Co. 3 $054.42 Open
6 Global Services \iv WIZARDSOE TR

Figure 162 Purchase Requisition List View

[See also Page #135] The Purchase Requisition List view displays the Req #, The Entity,
Date, Vendor, number of Items, Total Dollars and Status of each Requisition. Click the GLoBaL
seArcH field or use the FiLTERs button to create a found set of Purchase Requisitions to

investigate, analyze or manage.
Purchase Requisitions are also discussed on page #134 & page #135.

Click any Purchase Requisition record. Performo displays the Purchase Requisition screen.

Performo™ | Purchase Requisition Matihew Gaylen Help  Log Out

K < > >l 33

Vendor ID | 0504923 !

To: | Sherwin Williams Co. Ship Te: Wizard Software Solutions

™ |

Notes (not printed)

1702 State Street Suite 400 o
Schenectady, NY 12304 4147 N. Ravenswood Ave

Chicago, IL 60613

A/P Contact: | Patty Timberlake
T73-832-0200

P.R. DATE REQUISITIONER SHIF VIA F.0.B. POINT TERMS
: Justin Abl UPsS, Chi - h
Ll ......? : 'B*‘QD Add / Receive (not printed)
Manufacturer Part # Description Unit Price Total Part ID Total Rece

idden {14341000: [Giid, Ultvaide Lol ustre14341000 WHT 3 3 5.9443 $ 236,68 230604

{EMLTTD E {Lacquer Thinner 5 gailon $172.33 230822
ing: {17 ifiar E6 $542.35 231240
p
1. Enter this order in accordance with the prices, terms, SUBTOTAL
delivery methed, and specifications listed above. Sales Tax Order Status  Open
o _ _ Shipping & Handling —
2. Please notify us immedistely if you are unable to ship On Order fi
as specified Other o
TOTAL Warehouse
Bill to: ;Wizard Software Solutions
Suite 400 i
4147 N. Ravenswood Ave
Chicago, IL 60613
Authorized by Date Created 918 1:31 PM Precision |
Entity 0
G Global Services *W'HRU‘ IFTWAR

Figure 163 Purchase Requisition Screen
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PARTS INVENTORY ACTIONS MENU — PARTS LIST REPORT
Click pARTS LIST REPORT option on the Actions Menu. Performo displays the Edit Report Title
dialog box. Enter a custom one-time report title if necessary and Click the ok button to

proceed. Performo displays the Report Preview. The report contains one line item for each

part in the found set. @ REPORT PREVIEW
__ i 5 =
. Save as Excel Save as PDF Print  Print Setu
The report displays the Pages P
p p y Layout: ||:|arts_|ist_report v| View As:
Parts ID number, the Name
3 3 Wizard Software Soltions
and Descrlptlon, the Type' 'w WIZARD \RE Parts List Report Painting Supplies
8202018
the dollars and the unit, the —
a ouse Inventory:
In Stock quantlt}’, the :al-‘hﬁln HameiDeac Type § 1 Unit In Steck  On Order Min Max  Mesd
'ainting
quantity on order, the . ‘1250 a N R R
23-0604 Gid UiraHde Lolusire1 4341000 Painting 5094 e 26 o 10 50 o
threshold Mlnlmum 230622 Lacquer Thinner 5 gallon Painting T2 ea 25 [ 10 50 o
231225 Linsesd QN Painting $1599 ea 23 o 10 50 o
. 239236 Paind Stripper SF5 Paintiny $2319 ea ar o 10 50 o
quantlt}’, the target 230900 RDlerCU':::ETmILm nap 39" Palmh: 5175 ea &3 40 10 a0 o
230310 Roler Covers 9° Shorl Nap 14" Painting 5206 ea 27 '] 10 50 o
maXimum and the number 230330 Roler handes Palniing 5314 ea 22 o 10 50 o
’ 231310 Sk Tex « 1602 box FPainting 53386 ea 12 o 10 30 o
of items needed to reach P e ee—— e

safe stock target quantity.

Contact the Solution Admin  Figure 164 Parts List Report Preview
if additional columns are

necessary or if columns are not needed.

Click save as por. Performo displays the operating system’s Save As dialog box. Navigate to

any accessible directory to save.

Click prinT seTup. Performo displays the operating system dialog.

Click the prINT button. Performo displays the operating system dialog box for that printer.

[f the report is multiple pages, click the ForwarD and Back buttons to navigate to previous or

succeeding pages.
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PARTS INVENTORY ACTIONS MENU — PARTS VALUE REPORT
) REPORT PREVIEW
a | &
Pages Save as Excel Save as PDF Print  Print Setup
Global Solutions
y WIZARD R Inventory Total Dollar Value - Painting Supplies
3/20/2019
Warehouse MAIN

Part Code  Part Name Unit Qty Unit § $ Value
23-0646 Coronado Grip & Seal Primer 5-gallon ea 2 $62.50 $125.00
23-1240 Emulsifier EB ea 17 $2260 $ 38417
23-0622 Lacquer Thinner 5 gallon ea 25 $7.22 $ 18062
23-1225 Linseed Oil ea 23 $15.99 $ 367.77
23-1236 Paint Stripper 5F5 ea 97 $23.19 $2,249.43
23-0300 Raller Covers 9" medium nap 3/8" ea 63 $1.75 $11025
23-0310 Roller Covers 9" Short Nap 1/4" ea 27 $2.06 $ 5565
23-0330 Roller handles ea L 22 $3.14 $69.10
23-1310 Skid Tex - 16 oz. box ea 12 $3.86 $46.27

Srand Total Value $3,588.25

Figure 165 Inventory Total Dollar Value - found set

Click the pARrTs vALUE REPORT option on the Actions Menu. Performo displays the Edit Report
Title dialog box. Enter a custom one-time report title if necessary and then, Click the ok
button to proceed. Performo displays the Report Preview. The report contains one line
item for each part in the found set. The report displays the Parts ID number, the Name, Unit
type, quantity in stock, unit cost, and total value. The grand total appears at the bottom of
the last page. Contact the Solution Admin if additional columns are necessary or if columns

are not needed.

Click save as por. Performo displays the operating system’s Save As dialog box. Navigate to
any accessible directory to save. Click priINT seTuP. Performo displays the operating system
dialog.

Click the prINT button. Performo displays the operating system dialog box for that printer.

If the report is multiple pages, click the ForwarD and Back buttons to navigate to previous or

succeeding pages.
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PARTS INVENTORY ACTIONS MENU — PRINT LABELS
Click the pPRINT LABELS option on the Actions

Menu. Performo displays the Print Bar

Code Labels dialog box.

Since this is a function that must be

WIZARDSOFTWARE"

SOLUTIONS

'

PRIMT BAR CODE LABELS

Print bar codes for a Roll label printer or in triple columns for
8.5x 11 Paper or Avery 5160 labels?

Figure 166 Print Bar Code Labels

customized to each solution; the Solution Admin and the Wizard Software Project

Engineering team will work together to implement bar code labelling.

At the time that bar code printing is necessary, standard options include, Roll bar codes,

Paper bar codes, and bar codes printed using the Avery5160 template.

Click save as por. Performo displays the operating system’s Save As dialog box. Navigate to
any accessible directory to save.

Click prinT seTup. Performo displays the operating system dialog.

Click the priNT button.
Performo displays the
operating system dialog box

for that printer.

If the report is multiple
pages, click the ForwarD and
BACK buttons to navigate to

previous or succeeding

pages.
Click the ExiT PREVIEW button

to return to the Parts

Inventory List view.

Performo v10 rev #20-083

:

] Total
Pages

Layout: | pt_bar_code_Avery5160 -

View As:

Save as Excel Saveas PDF

=

Print  Print Setup

« P O “ T F 3 1 =

35" 2 W Linear Fluorescent Lamg

P31-Dr7 %2
B0Par side prong 120V Flood

1 & 3

P 31 - 3 -
FBO31/830 Octron J000K fluors bulb

P

31 =157 2 =
Bulb,F2G DBX/B40NMP

P

- 41 -00178 =«
Swirl parch fixture LSLS/CM-Black

oo &

~ P &2 - 1 -
ZZ_BWCust- Custom Box

-

« P 31 -0150 =

40415 130w 40watt frosted bulbs

« P 31 -0802 «

Signage Light #4545
I
P 31 -1&48 =
L
« P 31 =15725=
UIRTR
«P 81 -0021 =~
L
«FP AAMFZO

LT
FIaTRITLT41B U :haoe- bulb
PL-TIZW'35/4F Bulb

I
Emergency Light JSM18-2
Mumblefritz

« P 31 -0535 828 ~

Bulk BC40F15/LL Medium Base Clear

«P31=-1325
F-18 T8 Fluorescent Tubes CW 28"

3

- P 1-150035 =
Bulb EHG 1200 750WWait Mem Chapel

* P8 =00 10 =
Fixture-outdaor-HSA-13CW

oo

P81 - LA
Bathrzom Mirror

Figure 167 Bar Code Labels on Avery 5160 Template
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CUSTOM REPORT

Click the custom RepORT option on the Actions Menu. Performo displays the Run Custom
Report pop-up window. Standard options include 25YF Parts, Parts Export, YF Mar Parts 1,
YF Parts 1. Click the exceL button to proceed. Performo opens the operating system Save As
dialog box. Choose any accessible directory and click ok to proceed.

When the operation is completed; Performo REPORT SAVED [}\1
: : : execute_adhoc_report: File YF Parts 1 Extel file created via
dlSplayS the Report Saved dlalog bOX' The dlalog server saved to /C:/Users/Precision |/Box Sync/WIZARD/

. REFERENCE GUIDES/PMO/YF Parts 1_2018_5_29 1453.xls
box shows the directory where the report was

saved. Click the ok button to proceed.

Figure 168 Report Saved Dialog box

Performo automatically opens the Microsoft Excel
workbook containing the saved spreadsheet. The Solution Admin can work with the Wizard

Software Project Engineering team to fine-tune and create custom parts reports.

A B C D E F -6 | H J K L M N

AN e

3

4

5 YFParts 1

6 | Waord software Soutions

7 |sr9r2018

8 PartID Part Name Part Type Part Unit Cost Cost Units Manufacturer Mfr Part # Notes GLAcct# JobType .ast Reconcilec  LastOrder Property
St Tex - 16 0.

9 231310 box Painting 38 ea sta g1 e 01/00/00 010518 DEMO

10 231240 Emuisiier BB Painfing $2260  ea  IdsclManulactuing ki Std Pkg: 0 T sw@ A 01/00/00 0512918 DEMO

11 251236 Paint Stripper 575 Fainfing $2319  ea Std Phg: 1 A 01/00/00 01/60/00  DEMO

12 231225 Linseed OF Painfing $1599 ea Std Prg: 1 A 01/00/00 01/00/00 DEMO
Corenado Grp &

13 250848 Seal Pimer S-galon Painfing $6250  ea  Cowonado Fat (116} 5td Phg: 0 54020 A 01/00/00 01/60/00  DEMO
Lacquer Thinner 5 "

i 250822 galon Painfing $722  ea  KisanStip CMLI70 5td Phg: 0 54020 A 01/00/00 0512318 DEMO
Gid Utiratide " "
Lolushe 14341000

15 250804 Paining $994  ea  Gidden 14341000 5td Phg: 0 54020 A 01/00/00 0512318 DEMO

16 250310 Painfing $206 e Std Phg: 1 A 01/00/00 01/60/00  DEMO

” 230330 Painfing 5314 ea Std Prg: 1 A 01/00/00 01/00/00 DEMO

18 250300 " Paining $175 e Std Phg: 1 A 01/00/00 01/05/18  DEMO

19

Figure 169 Custom Report opened in Microsoft Excel
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Part Detail

¥ PMO_MWPARTS_v10 (DOPPLER) - O ¥
Performo™ | Part Detalil Matthew Gaylen  Help
1< < > > 11158 04ZY31 36" 2W Linear FluorescentLamp  Type: Lighting
Transactions Purchase Log Supplier Info Warehouses Archives Assels
.
Part Information Cost
Part Code 0 4Z2¥31 Unit Cost $12.1000
Name 36" 2 W Linear Fluorescent Lamp GL Acct# 7540
Type Lighting Units ctn
Manufacturer GE Find Flag O
{52[‘?11"5' F25T8XLISPX35/ECO
MAIN Warehouse Information Notes

AllWErEROUsES o0 Update Warehouse Qty TECHNICAL SPECS o
Qty ftem’ Linear Fluorescent Lamp Bulb ShapeTs Bulb Base TypeMedium Bi-Pin (G13) Max. Overall Bulb
Length36" Watts25 Light Appearance3000 to 3999K, Warm White Bulb Color Temp.3500K Bulb Primary

10 ApplicationGeneral Purpose Average Bulb Life45,000 hr. Lumens2150 Shatter-Resistantio Light
TechnologyFluorescent Bulb TypeLinear Light Bulb Dia.1" Color Rendering Index86 Bulb Min. Starting Temp.
Vinimum Qty 12 -22 Degrees F Bulb DesignationF25T8/XL/SPX35/ECO Standardshleets 2012 Lighting Legislation Energy
’ Case Quantity24 Green Environmental AttributeProduct Contributes To Reducing Energy Consumption
Needed 2 Order
n Order 6
Last Order 03/07/2019
6 Global Solutions i * WIZARDSOFTWARE

Figure 170 Part Detail

The part detail view is divided into seven tabs. Tabs include Overview, Transactions, The

Purchase Log, Supplier Info, Warehouses, Archives, and Assets.

[>Video | pART DETAIL — OVERVIEW TAB

The overview tab is divided into four sections. Parts Information, < name> Warehouse

Information, Cost, Notes.

The Part Information section includes fields for Part Code, Name, Type, Manufacturer, and

Manufacturer Part Number.

The <Name> Warehouse Information section includes fields for All Warehouses Stock
Quantity, Stock Quantity, Minimum Quantity Needed, On Order, Last Order. Performo
calculates these fields automatically. Click the uppaTE warREHOUSE aTY button to redo the

calculation.
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ORDER BUTTON

< #® = Performo™ | Purchase Req Prep Watthew Gaylen Help  Log Out

Manufacturer / In Order Last Ordered
Part ID Part Name Manuf Part # Supplier SuppPart#  Trig Targ Stock  Qty $/ Unit Total$  Date Req# Qty

042Y31 36" 2 W Linear Fluorescent Lamp SER\'LTP\'"‘EE Grainger 4231 12 96 60 96 $12.10 /| ctn $1,161.60 05/18118 RE%?]::US 96
25TRIXL/SPX354

- —_— N
Go to Part 0 4ZY31 %

Omit

Shaw Only
Grainger

(. )
6 Global Services g WIZARDSOFTWARE

Figure 171 Order Parts

Click the orper button. Performo navigates to the Purchase Req Prep view. Purchase
requisition preparation will be discussed in a subsequent section of this user reference

guide.

Click the recorps MeNU on the Purchase Req Prep view and choose the Go To Part <###>

option to return to the Part Detail view.
cosT
The Cost section includes fields for Unit Cost, GL Account #, Units, and a Find Flag

checkbox.

Click the FinD FLAG checkbox. Control+click the naviGaTion MENU button to return to list view.

Click the riLTers button. Performo displays the Part Filters data entry window.

Click the rLaG checkbox.

Click the cLose button on the Part Filters data entry window. Performo displays all the
flagged parts. This is extremely useful for quickly finding parts that need to be tracked,

managed or analyzed.

NOTES
The Notes field is user-definable. Any text may be entered or pasted into the Notes field.
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[DVTEO, PART DETAIL — TRANSACTIONS TAB

( ) — Performo™ | Part Detail Matthew Gaylen Help  Log Out
1< < > > 11 0 4ZY31 36" 2 W Linear Fluorescent Lamp  Type: Lighting
Overview Purchase Log Supplier Info Warehouses Archives Assets
ALL N Add Deduct Move Adjust Post to Work Orders
'J‘-Jarehoﬁe Date Add Deduct Unit Cost Cost  Work Order # REC] # Account Adj Posted
MAIN " 05/18/2018 12 ] [ x
TRUCK1 " 05/18/2018 12 $12.1000 514520 ] [ x
MAIN " 05182018 12 L1 [ =
TRUCK2 " 05182018 12 $12.1000 514520 L1 [ =
MAIN " 05182018 12 L1 [ =
REMOTE " 05182018 12 $12.1000 514520 L1 [ =
~ REQ180
MAIN 05/18/2018 96 $12.1000 §1,161.60 51801 L1 [ =
MAIN " 05182018 3 ] =
Show. @Al O Adds (O Deducts (O Adjusts Warehouse Stock Qly. 135 - 36 =99
P X . i
6 Global Services Sy g WIZARDSOFTWARE

Figure 172 Transactions Tab of Part Detail view

The Transactions portal displays a list of all the additions, deductions, movements, and

adjustments made to the part.

Click the wareHousE value list above the portal. Choose a warehouse. Performo displays all
the transactions involving that part in that warehouse. Please remember that warehouses
can be closets, trucks, vans, storerooms, stockrooms or anywhere else where the company,

corporation or institution stores parts or maintains inventory.

Each line of the portal displays one transaction. Transactions can be manually entered
using the buttons above the portal. Transactions also appear automatically if posted from
the Work Orders Module or if Received from a Purchase Requisition. Purchase Requisitions

will be covered in a subsequent section of this user guide.

Each record in the portal displays the warehouse, the date, the unit cost, the total cost, the
work order number, the requisition number, the account number, and checkboxes for
Adjustment, and Posted. Click the X at the end of the row to delete the transaction. The

fields are also user-definable in case if an entry needs to be edited.
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TRANSACTIONS TAB — ADD BUTTON Add To Inventory
Click the app button. Performo
displays the Add To Inventory Varehouse MAIN
data entry window.
Choose a warehouse. 121000
Performo will add inventory Accoun 75.40
to that warehouse. Indicate a
quantity, cost data, and an

account number if necessary.

Enter a work order number if  Figure 173 Add To Inventory data entry window
a part is being returned to

inventory after being unused on a completed work order.

Click the ok button to proceed or the canceL button to return to the Part Detail view.

TRANSACTION TAB NOTES

When a part is added to a work order or when a part is deducted from inventory on a work
order; the transaction is entered into the COSTS table. Please note that a part entered on a
work order does not have to be a part in the parts module. A part can be purchased on a one-
time basis for a work order. Additionally, the Solution Admin can turn off the ability for
engineers to interact with parts on a work order, so that all parts on work orders must be

entered from the parts module by the stockroom dude.

When a part is added or deducted from inventory in the parts module; it is also recorded in

the transactions table. Part transactions do not have to be related to a work order.

All parts added to inventory are also recorded in the Transactions table. This occurs when the

work order is completed or if the urPDATE INVENTORY button is clicked in the Work Order module.

When parts transactions are entered with a valid work order number, Performo also creates a

parallel entry in the costs table. This occurs when the PosT T0 WORK ORDERS button is clicked.
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TRANSACTIONS TAB — DEDUCT BUTTON

A

yWIZARDSOFT
soLU

-

Click the pepuct button.
Performo displays the

Deduct From Inventory data

Warehouse
entry window. In the event,
. Quantity
the engineers do not enter )
the part number on the Unit Cost
completed work order, it R
can be entered on the
Work Order #

Deduct From Inventory data
entry window. Plan B is to
click the posT TO WORK ORDERS

Deduct From Inventory

MAIN

121000

75.40

20519

Cancel OK
e |

button above the
Transactions portal.

Performo will

Figure 175 Deduct From Inventory — Data Entry Window

display the Update
Work Order

Transactions dialog.

-
UPDATE WORK ORDER TRAMSACTIONS

en  Help

Log Out

Valid parts: 9 of 9
Valid work orders: 4 of 9
Valid postings: 3 of 9

MNew or re-postings: 4 of 9
Click pone to

‘—|—| ‘ Actions ‘

proceed. Performo

will then display the

Part Detail view. Note that
the Posted checkbox for the
record is automatically
checked.

brk Order # Req # ;a‘

F‘cﬁt to Orders

Post transactions to corresponding workorders

if unposted
T 0 <]

Matthew Gaylen Help  Log Out

Performo™ | Part Detail

1<K < > > 1187 04ZY31 36" 2 W Linear FluorescentLamp  Type: Lighting
Qverview @ Purchase Log Supplier Info Warehouses
MAIN v Add Deduct Move: Adjust
Warehouse Date Add Deduct Unit Cost Cosl
MAIN 7 05M8/2018 2 $12.1000 -5 24.20

Archives Assels

Post to Work Orders

eq # Adj gFosted
X

A

Account

Work Order #
20519

Figure 174 Post to Work Orders button
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PART DETAIL — PURCHASE LOG TAB

Performo™ | Part Detail Matihew Gaylen Help  Log Qut

1K < > > 11187 04ZY31 36" 2 W Linear Fluorescent Lamp  Type: Lighting
Overview Transactions Supplier Info Warehouses Archives Assels

Purchase Requests

Req# Date aty  UntCost  Units Cost Vendor Received on Status
REQMS0S gsreizots 96 5121000 o $1161.60 Grainger 96 05/18/2018 Closed ”

Average Cost = Total Spent / # Purchased  $11.73 = $1,161.60/99

6 Global Services by * WIZARDSOFTWARE

Figure 176 Part Detail - Purchase Log Tab
The purchase log displays a list of all requisitions. Creating requisitions will be covered in a

subsequent section of this user reference guide.

Click on any item in the portal to view the Requisition. The requisition form will be

discussed later in this user reference guide. Click the eack button on the Title Bar to return

to the Purchase Log tab of the Part Detail view.

™ . mga
Performo™ | Purchase Requisition Matthew Gaylen Help  Log Out
MNotes (not printed)
To:  Grainger Ship To: Wizard Software Solutions
1017 SW Jefferson Ave 4147 N. Ravenswood Ave
Peoria, I 61605-3948 Chicago, IL 60613

A/P Contact:  Patty Able

773-832-0200
P.R. DATE R|,“UISITIONER SHIP VIR F.0.B. POINT TERM S
0518118 Déug Bancel uPs Chicsge Net 45 ) )
| ' i e an i Tie=a i Add / Receive (not printed)
Gty Unit  Manufacturer = Part# Description Unit Price Total Part ID Total Received to Date
% om | GE F2ETEL| 38" 25 Wiatts Linesr Fluorescent Lamp $12.1000 5116160 azvu EE E
1. Enter this order in accordance with the prices, terms, SUBTOTAL  51.181.60
delivery method, and specifications listed above. Sales Tax 59285 Order Status  Closed
Shipping & Handlin
2 Please notify us immedistely if you are unable to ship pRing o $2243 On Order for .
85 specified. Ciher o MAIN
Warehouse

TOTAL £1,276.88
Billto: Wizard Software Solutions

4147 N. Ravenswood Ave .
Chicago, IL 60613 %lh'}m"h
Authorized by Date Created 05/18/18 10:33 AMnate
Entity ~ DEMO
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Figure 177 Purchase Requisition screen
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[>Video | pART DETAIL — SUPPLIER INFO TAB

< 1) — Performo™ | Part Detail Matthew Gaylen Help  Log Out
< < > > 11157 Code: 04ZY31 Name: 36" 2 W Linear Fluorescent Lamp
Overview Transactions Purchase Log Warehouses Archives Assets
Add Supplier
Sort  VendorID  Company Name Phone # Website Unit § Supplier Part #
] ] 1-800-472 hitp:/fwww.grainger. :
1 Grainger Grainger 643 com $12.1000  4ZY31 Go to Supplier .
Last Order | 05/18/2018 96 @ | $12.1000 lotes
00 905 I hitp:/shop. GE :
2677 Monterey Lighting BT7-905-2677  ontereycorp.com $4.2100 || £r57ay1 gpxas| GO to Supplier .
Last Order | 05/23/2018 24 @ | $4.2100 Motes must be ordered in lots of 24
Default Vendor on PO's | Grainger Grainger
rs B 1
6 Global Services A, y WIZARDSOFTWARE

Figure 178 Part Detail - Supplier Info tab

Click the Supplier Info tab. Performo displays the supplier details portal. Each row in the
portal displays one vendor for the part. The portal displays significant details about
purchasing that part from that supplier. Details include Vendor ID, Company Name, Phone
number, Website, Unit cost, and Supplier Part number. Additionally, the portal displays the
details about the most recent order of that part from that supplier. Details include date,

quantity, and cost per unit.

Click the Gco To suppLIER button. Performo displays the supplier details in the Vendor module.
Click the Back button to return to the Supplier Info tab of the Parts Inventory module.

Click the App suppLIER button. Performo adds a new line to the portal. Both the Vendor ID and
the Company Name fields are drop down value lists.

Click the venpor Ip column heading to view the list sorted by vendor ID.

Click the company NAME column heading to view the list by the company name. Choose a
value from the list and Performo will automatically enter all data having been previously
recorded in the Vendor module. All data entered on the Supplier Info tab is also saved in the

Vendor Module. The Vendor module will be discussed later in this user reference guide.

The Default Vendor for PO’s below the portal is user definable. Click to choose a default.
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[>Video | pART DETAIL— WAREHOUSES TAB

Performo™ | Part Detail Matthew Gaylen Help  Log Out
1< < > > 11157 04ZY31 36" 2W Linear Fluorescent Lamp  Type: Lighting
Overview Transactions Purchase Log Supplier Info % Archives Assels
.
Add Warehouse
Stored Calculated
Warehouse Name Stock? Bin Min Max Qty On Order  Need Qty Needs
MAIN | Main Warehouse 100 12 96 67 0 0 79 0 ]
X
Notes
TRUCK2 ~ Truck #2 100 1 12 12 0 0 12 0
X
Notes
ALL “ Al Demo Warehouses ] 103 0 0
X
Notes
Go to Warehouse List Refresh Stored #s Default MAIN
p . i
6 Global Services S, ), WIZARDSOFTWARE

Figure 179 Part Detail - Warehouses Tab

The Warehouses tab displays a portal. Each item in the list is a warehouse. Data displayed
about warehouses includes, Warehouse ID, Warehouse Name, the Stock checkbox, the bin
number, Minimum, and Maximum quantities. Additionally, under the Stored subheading,
the quantity stored, the number or order, and the number needed are displayed. The
Calculated subheading displays the current quantity and the needs to be ordered quantity.

All the fields that are not under the Calculated subheading are user-definable in case if

adjustments need to be made.

Add all default warehouses or just a blank line?

Click the green App wareHousE button. Performo displays
the Add Warehouse dialog box. Click the sLank button to
add an empty record to the portal. Click the wAREHOUSE

Warehouse
|Base |

| Blank || Defaults | |Warehousek
|

buton to enter the Warehouse name. The remaining fields

can be added manually. Figure 180 Add Warehouse Dialog Box
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Performo ™

Performo
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™

| Warehouse List

WIZARDSOF

e
=

=
o>
ZZ

SOL

Matthew Gaylen  Help Log Out

5 Warehouses Curre?y Entity
Entity D Name Type Notes Default

DEMO MAIN Main Warehouse Static Inventory Primary X
DEMO REMOTE Remote Warehouse Backup Supplies Ofi-site |:| X
DEMO ALL All Demo Warehouses Accumulated Inventory Not for data entry |:| X
DEMO TRUCK2 Truck #2 Rolling - on demand Maintenance vehicle #2 |:| X
DEMO TRUCKA1 Truck #1 Rolling - on demand Maintenance vehicle #1 |:| X
@ Global Services '* WIZARDS QP AL

Figure 181 Warehouse List

Click the Go To waAreHOUSE LisT button. Performo navigates to and displays the list of
warehouses. The list displays the Entity, The ID, the Name, Type, and Notes for each
warehouse. Additionally, there is a checkbox for default and an x button for deleting the

warehouse.

The actions button includes an option to navigate to the Parts List view.

Click the currenT ENTITY button. Performo displays the warehouses in the current entity. Click

the ALL enTiTiES button. Performo displays all the warehouses in the system.

Click the Back button to return to Part Detail.

Note that the + button on the Actions Bar on the Part Detail view adds a new part,
irregardless of what tab is selected and on display. However, on the Warehouse List screen, the
+ button on the Actions Bar adds a new warehouse. Click the + button on the Actions Bar.

Performo adds a new blank line to the warehouse list.
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PART DETAIL — ARCHIVES TAB

Performo™ | Part Detail Matthew Gaylen Help  Log Out

£ . > 41157 21-2680 ELBOW BLK 1" 90~ CAST  Type: Plumbing
Overview Transactions Purchase Log Supplier Info Warehouses m Assets

Archived Adds
Warehouse Date Add Unit Cost Cost  Account PO# Notes
MAIN 12/27/2010 10 5078 5777 B
MAIN 11/03/2010 43 $0.78 $33.39
MAIN 1217/2010 47 5078 $ 36.50
MAIN 01M16/2011 70 $0.78 $ 54.36

@ Global Services L9 * WIZARDSOFTWARE

Figure 182 Part Detail - Archives Tab

The Archives tab of the Part Detail view displays a list of transactions which are no longer

relevant to the current inventory count.

Each company, corporation or institution has rules about when a transaction should be
archived. In many cases, a company will complete a physical count at some point and then
archive that year’s transactions. This is done in Performo’s Transactions module and will be

discussed later in this user reference guide.
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[>Video | paART DETAIL — ASSETS TAB

Performo™ | Part Detail Matihew Gaylen  Help  Log Out
1< < > 3 11157 04ZY31 36" 2W Linear FluorescentLamp  Type: Lighting
Overview Transactions Purchase Log Supplier Info Warehouses Archives m
Assets Using This Part
Asset ID Name Building Room
Light-01 Lobby Light 01 Centert Lobby
Light-02 Elevator Lighting Centert Lobby
Light-07 Corridor Light Centert Corridor
Light-06 Corridor Light Centert Corridor
Light-05 Corridor Light Centert Corridor
Light-04 Corridor Light Centert Corridor
Light-03 Corridor Light Centert Corridor
g Global Services -i'}; \* WIZARDSOFTWARE”

Figure 183 Part Detail - Assets Tab

The Assets tab of the Part Detail view displays all the assets for which the part is used or
needed.

Parts are added to assets on the Parts in the Assets module. See asset detail view - specs &
parts —parts / tools portal on page #90.

Click any item in the portal. Performo automatically creates a found set of those assets and
displays them in the Assets List.

Click the Back button to return to Part Detail.
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>Video| Purchase Requisitions

™

< A& = Performo™ | Parts Inventory List

Work Orders Q ‘ Filters ‘ Property: DEMO Warehouse: MAIN

IR i Type In Stock Unit
Parts Inventory Parts Inventory Lighting 9 ctn
PM Schedules Purchase Requisitions k Hardware 7 ea
Documents Transactions Plumbing 100 ca
Vendors Warehouses Plumbing 29 €a
Workers D BIPS x 1/2" 0D Plumbing [+] ea
Siaff D Chrome 1/2"CS x 3/8"0D Plumbing 26 ea
Reports ap&Plunger R/B Kit 074476 Plumkbing 15 ea

Figure 184 Navigating to Purchase Requisitions

From the Parts Inventory Module, single-click the naviGaTion menu button. Performo
displays the enhanced Module Menu. The enhanced Module Menu list includes the Parts
Inventory sub-menu. The Parts Inventory sub-menu displays options for Parts Inventory,

Purchase Requisitions, Transactions, and Warehouses.

Click purcHAsE RequisiTIONS. Performo displays the Purchase Requisitions List view. Click any

purchase requisition to view details.

™ . aga .
Performo ™~ | Purchase Requisition List Matthew Gaylen Help  Log Out

28 Requisitions Q Filters l Property: DEMO  Status: Open
Req # ENT Date Vendor # ltems Total 3 Status
REQT80%0 pEMO 0511772018 Marty's True Value 1 $317.30 Open
REQ171 DEMC 01/05/2018 Sherwin Williams Co. 3 $70.00 Open
REQ169 DEMO 11/27/2017  Grainger, Inc. ‘M 1 $ 808.50 Cp)ai‘)gil?'
‘g i

Global Services WIZARDSOFTWARE”™

Figure 185 Purchase Requisition List view
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PURCHASE REQUISITION LIST VIEW

™ - g -
Performo™ | Purchase Requisition List Matthew Gaylen Help  Log Out
28 Requisitions Q Filters l Property: DEMO  Status: Open
Req # ENT Date Vendor # ltems Total §  Status
REQIS0S0  DEMO  0517/2018  Marty's True Value 1 $317.30 Open
S
REQ171 DEMO  01/05/2018  Sherwin Williams Co. 3 $7000 O Delete PO
| " k
REQ169 DEMO  11/27/2017  Grainger, Inc. 1 $808.50 Print This PO
REQ166 DEMO  11/21/2017  Capitol District Supply Co. 2 $3883 O Constrain By
REQ165 DEMO  11/21/2017  Capitol District Supply Co. 1 $3883 O omit This Record
Pz
Global Services WIZARDSOFTW A
6 Gl Se e * OFTWARE "

Figure 186 Purchase Requisition Record Menu
The Purchase Requisitions List displays details including the Requisition number, the
Entity, Date, Vendor, number of items ordered, the Total price, the Status and the records

menu.

PUCRHASE REQ LIST VIEW RECORD MENU
Click the recorp menu button. Performo displays options for Delete PO, Print This PO,
Constrain by>, and Omit This Record.

Click constrain BY>. Performo displays options for creating a found set based on any one of
the items visible in list view.

Note that Delete PO is a completely different command than Omit This Record. Click peLeTE
PO to permanently remove the PO from the solution. This is useful if an error has been
made. Click omiT THIS RECORD to remove the record from the Found Set. The record will not be
deleted, but it will not be displayed in the found set until it is added again using the Global
Search field or the riLTERs button. Records that are not displayed in the found set, will not

appear in reports based on the found set.

Click the GLosaL searcH field. Performo will match the value in the Global Search field to any
value in any field on the Purchase Requisition and display the results in the list view.
Optionally, click the ritTers button. Enter the value in the field. Performo will find and
display records that match that value in that field. Additionally, the Actions Bar will display
the criteria used to create the found set.
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PURCHASE REQ LIST VIEW — PRINT THIS PO OPTION

Click prinT THIS PO on the Records Menu.

1)

2)

3)

4)

5)

Performo v10 rev #20-083

Click sAVE As pDF.
Performo will open the
standard operating
system dialog box. Users
will navigate to an
accessible directory,
name the file as needed
and finish the process by
clicking the save button.

Click the PRINT SETUP Or

the PRINT button to view
the standard operating
system dialog boxes for

these commands.

If the report contains
multiple pages, the
navigation buttons can
be used to view previous
and succeeding pages of

the report.

The Purchase Req List

3

s

A
yWIZARD,%O[‘ TWARE™
SOLUTIONS

& REPORT PREVIEW

1 1
Total
Pages

Sa\re_ 5 )

View As:

1
B &

Save as PDF

[ Exit Previe k

2
& o

Print  Print Setup

S
Facility Wizard Software
PN PURCHASE
Suite 3100
Chicago, IL 60611 REQUISITION
REQ104
Ta: Grainger, Inc. Ship To: Facility Wizard Software
35 Corporate Circle 1800 West Larchmont
Albany, NY 12203 Suite IFW
Chicago, IL 60613
AP Contact:  Annie P. Able
TT3-832-0200
ap@facilitywiz.com
P.R.DATE REQUISITIONER SHIP VIA F.0.B. POINT TERMS
12/0410 Doug Bancel UPS Chicago Met 45
Qty Unit Manufacturer Part # Descriptior Unit Price Total
-} ea GE F18TBF F-18 T8 Fluorescent Tubes CW $6.0000 $36.00
40 ea GE B710v8580 Disposable Mask 2M 308515 33408
-} ea GE EHG 120V 750W Bulb EHG 120V 750Watt Mem % 11.0500 $66.30
50 ea GE F20 DEX/B40/4P Bulb F26 DBX/B40MP 3 8.8700 344350
40 ea GE FazTR FIZTHTLT41/8 U shape bulb 3 5.2000 $208.00
15 ea GE FBO31/830 FBO31/830 Octron J000K $6.2400 $03.60
3o ea GE PL-T32W PL-T32WW'35/4F Bulb 3 7.0000 321000
1 ea GE S0P B0Par side prong 120V Flood $12.0700 31207
25 ea GE 1018 XXL Bunny Suit 1018 XXL Reg 3 4.5500 F114.00
4 ea GE 94084 Corded Earplugs #34084 3 0.3009 3120
7 ea GE 9292 Cartridge Retainers Part #8202 $3.1500 32205
24 ea GE GWLPT Gloves Work Leather Palm $23510 35642
1 ea GE T287 Cartridge Fiter Retainer #7287 321250 3213
-} ea GE SD50B Speedi Dry 50ib. Bags 3 4.9800 32088
1 ea GE KA-TREX-XL- HA-TREX-XL-FIR/RQE meotion $80.8500 380.85
1. Enter this order in accordance with the prices, terms, SUBTOTAL #1008
delivery method, and specifications listed above. Sales Tax
; . ) . . Shipping & Handling
2. Please notify us immediately if you are unable to ship
as specified. Other
TOTAL §1.410.06
Bill to: Facility Wizard Software
435 North Michigan Ave
Suite 2100 N |
Chicago, IL 60611 £ QAN 12/04/10
Authorized by Date

Figure 187 Purchase Requisition (Purchase Order)

Report displays columns for Req #, Date, Vendor, Total $, and Status. Contact the

Solution Admin of additional columns are needed or if existing columns are not

necessary.

Click the exiT previEw button if the report does not need to be saved or printed.
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< A& = Performo™ | Purchase Req Defaults Matihew Gaylen Help  Log Out

Purchase Defaults

Entity DEMO

Ship 1o Wizard Software Solutions Shin \
Suto 400 Ship Via UPS
4147 N. Ravenswood Ave
Chicago, IL 60613 FOB Point Chicago
= Terms Met 45
Bill to Wizard Seftware Solutions
Suite 400 i
4147 N. Ravenswood Ave -
Chicago, IL 60613 slgnature \)
Requester | Justin Able Req # Prefix | REQ

AP Contact | Patty Timberlake
773-832-0200

by |
6 Global Services W WIZARDEOFIMARE

Figure 188 Purchase Req Defaults

Click the po seTTINGs option on the Actions Menu of the Actions Bar on the Purchase

Requisition List. Performo displays the Purchase Req Defaults screen.

The values entered under Purchase Defaults include Entity, Ship to, Bill to, Requester, A/P
Contact, Ship Via, FOB Point, Signature, and Req # Prefix.

The Ship to field is a text field. The enter key is active in the Ship to text field as it is on all
text fields so that an address may be entered as it should appear on the Purchase

Requisition screen. Note that the Purchase Requisition screen is the Purchase Order. The
Purchase Requisition screen will be discussed in a separate section of this user reference

guide.

The Bill to field behaves exactly the same as the Ship to field.

Similarly, add data to the remaining fields. Note that whatever is entered on the Req #
Prefix field will be appended to the REQ ID on the Req Prep screen. The Req Prep process
will be discussed in a separate section of this user reference guide.

The Signature field is a container. Right-click to choose options for adding a default

signature to purchase orders. The default signature will appear on the Purchase Requisition

screen.
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v 1 2

! & =
3 : L B g5 | &
- Pages Save 5 Save as PDF Print ~ Print Setup
Layout: | po_rpt_list ~ | View As: i
4
N Wizard Saftware Soitions
*x WIZARD R E Purchase Requisition List Report
si252018

Reg & Data ‘wendor Total § Status
REQ1E050701 SHTRME  Maty's Tree Value 33730 Open
REQ1T 152018 Sherwin Wilams Ca. $7000  Open
REQHED 11272017 Grangar, Ing. $BO0BSD  Partial
REGQHES 11212017 Capllol Districl Supgly Co 53883 Open
REQES 19212017 Caplbel Districl Supgly Co 53693 Open
REGHE SiE201T Marty's Trise Value 389794 Partial
REQE3 SiE201T Dependable Dealers $5000  Parba
REGQHEZ 3M22MT  Honeyweall ECC - Canirol Pracucts 5254290 Partial
REQ1E1 213215 Caplol Districl Supgly Co §126  Partial
REGHED 2H2M5  Depencable Dealers $4200  Open
Faclities Engineering Management Fage 1

Figure 189 Purchase Req List Report

Choose the option for purRcHASE ReQ LIST REPORT. Performo displays the Edit Report Title dialog
box. Click anywhere on the report title to edit the standard value. When editing is complete,
or if the standard report title is acceptable, click the ok button to proceed.

Performo displays the Purchase Requisition List Report preview screen.

Click save as por. Performo will open the standard operating system dialog box. Users will
navigate to an accessible directory, name the file as needed and finish the process by
clicking the save button.

Click the prINT seTUP or the PRINT button to view the standard operating system dialog boxes
for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous
and succeeding pages of the report.

The Purchase Req List Report displays columns for Req #, Date, Vendor, Total $, and Status.
Contact the Solution Admin if additional columns are needed or if existing columns are not
necessary.

Click the exiT PreviEw button if the report does not need to be saved or printed.
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Performo™ | Purchase Requisition Matihew Gaylen  Help  Log Out
vender D | | Notes (not printed)
Te: | Sherwin Williams Co. Ship Teo: Wizard Softwa
1702 State Street Suite 400

Schenectady, NY 12304 4147 N. Ravenswood Ave

Chicago, IL 60613

A/F Contact: | Patty Timberlake

773-8320200
P.R. DATE REQUISITIONER SHIP VIA F.0.B. POINT TERMS
i 052918 Justin Able UPS Chicago i1 Met4s Add / Receive (not printed)
Gty | Unit | Manufacturer | Part# Description Unit Price Total Part ID Total Received to Date
{4 341000: | Giid Uitrabide ol ustre 14341500 WiHT T 323868 73 0504
El : [acquer Thinner & gallon 517238 23 gEss Received
ing: {117 ifier EB $542.35 731240 Received
p
SUBTOTAL $954.42

. Enter this order in accordance with the prices, terms,
delivery method, and specifications listed above. Sales Tax

. ’ : ) Shipping & Handling
2. Plesse notify us immedistely if you are unable to ship

as specified. Other |
TOTAL

Bill to: ;Wizard Software Solutions

Suite 400 i
4147 N. Ravenswood Ave
Chicago, IL 60613 RN
i by Date ECisin
. ) A
Global Services ), WIZARDSOFTWARE”

Figure 190 Purchase Requisition Screen

The Purchase Requisition screen is divided into sections. The top of the left side is for
vendor and ship to information. The middle of the left side contains the items from the
requisition.

Click the + button on the Actions Bar to create a new item for the requisition.

Sales Tax, Shipping & Handling, and Other costs may be entered manually. The grand total is
calculated automatically.

The Bill To information appears on the bottom of the left side of the screen.

The Authorized By field is a container. Right-click to view options. Options include pasting a
signature or navigating to a signature file. The most common formats for signatures are
PNG and JPEG.
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THE REQUISITION FORM — RECEIVING

Performo™ | Purchase Requisition Malihew Gaylen  Help

Log Out

Vendor ID | i

To: | Sherwin Williams Co.
1702 State Street
Schenectady, NY 12304

Ship To: Wizard Softwa
Suite 400
4147 N. Ravenswood Ave

Chicago, IL 60613

A/F Contact:

Patty Timberlake
773-832-0200

P R.DATE REGQUISITIONER SHIP VIA F.OB. POINT TERMS

i 052918 Justin Able UPS Chicago Net 45

Add / Receive (not printed)

Oty Unit Manufacturer Part # Description Unit Price Total Part 1D Total Received to Date

U434 1000 | Gid Uitrside ol ustra 4341000 WHT T 323868 73 0504
H E{iaoquar Thinner & galion 517238 23 gEss Received
ing: {117 ifier EB $542.35 731240 Received

. Enter this order in accordance with the prices, terms,
delivery method, and specifications listed above.

2. Please notify us immediately if you are unable to ship
as specified.

SUBTOTAL
Sales Tax

Shipping & Handling
Other |

TOTAL

§954.42

Bill to: ;Wizard Software Solutions
Suite 400 '
4147 N. Ravenswood Ave

Chicago, IL 60613

Global Services
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Figure 191 Purchase Requisition Screen

|
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Users will navigate to this form when items are received. If all of the line items were
received, click the receivep button. Performo opens the Add To Inventory data entry
window. Review, enter and edit the data for Warehouse, Quantity, Unit Cost, Account, and
Work Order #. Click the okay button to proceed.

Click the + button on the Actions Bar to add a new line to both sides of the purchase
requisition. This is useful in situations where items from another purchase order are

received or when items need to be added at the last minute prior to ordering.

The right side of the purchase requisition includes the pick button. Click the pick button and
Performo will display the Pick Part data entry window. Click any part to include it on the
purchase requisition. On the left side of the purchase requisition, manually enter Quantity,

Units, Manufacturer, and Part Number.

The delete button is on the right side of the purchase requisition. On the right side of each

row, click the x button to remove that record.

Click the prINT button on the Actions Bar. Performo displays the Purchase Requisition

preview screen. The Purchase Requisition preview screen is discussed on page #136.
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Transactions Log

Performo™ | Transaction Log Matihew Gaylen Help  Log Out
8 Transactions I Q I Filters ]I Reset l Property: DEMO  Warehouse: MAIN  Part: fluor m Expanded l l Actions l
Part ID Name / Description Date Warehouse  Add Deduct Units Price Cost  Acct Req # WO # Adj Post
31-1439 Efgsgﬁgﬂ Octron 3000K | 4618014 man | 15 ea 56.24 $93.60 O
ata3zs | b T8 Fucrescent 101814 MAN | & ea $6.00 $36.00 ]
at3zs | F16 T8 Fluorescent 11M6/44 | MAN a3 ea 5600  $496.00 ]
31-1325 E})‘g%ﬂ‘gﬁ“em 111614 MAN 10 ea $6.00 -$60.00 1015 O
47Y31 ﬁﬁ'ozrg':c'é'ﬁff;mp 02001118 | MAIN 12 e OO
4731 iﬁ:ozrg:‘:'éi;ff;mp 02001148 MAIN 12 cn (][]
azva1 I:iﬁ:ozre\::clé:tegmp 020118 MAIN 12 etn 1]
4731 r;‘ﬁ:ozr;":ct'[?ff;mp 01/01/18  MAIN | 96 cin $1210  $1.161.60 s 205 Od
6 Global Services )‘,\'\I;—‘.AKIJ:;‘WI WARE

Figure 192 Transactions Log

The Transactions log displays additions, deductions, and adjustments to the parts database.

Data displayed includes, Part Code, Name/Description, Date, Warehouse, Add quantity,
Deduct quantity, Units, Price for units, Cost of the transaction, Account number, Requisition
number, Work Order number, and checkboxes that indicate whether the transaction was an

Adjustment or if it was Posted.

Click the GLoBaL searcH field to create a found set based on that value. Click the FiLTers button
to create a found set based on specific values in one or more fields. Click the rReseT button to
return to the standard found set in situations where the found set has been previously

modified.

Click the column heading to sort the list view by that value.
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ACTIONS ON THE TRANSACTIONS LOG

. . ) thew Gaylen Hel Log Out
Choices on the Actions Menu on the Actions Bar on the Y P °9

Transactions Log screen include; Fix Unposted, Archive
Expanded | | +
Transactions, Scan Transactions, Go to Postings

Worksheet, Go to Related Work Orders, Go to Archive List,

R Fix Unposted
Trans List Report, Trans Account Report, Trans Summary
Report. Archive Transactions
Update Work Order Transactions .
FIX UNPOSTED Scan Transactions
This will update/repair all part transactions with work orders.
Click the Fix unpOSTED option
on the Actions Menu button I == === Go fo Postings Worksheet

on the Actions Bar on the i i
Figure 194 Fix Unposted Go to Related Work Orders

Transactions Log screen.

UPDATE WORK ORDER TRANSACTIONS
valid parts: 8 of 8 Go to Archive List

Mew or re-postings: 0 of 8

Performo displays the
Update Work Order

Transactions dialog box.

Trans List Report

Figure 195 Update Work Order Trans...

“This will update/repair all Trans Account Report

part transactions with work orders.” Click the ALL button to  |R
Trans Summary Report

—

repair every transaction.

l
i . Xh-l/.s.l-'.lj--
Click the rounp seT button to reset only the transactions on $eLUTIONS
disp]ay_ Figure 193 Transactions Log>Actions

Click the canceL button to return to the Transaction Log screen. Upon choosing the Founp set

button or the ALL button; Performo displays the Update Work Order Transactions dialog box.
The Update Work Order Transactions dialog box displays the number of valid parts that
were posted or reposted. This is useful in situations where parts transactions have been

edited or have not been updated or posted. This could occur for any number of reasons.

Click the ponE button to proceed and complete the process. Performo automatically

navigates to the Transaction Posting Worksheet.
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ACTIONS ON THE TRANSACTIONS LOG - GO TO POSTINGS WORKSHEET
Click the Go To POSTINGS WORKSHEET option on the Actions Menu on the Actions Bar on the
Transactions Log screen. Performo displays the Transaction Posting Worksheet. This data

is used for debugging purposes and will only be useful for superusers and the Wizard

Software project engineering team.

Performo | Transaction Posting Worksheet Matthew Gaylen ~ Help
8 Postings
PartiD ‘WkordID TransiD
Part ID Name / Description Date  Warehouse Add Deduct Units WO# Part? WO? Cost? Adj Tran Part T wo Tran  cost  Crealed
311439 FBO31/830 Octron 3000K fluors bulb 1011814 MAIN N 15 ea 11 1 10075 10017 100170 100170  10/08M13 = 327T:31PM  sethz x
311325 F-16 T8 Fluorescent Tubes CW 26" 10118114 MAIN N 6 ea 11 10060 100260 10/08M13 | 32758 PM | sethz X
311325 F-16 T8 Fluorescent Tubes CW 26" 11/16/14  MAIN N 83 ea 11 10060 100298 11/06M13 | 11:59:48 AM | doug.b x
311325 F-16 T8 Fluorescent Tubes CW 26" 111614 MAIN N 10 ea 11 10060 100406 11/06M13 | 12:08:47 PM | doug b X
4Zy31 36" 2 W Linear Fluorescent Lamp 02/0118  MAIN N 12 <n 11 D 91291 101273 05/1818 | 10:30:15AM | nate x
47Y31 36" 2 W Linear Fluorescent Lamp 02/0118  MAIN N 12 ctn 11 D 91291 101275 05/1818 | 10:30:25AM | nate X
4Zy31 36" 2 W Linear Fluorescent Lamp 02/0118  MAIN N 12 <tn 11 D 91291 101277 05/1818 | 10:30:33 AM | nate X
47Y31 36" 2 W Linear Fluorescent Lamp 01/0118  MAIN N 96 ctn 11 D 91291 101279 05/1818 | 10:34:10 AM | nate X
p |
6 Global Services S WIZARDEO [

Figure 196 Transaction Posting Worksheet
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ACTIONS ON THE TRANSACTIONS LOG - ARCHIVE TRANSACTIONS

T -
Performo™ | Transaction Log Matthew Gaylen Help  Log Out
- A . Property: DEMO Warehouse: ALL Date: . .
2 Transactions 4 [ Filters ” Reset l 1/1/2014...3/1/2014 3 Expanded l I Actions l
ARCHIVE PART TRANSACTIONS
e Name / Description —Date Warehouse Add  Deduct This will move all 2 transactions in the current found set to the Fix Unposted
White lithium grease i archive database. Press OK to continue.
34-1161 (spray) 01/03/14  MAIN 1 Archive Tran[fgﬂions
Tape Barrier PT31 Danger e
35-0285 Asb. Hazar 01/2114 . MAIN 4 ‘ Scan Transactions
ARCHIVE PART TRANSACTIONS
- You're sure that you want to do this now, right? All records in
@ Global Services the current found set will be moved to the archive table when
you click OK.
Figure 197 Archive Part Transactions lil

ARCHIVE PART TRAMSACTIONS

Click the ARCHIVE TRANSACTIONS option

Archiving done

on the Actions Menu button on the Actions Bar of the

Transactions Log screen. Performo displays the Archive Part
Transactions dialog box. “This will move all <the number of items> in the current found set
to the archive database. Press ok to continue.” Performo displays the second Archive Part
Transactions dialog box.

“You're sure that you want to do this now, right? All records in the current found set will be

moved to the archive table when you click OK. Click the ok button to proceed.”

ACTIONS ON THE TRANSACTIONS LOG — GO TO ARCHIVE LIST
Click the Go 10 ARCHIVE LIST option on the Actions Menu button on the Actions Bar on the
Transactions Log screen. Performo displays the Archive Log. The Archive Log displays the

items that were archived. Click the Reset button to view all archived records.

Actions on the Archive Log include the Archive List report.

Click the Back button to return to the Transactions Log.

Performo™ | Archive Log Matthew Gaylen Help  Log Out
%_r‘:l:"’s“;:t?:ns l Q l Filtersl Property: DEMO Warehouse: ALL
Paris ID Name / Description Date Add Deduct NetQty Unit Acct Price Cost Adj Archive Date Warehouse Prop
341161 White lithium grease (spray) 01/03/14 1 4 ea 2012 458  -458 111614 1208  MAN  DEMO
350285 E{j_eﬁfz;”re' PT31Danger  g4m414 4 4 ea 1016 002 008 11M6/14 1208 MAN  DEMO
g Global Services * WIZARDSOFTWARE"

Figure 198 Archive Log
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ACTIONS ON THE TRANSACTIONS LOG — GO TO RELATED WORK ORDERS

Click the Go TO RELATED WORK ORDERS Option on
the Actions Menu on the Actions Bar on the 5o to all workorders related to the found set?
Transactions Log screen. Performo displays

the Go To All Workorders dialog box. Click

the canceL button to return to the =1 =
Transaction Log. Click the ok button. Figure 200 Go To Related Work Orders
Performo™ | Work Order List Mathew Gaylen Help  Log Out

4 Work Orders l Q Filters

Order# ENT Cat Job Type Order By Assign To Start Date  Building Floor Description Priority  Status

20516A DEMO CM  Electrical Suburbs, Jog  Bill Hammer 05M17M18  Annex 1 2 Complete

20517 DEMO  CM  Electrical Suburbs, Jog  Aaron Shea 0591818  Annex 2 Complete

20518 DEMO  CM  Electrical Suburbs, Jog  Aaron Shea 0591818  Annex 2 Complete

20519 DEMO  CM  Electrical Suburbs, Jog  Aaron Shea 0591818  Annex 1 2 Complete

6 Global Services * WIEARDEOEINALS

Figure 199 Work Order List based on Found Set of Transactions

Performo navigates to the Work Order module list view and displays the list of work orders
where the transactions originated. Users can interact with the work orders as necessary for
reference or to enter and edit further data.

Click the Back button to return to the Transactions Log.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 145



Performo ™ v10 User Reference Guide WIZARDSOFTWARE"

SOLUTIONS

ACTIONS ON THE TRANSACTIONS LOG — TRANSACTION LIST REPORT

Click the TRANSACTION LIST REPORT Ooption on the Actions Menu on the Actions Bar on the
Transactions Log screen. Performo displays the Edit Report Title dialog box. Click
anywhere on the report title to edit the standard value. When editing is complete, or if the
standard report title is acceptable, click the ok button to proceed.

Performo displays the Inventory - Transaction Report preview screen.

1) Click save as por. Performo will open the standard operating system dialog box. Users
will navigate to an accessible directory, name the file as needed and finish the process

by clicking the save button.

2) Click the prinT seTUP or the PRINT button to view the standard operating system dialog
boxes for these commands.

3) If the report contains multiple pages, the navigation buttons can be used to view

previous and succeeding pages of the report.

& REPORT PREVIEW

L ] =) =)

1 Total
Pages Save as Excel 5ave as PDF Print  Print Setup
Layout: |trar|_r|:|t_|ist - | View As:
i WWizard Saftwane Soutions
‘x WIZARD \RE Inventory -- Transaction Report - Fluorescent Lamps
S30/2018
PPart ID HNama ! Description Data ‘Warahouse fod  Deduct Price Cost  Acct P.Req#  'wo Ad)
042¥3 3672 W Unear Flugrescent Lamp 020148 MAIN 12 ein 1210 -145.20 O
042¥3 3672 W Linear Flugrescent Lamp  05M1BA8  TRUCK1 12 cin 1210 145.20 O
042Y3 3672 W Unear Flugrescent Lamp 020148 MAIN 1z cin 1210 14520 O
042¥3 3572 W Linear Flurescent Lamp  05MBHS  TRUCKZ 12 cin 1210 145.20 O
042¥N 3672 W Lnear Flugrescent Lamp 020118 MAIN 1z cin 1210 14520 O
042¥3 3672 W Linear Flugrescent Lamp  05/1BAE  REMOTE 12 cin 1210 145.20 O
042¥3 3672 W Linear Flugrescent Lamp 010118 MAIN 9% cin 1210 1,96160 REQ1E051 ]
042¥H 3672 W Linear Flugrescent Lamp  0INMAT  REMOTE 3 cin =
042¥3 3672 W Uinear Flugrescent Lamp 051848 REMOTE 2 ein 1210 2420 7540 205164 O
042Y3 3672 W Linear Flugrescent Lamp  05M1BM18  TRUCK? z e 1210 -2420 7540 20517 ]
042¥3 3672 W Linear Fluorescent Lamp  05MBAS  TRUCK1 z ein 1210 <2420 7540 20518 O
042¥3 3672 W Linear Fluorescent Lamp 0511818 TRUCKZ z ein 1210 -2420 7540 20519 ]
042¥3 3672 W Linear Flurescent Lamp 0512318 TRUCKZ 24 cin 421 10104 7540 O
042¥31 3672 W Uinear Fluorescent Lamp 053018 MAIN 1 ein 1210 21D O
042¥H 3672 W Linear Flugrescent Lamp  0S30H8  MAIN cin 1210 O
042¥3 3672 W Unear Fluarescent Lamp  O5/1BAE  MAIN 2 ein 1210 -24.20 20517 O
Faciifes Enginsering Management Page 1

Figure 201 Inventory - Transaction Report
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ACTIONS ON THE TRANSACTIONS LOG — TRANSACTION BY ACCOUNT REPORT
Click the TRANSACTION BY ACCOUNT option on the Actions Menu

on the Actions Bar on the Transactions Log screen.

Performo displays the Transactions By Account Per Month
dialog box. Enter the Month number and the year for this
report. Click the ok button to proceed. Performo displays the

Transactions by Account report preview screen.

WIZARDSOFTWARE"™

SOLUTIONS

TRANSACTIONS BY ACCOUNT PER MONTH

Stock deductions only by account, Enter month and year.

Month number for this report

e

Year
20318

Figure 202 Transactions By Account

1) Click save as por. Performo will open the standard operating system dialog box. Users

will navigate to an accessible directory, name the file as needed and finish the process

by clicking the save button.

2) Click the prinT seTUP or the PRINT button to view the standard operating system dialog

boxes for these commands.

3) If the report contains multiple pages, the navigation buttons can be used to view

previous and succeeding pages of the report.

& REPORT PREVIEW

__ 2 B, =
< 1 Total @ =
Pages Save as Excel Save as PDF

Layout: | tran_rpt_list - | View As:

Print  Print Setup

| Wizard Saftware Soltions
.X' WIZARD R E Transactions by Account
SA0E01E

PPart ID HNama ! Description Data ‘Warghouss Aod  Deduct Price Acct P.Req#  WO# Ad)

Acgountd 7540

0423 3672 W Linear Fluorescent Lamp  0SMBME8  REMOTE z o 1210 <2420 7540 205164 [m}

042N 36" 2 W Linear Fluarascent Lamp Q5MEME TRUCKT Z on 1210 -2420 7540 20317 O

0 4Z¥N 36" 2 W Linear Fluarascent Lamp AEMBME TRUCK1 2 cin 1z10 <2420 TE40 20518 O

042N 36" 2 W Linear Fluarescent Lamp Q5MEME TRUCKZ Z on 1210 -2420 7540 20519 [m}

-95.80

Accountd 8301234

AATRED Trinket ASIME MaIN 1z o 12132 891z 15871 O
2132

Faciives Enginearing Management Fage 2

Figure 203 Inventory - Transaction Report
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ACTIONS ON THE TRANSACTIONS LOG — TRANSACTION SUMMARY REPORT

Click the TrRANSACTION
SUMMARY REPORT option on
the Actions Menu on the
Actions Bar on the
Transactions Log screen.
Performo displays the Edit
Report Title dialog box.
Enter, edit or accept the
report title and Click the ok

button to proceed.

Performo displays the

Transaction Totals by Part

L
: : =
s Total =1 L)
Pages Save as Excel Save as PDF Print  Print Setup
Layout: |tran_rpt_qty_hoials - | View As:

Wizard Saftware Soltions

Transaction Totals by Part ID - Fluorescent Lamps
S31z2018

\: - WIZARD

1182014 thru 5312018

Part D HName ! Descriptior Adds Nat Gty Avg Cost

Hat Valus

042¥3 36" 2 W Linear Fluarescent Lamp 159 48 M1 13 1.0000 cin

319325 F-16 TB Fluorescant Tubes CW 267 a8 10 7% 13 1.0000 ea

Ta-4FL1E &+ ool Fuorescant Lamg 144 144 ¥ 1.0000 ea

1,117.44
47400

52784

| o o o

Grand Tatal ;g 58 334

2,219.28

Faclifes Enginesring Management

Fage 1

Figure 204 Inventory - Transaction Report

Code report preview screen. The trailing grand summary appears at the end of the last page

of the report.

1)

Click save as por. Performo will open the standard operating system dialog box. Users

will navigate to an accessible directory, name the file as needed and finish the process

by clicking the save button.

2)

boxes for these commands.

3)

If the report contains multiple pages, the navigation buttons can be used to view

previous and succeeding pages of the report.

4)

Performo v10 rev #20-083

Click the exit PrREVIEW button to return to the Transaction Log.

© Wizard Software Solutions - CONFIDENTIAL
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TRANSACTION EXPANDED LOG

TH

Performo Matthew Gaylen Help  Log Out

| Transaction Expanded Log

16 Transactions rch Q [ Filters ” Reset l :::rf:li;erlyi DEMO \Warehouse ALL Part ﬂunrescent —
Part ID Name / Description Date Warehouse  Add Units Price: Cost  Acct Req # WO # Adj Post
36" 2 W Linear e
04ZY3 B escent Lamp 01/01/17 | REMOTE 3 cin 75.40 ]
Notes Created 05/18/2018 124 PM  nate Rec# 101280
36" 2 W Linear e
047Y31 Fluorescent Lamp 05M18/18 | REMOTE ctn $1210 -52420 7540 20516A |:|
Notes Created 05/18/2018 242 PM  nate Rec# 101281
36" 2 W Linear e
047Y31 Fluorescent Lamp 05M18/18 | TRUCK1 ctn $1210 -52420 7540 20517 |:|
Notes Created 05/18/2018 247 PM  nate Rec# 101282
36" 2 W Linear ~
042Y31 Fluorescent Lamp 05M18/18 | TRUCK1 ctn $12.10 -$2420 7540 20518 |:|
Notes Created 05/18/2018 2:50 PM  nate Rec# 101283
36" 2 W Linear ~
042Y31 Fluorescent Lamp 05M18/18 | TRUCK2 ctn $12.10 -$2420 7540 20519 |:|
Notes Created 05/18/2018 323 PM  nate Rec# 101285
36" 2 W Linear v
04Z2Y31 Fluorescent Lamp 05/23/18 | TRUCK2 24 cin $4.21 $101.04 7540 |:| |:|
Notes Created  05/23/2018  4:21 PM F’ec's'on Rec# 101286
36" 2 W Linear
04Z2Y31 Fluorescent Lamp 05M18/18 | MAIN cin $12.10 -$2420 7540 20517 |:|
7 h |
Global Services WIZARDSOFTW AR

Figure 205 Transaction Expanded Log

Click the expanDeD button. Performo displays a 2-line list view. The 2-line list view displays
extra details about each transaction. Extra details include Notes, Created information such

as Date, time and user name, as well as the Requisition number of the part transaction.

Click the normAL button to return to 1-line view.
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The Documents List view displays an overview of attachments. Each row is one file. Each

column is one bit of information about that file. Columns displayed on list view include, Doc

#, Entity, Type, Category, Document Title, Version, Date, and Status. There are also three

buttons and one thumbnail image of the document at the end of each row. The buttons are

UPLOAD, DOWNLOAD, and VIEW. Actions on the Document List view include Document List

Report. Click the pocumenT LisT option. Performo displays the Document List report.

™

Performo

Matthew Gaylen  Help Log Out

109 Documents I Search Q l Filters l Property: DEMO

Doc # Eniity  Type Category Document Title

129 DEMO  Asset Specification Chiller Replacements
130 DEMO  Asset Installation Guide Lennox Installation Guide
242 DEMO  Asset Installation Guide Carrier_Liquid_Chiller
243 DEMO Asset User Guide

6 Global Services

| Document List

Husky_Operators_Manual_AirCompresso %1
r

Version Date Status

Asset 22 Documents

2 02/01/2018 Reference

2 11/03/2017 Reference

1 09/12/2014 Reference

Eo [E0 . o

09/12/2014 Certified

|
*\'v\?akll\-ll \._‘.'
Socetiens w

Figure 206 Documents List view

Click the upLoaD button. Performo displays
the upload document dialog box. Click the
ves button. Performo displays the standard
Select File To Upload dialog box. Navigate to
any accessible file. Click the oren button.
Performo uploads the document, saving the

previous document as a version.

Click the pownLoaDp button. Performo opens
the Select File Export Location dialog box.
Navigate to any accessible directory, name
the file and click the ok button to complete

process.

Performo v10 rev #20-083

Document already attached. Do you want to upload a new
version?

Yes | | Cancel

Figure 207Document Already Attached dialog box

Select File Export location X

Choosze a folder to use in the script step.

Desktop ~
Box Sync
22 Dropbox
¢@ OneDrive
3 matthew gaylen

—=

Folder: | Box Sync

Make New Folder Cancel

[oc ]

© Wizard Software Solutions - CONFIDENTIAL

Figure 208 Select File Export Location Dialog Box
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DOCUMENTS LIST VIEW — VIEW DOCUMENT BUTTON
Click the view pocumenT button at the far, right side of the row. Performo displays the
document using the default application for that file type.

Click anywhere else on the row and Performo will navigate to the detail view for that

document.

Carrier_Liquid_Chille X | 4

O

@ 19XR PIC I/19XRV PIC Ill

Hermetic Centrifugal Liguid
Chillers

IO cooling Greaty 1000 - SKO KW

S He

Figure 209 PDF file opened via Microsoft Edge
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DOCUMENTS MODULE — ACTIONS BAR

™ .
Performo™ | Document List Matthew Gaylen Help  Log Out
109 Documents l Q Filters l Property: DEMO
Doc# Entity Type Category Document Title Version Date Status
Asset 22 Documents
128 DEMO  Asset Specification Chiller Replacements 2 02/01/2018 Reference +
130 DEMO  Asset Installation Guide Lennox Installation Guide 2 11/03/2017 Reference l
242 DEMO  Asset Installation Guide Carrier_Liquid_Chiller 1 09/12/2014 Reference &I
x |
Global Services WIZARDSOFTWARE ™

Figure 210 Documents Module - Actions Bar

The far-left side of the Actions Bar on the Document List view displays the number of items

in the found set.

Enter data into the Global Search field. Performo will display any record that matches that

value in any field.

Document Filters

Click the FiLTERS button. ] o E
Type M €@ DocD Property DEMO [x]
Performo displays the category | M oo The poc Desc
PM
Filters data entry window. S| et e

Reset Filters.

Enter data into as many

filters as necessary to find Figure 211 Document Filters

the record or records to investigate, analyze and, or manage. Click the DELETE vALUE button
depicted by a white x in a grey circle to remove the value from that field. When a field is
blank in the filters data entry window, Performo will not consider data in that field when

finding matching records.

Click the reset button in the Document Filters dialog box to start over. Click the x button or
the cLose button, to return to the Document List view. Performo displays records matching
values entered in chosen fields. Click the reseT button on the Actions Bar to display the

standard found set.

Click the + button to attach a new document. Performo opens the Select File Export
Location dialog box. Navigate to any accessible directory, name the file and click the ok
button to complete process. Performo automatically adds the Document #, The General

Type, the Document Title, the Version number 1, and the current date.
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DOCUMENT LIST — DETAIL VIEW

Hover over any document record. Performo displays the record with a yellow highlight.

Click anywhere on the yellow highlight. Performo displays the detail view for that

document.

Performo™ | Document List Matthew Gaylen Help  Log Out
12 Documents Search Q | Filters | Resel | Property: DEMO Type: General
Doc # Entity Type Category Document Title Version Date Status
General 12 Documenis
229 DEMO  General Contract [XEMOUU_SEQZS 2 06/21/2017 Reviewed E,f —_
451 DEMO  General Meeting Minutes Building Meeting Notes 4 10/16/2017 Reference | : [a
@ Global Services * WIZARDSOFTWARE™

Figure 213 Document List View - Selecting Document

™ .

Performo™ | Document Detail Matthew Gaylen Help  Log Out
1< < > > 7112 Doc# 645 MName 160519 - HOSTED USER HANDBOOK
Overview o

= 1 (/714 419% i
Document | 160519 - HOSTED USER B ® 8 X Q ® signin
Title HANDBOOK . .
?-:t:me”[ General I\ |}, Export PDF ~
. \\'h‘.l\:«?!. _-HI\.‘. ARE
Category Installation Guide
- Adobe Export PDF @
Status Reference :
Convert PDF Files to Word
or Excel Online
Info Versions Log Select PDF File
Hosted User Handbook
Ver Uploaded By 3B567C241..A05064.pdf X
1 10/2022017 Dave Wizard - 4 ' P S
Convert to
Microsoft Word (*.docx) v
Document Language:
English (U.S) Change
A4
version 1 Store and share files in the
Document Cloud
Fle Hame 160519 - HOSTED USER

HANDBOOK.PDF Learn Mare

Comment 180602 - mg - we will be updating this
document in July 2018 to accompany

implementation of new Citrix
mr?ovalions. &> Upload &> Download View P4 Email 1l Delete

G Global Services '_'f * WIZARDSOFTWARE"

Figure 212 Document Detail View - PDF documents

The left side of Document Detail view displays the section for Overview as well as tabs for
Info, Versions, and Log.
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DOCUMENTS DETAIL — OVERVIEW SECTION
The Overview section of the Document Detail view displays fields for Document Title,

Document Type, Category, and Status.

Document Title is user-definable. Any data may be entered and edited once entered by any

user with write admin privileges.

Document Type is determined by the module in use when the document was attached.
General documents are uploaded from the Documents module. Asset documents are
uploaded from the Assets module. PM documents are uploaded from the PM Schedules

module. CM documents are uploaded from the Work Orders module.

 Installation Guide
User Guide
Checklist

Off-the-shelf, the Document Category value list contains a list of common

Document
options. Contact the Solution Admin if changes to this list are required. specitcaton
Template
Correspondence
Contract

The Document Status value list contains options for Archival, Certified,

Charter

Draft, Obsolete, Reference, and Reviewed. Again, contact the Solution Certicate
Report

Admin if changes to this list are required.

Photo
Drawing

Meeting Minutes

DOCUMENT DETAIL — INFO TAB

Info Presentation

The Info tab on the Document Detail view | *™*

A guide to Installing, configuring and using Citrix Submittal

Receiver to access hosted solutions such as dlsplays the Descrlpt]on text fle]d_ C]lck to Transmittal
Performo, Projecto, and REportfolio.
begin entering data. Any text may be &
RFP
entered. Any amount of text may be proposal
Figure 215 Document Detail - Info Tab entered. Surety

Figure 214 Category

versionsy. DOCUMENT DETAIL — VERSIONS TAB
Vel Uploaded By

The Versions tab displays a list of document editions. Click

any version on the left to view that edition in the document

‘ container field on the right. The Versions Tab also displays
160519 - HOSTED USER
HANDBOOK PDF the original File Name. Note that the File Name could be

180602 - mg - we will be updating this . .
document in July 2018 to accompany different than the Document Title because the Document

implementation of new Citrix
innovations

Title is a user-definable text field. The Comments field is
Figure 216 Document Detail - Versions Tab  also user-definable. Any text may be entered. Click the x
button on the right side the version tab. Upon confirmation, Performo will delete that

edition permanently.
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DOCUMENT DETAIL — LOG TAB

The Log tab of the Document Detail view displays a list of
edits and changes to the various document versions. Data
captured and displayed includes, Version number, Date,
Type of change, the change that was made and the user

name of the person making the change.

DOCUMENT DETAIL — CONTAINER FIELD
Performo displays the document in a container field. In the
case of the PDF file type, the container field is fully

interactive. Users can click SAVE, UPLOAD, PRINT, EMAIL, SEARCH,

WIZARDSOFTWARE"™

SOLUTIONS

Log I},

Ver Date By

1 10/20/2017
Uploaded

Dave Wizard
Version 1

06/02/2018
Status

Matthew Gaylen
To Reference

Changed

06/02/2018 Matthew Gaylen
Status To Reference
Changed

06/02/2018 Matthew Gaylen
Status To Archival
Changed

06/02/2018 Matthew Gaylen

Figure 217 Document Detail - Log Tab

NAVIGATE, and zoom buttons

right from within the B ® B8 8B Q T ae% v e ® signin
document container field. . . .
> [‘}, Export PDF ~
Additional options appear
on the right side when there Adobe Export POF N
i i . Convert PDF Files to Word
is a PDF in the container or Excel Online
field. These options are Hosted User Handbook select PORFle
3BDS5F10D35..D58CD |J[\‘ X
subject to change based on » »
Convert to
the PDF OEM- Microsoft Word (*.docx)
Document Language
. English (U.S)) Change
For PDF and non-PDF files, v
users can click the urLoAD, Store and hare fles o the
DOWNLOAD, VIEW, EMAIL, and 5 Learn More
DELETE buttons immediately
&> Upload &> Download View 4] Email 1l Delete
below the document

container field.

Figure 218 Document Detail - Document Container Field

Note that the view button, opens the document outside of Performo in the application

chosen by the operating system as the default for that document type. Changes made to the

document within that application can be uploaded as a subsequent version.

Click the upLoaD button. Performo displays the Document Already Attached dialog box. Click

the ves button. Performo automatically adds a new version of the document. The Log tab

and the Versions tab are automatically updated.
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Vendors Module

~

< ) = Performo™ | Vendor List Matthew Gaylen Help  Log Out

44 Vendors l Q Filters l

ID# Company Name Type Phone Primary Worker State Include Vlist

0909 Monterey Lighting Lighti 877-005-2677 CcA

0001439  Grainger, Inc. Parts Supply 518-869-1414 David Ayers NY +

I ) i

6 Global Services Sy WIZARDIQEIWARET

Figure 219 Vendor List View

The Vendors List view displays one row for each vendor. Each column is a piece of
information about the vendor. Columns in list view include, ID#, Company Name, Type,
Phone, Primary Worker, State, and the Include Visit checkbox. Actions on the Vendor List
include Vendor List Report.

The far-left side of the Actions Bar on the

Vendor List view displays the number of

X Close

items in the found set.

Electrical I [x] State

Enter data into the Global Search field. oo m e e
o
Performo will display any record that Engincer
matches that value in any field. A
Lgning. L
Misc
Movers
Click the riters button. Performo displays Ofc Equip .
the Filters data entry window. Enter data Figure 220 Document Filters

into as many filters as necessary to find the record or records to investigate, analyze and, or
manage. Click the peLeTe vaLUE button depicted by a white x in a grey circle to remove the
value from that field. When a field is blank in the filters data entry window, Performo will

not consider data in that field when finding matching records.
Click the reset button in the Vendor Filters dialog box to start over. Click the x button or the
cLose button. Performo displays records matching values entered. Click the rReseT button on

the Actions Bar to display the standard found set.

Click the + button on the Actions Bar of the Vendor List view. Performo creates a new, blank

record and displays it in detail view.
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>Video VENDOR DETAIL VIEW

™ H
Performo™ | Vendor Detail Matthew Gaylen Help  Log Out
1< < > > 112 0068738 American Electric Supply Co.
General Information Comments Parts Supplied
Company ID | 0068738 They offer 24/hour emergency service, as well as free quotes for services. Delete Vendor
Company American Electric Supply Co.
Vendor Sheet Report

Type Electrical
Workers (1) History (2)

Address 776-778 Albany St.

City Schenectady
Name  Hasthtag UncleMatt Phone # | 312-835-1040 Eg’:lzg
State MY Zip 12307
Job Electrician Cell 312-835-1041
Phone # 518-377-8500
Email  #UncleMatt@AESCo.com Rate $75.00 I Hour
Fax # 518-357-2961
Other 518-357-0202
Web Site americanelectric.com
Email manager@aesco.com
Fed Tax ID 1234567890
Account # 7540
e Include Vendor on ‘Assign ||
Include To' List

E Global Services db 'jj' WIZARDEOIIMARE v
Figure 221 Vendor Detail View

Hover over any vendor record. Performo displays the vendor with a yellow highlight. Click
anywhere highlighted part of the row. Performo displays the detail view for that vendor.
The Vendor Detail view is divided into three sections: General Information, Comments, and
tabs for Workers, and History.

>>Video | VENDOR LIST VIEW - GENERAL INFORMATION

General information includes: Company ID, Company name, Type, Address, City, State, Zip,
Phone #, Fax #, Other, Website, Email, Federal Tax ID, Account #, and the Include checkbox.

Click the incLupe checkbox. Performo will include the vendor on the Assign To value list in
the Work Orders module.

The Type value list is user definable. Click the epit... option at the bottom of the value list.

Performo displays Edit Value List “VendorTypes” text box. A hyphen on a line by itself

create a separator line between sections of values. See Figure 13 on page #25.
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VENDOR DETAIL — COMMENTS SECTION

Comments

The Vendor Detal] Comments SeCtIOH IS a They offer 24/hour emergency service, as well as free quoles for services.

text field. Any text may be entered.

Figure 222 Vendor Detail - Comments Section

VENDOR DETAIL — WORKERS TAB
The Vendor Detail Workers

tab displays workers

Workers (2)

Hasthtag UncleMatt 312-836-1040 [[] Primary
. Contact
specific to the vendor.
Electrician 312-835-1041
#UncleMatt@AESCo.com $75.00 { Hour
Data includes worker Name, 0] Prinary

Contact

Job, Email address, Phone #,

Cell phone number, Rate per

{ Hour

hour, and a checkbox to

indicate whether or not that  Figure 223 Vendor Detail - Workers Tab
‘worker’ is the primary

contact for that vendor.

Click the peLeTe button which his depicted by a white x in the red circle on the right side of
the portal record. Performo opens the, “Delete this contact?” message window. Click the ok
button. Performo permanently deletes the worker. Click the canceL button. Performo returns
to the Workers portal view.

Click the green new worker button. Performo creates a new blank record in the portal. Enter
data as needed. The Job value list includes the Edit... option. See Figure 13 on page #25 for
instructions on how to use the Edit... option.

Histi 3
VENDOR DETAIL — HISTORY TAB sten ()
Click the HIsTORY tab. Order# Status StartDate  Completed  Job Type Description
Per‘fOI‘mO displays a llSt Of 14975 Complete  11/14/2014  02/M17/2015  Electrical Weekly PM @
WOI‘k Orders having been 14965 Complete  11/07/2014  02/17/2015  Electrical Weekly PM

Too Hot / Too Request T - Too Hot
REQ open 03/30/2018 con tei?autopigge

completed by, and currently
assigned to the vendor. Figure 224 Vendor Detail - History Tab

Hover the mouse of any record. Click any record. Performo navigates to the Work Orders
module and displays the Overview tab of the Work Order Detail view. Click the eack button.
Performo returns to the History tab of the Vendor Detail view.
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VENDOR DETAIL — ACTIONS BAR

™ H
Performo™ | Vendor Detail Matthew Gaylen Help  Log Out

1< < > > 112 0068738 American Electric Supply Co.
General Information Comments Parts Supplied
Company ID | 0068738 They offer 24/hour emergency service, as well as free guotes for services. Delele Vendor
Company American Electric Supply Co.

Vendor Sheet Report
Tvpe Electrical

ﬂ Global Services e ‘*“'“"“T'].'.’. PARL e

Figure 225 Vendor Detail - Actions Bar
The Actions Bar on the Performo Vendor Detail view is divided into three sections. The left

section displays navigation buttons. Click the navigation buttons to view the first, previous,

next and last records in the found set. See FOUND SET on page #15.

The center section of the Actions bar on the Vendor Detail view displays the part number

and the part name.

The right section of the Actions bar on the Vendor Detail view displays the Abp NEw RECORD
button which is depicted in the shape of a plus sign in a grey square, and the Actions Menu
button.

Click the actions button on the Actions Bar of the Vendor Detail view. Performo displays the
value list options. Value list options on the Actions Menu are Parts Supplied, Delete Vendor,

and Vendor Sheet Report.

VENDOR DETAIL — ACTIONS — PARTS SUPPLIED
Click the parTs suppLIED option on the Actions Bar of the Vendor Detail view. Performo
navigates to the Parts Inventory module and displays a found set of the items that vendor

supplies on the Parts Inventory List view. Click the eack button to return to Vendor Detail.

Performo™ | Parts Inventory List Matihew Gaylen  Help  Log Out
Part 1D Name / Description Type In Stock Unit Min Target Need OnOrder Flag
Electrical 10 Paris
24-0040 Adaptor mogul to reg base Lev #8681 Electrical 43 ea 10 50 4 20
24-0100 Anti-Shorts Large BX Electrical 121 ea 10 50 0 0
@ Global Services * WIZARDSOFTWAR
Terneee v

Figure 226 Parts Supplied Displayed on the Parts Inventory List view
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VENDOR DETAIL — ACTIONS — DELETE VENDOR

Click the peLeTE vENDOR option on the Actions Bar of the Vendor Detail view. Performo
displays the Delete Vendor message box. Click the ok button. Performo permanently deletes
the vendor. Deleting a vendor does not delete any records in the Work Order module to

which the vendor was assigned.

VENDOR DETAIL — ACTIONS — VENDOR SHEET REPORT

Click the vENDOR SHEET REPORT option on the Actions Bar of the Vendor Detail view. Performo
displays the Edit Report Title dialog. Option one is to edit the report title. Option two is to
accept the standard title. Click the Ok button. Performo displays the Vendor Sheet Report

Preview screen.

Performo displays the Transaction Totals by Part Code report preview screen. The trailing

grand summary appears at the end of the last page of the report.

Click save as ppr. Performo

@) REPORT PREVIEW - O X
will open the standard . L o &
Operatlng System dlalog bOX_ Pages Save as Excel SaveasPDF | Print  Print Setup

. . Layout: View As:
Users will navigate to an
accessible directory, name b yza Sate Soutens i .
w WIZARD AR E ::gl‘iﬂor Data Sheet American Electric Supply
the file as needed and finish
. . Company Contact #1
the process by clicking the s oetr3e Har Hashag Uncea
Type Ekclrical Phone # 312-835-1040
SAVE button- Company Amencan Electric Supply Co. Eman #UncleMati@AESCo com
Address T76-778 Alhany St Mable 312-835-1041
City Scheneciady
State NY ap 12307
Click the prINT SETUP OT the Prona s18:477:9500
Fax # 518-357-2961
PRINT button to view the Webste  amercanaeciiscom
other 5183570202
standard operating system
dialog boxes for these T R
Our Customer # 7540
commands.
Notes Thiey offer 24/hour emergency service, a5 well a5 ree quoias far services
Fachites Engineering Management Page 1
If the report contains
multiple pages, the Figure 227 Vendor Detail - Vendor Data Sheet

navigation buttons can be used to view previous and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Vendor Detail.
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Workers Module

Performo™ | Worker List Matthew Gaylen Help  Log Out
58 Workers earch Q l Filters l Property- DEMO
D Name Trade/Team Supv  ENT  In/Out Shirt Phone # Vendor ID Vendor /Cq  Workers List Report
Carpenter 7 Workers
Map Workers
I 363  Andy Corey Carpenter v 4 In 1 773-832-0200 0068738 ‘é’;‘e”ca“
: Dally Activity Report
I 326 Andy Holub Carpenter 3 In 1 773-832-0200 4
(773) 832
I 359 Bill Hammer Carpenter v ] In 1 0200 v
I 403 Doug Waltham Carpenter 3 In 1 570-517-1679 FWIZ Facility Wizards < K
I 330 Gary Kean Carpenter 3 In 1 773-832-0200 v bt
I 428 Joe Suburbs Carpenter 2 In 1 456-789-0087 v bt
I 348  Jon Salzmann Carpenter 2 In 607-889-2020 HIGGINS  Higgins Lumber v %

Electrician 7 Workers

I 380  Aaron Shea Electrician v 3 NIA 2 773-832-0299 v X

I 450  American Supply Co. Electrician 1 In 773-832-0200 PMC v X

I 731 Hasthtag UncleMatt Electrician 312-835-1040 0068738 ‘é’;‘_e”‘:a" Electric Supply X

I 452 Marc Sorich Electrician 4 5 In 1 312-375-6771 v X

I 279 Sarah Fisher Electrician 3 In 773-832-0200 v X

1
. Lo VAR
6 Global Services | = Worker for Current Property DEMO w WIZARDSOFTWARE .

Figure 228 Worker Detail View
The workers module is for tracking, managing and reporting about tool-bearing
maintenance staff. Please note that workers can be custodians, engineers, janitors, or

whatever terms is used by the company, corporation, or institution.

Worker List View

The Worker List view displays sortable columns for worker ID, Name, Trade/Team,
Supervisor check box, Entities assigned to, In/Out status, Shift number, Phone #, Vendor ID,

Vendor / Company, and a Track worker checkbox.
Click the column heading to sort by that value. When it makes sense, Performo will
automatically sub-sort the list and display subheadings with summary numbers. Actions on

the Worker List include Worker List Report, Map Workers, and Daily Activity Report.

Click the peLeTE button eon the right side of the row to delete a worker.
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WORKER LIST VIEW — ACTIONS MENU — WORKER LIST REPORT
Click the Workers List report

WIZARDSOFTWARE

S OLUTIONS

. W REPORT PREVIEW
on the Actions Menu of the
[ ]2 & =
. ] Total
ACtlonS bar on the Worker Pages Save as Excel Save as PDF Print  Print Setup
L]St VieW_ Layout: |worker_|ist_report v| View As:
gg&_ﬂi Globial Real Estale Servces
Performo displays the Edit ¢~ Worker List Report - Carpenters by Company
Report Title dialog box.
D& Hame | Trade Trade { Job Rote  shirt ‘wendor | Company ‘wand ID
Option one is to edit the L
ri] Andy Holud Campenter §4550 1
report title. Option two is to - e e
. 428 J9E SUBUrDs Carpenier §3000 1
accept the standard title. Vendor: American Electric Supply Co. (1 workers)
. 363 Andy Corey Campenier §$1800 1 Amarican Eleciric Supply Ca. o0s8TIE
Click the ok button. Performo Vendor: Faclity Wizards (1 workers)
403 Doug Walham Carpenter 3200 1 Faclity \Wizards Feaz
displays the Vendor Data Vendor: Higgins Lumber (1 workers)
348 Jan Salzmann Campenter §3500 Higgins Lumbsar HIGGINS
Sheet PreVIeW screen. Asset Mantenance + Work Order Tracking Fage 1
Click savE As PDE. Performo Figure 229 Worker List Report Preview Screen

will open the standard operating system dialog box. Users will navigate to an accessible

directory, name the file as needed and finish the process by clicking the save button.

Click the prINT sETUP or the PRINT button to view the standard operating system dialog boxes

for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Worker List view.
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WORKER LIST VIEW — ACTIONS MENU — MAP WORKERS

Performo | Workers Map Matthew Gaylen Help  Log Out

r TTTE FETISIEY ApdTTUTIETS ‘-é g
Map  Satellite ° ‘W Huron 5t 5—
. g 8 e i
W Huron St W Huron St @ g
. R 28
lildren's House Hotel Felix Chicago Raw Su
The Franklin R i Q 5
e Franklin Koom The Godl’rey ET
- Hotel Chicagoe ’{;
- - i ’ FedEX
D Eo 3 Kerryman Irish Designer Resale =
» Fogo de Chéo B Dactal e s & Shif
Original Hooters © Brazilian Steakhouse Bar & Restaurant of Chicago
N + o g
Bar =
=
" W Erie St
IV Erie S5t W Er @w
@ 5 0 Qs
Kozy's | o Studio Thre
ozy's Cyclery = Walgreens
- River North algreens
Nol
Wildfire Chicago Im
rQ %ﬁgg;g‘;'“”“m Portillo’s Hot Dogs 495 Chop House 2 {
Electric Hotel z Taco Joint §
Y Bar a Z 7
: rio St W
W Ontario St W Ontario St
z a
— Hard Rock Cafe
']
o Al's Beef (= |
LITE Chicago E En
=z ~ .
= ) g McDona | Rainforest Cafe
o 3: Ohio House - Chase Bank
TB”:;}E‘%EM 2 Flamingo Rum Club B z &
' Q @ g i
3 @ +
City Cat Doctor o - .
i - W Ohio St W Ohio St
W Ohio St W Ohio St -
Pizzeria Ora Chicago Map datz ©2018 Google Termsof Use  Repart 2 map erar
2 i
@ Global Services \x WIZARDSOFTW ARE"
Figure 231 Worker List View - Actions Menu - Map Workers TrrTTaT
2 ~ 4
Click the map workers option on the Actions menu on the = x i
. . . . & | Andy Corey i
Actions bar of the Worker List view. Performo displays the | ¢ ]
o

W American Electric Supply Co.

workers on the map. The Solution Admin sets up worker
Status In

tracking with the Wizard Software Project Manager and Team Carpenter
Timestamp 4/27/2018 10:15:00 AM

Project Engineering team. Light colored workers are | go To Worker Detal
inactive... Active workers are shaded darker. e
il

Portille's Hot Dogs

| Erie St

Click the worker icon. Performo displays a Worker Data

balloon. Worker Data displayed includes contact info, time McDonaly

stamp data and the Go To Worker Detail hotlink. Click the Figure 230 Mapped Worker Data
GO TO WORKER DETAIL hotlink. Performo navigates to the Worker Detail view. Or click the x

button in the upper right-hand corner to close the data balloon.
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Worker Detail View

™ -

Performo ™ | Worker Detail Matthew Gaylen Help  Log Out
< < > 3| 1o0f58Workers Found Andy Corey
Worker Information \t@rk Orders Entity Performo Go Routing Timecard Map
o 383 NAB3M Entity Order# Location Description Start Complete  Status
Name Andy Corey CHI REQ Madison 03/01118 Open
Motification | Email N CHI 8 Lincoln Door doesn't close properly 04/14/18 Open

o Request Type: Too Hot
Phone 773-832-0200 DEMO 6 Center2 test auto 03/30/18 Open
Cell Phone | 773-832-3814 DEMO 20512 Centert Chiller Annual PM 051118 Open
Ema AndyC@fwizdemo wko DEMO 20511  Centert Chiller Annual PM 051018 Open
¥ fg; Carpenter DEMO 20509 Centert Chiller Annual PM 05/09/18 Open
Supervisor Daily Report DEMO 20506 Center1 Chiller Annual PM 05/08/18 Open
niowt @i Oout ONA DEMO 20504 Centeri  Chiller Annual PM 05/07/18 Open
Shifts 1 O2 O3 DEMO 20503 Centert Chiller Annual PM 05/06/18 Open
1 $19.00
N 4032060 Show v
U Status Open Show Al
Track
Location
Vendor D | 0068738 primary [ ] Nofes
Qualified for multiple trades. A hali-decent, very dependable handy man.
l;ni American Electric Supply Co.
3 - [
g Global Services b Yy WIEARDEDITALL

Figure 232 Worker Detail View
The Worker Detail view is divided into three sections. The section on the left is Worker
Information. The section on the right is divided into tabs for Work Orders, Entity

assignment, Performo Go access, Routing, Timecard, and Map.

WORKER DETAIL — WORKER INFORMATION

The Worker Information section displays details including, Name, Notification preference,
Phone number, Cell Phone number, Email address, Trade / Team, the Supervisor checkbox,
the Daily Report checkbox, In/Out status radio buttons, Rate / Hour, Employee Number,

Track Location checkbox, Vendor ID number, Primary contact checkbox, and Vendor Name.
WORKER DETAIL — NOTES

The bottom of the right side can be used to enter a couple of lines of text about the worker.

Note that everybody with access to Performo’s Worker Detail view can see the notes.
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WORKER DETAIL — IN/OUT RADIO BUTTONS
Click the N radio button

. . Performo™
(see Figure 232 previous

Asset Performance and Maintenance Software

In/Qut Board

User atus § Whereabouts
wAndy Corey in | center1
Meeting with Client to

page). If the worker has a
system user record, then

Performo will mark the user

In on the Team tab of the *Billy Hammer < 1n o Gl New Soluton
Home screen. foronesen 0w

«Cheryl Zan n

W Cheryl Zan out
User definable details on Davewnzard  fa | Caolyand RealEsiate

Conference

At Rancal In

the Team tab of the Home
Screen are Status, b 100%

A

yWIZARDSOFT
soLU

-

Matthew Gaylen ~  Help

—~+ New Work Order

Log Out

Phone Returning Date Time DND

217-714-7199 Monday AM '04/18 2:50 PM D . i
W om0 §

Wednesday AM

1418 262PM [ Q

22116 246PM [ | 3

16/18 12:45PM [ @
16/18 12:45PM [ | e

wrian asan an [ MR

Thursday AM

Friday AM

800 am

830 am

900 am

930 am

| .
yWMARD'-I‘\ TWAR

1000 am

Whereabouts, Phone, the
Returning value list, and DND. Click the DND checkbox.
Performo turns the In / Out record light red to signify that
nobody should bother this user.

WORKER DETAIL — LOCATION TRACKING CHECKBOX

Click the Track LocaTiON checkbox. (see Figure 232 previous
page). Performo starts tracking the user when they are
connected to the solution via FileMaker Go, and they have
location tracking services enabled. By default, FileMaker
Go will ask users to enable tracking services when the
application launches. In Performo, the worker’s location is
displayed on the Map tab of the Worker Detail view.

LA R
. \Y f
Map  Satellite 0 B [ I
A =
} 3 : 3"
. Ia
(ulirey
G
S L

W/Point Dr.

t

bocad

Figure 235 Worker Detail Map Tab
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31147

Performo™

“ Global Services @)
Your T
Status

DEMO

Open Work Orders

131

Priority 2

128

Priority 3

126

CM
Overdue On Hold
;

Locatieon Tracldng

‘ Search Work Order

Figure 234 iPhone Screen Shot
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[>Video wWORKER DETAIL — WORK ORDERS TAB

Andy Corey ‘ —— ‘ ‘ Actions ‘

Work Orders

Entity Order# Location Description Start Complete  Status
CHI L\S 8 Lincoln Door doesn't close properly 04/14/18 Open

Request Type: Too Hot
DEMO 6 Center2 test auto 03/30M18 Open
DEMO 20509 Center1 Chiller Annual PM 05/09/18 Open
Open Show All

Figure 237 Work Order Detail - Work Orders Tab

. . DEMO 20480 Center1 Chiller Ann
Click the work orpEers tab. Performo displays the work

orders having been assigned to that worker. Click any

work order in the portal. Performo automatically Complete Show A
navigates to the Work Orders module and displays the penied
Notes
detail view. Click the Back button to return to the Worker e
Qualified 1 Hold 2s5. A half-decent, ve
Detail view.
No Prop

The Show Status value list displays values for Complete, &

Denied, DNC (Did Not Complete), Hold, No Prop (property  Figure 236 Show Status Value List

or entity), and Open. Click the sHow ALL button. Performo displays all the work orders having
been assigned to that worker.
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[>Video| WORKER DETAIL — ENTITY TAB —
Click the EnTiTY tab.

Performo displays the HOTEL ~ Holel Group Assigning a Work Order to a Worker

order's Assign To value list for

worker entities. When a ALL Wizard Software Solutions

worker is assigned to an LLEE

entity, that worker’s name cHl

appears in the Assign To m

HOTEL
value list in the Work

KAN
Orders module. What this —
means is that work orders PMC

in this entity can be
2 ENT

assigned to this worker.

Figure 238 Worker Detail - Entity Tab
Workers must be assigned
to at least one entity. Although, at the same time, workers can be assigned to any and all the

entities.

THE ALL ENTITY

The All entity does not add the worker to all the entities. The All entity is a special case. See
entity on page #15. Basically, the All entity aggregates data from all the other entities. The
All entity is used for reporting purposes and is not used for data entry. The All entity does
not need to be called the All entity. Every company, corporation, or institution can come up

with their own name for the aggregate property label.

Entity assignment will be discussed in greater detail in the Roles & Can Dos section of this

user reference guide.
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Performo™ | Worker Detail Matinew Gaylen  Help  Log Out |18 ;“-C'f v ol = -
earc
] Andy Corey | = Work Orders (19)
N 2 Sortby ~
Performo Go ting meca der N i v Q
= e Home rder Num 1
. Start
Performo Go Account Performo Go Access Rights Work Orders -
M 8d App / Web Users can view, edit and oeate work WA H
Andy Corey Entities checked below, based an the following Type Cleaning
Assets To Andy Corey
Eldg Pavilion
Worker l\ O ALL DEMO [JMED Floor G
Oaser OHOTEL OPMC Reports Hoom Parking Garage
Read Only OcH  Okan
Regquester v
own ana Team
Worker - FileMaker
Write Admin Own and Team
Write User | Number 20236
Own Team Priority 2
Category Type HVAC
Yes € o Andy Corey
Bldg Centert

Figure 239 Worker Detail - Performo Go Account.

Chiller Annual PM

PERFORMO GO Number 20238 E
Priority 2

Performo Go is the remote worker interface. It works with Category PM Type HVAC

Status Open To Andy Corey
FileMaker Go installed on an iPhone or iPad - Apple’s i0S Start 01/31/2018 Bidg Gentart
[argel 03/02/2018 Floor
Property DEMO Room Chiller/Boiler

devices. Chiller Annual PM

Global Services

When the remote worker interface is in use; each user will

have a System User account and Worker record. The Figure 240 Performo Go, Worker Interface
Solution Admin creates the System User account, while any Write Admin user can create
the worker record. Roles, Can-Dos and account set-up will be discussed in a subsequent
chapter of this user reference guide.

>Video | WORKER DETAIL — PERFORMO GO TAB

Click the perrormoO GO tab. The Performo Go tab displays the Performo Go Account and
Performo Go Access Rights sections. The Performo Go Account section displays the user
name from the Worker Information section. The Role value list contains options for Role.
Roles are user-definable. Standard roles include; Read Only, Requester, Worker, Worker -
FileMaker. Write Admin, and Write User. Roles, Can-Dos and account set-up will be

discussed in a subsequent chapter of this user reference guide.
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PERFORMO GO ACCESS RIGHTS

iOS and web users can view, edit, and create work orders
at the Entities checked... Note that this is different that the
buildings checkbox in the Routing tab. The Routing tab will
be discussed next.

Click the checkbox for each entity in which the worker
should be able to view, edit, or create work orders. Note:
click the eoit checkbox. Performo will allow that user to
edit work orders. Editing means the worker will be able to

complete or, add time, and parts to a work order.

A
WIZARDSOFTWARE"™
N S

SOLUTIO

Performo Go Access Rights

Neb Users can view, edit and oeste wo:
Entities checked below, based on the following

O ALL DEMO [ MED
[0 ABER HOTEL [OJPMC
OcH  [OKaN

Own and Team

Own and Team

Own Team

Yes

Figure 241 Performo Go Access Rights

The Can View Orders value list displays options for Own, Own and Team, and All.

The Can Edit / Reassign Orders value list displays options for Own, Own and Team, All, and

Limited. Limited is a special use case that applies to the Reassign Orders To value list.

The Reassign Orders To value list displays options for
None, Own Supervisor(s), Own Team, All Supervisors, Own
Team and All Supervisors, Anyone. Performo allows tight
control over whose orders can be viewed and not only who
has the privilege to reassign orders, but also, to whom
those orders can be reassigned. Each facilities department

will have rules about which values to choose.

The Can Approve / Deny REQs value list has options for
ves, the worker can approve an REQ, and no, the worker
cannot approve an REQ. (REQ is pronounced are-ee-QUE).
On the iPhone, workers tap the re-AssiGn button. Performo
automatically displays a found set of workers. The found
set consists of only the names to whom the worker has

privileges to reassign.
Tap the name in the list at the bottom of the screen. Tap

the suemiT button. Performo automatically reassigns the

work order.

Performo v10 rev #20-083

2:08 v wl T -

Work Order

4 =
CM 20052B

Pavilion Parking Garage

Priority Edit Overview

Assign

Type | Cleaning
Assigned To Andy Corey
~
e Aesion _ﬁ'uncleMati |

Important Note \I\||-,'.-(J u
may lose & =2dit it in ll M ure

T

Target, 1a2o/eutry

Complete

Location

#UncleMatt -- Electrician-Supervisor v
Aaron Shea -- Electrician-Supervisor
American Supply Co. -- Electrician
Ami Patel -- Labtech

Andy Corey -- Carpenter-Supervisor

Andy H. Vaekm——tiidG

© Wizard Software Solutions - CONFIDENTIAL
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">Video | WORKER DETAIL — ROUTING TAB
Click the rouTING tab.

Performo displays the Job
Types portal and the
Building IDs checkboxes.

Click the checkbox for each
building that the worker is
to be assigned work orders.
Performo will display the
worker’s name in the Assign
To field on the Work Order
Detail view for every work

order in each building

checked. Click once to check.

nce Guide

WIZARDSOFTWARE"™
N S

SOLUTIO

Auto
Job Types Rank Assign
Cabling / Datacom 01 ®@2 O3
Electrical @1 02 O3

Mechanic

Meeting Setup

Misc

Moving / Boxes

Painting

Plants

Plumbing

Repair

Routine PM

Safety

Security -l

Add All

New

Routing

Building IDs

[0 18552
7865
Os765

[ Alter
Annex

[ Bedrord
Center1
[¥] Center2
[ Central

[] Commerce
[ CWRU

[ Frankice
[ Garage

O Govern

] Henrotin
[] HollyCasino
O industrial
OJ Johnson
& Lincoln

[#] Madison
[J Manhattan
(] Midway

O moB

O Parking
O Pavilion
O Piedmont
[ Plant

O Plaza 1
O Plaza 2
O Raven
[ sax

[ Sorich
O Store
O Tower
O Transpo
O wrigley

Figure 243 Worker Detail - Routing Tab

Click a checked box to deselect.

Click the new button. Performo adds a record to the portal. Use the Job Types value list to

select a value.

Click the radio button
corresponding to the rank.
The worker will appear
higher the Assign Worker
data entry window. The
Solution Admin has control

over weighting factors.

JobType: Eledirical

Worker Map Vendors 2 Workers
# Open Orders
Name Trade/Team CM PM Total In/Out
#UncleMatt Electrician In
Andy Corey Carpenter 4 17 21 In

Assign Worker

Shift

1

1

Vendor ID

006[y38

0068738

Vendor / Company

American Electric

Supply Co

American Electric

Supply Co

Building: Wrigley

Ranked Workers

DEMO

ENT Rank

v 1
v 1

Cancel

Figure 244 Assign Worker According To Rank

Click the app ALL button. Performo adds all the job types to the portal. Click a radio button to

rank the worker for each job type.

Performo v10 rev #20-083
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>Video |

Performo ™ v10 User Reference Guide

WORKER DETAIL — TIMECARD

Click the TimEcARD tab.
Timecard entries can be
made by Write Admin users
on the Worker Detail View.

Click the new LINE button.
Performo displays a portal

of timecard entries.

Click the date field.

Performo displays the
calendar. Navigate to a date.
Performo displays the
timecard entries for that date.

A
yWIZARDSOFTWARE'"
SOLUTIONS

< Prev Jun 01, 2018 Next >

Date Type Order# Hours
06/01/18 Work Order 20509 1.00
06/01/18  Work Order 20504 2.00
06/01/18 = Work Order 20492 1.00
06/01/18  Work Order 20487 2.00
06/01/18 Work Order = 20480 1.00
06/01/18 Admin 1.00
8.00

Timecard Map

ETa

Notes

wiring hamess rework X
Ceiling wiring x
Wiring was incorrectly installed X
repaired water damaged wiring X
repaired water damaged wiring X
travel, paperwork, Performo Go X

Figure 245 Worker Detail - Timecard

The date is entered automatically. The Type value list

displays options for Work Order, Meetings, Admin,

Training, Time Off, and Emergency. work oroer will be

entered automatically when the entry is created by a

worker using Performo Go.

If Work Order is chosen by a Write Admin user, then the

Order # will have to be entered manually. Best Practice:

refer to the Work Orders tab to find numbers.

Hours is user definable by the Write Admin. Any number

may be entered. Entries created with Performo Go will

have a number already entered.

Notes is a user-definable text field. Any data may be

entered.

Hover over the x at the end of the row. Click the white x in

5167 L=
< Search
< = Work Order
CM 20052B
Pavilion Parking Garage
Priority Status
1 Labor & Parts G
Labor
4L
Name. Data Hours N
Add a New Labor Entry
And
Name / Trade  Andy Corey
Date |6/7/18
Time 1
Cancel
Parts
+
Part Name Part ID Qty Units Warehouse
7 8 9 &
4 5 6 ot

Figure 246 Performo Go Labor Entry

the red circle. Performo will display the delete confirmation dialog box. Click the ok button

to delete the timecard entry permanently. There is no undo.

Performo v10 rev #20-083
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WORKER DATIL - MAP
Click the map tab. Performo displays the Google Maps standard view. Click the saTeLLITE
button. Performo displays the satellite image. Use the zoom buttons to orient the map as

desired.

The timestamp is displayed on the left of the map. The timestamp shows where the worker
was when Performo Go was being used by the worker. An entry is made each time the
worker logs in and uses Performo Go. For example, entries are made when workers log in.
When workers tap the starT button, when workers tap the + button to add labor.

jers Entity Performo Go Routing Timecard Map

ehdoricron. *, Refresh Map
6/7/2018
5:15:26 PM * Map Satellite

6/7/2018
2:14:57 PM

6/7/2018
2:06:37 PM

6/7/2018
2:04:56 PM

6/7/2018
1:59:22 PM

6/7/2018
10:07:48 AM

Figure 247 Worker Detail - Map
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Staff Module

Performo

*WIZARDSOFT
soLU

-

| Staff List

46 staff X ] [ Filters l

I cemer

Last Name First Name  Department Building Floor Room Phone #

Accounting 4 Staff

Gentry Justin Accounting Centert 1250  T77-487-4539
Herring Gene Accounting Centert 2380 924-567-3015
Scofield Mike Accounting Center2 21580  335-218-9197
Vance Kelly Accounting Center1 230 332-388-1318

Matthew Gaylen  Help Log Out
Email Address Entity

JustinG@fwizdemo. wko PMC
GeneH@fwizdemo.wko DEMO
MikeS@fwizdemo. wko DEMO
Kellyv@twizdemo.wko DEMO

Development 1 Staff

Ccarson Mark Development Center2 2 330 330/664-0900 mark32@fwizdemo wko DEMO
: i ARE"
Global Services WIZARDSOFTWARE
Figure 248 Staff List - Requestors
11:55 7 wil T -

Staff List View

The Staff Module displays the list of people who request
work orders. Please note that some systems are
automatically populated from data provided by the HR
Department. The implementation team works with Wizard
software project management and engineering to set up

the import.
The mobile and web interfaces provide a way for staff to

log in. When they log in, Performo automatically enters
their contact data from the Staff List.

Performo v10 rev #20-083
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<

Create Work Order Request

Your Contact Info

& pmodev.wizardsoftware.net

First Name | Allen
Last Name | Alda
Dept | Security
Phone | 789-012-3456
Email | joesuburbs@mac.com

Work Request Details

Request
Type

Building | Transpo

Floor
Room
Location

< M m @

Figure 249 Mobile Requester Interface
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ACTIONS ON STAFF LIST — STAFF LIST REPORT

¥ REPORT PREVIE
1 ? : =
> =] =
1 Total
Pages Save as Excel Save as POF Print  Print Setup
Layout: | contact_list_report | \View As: Exit Preview
I Wizard Saftware Soltions
‘x- WIZARD VARE Staff List Report
BB/208
Nama Dept Bulkding Flzor Room FPhona # Emall &ddrass
Aceounting
Brass, Nate Acoauniing Annei 1008 TT3-832-0200 NatkebEvizdames. com
Heming, Gane Accauniing Cenbari 2380 A24-567-3015 GenaHwizdemo.wka
Scafield, Mike Accounting Centar2 2150 335-218-9197 MikeSEiwizdemo. wia
Wanoce, Kelly Accauniing Cenbar{ 230 332-385-1218 Felvviitalzoemo.wko
Admin
Branfey, Judy Admin Cenbar{ 2380 348-181-4590 Jucy B Twizdemo. wia
Phillps, Liayd Admin Cenbarq 8580 T06-135-4620 LiaydPiIiwlzdema. wia
Paol, Raberl Admin Centard 2080 433-695-2645 RobertPEhslzdemo. wika
Rliger, Rich Admin Centar 1230 27-693-4915 RichR@teizoema. who
Salinas, Audra Admin Cenbar{ 1030 271-869-3680 AudraS@taizoemo.wko
Schlosser, Sleve Admin Annex 2050 202-393-1599 SlevaS{@fsizdema wko
Wiheeler, Mckl Admin Paylllan 1580 A56-895-3798 HickWEtaizoema wko
Development
Carsan, Mark Development Centard 2 3 IHVES4-0A0D mark3ZMeaizeema.wke
Flinistane, Wima Development Paviilan ERL] 5T0-517-1678 wiimagfachitywizard.com
Jahnsan, Deag Develogman Wiriglay 2 s 570-517-1679 doag [sizarsanwane nat
Finance
Braz, Kenna Firance Pavilian 1200 265-7T16-8853 KennaB@hwizdema wke
Faclities Engineering Management Fage 1

Figure 250 Staff List Report

Click the actions menu button on the Actions Bar on the Staff List view. Performo displays
the Edit Report dialog box. Accept the default title or enter a new title. Click the ok button.
Performo displays the report preview. Click save as por. Performo will open the standard
operating system dialog box. Users will navigate to an accessible directory, name the file as
needed and finish the process by clicking the save button. Click the prINT SETUP or the PRINT

button to view the standard operating system dialog boxes for these commands.
If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report. Click the exiT PrREVIEW button to return to the Worker List

view.
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>Video| Staff Detail View — Create A Record For A New Person

Click the button on the Actions Bar on either the Staff List view or the Staff Detail view.
Performo will display a blank record in the Staff Detail layout.

Performo | Staff Detail Matihew Gaylen ~ Help  Log Out
1K < > 3| asrss Psychle Shaman
Contact Information Employee Information
First Name Psychle Dept IT
Last Name Shaman Building Wrigley
Employee ID | 25837 Floor 1

3
Phone 312-285-1040 Room 100
Number
Email PsychleShaman@agmail.com
Web Requester Account
User Name PsychleShaman27 Interface Type  Account Login
Password ssensnee
=
g Global Services * WIZARDSOEEW AR

Figure 251 Staff Detail View
The Staff detail layout is divided into three sections: Contact Information, Employee

Information, and, Web Requester Account.

Contact information includes fields for First Name, Last Name, Employee ID, phone Number,
Email.

Employee Information includes Department, Building, Floor, and room.
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WEB REQUESTER ACCOUNT
Under Web Requester Web Requester Account
Account click the green User Name lerface Type  Account Login

CREATE button. Performo PasSWOrC

displays the Web Requester

Account dialog box.

Figure 252 Web Requester Account Creation

The Web Requester Account

dialog box displays the User name field and \WEE REQUESTER ACC[%UNT

the Password field. Performo aUtomatlcaHy Enter a unique user name and password - no spaces and no

enters a User name and a Password. SLEETIEIEERL S
However, both fields are user definable. Any

User name
data may be entered. |P5Fch|e5haman2T

Password
Click the ok button. Performo displays the
Staff Detail view. Note that the Web

. Cancel oK

Requester Account section is now complete. anee | |
Performo also sends an email message to Figure 253 Web Requested Account

the user.
Account Information for Work Order Requests

The email message contains 2 hours ago at 11:45 AM
From Performo v9 Dev Mailer - DOPPLER

the user name, the

password and a hOtlil’lk to This email has been automatically sent from the Performo work order system.
The following is the information you will need to enter work orders online:

the Work Request Site.
Username: username will appear here
paSSWOrd: passwo appear here

Work Request Site

<http://pmodev.wizardsoftware.net>

Users can click the hotlink

to navigate directly to the Please do not respond to this email.
Contact the work order system administrator with any questions you may have.

Web Requester web site.

Figure 254 Account information for Work Order Requests

Notethaton the Web

Requester Web site, the User name field is not case

Username

sensitive, but the Password field is. Please also note

Password

that every company’s login screen might appear a

little bit differently on screen. o < |

Figure 255 Performo Work Request Login
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™ o .
Performo | Building List Malthew Gaylen Help  Log Out
5 Buildings I 2 Q I Filters ” Reset ] Property: DEMO State: il I Floors ] l Rooms l l Actions l
N
ENT Bldg ID Building Name: Address City Siate Floors Contact Name Account #
DEMO 5 Buildings
DEMO  Bedford Bedford Park Village Hall 6701 South Archer Road Bedford Park L Dave Brady
DEMO Franklce Franklin Park Ice Arena 9711 Waveland Avenue Franklin Park L Frank Ice
DEMO  Midway Midway International Airport 5700 S. Cicery Ave Chicago IL Ginger Evanston
DEMO  Raven Raven Building 4147 N Ravenswood Chicago L 4 Mark Sorich iﬁdaﬁﬁu
DEMO  Wrigley Wrigley Fleld 3600 West Sheffield Chicago IL Theo Epstine
G Global Services \'x“w“{”.:.'. WARE

Figure 256 Buildings List View
The Buildings module stores data on buildings, floors and rooms for each entity in the

solution.

>Video | Buildings List View

The Buildings list view displays one row for each building. Data displayed on list view
includes, Entity, Building ID, Building Name, Address, City, State, Floors, Contact Name, and

Account Number.

ACTIONS BAR

The Actions bar displays the number of items in the found set, the Global Search field, the
FILTERS button, the reseT button (if Filters have been applied to the found set). Additionally,
the Actions bar displays the filters that have been applied.

The right side of the Filters bar displays buttons; BUILDINGS, FLOORS, ROOMS, ADD BUILDING, and

the AcTions menu. suidings | Rmms.] |m|

Between, BUILDINGS, FLOORS, and roowms; the button that is lit
is th i .
UP 15 TG SETEER T EE B o[ o]

Click the —|add record button. Performo displays the Figure 257 Buildings, Floors, Rooms

Message dialog: “Please be sure to enter a unique Building ID.” Click the ok button to
proceed. Performo adds a new blank record to the portal. Click the new record to navigate

to the Building Detail view. Data and information is entered on the Building Detail view.
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ACTIONS MENU — MAP BUILDINGS

< @

i
yWIZARDSOFTWAR
SOLUTION

™
S

™ Slies
Performo™ | Buildings Map Matthew Gaylen Help  Log Out
— o — Q@ - -
X
Map  Satellite ngsﬁerfvvzn E‘:“ Morti Grote Wi
Schaumburg (Busse Woods) Des Plaines ® Skok 'vngley Fiel
@ Niles o 3600 West Sheffield Chicago IL
Elk Grove OHare G The L
ar NI inc( Hin 3 ity
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€390 Airport B 2 2
Roselle o losemont o 5 G Building Deta
5590 ] (5o
Itasca — w &
keneyville ® A foN
Wood Dale Norridge , 4
Bloomingdale Bensenville "9) PN ®) &j
D o' © g
Franklin Park L% | Building: Wngley Wrigley Field Entity: DEMO
Addison (50} —
@) >
tream Glendale Northlake > 43 38
Heights &) =t (8e) &) ]
= Elmhurst (2] Melrose Park i Tkl
= ® \ t
Villa Park @ T
= G Oak Park ¢
Glen Ellyn | Lombard ® =y & Chicago
@ 5 @
Wheaton L ®)
@) 7
Westchest Berwyn . -
— b " Cicero 9
ak Brool @
@ R 'ri'l” Riverside ,;‘5 r:)
@) ® Wy ®
4 & DPowners _ -
Gra —
8 Lisle Grove Hinsdale La Grange @
Westmont s , -
&
W
355 Willowbrook , +
A 355 4 Countryside Bedford Park ILLINOIS
(53 ® =) INDIANA -
F Woodridge Darien Burr Ridge Bridgeview g, hank <@
Map data ©2018 Google Terms of Use  Report a map error
6 Global Services *\\I/Akl) 0

Figure 258 Map Buildings

Click the actions menu button on the Actions Bar of the Building Detail view. Performo
displays the buildings on a Google map. Each building is depicted by a red balloon. Hover
over the balloon... The map displays the name of the building and the entity. Click the
building balloon. The map displays a pop up call out. The pop up displays building name,
address data, the Building ID, the Entity, and a hot link to navigate to Building Detail. Click
the Go 1o BUILDING DETAIL hotlink on the Google map pop up call out. Performo displays the

building detail.
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ACTIONS MENU — BUILDINGS REPORT
Click the acTions menu button
on the Actions bar on the
Building List view. Performo
displays the Edit Report Title
dialog box.

Accept the default title or enter
a new title.

Click the ok button. Performo

displays the report preview.

SOLUT

WIZARDSOFTWARE"™

1 ONS

@ REPORT PREVIEW

E— ; s 0
: Total &) a El
Pages Save as Excel Save as PDF Print  Print Setup
Layout: | loc_list_report | View As: Exit Preview
VWizard Saftware Sokticns
\x WIZARD Building List Report - Demo Property, lllinois
92018
n# Hama Address city stat
Wizard Software Solutions
Baatord Bedioen Park \ilage Hall 701 Souln Archer Roag Bedfor Park [
Frankice Frankin Park lce Arena 9711 Wavelana Avenue Frankin Park [
Midway Micway International Alrpart 5700 5. Cleery Ave Chicago [
Ravan Raven Bulding 4147 N Ravenswood Chicago L

wrighay wirigley Fleid 3600 West Shetieks

Faclities Engineering Management

Figure 259 Buildings Report

Click save as por. Performo will open the standard operating system dialog box. Users will

navigate to an accessible directory, name the file as needed and finish the process by

clicking the save button.

Click the prINT seTUP or the PRINT button to view the standard operating system dialog boxes

for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report.

Click the exit PrREVIEW button to return to the Building List view.

Performo v10 rev #20-083
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Floors List View

Performo™ | Floor List Matthew Gaylen Help  Log Out

8 Floors Search Q Filters l Property.: DEMO l Rooms l l Actions l
Floor

ENT Bldg ID Building Name: Abbrev  Floor Name Sort Order Notes
DEMO
Raven 4 Floors
DEMO  Raven Raven Building 1 1 1 The SMB Help Desk @
DEMO  Raven Raven Building 2 2 2 Angel Sales >
DEMO  Raven Raven Building 3 3 3 Governor's Office X
DEMO  Raven Raven Building 4 4 4 Wizard Software Solutions X
Wrigley 4 Floors
DEMO  Wrigley Wrigley Field 1 Grand Stand 1 vending, box seats X
DEMO  Wrigley Wrigley Field 2 Field 2 Reserved seating X
DEMO  Wrigley Wrigley Field 3 Terrace 3 Reserved Seating X
DEMO  Wrigley Wrigley Field 4 Upper Deck 4 Reserved Seating, obstructed e
6 Global Services *W'“Rnfl.‘.'. VARE"

Figure 260 Floor List View

Click the FLoors button on the Actions bar of Building List view or the Room List view.
Performo displays the Floor List view. The Floor List view displays one row of data for each
floor in the building. Data displayed includes, Entity, Building ID, Building Name, Floor
Abbreviation, Floor Name, Sort Order, and Notes.

Click the delete button at end of the row. Performo displays the Delete Record dialog box.
Confirmation is required because there is no undo.
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FLOOR LIST REPORT
Click the acTions menu
button on the Actions bar

on the Floor List view.

Click the rLoors Report
option. Performo displays
the Edit Report Title dialog

box.

Accept the default title or

enter a new title.

Click the ok button.

WIZARDSOFTWARE"™

Figure 261 Floor List Report

Performo displays the report preview.

SOLUTION:S
@ REPORT PREVIEW
! : - 3
[] Total = =
Pages Save as Excel Save as PDF Print  Print Setup
Layout: | floor_list_report v | iew As: Exit Preview
WiZard Software Souliens E
X WIZARD Floor List Report
BW2018
Floor
Bldy ID Bukding Nama Abbrev Floor Nama sort Fote s
DEMO
Raven
Raven Raven Bulding 1 1 1 Tne SMEB Heip Desa
Raven Raven Bulding 2 2 2 Angel Sk
Raven Raven Buldng | b 3 Govencr s Ofce
Raven Raven Buldng ] 4 4 WiZaro Software SCiutons
Wrigley
Wighey Virigley Fleid 1 Grand 3tand 1 vending Dox seals
Wrighey Virigley Fleid 2 Fieid 2 Reserved seatng
‘Wrighey Virigley Fleid | Terace 3 Reserved Jeaing
‘Wrighey Wirigley Fleid 4 Upper Deci. ] Reserved Jeaing oostrucied
Faclifies Engineering Managemant Page 1

Click save as por. Performo will open the standard operating system dialog box. Users will

navigate to an accessible directory, name the file as needed and finish the process by

clicking the save button.

Click the prINT sETUP or the PRINT button to view the standard operating system dialog boxes

for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Floor List view.
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Performo | Floor Detail Matthew Gaylen Help  Log Out
IK < > >l 1of4Found [ Buildings ” Floors H Rooms l
Floor 1 Overview Rooms on this Floor 2 Total Rooms +
Room Select Edit
=LY DEMO Code Occupant Category Type Use Room Room
Bullding Wrigley 9999 Roger Foodman  Common Hall Vending
juliding Mame  Wrigley Field
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1
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Figure 262 Floor Detail View
The Floor Detail view is divided into four sections. Floor <#> Overview displays values for
Entity, Building, Building Name, Floor Code, Floor Name, Floor Sort, and Notes.

Contact the Solution Admin if Floor Plan Setup is required.
The Map displays the site location.

ROOMS ON THIS FLOOR

This section contains a portal of rooms. Data displayed includes, Room Code, Occupant,
Category, Type, and Use. Click the peLeTe button at the far right of any row. Performo deletes
the room upon confirmation.

Click the ebiTrRoom . button. Performo displays the Room Detail view.
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Figure 263 Room Detail View

The Room Detail view displays two sections; General and Map Room <#>.

The General section includes fields for, Building, Floor, Room Code, First Name, Last Name,
Category, Type, Use, Vacancy, Department ID, Department, Area, Building Special,
Composite, and GPS. All the fields are user-definable. The Solution Admin controls the
Category value list. However, any data may be entered if the needed value is not in the list.
Click the field a second time to place the cursor in the field. Performo will allow any

information to be entered.

The Map Room <#> section displays the site location. Click the epbiT Location checkbox. Then
click on the map on the location of the room. Performo will record the GPS coordinates in
the GPS field of the General section to the left. Click the peLeTe Room button on the Actions

bar. Performo will delete the room upon confirmation.
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Room List View

Performo™ | Room List Matthew Gaylen Help  Log Out

1,180 Rooms | Filters | Reset | Property: CHI
ENT Building Floor Room  Firstname Lastname Category Type Use Vac DeptlD Dept Area

Type 3,186 SF
CHI Lincoln 1 1043N Service AV AV Closet X100 84 X e
CHI Madison 1 102 Service AV AV Room X100 317 e
CHI Madison 7 725A Service AV VCR X100 249 A ¢
CHI Madison 7 T25F Service AV AV Room X100 116 X
CHI Lincoln 4 4032 Service AV AV Room X100 44
G Global Services y‘i, WIZARDSOFTWARE" y

Figure 264 Room List View
Data displayed on the Room List includes Entity, Building, Floor, Room, First Name, Last

Name, Category, Type, Use, Vacancy, Department ID, and Area as measured in square feet.

Click any room to view Room Detail. Click the x at the end of the row to begin the delete

room process. Upon confirmation, the room is permanently deleted.
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ACTIONS ON THE ROOM LIST — MAP ROOMS

Per‘formo" | Rooms Map Matthew Gaylen Help  Log Out

Floorplan [_] Al Layers

Map  Satellite

|

Map data 2018 Google Termsof Use  Report a map eror
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Figure 265 Map Rooms

The Rooms Map displays the rooms. Click the FLoorpLAN checkbox. If the floorplans module
has been installed and configured, the rooms appear on the floor plan. Click any room to
view the Room detail balloon. The Room Detail balloon displays room data including,
Name, Category, Type, Use, Department ID, Department, and Vacancy. Click the Go To rRoom

peTAlL hotlink. Performo navigates to the Room Detail view.
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ACTIONS ON THE ROOM LIST — ROOM REPORT
@ REPORT PREVIEW
1 s @
— B & |®& =
Pages Save as Excel Save as PDF Print  Print Setup
Layout: | room_list_report v | View As Exit Preview
Wizand Software Souticns
WIZARD Room List Report
x B102018
Buliding _ Floor  Room _Firat Mame Last Name Category Type Use vacancy  Department i Department Area
Hall
wrigley 1 1001 Roger Facaman Terrace hai enaing 7540 Restaurant Terrace
wrigley 1 9999 YuR chapt Zomren Hal venaing 7540 Restaurant
Office
arter ] 2599 Commen omce
Faclities Engineering Management Fage 1

Figure 266 Room Report

Click the actions menu button on the Actions bar on the Room List view. Click the rRooms

REPORT option from the value list. Performo displays the Edit Report Title dialog box. Accept

the default title or enter a new title.

Click the ok button. Performo displays the Report Preview.

Click save as por. Performo will open the standard operating system dialog box. Users will

navigate to an accessible directory, name the file as needed and finish the process by

clicking the save button.

Click the prINT seTUP or the PRINT button to view the standard operating system dialog boxes

for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report.

Click the exiT PREVIEW button to return to the Room List view.
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~Video| Building Detail View

™ - - .
Performo ™ | Building Detail Matthew Gaylen Help  Log Out
IK < > >| 1of1Found lBuudmgs H Floors H Rooms ] [ Actions ]
Building Overview Floors for this Building 4 Total Floors +
Sort Select Edit
DEMO Floor ID  Floor Name Order Notes Floor Floor
Bulding ID Wrigley 1 Grand Stand 1 vending, box seats
‘j, 1"7\5 | Wrigley Field 2 Fieid 2 Reserved seating
‘1',".“' ite The Friendly Confines 3 Terrace 3 Reserved Seating
4 Upper Deck 4 Reserved Seating, obstructed

Address 3600 West Sheffield
Chicago tate | IL 60613
Theo Epstine

5034

41.948123 -87 655531

Building Notes

The Friendly Confines has been the site of such historic
moments as:Babe Ruth's "called shot," when Ruth allegedly
pointed to a bleacher location during Game 3 of the 1932
World Series ... Ruth then hit Charlie Root's next pitch for a
homer. Gabby Hartnett's famous "Homer in the Gloamin' *
September 28, 1938, vs. Pittsburgh's Mace Brown

The great May 2, 1917, pitching duel between Jim "Hippo"

6 Global Services *“”“‘" Pk

Figure 267 Building Detail View

The Building Detail view is divided into four sections; Building Overview, Building Notes,

Floors for this Building, and Map.

The Building Overview displays fields for Entity, Building ID, Building Name, Alternate
Name, Address, City, State, Zip, Contact Name, Account Number, GPS.

Click the epiT LocaTion checkbox in the Map section. Click the location of the building on the
map. Performo automatically adds the coordinates to the GPS field in the Building Overview

section.

Data displayed on the Floors for this Building section includes, Floor ID, Floor Name, Sort
Order, and Notes. Click the Abp new RecorD button in the upper right-hand corner of the
Floors for this Building section. Performo adds a new record to the list. Data may be added
directly to the list view. Click the ebiT FLoor button. Performo displays the Floor Detail view.

Floor detail is covered previously in this user reference guide.
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Click the peLeTe button at the end of the row. Performo initiates the delete floor procedure.

Upon confirmation, the floor record is permanently deleted.

ADD BUILDING FLOORS

ACTIONS BUTTON — AUTO-POPULATE FLOORS Addfloors o building #Frankice

Enter the floor codes below

Click the actions button on the Actions bar on the Building

Enter codes for all upper floors (123 )

Detail view. Click the AuTO POPULATE FLOORS option. Performo | 1101200201
displays the Add Building Floors dialog box. The Add e e

G
Building Floors dialog box is resizable. Use the resize

Enter codes for all lower floors [ LL1 LL2) |
wmweme2

handles on the corners of the dialog box to reduce or

enlarge overall dimensions. A larger dialog box makes it i xRy,
easier to add a larger number of floors at once. Figure 268 Add Building Floors
Floors for this Building +
Sort Select Edit
. . . Floor ID Floor Name Orde: Notes Floor Floor
There are three fields on the Add Building
201 201 Floor -201  Spectator viewing
Floors dlalog bOX. Enter COdeS (room 200 200 Floor -200  Spectator viewing
numbers) for upper floors. Use a space 101 101 Fioor 101 lounge, skate fiting
between ﬂoors 100 100 Floor -100  stake rental
P2 P2 Floor 2 parking 2
Enter the Ground Floor Code. Some users Figure 269 Floors for this Buildings

will choose G... some will choose 100. Any code or number may be used.
Enter codes or numbers for the lower levels... Use a space between levels.

Click the ok button. Performo adds the floors to the list.

Please contact the Solution Admin if there is already a spreadsheet of floors. The Project Engineering team at

Wizard Software might be able to import the table of floors all at once to get started.
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Reports Module

Performo'“ I RepOl'tS Menu Matthew Gaylen Help  Log Out

Found Set - Completed General Reports Scheduled Reports Custom Reports
Current Found Set Work Orders 0 @
List of Work Orders . :
Current found work orders grouped by current sort order Detalled ﬂ:l
Counts by Category ’ )
Open and closed count of work arders by category tType Job Type o
Bar Chart
Chart of work orders by your choice of category
Labor Time for Work Orders :
Labor time entries grouped by work or work order : Found Set ﬂl
Worker
b o o | .
Global Services Y WIZARDSOFTIWAR

Figure 270 Reports Module
The Reports module is where the magic happens. The Reports module displays five sets of
tabs. Tabs include Found Set Reports, Found Set - Completed, General Reports, Scheduled

Reports, and Custom Reports.

Found Set Reports

Found set reports are divided into four types.

- List of Work Orders. Detailed or Summary. Print, Export to Excel, or Schedule.

- Counts by Category. Sort by Job Type, Location, Worker. Print, Export to Excel, or
Schedule.

- Bar Chart. Sort by Job Type, Vendor or Assign To, Building, Requesting Department,
requestor, Job Priority, Month, Job Status, or Entity. Print.

- Labor Time for Work Orders. Found Set or Date Range, Group by Worker or Work

Order. Print or export to Excel.
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This report displays the current found set of work orders grouped by current sort order.

To create a current sort order; start in the Work Orders module. Use the Global Search field

or the Filters to create a found set. Click the column heading to sort the found set. Click the

NAVIGATION menu. Click the reporTs option. In the List of Work Orders section; choose

whether the report is to be Summary or Detailed. Click PRINT, EXCEL, Or SCHEDULE to execute

the report.

Report options: Detailed or Summary.

Output options are Print to printer, PDF, Export to Microsoft Excel, Schedule.

Summary

Wizard Software Solutions
y WIZARDS! May 2018 - Sorted by Worker
6/11/2018
ENT Order # Date Order By Dept Job Type Building Room Assign To Pri Date Done
Aaron Shea
DEMO 20493 06/02/18 Johnson, Doug Engineering HVAC Center1 222 Aaron Shea 2
DEMO 20500 05/03/18 Matthew Gaylen Carpentry Aaron Shea 2
DEMO 20501 05/04/18 Matthew Gaylen Facilities HVAC Wrigley LL2 Aaron Shea 2
DEMO 20510 05/09/18 Johnson, Doug Engineering HVAC Center1 222 Aaron Shea 2
DEMO 20514 05/16/18 Johnson, Doug Engineering HVAC Center1 222 Aaron Shea 2
DEMO 20516 05/17118 Suburbs, Joe Facilities Electrical Annex lobby Aaron Shea 2
DEMO 20517 05/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/30/18
DEMO 20518 05/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/18/18
DEMO 20519 05/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/18/18
DEMO 20521 05/23118 Johnson, Doug Engineering HVAC Center1 222 Aaron Shea 2
DEMO 20529 05/29/18 Suburbs, Joe Facilities Painting Annex 18552 Aaron Shea 3 07/2918
DEMO 20534 05/30/18 Johnson, Doug Engineering HVAC Center1 222 Aaron Shea 2
Subtotal 12 Work Orders 8 Open 4 Completed 0DNC
Ami Patel
DEMO 20508 05/08/18 Johnson, Doug Engineering Grounds Raven Ami Patel 2
DEMO 20520 05/22/18 Johnson, Doug Engineering Grounds Raven Ami Patel 2
Subtotal 2 Work Orders 2 Open 0 Completed 0DNC
Andy Corey
DEMO 20490 05/01/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
DEMO 20491 05/01/18 Allen, Charlie Executive Cleaning Center1 1320 Andy Corey 2 06/05/18
DEMO 20492 05/02/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2
DEMO 20495 05/03/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
DEMO 20498 05/04/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
DEMO 20499 05/04/18 Allen, Charlie Executive Plumbing Center1 1320 Andy Corey 2 06/05/18
DEMO 20502 05/05/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
DEMO 20503 05/06/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
DEMO 20504 05/07/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2
DEMO 20508 05/08/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 08/05/18
DEMO 20509 05/09/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2
DEMO 20511 05/10/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 08/05/18
DEMO 20512 05/11/18 Brantley, Judy Admin HVAC Center1 Chiller/Boiler Andy Corey 2 06/05/18
Facilities Engineering Management Page 1
Figure 271 List of Work Orders - Found Set - Summary
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LIST OF WORK ORDERS — DETAIL BY WORKER
same as previous - detail view.

Report options: Detailed or Summary.
Output options are Print to printer, PDF, Export to Microsoft Excel, Schedule.

Wizard Software Solutions

* WIZARDSOFTWARE May 2018 - Detail By Worker
6/11/2018
ENT  Order # Date Job Type Pri  Order By Dept Building Room Description Date Done
Aaron Shea
DEMO 20493 05/02/18 HVAC 2 Johnson, Doug Engineering Center1 222 Fans Weekly PM
DEMO 20500 05/03/18 Carpentry 2 Matthew Gaylen
DEMOC 20501 05/04/18 HVAC 2 Matthew Gaylen  Facilities Wrigley LL2 Quarterly Maintenance
DEMO 20510 05/09/18 HVAC 2 Johnson, Doug Engineering Center1 222 Fans Weekly PM
DEMO 20514 05/16/18 HVAC 2 Johnson, Doug Engineering Center1 222 Fans Weekly PM
DEMO 20516 05/17/18 Electrical 2 Suburbs, Joe Facilities Annex lobby
DEMO 20517 05/18/18  Electrical 2 Suburbs, Joe Facilities Annex 18552 05/30/18
DEMO 20518 05/18/18  Electrical 2 Suburbs, Joe Facilities Annex 18552 05/18/18
DEMO 20519 05/18/18  Electrical 2 Suburbs, Joe Facilities Annex 18552 05/18/18
DEMO 20521 05/23/18 HVAC 2 Johnson, Doug Engineering Center1 222 Fans Weekly PM
DEMO 20529 05/29/18 Painting 3 Suburbs, Joe Facilities Annex 18552 Paint Dorm Rooms in Chipeta Hall 07/29/18
DEMO 20534 05/30/18 HVAC 2 Johnson, Doug Engineering Center1 222 Fans Weekly PM
Subtotal 12 Work Orders 8 Open 4 Completed 0DNC
Ami Patel
DEMO 20508 05/08/18 Grounds 2 Johnson, Doug Engineering Raven Weekly Summer Grounds PM
DEMO 20520 05/22/18 Grounds 2 Johnson, Doug Engineering Raven Weekly Summer Grounds PM
Subtotal 2 Work Orders 2 Open 0 Completed 0DNC
Andy Corey
DEMO 20490 05/01/18 HVAC 2 Brantley, Judy Admin Center1 Chiller/Boiler Chiller Annual PM 06/05/18
DEMO 20491 05/01/18 Cleaning 2 Allen, Charlie Executive Center1 1320 Water on floor in men's room and Pipe 06/05/18
near sink may be leaking.
DEMO 20492 05/02/18 HVAC 2 Brantley, Judy Admin Center1 Chiller/Boiler Chiller Annual PM
DEMO 20495 05/03/18 HVAC 2 Brantley, Judy Admin Center1 Chiller/Boiler Chiller Annual PM 06/05/18
DEMQC 20498 05/04/18 HVAC 2 Brantley, Judy Admin Center1 Chiller/Boiler Chiller Annual PM 06/05/18
Facilities Engineering Management Page 1

Figure 272 List of Work Orders - Detail by Worker - Found Set.
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COUNTS BY CATEGORY — AKA WORK ORDER SUMMARY REPORT
The Counts by category reports display the number of open and closed work orders

grouped by category. Categories are Job Type, Worker, and Location.

Report options: group by Job Type, Worker, or Location.
Output options: Print to printer, PDF, Export to Microsoft Excel, Schedule.

Job Type
Wizard Software Solutions
y WIZARDSOFTWARE Work Order Summary Report - By Job Type
6/11/2018
Total
Job Type Earliest Latest # Orders Open Complete DNC
05/25/18 05/30/18 4 4 0 0
Cabling / Datacom 05/30/18 05/30/18 1 0 0 0
Calibration 05/30/18 05/30/18 1 1 0 0
Carpentry 05/03/18 05/03/18 1 1 0 0
Cleaning 05/01/18 05/01/18 1 0 1 0
Electrical 05/07/18 05/31/18 8 3 5 0
Grounds 05/03/18 05/22/18 3 3 0 0
HVAC 05/01/18 05/31/18 20 12 8 0
Inspections 05/08/18 05/27/18 2 2 0 0
Painting 05/29/18 05/29/18 1 0 1 0
Plumbing 05/02/18 05/04/18 2 1 1 0
Report Totals 05/01/18 05/31118 44 27 16 0
Wizard Software Solutions
y WIZARD R Work Order Summary Report - By Worker
6/11/2018
Total
WORKER Earliest Latest # Orders Open Complete DNC
Aaron Shea 05/02/18 05/30/18 12 8 4 0
Ami Patel 05/08/18 05/22/18 2 2 0 0
Andy Corey 05/01/18 05/11/18 13 3 10 0
Andy Holub 05/02/18 05/29/18 2 2 0 0
Bill Hammer 05/07/18 05/31/18 1 9 1 0
Blaine Frost 05/03/18 05/27/18 2 2 0 0
Masters HVAC Maint 05/17/18 05/17/18 1 1 0 0
#UncleMatt 05/31/18 05/31/18 1 ] 1 0
Report Totals 05/01/18 05/31118 44 27 16 0

Figure 273 Work Order Summary Reports - aka Counts by Category
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WORK ORDER SUMMARY BAR CHARTS

Bar charts display the same data as tabular
reports. However, in certain situations, the
graphical nature of the bar chart is helpful
for visual learners.

The found set of work orders may be
displayed in the form of a bar chart. There
are 10 bar chart types.

Report options: Chart Type = by Job Type,
Vendor/Assign to, Division, Requesting
Department, Requestor, Job Priority, Month,
Job Status, or Entity.

Output options: Print to printer or PDF.

Wizard Software Solutions

WORK ORDERS BY VENDOR / ASSIGNED TO

6/11/2018

WIZARDSOFTWARE"™
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by Job Type

by Vendor / Assigned fo

by Division

by Reguesting Dept

by Requestor

by Job Priority

by Month

by Job Status (Open / Complete / DNC)

by Entity

Figure 274 Bar Chart Types

Vendor/Assigned To

May 1, 2018 thru May 31, 2018

Work Orders by Vendor [/ Assigned To (44 total orders)

aaron shea 12 | R

Ami Patel 2 ‘_

Andy Corey 13 | R

Andy Holub 2 ‘_

Bl Hammer 11 | R

Blaine Frost 2 ‘_

Masters HVAC Maint 1 ‘-
#UncleMatt 1 ‘-

Figure 275 Work Orders By Vendor / Assign To

4 8 12 16

Number of Work Orders
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LABOR TIME FOR WORK ORDERS GROUPED BY WORKER
The Labor Time for Work Orders report displays time and materials data for each work

order in the found set.

Report Options: Chart (report) type value list options are Date Range or Found Set. If Date
Range is chosen, then values must be entered in the Date Range From and To fields below
the Chart Type value list. The report can be grouped by Worker or Work Order number.
Output Options: Printer, PDF, and export to Microsoft Excel.

Date Range

05/01/2018 | 1o 05/31/18

Worker

Wizard Sofwane Sokitions

N glilil. R Labor Time for Work Orders grouped by Worker - May 2018
B1SZ01E

Date range  09-May-18 to Z9-May-18

Bill Hammer

Work Order  Date Hours Rate Cost Type
205164 arana 1.0 4400 A4 00 =0
Count 1 1.0

Tray Painter

Work Order  Date Hours Rate Cost Type
20529 arZaMg 40.0 1400 F5a0.00 =0
Count 1 40.0

Wallace Brush

Work Ordef Date Hours Rate Caost Type

20529 SrzaM8 40.0 1400 FEE000 et}

Count 1 40.0

Williarn Painter

Work Order  Date Hours Rate Cost Typa

20529 SrzaMa 40.0 1400 FEE000 Cc

Count 1 40.0

Total 11 Taoftal Hra T185.0

Faclifies Enginearing Management Fage 1

Figure 276 Labor Time for Work Orders Grouped by Worker — May 2018
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The Labor Time for Work Orders report displays time and materials data for each work

order in the found set.

Report Options: Chart (report) type value list options are Date Range or Found Set. If Date

Range is chosen, then values must be entered in the Date Range From and To fields below

the Chart Type value list. The report can be grouped by Worker or Work Order number.

Output Options: Printer, PDF, and export to Microsoft Excel.

: WIZARD
2048

Wizard Software Soltions

Labor Time for Work Orders grouped by Work Order - May

Date Range
05/01/2018

Work Order

05/3118

BME1E
Date range  09-May-18 to 29-May-18
‘Worker Data Hours Rats Cost  Type
Work Order 20516
Aarpn Snea arTna 1.0 500 500 =
1.0
Work Order 205164
Bl Hammer arana 1.0 54400 54400 =l
1.0
Work Order 20517
Aaren Snea arana 1.0 500 500 =]
1.0
Work Order 20518
Aaren Snea arana w500 Fnan ]
Work Order 20513
Aaren Snea arana 1.0 500 500 =]
1.0
Work Order 20529
Aarpn 3nea azans 40.0 BE00 ¥1.80000 =
Tray Painler arzana 40.0 400 Fs6000 =l
Wiallage Brush azans 40.0 400 FEE0A0 =
Willam Palnder arzana 40.0 400 FE6000 =l
Te0.0
Work Order
Aargn Snea e 1.0 00 00
Aaren Snea anie 1.0 BE00 BE00
an
Total Count 11 Tofal Hra 16E.00
Faclifies Englineering Management Fage 1
Figure 277 Labor Time for Work Orders - by Work Order
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Found Set - Completed Work Orders Only

TH

< A = Performo

| Reports Menu Matthew Gaylen Help  Log Qut

Found Set Reports Found Set - Completed General Reports Scheduled Reports Custom Reports

Current Found Set Completed Work Orders 16 l @

Total Billing Cost by Bill To or Dept ) v ;
Completed work order list grouped by dept or account Sort By Billable To % % i

Labor & Parts Costs by Job Type ;
Completed order list of total labor and parts costs ns]

Order Duration by Job Type W

Completed order list by job type & duration category

Performance Survey Results R Job T - :
Survey results summarized by job type, location or assignment {sroup By ob Type ﬂel

d |
@ Global Services y WIZARDSOFTWARE”

Figure 278 Reports using data from the completed orders in the found set

Whereas the previous section displays charts and reports aggregates data from the found
set, including open and completed work orders; the reports on this tab compile data from

the completed work orders in the found set.

Note, if the found set is Open work orders, then these reports will not display any data. The
Current Found Set field at the top of the list of reports displays the number of Completed
Work Orders in the found set.

Click the current FounD seT field. Performo navigates to the Work Orders module and
displays the Found Set of records. Use the GLoeAL searcH field or the FiLTERS button to create a
found set of work orders to report about. Click the Back button to return to the Reports

module.
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The Total Billing Cost by Bill To or Department reports aggregate data from the completed

work orders in the found set. The reports display total cost information complied from time

and materials entries on work orders.

Report Options: Sort by Billable To or

Department (selected on the work order) O Estimated @ Actual

Output Options: Print to printer or PDF,

export data to Microsoft Excel.

Project " Chipeta 2018 Painting

Figure 280 Work Order Detail > Billing Options

Billable To
| Wizard Saftware Solticns
*x WIZARD Total Billing Cost by Billable To... May 2018
BM152018

Order & Date Job Type Ordar By Divislon Pri Dane g amt
Acct Code:
20480 0s0iMeE HVAC Branteay, Judy Cenberi ] 06518 48245
20405 050318 Hwao Eranfay, Judy Centar 2 06A51E 48245
20403 05048 HwaC Eranfay, Judy Centar 2 06A51E 48245
20502 050518 HwaG Branfay, Judy Centar 2 0BA5HE 48245
20503 0SM0BME  HWAR Branfay, Judy Centar 2 0BASHE 48245
20506 OSMBME  HWAC Branfay, Judy Centar 2 0BASHE 48245
20511 O0SMODME  HWAC Branfay, Judy Centar 2 06A51E 48245
20512 5HIME HWAD Branfay, Judy Cenbar 2 06A5HE 48245

Total Billatde Amt % 385960
Project:
2048 0540118 Cleaning Alan, Charlle Centar 2 0BA5HE noo
20499 05048 PumEing Allan, Charlle Centar 2 060518 noo
205164 05MTME  Ekclrizal Suburgs, Joe Anriex 2 ERTAE 5184
20517 0SMBME  Electrical Subures, Joe Anriex 2 0530118 9527
20518 O5HBME  Electrical Suburbs, Joe Anriex 2 51818 2458
20518 Q5B EkRcirical Suburgs, Joe Annex 3 Q51E1E ToS8
20529 oszZwie Palning Suburgs, Joe Annex 3 ovi2ae 9, 793.28
20551 053118  Ewectrizal Suburgs, Joe Annex 2 06A51E 7650

Total Billatie amt $10,142.15
Fachities Engineering Management Fage 1
Figure 279 Total Billing Cost by Bill to or Department
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LABOR & PARTS COSTS BY JOB TYPE
The Labor & Parts Costs by Job Type report compiles data from the completed work orders

in the found set. The report displays totals, subtotals and averages for time and materials.

Report Options. None.
Output Options; Printer, PDF, export to Microsoft Excel.

Labor & Parts Costs by Job Type
Completed order list of total labor and parts costs

i Wizard Saftware Soktions
\x WIZARD Labor & Paris Cosits By Job Type
B/15/2018
Qrder#  Job Type Asaigned to Order Date  Hours Labar Matarials Total Ordar
Cleaning
20491 Cleaning Andy Carey osa1Me
Subtotals 1 'Work Orders
Averages
Electrical
20516A, ERrcirizal Bl Hammer asTHE 100 ¥ 4400 2420 ¥58.20
20518 ERrcirizal Aaron Shea asHMBEME 5000 2420 $24.20
20519 ERrcirical Aaron Shea asMEME 100 F45.00 2420 ¥68.20
20517 Electrizal Aarpn Shea 51818 100 § 45.00 5 4B.40 § 9340
20551 Electrizal #lincleiatl asae 100 $ 75.00 $75.00
Subtotals 5Work Orders 400 § 20900 512100 § 330,00
Averages 1.00 541.890 530.25 500.00
Painting
20529 Paining Aarcn Snea 052918 ? § 3,430000 5612125 $9,60125
Subtotals 1'Work Orders T § 3480000 LTSN e §9.601.25
AVErages 7 5 3 48000 §a121.28 5060125
Plumbing
20499 Pliming Andy Carey 05418
Subtotals 1'Waork Crders
Averages
Report Totals 16 Work Orders ? $ 5,529.00 § 778617 §13,M57
AVETAJEF e 542350 FERED4 5 OTROG
Facliies Enginearing Management Fage 1
Figure 281 Labor & Parts Costs by Job Type
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ORDER DURATION BY JOB TYPE
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The Order Duration by Job Type report displays the starting date and completion date of

each completed work order in the found set. Each job type category is sub-divided into

three sections; 0-24 hours, 24-48 hours, and 48 hours+. Order duration is automatically

calculated and displayed in days.

Report Options: None.

Output Options: Printer, PDF, or export to Microsoft Excel.

Order Duration by Job Type

Completed order list by job type & duration categary

i Wizard Saftware Soltions
\xr WIZARD Order Duration by Job Type - 2018 ¥YTD
B1SEZE
Complete Duraticn
Order # Job Type Asslgned to Start Diake Tima Data Timea [days)
Cabling / Datacom
Duration: 0 - 24 hrs
20470 Tabling F Datacom Bl Hammer Q1ME1E JB38 21aTME JE38 an
20211 Catling ! Datacom Bl Hammer LR Pe A )] 0B:3e 012018 0B38 oo
20215 Catling ! Datacom Bl Hammer 012918 0B:3e 012318 0B38 1.0
20244 Catling ! Diatacom Bl Hammer 92118 0838 020218 JB38 1.0
20402 Catling ! Diatacom Bl Hammer 037308 0838 Q40918 JB38 o
20405 Catling ! Diatacom Bl Hammer 933118 0838 Q40318 JB38 1.0
20479 Catling ! Diatacom Bl Hammer Q4/26M18 0838 Q4/28M8 JB38 1.0
7'Work Drdars) Avg = 0E
Dwration: 24 - 48 hrs
20423 Zasling ! Dizlacom Bl Hammer Q481 E 0B:38 Q41118 0838 20
20437 Zasling ! Dizlacom Bl Hammer Q4 2ME 0B:38 Q4ENE 0838 20
2'Work Drders) avg= 0
Duration: 48 hrs +
20173 Tabling F Datacom Bl Hammer Q1MBME JB38 211418 JE38 4.0
20219 Tabling F Datacom Bl Hammer a1/23M8 JB38 012818 JE38 4.0
20333 Tabling F Datacom Bl Hammer Q3M518 JB38 030818 JE38 4.0
20341 Tabling F Datacom Bl Hammer Q3MEME JB38 231318 JE38 an
20353 Catling ! Datacom Bl Hammer 03NEME 0B:3e 032118 0B38 an
20375 Catling ! Datacom Bl Hammer 032018 0B:3e 032718 0B38 5.0
20395 Catling ! Diatacom Bl Hammer Q32718 0838 040818 JB38 an
20416 Catling ! Diatacom Bl Hammer Q4418 0838 Q4/26M18 JB38 16.0
B 'Work Drdars) Avg = &0
Tofal 17 Work Qroens] avg= 33
Facliies Enginearing Management Fage 1
Figure 282 Order Duration by Job Type
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PERFORMANCE SURVEY RESULTS
The Performance Survey Results displays survey results for completed work orders in the

found set.

Report Options: group by Job Type, Location or Worker.
Output Options: Printer, PDF, or export to Microsoft Excel.

Location

Wizard Safwane Sokilicns
.‘)." WIZARD R E Performance Survey Results By Location

BMSEE
Survey Results Survay Accapiable? Rating

DBIZENS to 04NBNIE Count Ho  Yas wYas Avg Min Max
Annax 1 o] 1 100% ] L] -]
Cantarl [ 1 Z 7 23 1 -]
Cantar2 2 u] 2 100% ] 5 5
Cammarcsa 1 Q 1 100% 540 - E]
Pavllion 3 u] Fd 100% 3a 4 ]
Job Type

Wizard Saftaane Soklticns
"x WIZARD R E Performance Survey Results By Job Type

BSEZ01E
Survey Results Survay acoepiabie? Rating

DRI2ENS to 04N B8 Count Mo Yes  %Yes Ay Min Mk

Cabling f Datacom 1 o 1 100% 50 5 5
Callbration 1
Carpantry 3 ] 3 100% 4.0 z ]
Elactrical 3 Q Z 100% 20 ] -]
HvVAC 1 o] 1 100% 4.0 4 4
T i
Mechankcal 1
Flumbing 1 1 o] % 10 1 1
Too Hot § Too Cold 1 o] 1 100% 50 5 5

Figure 283 Performance Survey Results
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General Reports

Performo™ | Reports Menu Matihew Gaylen Help  Log Out

®

Found Set Reports Found Set - Completed General Reports Scheduled Reports Custom Reports

Open Orders Past Target Date
List of all orders not yet complete that are past the target date

Daily Worker Activity

Summary of all Worker activity for specified date Report Date 06/14/2018

Future PM Work Orders

List of future scheduled maintenance work orders Forecast Thru 123172018

PM Schedules @ Find All Active O Use Found Set
Future Dates (@ Keep Dates (O Regenerate Dates

-

Sort Report Month

Asset Work and Downtime o .
List of assets with work order costs, labor hours and downtime Work Dates 0
Work Types O cm O PM

Critical # Oar O+ Oz O3 04 Os

Asset Replacement Costs

List of assets with replacement costs Replace Dates o

Minimum Cost
Critical # Oar O+ Oz O3 04 Os
Re-Assigned Work Orders -
Log of re-assigned work orders for specified date range Date Range 03/01/2018 | fo | 05/31/2018
Global Services \X WIZARDSOFTWARE

Figure 284 General Reports
General reports are not based on the found set. Instead, most of the general reports are

based on a date range or some other combination of user-definable criteria.

GENERAL REPORTS (AKA THE GENERAL’S REPORTS):
e Open Orders Past Target Date
e Daily Worker Activity
e Future PM Work Orders
e Asset Work and Downtime
e Asset Replacement Costs
e Re-Assigned Work Orders.
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The Open Orders Past Target date automatically, under-the-hood, behind-the-scenes

creates a found set of all open work orders. Then, the target dates are examined, and the

days past column is calculated and displayed as the right-most column on the report. Data

displayed on the report includes Order Number, Date, Job Type, Priority, Order By,

Building, room, Assign To, Start, Target, and the calculated Days Past column. The report

will be most useful if target dates are entered consistently and reliably on the Work Order

Detail view.

Report Options: Automatically calculated.

Output Options: Print to printer or PDF, Schedule.

Open Orde
L

Wizard Software Solutions

Work Order Report - Open Orders Past Target Completion Date

2rs P
T

Past Target Date
tyet complete that ar

Generate and print this report |

6/11/2018

Order # Date Job Type Pri_ Order By Building Room Assign To Start Target Days Past
Denied 02/27/18 Cleaning 3 Bolger, Katie Center1 1204 0227118 03/02/18 101
Subtotal 1 Work Orders 00Open 0 Completed 0DNC

Aaron Shea

20065A 02/23/18 Cabling / Datacom 1 Carson, Mark Center2 330 Aaron Shea 0223118 04/18/18 54
20257 02/07/18 Security 3 Sorich, Mark Commerce 231 Aaron Shea 02/0718 02/09/18 122
20413 04/03/18 Vehicle Suburbs, Joe Pavilion Parking Garage Aaron Shea 04/03/118 04/03/18 69
20500 05/03/18 Carpentry 2 Matthew Gaylen Aaron Shea 05/0318 05/06/18 36
20501 05/04/18 HVAC 2 Matthew Gaylen Wrigley LL2 Aaron Shea 05/04118 05/07/18 35
20516 05/17/18 Electrical 2 Suburbs, Joe Annex lobby Aaron Shea 05/1718 05/18/18 24
Subtotal 6 Work Orders 6 Open 0 Completed 0DNC

American Electric Supply Co.

REQ 03/30/18 Too Hot/ Too Cold 1 Carson, Mark Center2 202 American Electric 03/30/18 03/30/18 73
Subtotal 1 Work Orders 10pen 0 Completed 0DNC

Andy Corey

6 03/30/18 Too Hot / Too Cold 1 Carson, Mark Center2 Andy Corey 03/30/18 03/30/18 73
20052B 10/26/17 Cleaning 1 Bancel, Doug Pavilion Parking Garage Andy Corey 10/26/17 10/26/17 228
20236 01/30/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 01/30M18 03/01/18 102
20238 01/31/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 01/3118 03/02/18 101
20243 02/01/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/0118 03/03/18 100
20247 02/02/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/02/18 03/04/18 99
20249 02/03/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/0318 03/05/18 98
20251 02/04/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/04118 03/06/18 97
20253 02/05/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/05M8 03/07/18 96
20255 02/06/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 02/06/18 03/08/18 95
20443 04/15/18 HVAC 2 Brantley, Judy Center1 Chiller/Boiler Andy Corey 04/15118 05/15/18 27
Facilities Engineering Management Page 1

Figure 285 Open Orders Past Target Date
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DAILY WORKER ACTIVITY

The Daily Worker Activity report targets data from one day but also displays data recorded
on current open orders. The report automatically generates the found set of data based on
the date chosen prior to running the report. The report shows data for PMs, CMs, Total
Open, On Hold, and Did Not Complete. This report will be most useful if time is entered

reliably and consistently.

Report Options: Automatically calculated.
Output Options: Print to printer or PDE

‘ Daily Worker Activity

‘ Summary of all Worker activity for specified date 06/05/2018

Wizard Sofware Soklions

"3‘( WIZARD i Daily Worker Activity - 6/16/2018
BBE01E
Currant Opan Order Totals * Saturday, Juma 16, 2018
Total On PR Drders CM Orders Hours Enterad

Workar M CM  Open  Hold DHC How  Dona Hew  Dona FM CM  Total
Aarocn Shea 12 ] v 1 1 B [ B0
Amefican SUpply So 1 1 BO 8o
Andy H, Wack 1 1 ] [ B0
Andy Haluo 28 4 i 1 1 1 B0 [ B0
BNl Harmmer 58 24 Bz F 3 1 1 ] [ B0
Jo@ Sumurbs T T 1 1 B0 [ B0
mLncletdat 1 1 B0 [ B0
Raport Tolals o2 1 136 3 3 [ [ T T 560 ek &0

Figure 286 Daily Worker Activity
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FUTURE PM WORK ORDERS

The report displays one row for each PM work order forecast to be created. The data is
displayed by Location, Job Type, Assigned To, Week, or Month. Data includes PM# work
order creation Date, Assets, Job Type, Assign To, Building, Room, Repeat Interval and Hours

projected.

Report Options: 1) Choose a Forecast Through date. 2) Choose the type of PM Schedules to
forecast using Radio buttons for either rFinD ALL AcTIVE or use FounD seT; 3) Choose how to
calculate Future Dates using radio buttons for Keep DATES or REGENERATE DATES; 4) Choose how
to sort and display the report by using the value list. Choices include; Location, Job Type,
Assigned To, Week, Month.

Future PM Work Orders

Output Options: Send to Printer or PDE. Listof e scheculad maitsnance wor ordr 123112018

@® Find All Active (O Use Found Set

@® Keep Dates (O Regenerate Dates

Wizard Software Solutions Month N
PM Forecast Report

6/11/2018

PM # Date Di i i Assets Job Type Assign To Building Room Repeat Hours
Week of Jun 1, 2018

PM1342 06/01/18 Semi-annual boiler PM (none) Plumbing Andy Holub Center1 Boiler Room Every month

PM1350 06/01/18 Check to make sure the (none) Cabling / Datacom  Bill Hammer Center1 2380 Every 3 months

Subtotal 40 Work Orders

Week of Jun 4, 2018

PM1012 06/04/18 Quarterly air handler PM (none) Electrical Bill Hammer Center1 Mechanical Every 3 months

PM1250 06/04/18 Quarterly cooling tower (none) Inspections Bill Hammer Center1 Roof Top Every 3 months 3.00
PM1315 06/04/18 Check breaker box (none) Electrical Bill Hammer Center1 Lower Level Every month 4.00
PM1398 06/05/18 Weekly Summer Grounds PM  (none) Grounds Raven Every 2 weeks 3.00
PM1397 06/06/18 Fans Weekly PM (5) AHU 307 - Fan __ HVAC Aaron Shea Center1 222 Every week 3.00
PM1311  06/08/18 Monthly PM Emergency Power (none) Inspections Bill Hammer Center2 1st FI Main Every month

Subtotal 40 Work Orders

Week of Jun 13, 2018

PM1397 06/13/18 Fans Weekly PM (5) AHU 307 - Fan __ HVAC Aaron Shea Center1 222 Every week 3.00
PM1236 06/15/18 Semi-annual domestic chilling (none) HVAC Andy Holub Pavilion Maintenance Every day 3.00
PM1240  06/15/18 Semi-annual condenser PM (none) Electrical Bill Hammer Pavilion Grd Level- Every 6 months 1.00
PM1264 06/15(18 Semi-annual PM for Chiller (none) HVAC Aaron Shea Center1 Chiller/Boiler Every 6 months

PM1341  06/15(18 Semi-annual boiler PM (none) Plumbing Andy Holub Center1 Boiler Room Every month

Subtotal 40 Work Orders

Week of Jun 17, 2018

PM1377 06/17/18 Monthly PM for Nate Asste 001 (none) Electrical Masters HVAC Center1 123 Every month 2.00
PM1011  06/18/18 Semi-annual cooling tower PM  (none) HVAC Blaine Frost Center1 Roof - West Side  Every 6 months 3.00
PM1226  06/18/18 Quarterly PM (none) HVAC Andy Corey Center1 Chiller/Boiler Every 3 months 4.00
Facilities Engineering Management Page 1

Figure 287 Future PM Work Orders
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ASSET WORK AND DOWNTIME

The Asset Work and Downtime report displays the number of work orders, the total
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downtime (displayed as the calculation of the amount of time required to complete work

orders), and the total cost calculated based on time and materials entered on work orders.

Report Options: 1) Enter Work Dates - From and To. 2) Choose Work Types using
checkboxes for CM and PM. One Checkbox must be checked... both checkboxes may be

checked. 3) Choose the Critical # to report about using checkboxes. Any or all of the

checkboxes may be checked.

Output Options: Send to Printer or PDE

01/01/2018 06/16/2018
Ocm PM
f Wizard Software Solutions Al M2 W3 M4 S
y WIZARD TWA Asset Work & Downtime - 2018 YTD
6/16/2018

Work Total Total
Asset ID Name System Manufacturer Division Suite rith Orders Cost Downtime
AAATO1 Chiller AA1 Climate Carrier Center1 Chiller/Boiler 1 32 $5,439 15
AAA103 Chiller AB1 Climate Carrier Center2 Chiller/Boller 1 a1 $9,231 1.0
AAH.222 Air Handler Unit Climate Carrier Bus Build 101 2 L 5821
ACU.105 Chiller Climate Carrier Centert Chiller/Boiler Room 1 2 6,363 3.0
ACU.107Z Cooling Tower Climate Marley Annex Roof 2 16 $2,313 3.0
ACU.110 Cooling Tower Climate: Marley Series Center1 Roof - West Side 2 15 $2,502 0.0
ACU.130 Alr Compressor Climate Husky Annex Basement Fire Sprinkler Rm 2 13 $3.697 20
ACU.156 Chiller Climate McQuay Annex 18th Fir/Penthouse 1 6 5804
ACU.289 Chiller Climate Carrier Annex Chiller Room #3 1 4 $610
ACU.430 Condensing Unit Climate Trane Pavilion Grd Level-Northside 2 118 $26,604 128
AHU.170 Air Handler Unit #1 Climate Carrier Center1 Mechanical Room 3 30 $2.735 20
AHU.281 Elect Rm Supply Fan Climate LC Gemini (Loren  Center1 16th Floor Electrical Room 3 1 $165
AHU.282 Elect Rm Supply Fan Climate LC Gemini (Loren  Pavilion 3rd Floor Electrical Room 3 1 $165
DOME. 256 Chilling Syslem Climate York Pavilion Malintenance Office 4 17 $2,278 0.0
EMER.165 Back-Up Generalor Emerg Power  Calerpillar Center1 15t Level Garage - South L 46 $5,906 0.0
EMER.184 Back-Up Generator Emerg Power Genset/Cummins  Center! Eastsideof Bldg 4 53 $6,183 0.0
EMER.402 Emergency Power Power ASCO T000 Series Center2 15t FI Main Electric Rm 4 38 $16,495
LIGH.121 Lite Safety - Exit Lights Climate OEM COMPANY Center1 18t FI 4 4 2,792
VEH.877 Ford 150 Transpo Ford Center1 Facilities Services 5 2 $135
Report Totals $95,237 253
Facilities Engineering Management Page 1

Figure 288 Asset Work and Downtime
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The Asset Replacement Costs report displays the Installation Date, the Useful Life estimate

and then calculates the Replacement date and the replacement cost based on data entered

on the Asset Detail view.

Report Options: 1) Use the From and To date fields to choose Replacement dates. Performo

will look for assets that need to be replaced between the two dates. 2) Optional. Enter a

Minimum cost to look for. It may not be necessary to run the report to display every $50 fire

extinguisher. 3) Choose the Critical # to report about using checkboxes. Any or all of the

checkboxes may be checked.

Asset Replacemer
List of asset

it Costs
ent cost

Figure 289 Asset Replacement Costs

Performo v10 rev #20-083
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ith replacem 01/01/2018 06/12/2018 &
[(Generate and print this report |
Wizard Software Solutions AT M2 e e M9
‘x WIZARDSOFTWA Asset Replacement Costs 2018 YTD
6/16/2018
Install Useful Replace Replace
Asset ID Name System Manufacturer Division Suite Date Life Date Cost
2018
ACU.137 Chiller Climate Multi-Stack Center1 Basement Chiller Room 01/13/03 16 Years 01/13118 § 16,000
AHU.1T1 Alr Handler Unit#2 Climate Carrier Center1 Mechanical Room 01/14/03 15 Years 01/14/18 § 57,000
AHU.368 Main FI Fan Coll Unit Climate Carrier Center2 141h Fl Mech, Rm 02/18/98 20 Years 02/18/18 § 21,000
ACU.297 Air Compressor Climate Quincy Pavilion Basement Chiller Room 02119/03 16 Years 0211918 §8,300
AHU, 365 Main FI Fan Coll Unit Climate Carrler Center2 11th FI Mech, Rm 02/28/03 16 Years 02/28/18 § 18,000
AHU.223 Static Rellef Fan Climate Twin City Center1 Mechanical Room 03/23/03 15 Years 03/23/18 § 6,800
EXHA 152 Exhaust Fan Climate Carnes Center1 Roof 04/13/08 10 Years 04/13/18 § 39,000
PLUM. 104 Clrculating Pump Climate Reliance Center1 Chiller/Boiler Room 05/06/08 10 Years 05/06/18 §7,500
Subtotal 2018 § 173,600
Report Totals $ 173,600
Facilities Engineering Management Page 1
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REASSIGNED WORK ORDERS
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Scheduled Reports

™

Performo

| Reports Menu Matthew Gaylen Help  Log Out

Found Set Reports Found Set - Completed General Reports Scheduled Reports Custom Reports
Display scheduled reports for Entity | ALL N @
Output  Schedule Name Report Name Type Status  LastRun  NextRun  Freq  Recipient(s) y
PDF  CM Work Orders Completed Last Month ‘é“:’"'\':“gser USREPOM - g in  Active  05/27/2018 08/27/2018 Monthly  Muliple Reciplents X
PDF  Billy's Weekly Open Orders lork Order LISLREPOM - guiin  Active  06/1212018 06/19/2018 Weekly markn@wizardsoftware.nel P
PDF  Daily Report ‘S’;L"“S(;de’ LISLREPOM - g in  Active  06/12/2018 06M13/2018  Dally  matg@wizardsofware net e
PDF  Detall for Billy Hammer ‘S";';"“g;der USLREPOM - giitin  Active  05/27/2018 06/27/2018 Monthly mark n@faciltywizard com X
PDF  Detalled List Report Dork Order LISUREPOT - guitin  Active  05/27/2018 06/27/2018 Monthly ~ markn@faciitywizara.com X
PDF  Doug Test1 ok Oyer LISUREPOT - guitn  Active  0G/0B/2018 06/14/2018  Weekly  doug@eciiywizard.com X
PDF  Monthly by Job Type otk Order LIStREPOT - gyt Active  05/27/2018 06/27/2018  Monthly  markn@faciitwizarc com X
POF  Monthly List Dotk Onder LISLRePOM - guinin  Actve  05/27/2018 06/27/2018 Monthly markn@acltywizard com X
Excel  CM Work Order Export ‘Work Order Export Custom Active  06/12/2018 06/13/2018 Dally  Multiple Recipients X
6 Global Services \*M 1ZA KIJ:-:I"I w : RE
Figure 290 Scheduled Reports

Performo provides the ability to schedule reports. On the Found Set Reports tab, the Lists
of Work Orders, and the Counts By Category can be scheduled. On the General Reports tab,
the Open Orders Past Target Date can be scheduled. All Custom Reports can be scheduled.

Click the field to the right of Display scheduled reports for Entity. Performo displays the

Entity value list. Choose a value to view scheduled reports for that entity.

Performo Matthew Gaylen Help  Log Out

™ |

Reports Menu

Click the QuEsTION MARK icon.

zeneral Reports Scheduled Reports Custom Reports

Performo displays
. . Display scheduled reports for Entity  ALL - Q
information about

Scheduled Reports Help

interacting with Scheduled  |ame Type  Status  Lastf

\der List Report Click on a scheduled report from the list below to go to its detail
Reports " PO Built-in~ Active 0512772 screen and edit it

der List Report Scheduled reports are created on the other Reporis Menu tabs by

Bultdn  Active  06/12/3 clicking the schedule icon

der List Report - . . N
Bult-in  Active 0812/ This icon duplicates a scheduled report

In the list view, each row

derListReport- gy in  Active 052717 X This icon deletes a scheduled report

displays one piece of data

about the scheduled report.  Figure 291 Scheduled Reports Help
Data displayed on the list view includes Output type, Schedule Name, Report Name, Type,
Status, last Run, Next Run, Frequency, Recipient(s).
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REPORTS MENU — SCHEDULED REPORT — DETAIL VIEW

Scheduled Report Detail Matthew Gaylen  Help
Report Name: Work Order List Report - Summa Type:
K < > Dl e ’ L v
Built-in
Report Schedule Information Filtered Data Fixed Data Set
Srhedul - | CM Work Orders Completed & ) ] ~
schedule Name Last Month @ Use Filters To Determine Records ()
AssignedTo
Output PDF Category CM Orders
: - Date Last Month
|‘--.I||I\|II|.I--I:| J Montnly Description
(req Location1
starting !-l'.l- 06/27/18 Location2
(required OrderNumber
End Date OrderedBy
(optional Overview
Priority
Status Complete
Type All

Email Report To (required)
Separate email addresses by comma or semicolon,
doug b@fwiz. com, mark n@wizardsoftware net
Edit

Report Sort and Setup Information History
D Date Time Run Result Status

Error - code 3 - 0 records
rpt_list filewin:/C:/Program Failed

t by Location1
4376 5/27/2016  1:00:16 AM

t Orde Ascending
Error - code 3 - 0 records
4332 4/27/2018  1:00:15 AM rpt_list filewin-/C-/Program Failed

H, :,"”.I‘.'_f I,I:'I_I]I,' ‘ml o I,'_'i,l"' .__!_Il'll,.';,l I.I .-.'}.I ”; 4 here 4286 3/27/2018  1:00114 AM  Run successfully Complete
Error - code 3 - 156 records .

Type Built-in 4244 2/27/2016  1:00:07 AM rpt_list filewin /C:/Program Failed

e N A .
Global Services \x WIZARDSOFTWARE

Figure 292 Scheduled Report Detail View
The Scheduled Report Detail displays six sections; Report Schedule Information, Email
Report To, Report Sort and Setup Information, Filtered Data, Fixed Data Set, and History.

SCHEDULED REPORT DETAIL VIEW — REPORT SCHEDULE SECTION

The report schedule Information section displays fields for Schedule Name, Output type,
Frequency, Starting Date, End Date, and Last Run.

Click the run nOow button in the Report Schedule Information section. Performo displays a
confirmation dialog box. Click the ves button to proceed. Performo displays the
Confirmation dialog box: The report has been added to the queue and will be generated and
emailed to the recipient(s) entered. Reports may take up to five minutes to process. Click the

ok button to close the Confirmation dialog box and return to the Scheduled Report Detail
view.
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The Schedule Name is user definable. Any

text may be entered. Best Practice is to Report Schedule Information
choose a schedule name that describes the CM Work Orders Completed
_ o Last Month
report so it can be distinguished from other
. N . PDF
similar reports in list view.
Monthly
The Frequency value list includes values for
06/27/18
One Time, Daily, Weekly, and Monthly.
A starting date is required. Performo
0B/12/2018

generates and sends scheduled reports

based on the current date. Figure 293 Report Schedule Information
An ending date, on the other hand, is not

required. A blank ending date causes Performo to run the report into perpetuity.

EMAIL REPORT TO (REQUIRED)
Enter as many email addresses into the field as necessary. Separate email addresses by
comma or semicolon. Best Practice is to doublecheck email addresses for typographical

errors.
REPORT SORT AND SETUP INFORMATION
Report Sort and Setup Information includes fields for Sort by and Sort Order, and type.

Note: Built-in reports may have default sort settings that will override values entered here.

The Sort By value list includes values such as Assign To, Category, Floor, Job Type,
Locationl, Order By, Order Number, Priority, PropertyID (aka Entity), Start Date, and Status.

The Sort Order value list includes options for Ascending, and Descending.
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SCHEDULED REPORT DETAIL — FILTERED DATA SECTION Filtered Data

Click the radio button for USE FILTERS TO DETERMINE RECORDS. @© Use Fitters To Determine Records
Performo displays the fields included on the report, and gsafir;ewm CM Orders
displays the criteria to be used to find and display records g:tr:p_let_emte e

for the report. Click the eoiT button. Performo displays the EEESZI:”

Edit Report Filters pop up window. Click the previEw Locaion?

checkbox. Perfromo displays a list view of the records g;::;::;;w

included in the found set. The preview updates g:‘l:rrf';"

automatically when filters are edited. Click the RESET FILTERS Cropety Complets
button to start over. Click the ok button to proceed. The TargetDte

Filter Data displayed, matches the selections in the Edit -

Report Filters pop up window.

Figure 295 Filtered Data

Edit Report Filters :

8 Work Orders

3

If the scheduled report ran now, it would include the records below.

v

Order # Entry Date Entity ALL

Status Complete | @ startpate N Building

Priority ) Target Date ) Floor

Category | CM Orders ) ";';'_:'_l:l"'_'"' Last Month " €@  Room

lob |-r-|:-- Assign To Description

overdue [ | Order By Reset Filters

Preview

Order# ENT cat Job Type Order By Assign To Start Date  Building Floor Priority Status
20442 DEMO CM  Carpentry Allen, Charlie  Gary Kean 04/14/2018 Centert 2 Complete
20444 DEMO CM HVAC Allen, Charlie  Bill Hammer — 04/15/2018 Center1 2 Complete
20477  DEMO CM  Electrical Allen, Charlie  Bill Hammer 0-41'251’2{31!/\\s Centert 2 Complete
20488 DEMO CM  Lighting Allen, Charlie  Bill Hammer  04/30/2018 Center1 2 Complete
20516A DEMO CM  Electrical Suburbs, Joe  Bill Hammer  05/17/201& Annex 2 Complete
20517  DEMO CM  Electrical Suburbs, Joe Aaron Shea  05/18/20186  Annex 2 Complete
20518 DEMO  CM  Electrical Suburbs, Joe  Aaron Shea 05M8/2018  Annex 2 Complete
20519 DEMO  CM  Electrical Suburbs, Joe Aaron Shea 05M8/2018 Annex 2 Complete

B
v
Figure 294 Edit Report Filters w/Preview
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FIXED DATA SET

Click the radio button for Fixep paTa seT. Note that one radio
button will always be checked... either Filtered Data or
Fixed Data Set. Performo displays the record ID numbers
for the records included in the found set. Future instances

of this report will only include data for these reports.

This choice periodically generates a report about specific
records, and automatically sends it to designated
recipients.

WIZARDSOFTWARE™
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Fixed Data Set

® Use Fixed List of Records

20442
20444
20477
20488
20516A
20517
20518
20519

Edll%

Figure 296 Fixed Data Set

Click the epiT button. Performo displays the Edit Report Filters pop up window. Click the

PREVIEW checkbox. Perfromo displays a list view of the records included in the found set. The

preview updates automatically when filters are edited. Click the ReseT FILTERS button to start

over. Click the ok button to proceed. The Filter Data displayed, matches the selections in the

Edit Report Filters pop up window. See Figure 294 Edit Report Filters w/Preview.

History

HISTORY SECT'ON D Date Time Run Result Status

a5 GM212018 125030 PM 1t et newn/c /brogram  PENdng
The History section displays a record of w76 sorote to0tAM gl srecos g
each time the report was generated. Data a2 anteote TOASAM i Gieun o pogran  Falkd
displayed includes ID Date Time Run 4286 3/27/2018  1:00:14 AM  Run successfully Complete

) ) )

Result, and Status. Figure 297 Scheduled Report Detail — History Section

If there are zero records in the found set, the Run Result will display Error Code #3 and the

Status field will display the Failed value. Re-filtering the data can have a positive and

significant effect on the found set generated by Performo.
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SCHEDULED REPORT
Sample.
i Wizard Software Solutions
X WIZARDSOFTWARE Work Order Summary Report
6/12/2018
ENT Order # Date Order By Dept Job Type Division Suite Assign To Pri  Date Done
Aaron Shea
DEMO 20517 05/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/30/18
DEMO 20518 056/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/18/18
DEMO 20519 056/18/18 Suburbs, Joe Facilities Electrical Annex 18552 Aaron Shea 2 05/18/18
Subtotal 3 Work Orders 0 Open 3 Completed 0DNC
Bill Hammer
DEMO 20444 04/15/18 Allen, Charlie Executive HVAC Center1 1320 Bill Hammer 2 05/01/18
DEMO 20477 04/25/18 Allen, Charlie Executive Electrical Genter1 1320 Bill Hammer 2 05/03/18
DEMO 20488 04/30/18 Allen, Charlie Executive Lighting Center1 1320 Bill Hammer 2 05/04/18
DEMO 20516A 05/17/18 Suburbs, Joe Facilities Electrical Annex lobby Bill Hammer 2 05/18/18
Subtotal 4 Work Orders 0 Open 4 Completed 0DNC
Gary Kean
DEMO 20442 04/14/18 Allen, Charlie Executive Carpentry Center1 1320 Gary Kean 2 05/02/18
Subtotal 1 Work Orders 0 Open 1 Completed 0DNC
Facilities Engineering Management Page 1

Figure 298 Scheduled report as it appears in PDF format after having been received via email message
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Custom Reports

Click the custom RepoORT tab. Performo displays the Custom Reports list view.

Performo™ | Re pOrtS Menu Matthew Gaylen Help  Log Out
Found Set Reports Found Set - Completed General Reports Scheduled Reports
Current Found Sets l Work Orders 0 l l PMs 36 l l Assets 200 l l Parts 160 l @
Name Table Description +
Asset Mir Info ASSETS Assets' Manufacturer info [ i} X
Assets by Building ASSETS All the Asset info for each Building. [+ ] b4
Parts Export PARTS [ i X
PM Scheds Report PMSCHEDULES PMs summarized by Building [ 1 X
PMS Day of Week PMSCHEDULES Summarized by Building [ ] X
Work orders summarized by Job Type. This Is intended for our
Work Order Export WORKORDERS weekly maintenance management meetings. ai x
Work Order Export 2 WORKORDERS Summary by Order By value [ ] X
] . |
6 Global Services ), WIZARDSOFTWARE

Figure 299 Custom Reports
The Custom Reports tab displays one line for each record. Data displayed includes, Name,

Table, and Description.

Click the microsorT ExceL button. Performo opens the operating system Save As dialog box.

The exported xis file can be saved in any accessible directory.
The calendar icon is the scHebuLED REPORT button. Click the calendar icon. Performo displays
the Scheduled Report Detail view. Scheduled reports are discussed in a separate section of

this user reference guide.

Click the purpLicaTe button. Performo creates an exact copy of the custom report and names

it, “Copy of <report name>. Click anywhere on the Copy. Performo displays the detail view.
Click the peLeTE °button. Upon confirmation, Performo will delete the custom report.
The Add New Record button is displayed in the same of a plus sign. Click the + sign.

Performo displays the Custom Report Detail view. Interact with the four sections on the

detail view to create a new custom report from scratch.
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CUSTOM REPORT DETAIL VIEW

1<K < > > sis ID: 1321  Property: DEMO B Run Report I Ilfl Schedule Report
Report Details Available Fields Report Fields
Assets in Buildings Field Column Label Width  Align  Format Total Type
ASSETS Asset ID 15 Left Text
Type Name 25 Left Text
Yes Building 15 || Left Text
Building Type 15 Left Text
Matthew Gaylen Install Daie 15 || center| 03/06/22 Dale
Report Description Floor 15 | Center Text

Assets in buildings sorted by type
summarized by building

6 Global Services ~x\\|/-\u|~ :

Figure 300 Custom Report Detail View

The Custom Report Detail view displays four sections; Report Details, Report Description,
Available Fields, and Report Fields.

Start by choosing a Table in the Report Details section. Performo immediately displays a list
of options in the Available Fields section. Next, choose a Report Name. Choose a value from
the Sorted by value list. Choose a value from the Summarized value list. Choose a value

from the Summarized By value list.

Enter a brief overview in the Report Description field. Best Practice: start with why the
report is needed. Continue in the Available Fields section. Click the arrow button on the
field name to move the field from Available Fields to Report Fields. Report Fields will

appear on the report.

In the Report Fields section, The Label is a user definable column heading. Rename or edit
the column heading if necessary. The width is listed in points. Enter the number of points
for the field width. 12 points is an inch. Choose an alignment. If the field contains a number,
a syntax can be chosen using the Format value list. Data in that field will be displayed in
that format. If the field is numerical, a checkbox appears in the Total column. Check the

ToTAL checkbox. Within the report, Performo will display totals for that column.
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RUN REPORT BUTTON

Click the run REPORT button on the Actions bar of the Custom Report Detail view. Performo
opens the operating system Select File Export location dialog box. Choose a directory. Click
the ok button to proceed. Performo saves the document in the directory. Performo displays
the Report Saved dialog box. The Report Saved dialog box displays the path to the
document. Click the ok button. Performo opens the report using the operating system
default for xis files. Best Practice: every report does not need every field. Try to distill the

report down to the essentials. Sometimes ... less is more.

REPORT SAVED

A B c execute_adhoc_report: File Asset Mir Info Excel file created via
250 | puilding: Ceniral server saved to //Client/C5/Users/Precision |/Downloads/Asset
251 AHU 435 Stairwell Pressurization Fan cer Mfrinfo_2018_6_13_1223xls
262 | Subtotal: 1 Records '
253 2K
2564 ]
255 Building: Commerce
256 AHL LS00 Ar Handler Commerce Climate [TALTAR d 2
257 |Subtotal: 1 Records
258
259
260 Building: Govern
261 DOME 47 Water Heater Gowemn Climate 0%/04/03 -
262 AHU 570 Ventiaficn Gowven Climate 03/19/08 G
263 | Subtotal: 2 Records
264
265
266 Building: Health
267 AHU 432 Variable Frequency Drive Health Climate 0zAT 0T
263 ACU 457 Seff Contained AC Health Climate 1zi1z01 " 5
269 |Subtotal: 2 Records
270
271
272 Building: Parking
273 ELEV.441 Bevator Controller Parking Transpo 12/13/07 G
274 7100007 HD Road King Classic Parking Transpo 1217704
275 |Subtotal: 2 Records
276
207
278  Building: Pavilion
279 DOME 107 Water Heater Pavilicn Climate 12019794
280 PLUM.ITI Sump Pump Pavilicn Climate 03714700
281 EXHA.133 Exhaust Fan Pavilicn Climate 11721798
282 ACUTS Chiled Water Pump Pavilicn Climate 10404797 -
283 PLUM. 144 Reciprocating Pump Pavilicn Climate 12427795
284 PLUM.14% Heat Pump Pavilion Climate 10423796

Figure 301 Custom Report
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Issues Log

Performo™ | Issues Log Matihew Gaylen  Help  Log Out
10 Issues l Q [ Filters ]
# Date Entered By Issue Type  Module Description Pri  Status By Target Completed Apvd
77 SN, g:;ﬁgﬁw Queston  General f;mggﬂfgiﬂgﬁgégi;ﬂ(‘f New Wizard  06/14/2018
76 %129(318 AM Eﬁ:aem ﬁz‘;"mre General We need to fix all layouts. 2 New Wizard 06/20/2018 06/29/2018
74 JaroiPM  Wiad New  Wizard
73 :ﬁfg;ﬁ Al g;:gel Fix Reporting :::;?Zg‘iroeﬁgi;ﬂ:"ge Entity, 1 New Cust
6 Global Services ‘* WIZARDSOFTWARE

Figure 302 Issues Log

The Issues Log is for entering, editing and managing topics, tasks, and inquiries. Each
company, corporation and institution configures the Issues Log to accommodate their
business needs and corporate culture. Generally, the Issues Log can be set up so that the

Solution Admin and Wizard Support receive notifications of activity.

The Issues Log displays one row for each item. Data displayed includes issue number, Date,
Entered By, Issue Type, Module, Description, Priority, Status, By, Target date, and Completed
date. The Solution admin uses the Approved checkbox in situations where the item requires

hours of professional services or if the request affects other Performo users.

ISSUES LOG DETAIL VIEW — ACTIONS MENU Matthew Gaylen  Help Log Out
Click the actions menu button on the Actions bar on the

Issues Log list view. Performo opens a dialog box. Click the m

DELETE ISSUE option. Performo permanently removes the

Addi

Delete Issue ‘
issue. Upon approval... there is no undo.

¥

Figure 303 Actions Menu > Delete Issue
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LOG A NEW ISSUE
Click the App NEw REcORD button on the Actions bar of the Issue Log list view. Performo

navigates to the Issue Detail view.

™ H
Performo ™ | Issue Detail Matihew Gaylen Help  Log Out
1<K < > > 118 Issue Number 61
Description Screenshot 1 Screenshot 2 Additional Notes
v Y
Entered 07/08/16 1:09 PM Entered By | Dave Wizard «
Type Question " Module Assets N

escription | Can | set up a meter on an asset?

Status New | Target | 06/04/2018 | Completed P [ T e s = [ b -

Issue Information -
. WESEY wte g meter

: : e PSSP —- Towe nestt o + 0
2esponsible | Wizard Priority | 3 Approvedby g 4

Next Steps/ | 6/1/2017 - MG - question about Assets & Meters
Comments | 6/1/2017- ZA - called to discuss via teleconference + WizRemote

g
LR S NN

Email Information

B wizard  B2M Customer

Email notification sent to Wizard 6/13/2018 3:39:24 PM
Email notification sent to customer 6/13/2018 3:39:32 PM

4 - ok |
Global Services

Type New Feature
Figure 305 Issue Detail view.
. . . .. . . )escription Modification 5
The Issue Detail view is divided into four sections: .
X
Description, Issue Information; Email Information, and uest
._' uestion
Screenshot 1. There are also tabs for Screenshot 2, and X
. Statu: Comment
Additional Notes.
Issue Infor System Design
ISSUE DETAIL — DESCRIPTION SECTION Process/Workflow
esponsible
Fields in the Description section include Entered, Entered Info Request
. . Mext Steps/
By, Type, Module, Description, Status, Target, and Comments | Decision Needed :
Completed. Entered is an automatically calculated and User Testing
displayed time and date stamp. It is not user-definable. Training
The Issue Types value list is based on our experience. Email Infor )
. . . . iscellaneous
Contact the Solution Admin if different values are required | g wizarg |
or if some values are not needed. Figure 304 Issue Types
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The Description field in the Description < & = Performo™ | Isf
section is user definable. Enter any text. R e lssue Numbe
Best Practice: it is always good to say what
Description
screen you were on when you experienced 071086 100 P Dave ard
the issue. The Title Bar always displays the Question Assets
name of the screen. InCluding the title of Asset Detall view - Meters tab. Can | set up a meter on an asset?
the screen provides context for project
engineering when opening an investigation Hew DEl04018
into an issue. Figure 306 Issue Detail view
ISSUE DETAIL — ISSUE INFORMATION SECTION
The Issue Information section displays ssue Information
Wizard 3 ] +

fields for Responsible, Priority, and Next

6/1/2017 - MG - question about Assets & Meters

Steps / Comments There iS alSO a CheCkbOX 6/1/2017- ZA - called to discuss via teleconference + WizRemote

6/14/2018 - MG - still requires confirmation about assets & meters. |s
there a Mind Map available?

for Approved by Client. Click the ApprOVED BY

cLIENT checkbox. Among other things; this Email Information

B Wizard E¥8 Customer

Email notification sent to Wizard 6/13/2018 3:39:24 PM
Email notification sent to customer 6/13/2018 3:39:32 PM

alerts the project engineering team that

hours for professional services has been

approved.

Figure 307 Issue Information & Email Information Sections

Click the + button in the Issue Information

From: Performo v9 Dev Mailer - DOPPLER

section. Performo adds a date stamp on a Date: Wed, Jun 13, 2018 at 3:42 PM

Subject: Projecto Issue # 77 - New

new line at the end of the text thread. Best To: <support@wizardsoftware.net>

practice is to enter your initials and begin

This is an automated email - please do not reply

typlng next StepS; status updates, or Issue entered 6/13/2018 3:40:01 PM by Matthew Gaylen
Category - Question

comments. Use the Responsible value list to -

Description - Somebody changed the value list. Can it be changed back?

choose who is expected to respond next.

Figure 308 Issues Log Email Notification Message

ISSUE DETAIL — EMAIL INFORMATION SECTION

The Email Information section displays a list of email notifications that were sent including
recipients and a time and date stamp. Click the wizarp button. Performo sends an email
message to support@wizardsoftware.net which is a special electronic mail box monitored
by the whole support team at Wizard Software. Click the cLienT button. Performo sends an
email message to the Solution Admin and any other designated recipients. Recipients are

designated during project implementation.
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ISSUE DETAIL — SCREENSHOT 1 TAB Screenshot 1
Screenshots can be a big help e

. . . Cut
when communicating with o

the Wizard Software support

ELEV Insert Picture... wilion
team. Screenshots provide et
nsert File..,

context and details about an e Egport Field Conterts..

issue that might be difficult i ol AT T o

to describe. A picture is

worth a significant number

of words.

The Screenshot 1 tab
displays the Screenshot 1

container field.

Figure 309 Issue Detail - Screenshot 1 Tab
Right-click on the container
field. The operating system displays a menu of options that will include Cut, Copy, Paste,

Insert Picture, Insert File, and Export Field Contents.

Most often, if a screen shot application is used, a copy can be saved to the clipboard. This
makes the right-click + paste option very expedient for sharing images in the container
field. Choose INSERT PICTURE or INSERT FILE. The standard operating system dialog will open.
Navigate to the file and click ok to proceed. The image will appear in the container field if it

is a standard image format.

» " Click the enLarcE button. Performo displays the screenshot full on a layout that is the full

size of the application window. Click the Back button to return to Issue Detail view.

> Click the cLEar bocumeNT button. Performo will remove the screenshot from the
container field. Interesting tidbit. As long as the cursor does not go anywhere else, the
Control+Z keyboard shortcut can be used to restore the image in the container field.

Screenshot 2 is exactly the same as Screenshot 1.

The Additional Notes tab is a text field. Any text may be entered.
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ACTIONS ON THE ISSUES LOG LIST VIEW — ISSUES LOG REPORT
Click the actions menu button on the Actions bar of the Issues Log list view. Click the issues
LoG RePORT option. Performo displays the Edit Report Title dialog box. Accept the default

title or enter a new title. Click the ok button. Performo displays the Report Preview.
Click save as por. Performo will open the standard operating system dialog box. Users will
navigate to an accessible directory, name the file as needed and finish the process by

clicking the save button.

Click the prINT sETUP or the PRINT button to view the standard operating system dialog boxes

for these commands.

If the report contains multiple pages, the navigation buttons can be used to view previous

and succeeding pages of the report.

Click the exiT PrREVIEW button to return to the Issues Log list view.

W REPORT PREVIEW HHHHHE
1 B _
EN fe) )
Pages Save as Excel Save as PDF Print  Print Setup
i ‘Wizard Software Solutions
Y WIZARD \ Performo - System Issues Log
61472018
# Date Entered By Type | Module Description Priority  Status / C R Target C Appvd

7 12/29/2017 Dave Wizard In Progress Wizard (]

74 1/4/2018  Dave Wizard New Wizard m]

61 7i8/2016  Dave Wizard Question Can | set up a meter on an assel? 3 New Wizard 06/04/18 [m]
Assels 6/1/2017 - MG - question about Assets & Meters

6/1/2017- ZA - calied to discuss via teleconference +
WizRemoate

62 8/9/2016  Dave Wizard Decision Meeded We need more KPI charls on the home page. 1 New Wizard 10/24117 101917 (m]
Document Mgmt 12/29/2017 -

76 6/7/2018  Dave Wizard New Feature We need to fix all layouts, 2 New Wizard 06/20118  06/29/18 =
General Review and test

77 6/13/2018  Matthew Gaylen Question Somebody changed the value list. Can it be changed New Wizard 06/14/18 ]
General ZA - 6/13/2018 - need to open Investigation

63 6/2/2017  Dave Wizard New Feature Change the Issues List and Issues Detail to the New 1 New Wizard 06/06/17 =
PM Schedules Wizard 2 Style. We can'twalt for the €W [00K) Think think think

73 /32018  Doug Bancel Fix Home Screen - change Entity, then go to Reports 1 New Cust O
Reporting On Found Set bar, click “Work Orders #"

Goes to previous entity's found set of work orders

64 6/2/2017  Dave Wizard New Feature This is a test feature, 2 New Wizard 06/07/17  06/15/17 (m]
User Management This needs more work,

70 1211172017 Dave Wizard Modification We need to review all of our enhancements New Team O
Work Order Info

Facilities Engineering Management Page1

Figure 310 System Issues Log Report
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Addendum I: User Management
This section provides information almost exclusively for the Solution Admin. Many of the

screens, features and functions are only accessible to the Solution Admin.

USER ACCESS RULE
Everyone who accesses Performo needs to be set up with a record in the System Users
module. The System Users module is only accessible to the Solution Admin via the system

ADMINISTRATION button.
The exception to this is when Active Directory is implemented locally for the Requester
Interface. In this use case; Requesters do not need to have a record in the System Users

module because authentication is handled via Active Directory.

Prior to creating new users, please refer to guidelines set forth in the Wizard Software

Solutions licensing agreement provided to all Solution Admins.

Performo v10 rev #20-083 © Wizard Software Solutions - CONFIDENTIAL Page 222



Performo ™ v10 User Reference Guide WIZARDSOFTWARE"™

SOLUTIONS

System User List View

(—5. Global Services
>

Click the sysTem AbminISTRATION button at the bottom of the Main Menu of
DEMO M the Home Screen. Performo displays the System Administration modules.

Entities In Performo, the System Administration modules are Entities, System

System Users

Users, System Logs, Preferences, Escalations, and Email Templates. Click
e the sysTEm USERS button to navigate to the list view.

Preferences

Escalations

The System User List view displays rows of records. Each column is one

Email Templates

piece of data about a user and each row displays information about one

Hain Meg user. Columns displayed in list view include Name, Division, Role, Login,
#311 Sys Admin Assigned To Worker, Linked To Orderer Name, Number, User Login First

Name, and Last Name, Comments.

Assigned To nk User Login In / Qut
Name Div Role Login Worker Name Num First Last Comments Active
Hanna Read DEMO  Read Only Hanna.Read 2 01/08/18 01/08118 G
Workorder Reader  (7) Read Only read ‘
AD Requester DEMO Requester req Niemi, Mark g
Allen Alda DEMO Requester allenaldaé2 Alda, Allen 3 06/08/18 06/08/18 @
Joe Suburbs DEMO  Requester Joesuburbs Suburbs, Joe 9 091117 05/2018 &
Paulette Adams ~ DEMO Requester  paulette Adams &
Paulette b
PsychleSham Shaman, .
Psychle Shaman DEMO  Requester an27 Psychle v
Andy Corey DEMO  Worker Andy.Corey  Andy Corey 4 06/04/18 06/07/118 v s
Billy Hammer (B) ‘Worker worker Bill Hammer Hammer, Billy 274 04/05/16 06/14/18 New 2017 employee v @’
1t Global Services WIZARD
@ covaiservce > .

Figure 312 Performo User List aka System User List

Click the column headings to sort by that value. Where it makes sense, Performo will
display subheadings with the subtotal of items listed under that subheading.

Use the Global Search field or the FiLTErs button to display a found set of exactly, and only the
users that need to be managed.

The right-most column of every row is the Thumbnail container field. Right-click the

THUMBNAIL container field. Performo displays the operating system options. Step #2 is to
choose paste from the right-click list. Step #1 would be to copy a selfie.
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TWO WAYS TO NAVIGATE TO DETAIL VIEW

Click anywhere on any row. Performo navigates to the User Detail view.

Click the new user button. Performo navigates to the User Detail view.

USER PHOTO

On the system User List view, click the checkbox in the In / Out Active column. Performo

will display that user’s name on the In / Out Board section of the Team tab on the Home

Screen.
In / Out Board

User Status 1ereabou Phor Returning Date Time DND

+ Andy Corey in Center 1 06/07/18  1:59 PM Q

* Billy Hammer In Meeting with Client to Install New Solution 04/23118 4:05PM [ | @‘

“ Cheryl Zan out 02/16/18 12:45PM [_] Q
Dave Wizard N/A Facility and Real Estate Conference 0211618 12:45PM |:| @
Doug Bancel In 04/27M18 1118 AM |:| o
Matthew Gaylen In Tinley Parks 773-938-1438 02/20/118 8&8:54 AM |:| ‘
Paulette Adams In 03/M13M17 11:30 AM D e

Figure 313 In / Out Board -

Performo v10 rev #20-083
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ACTIONS ON THE SYSTEM USER LIST VIEW — GO TO ROLE LIST
Click the acTions button on

. Performo™ I User List Matthew Gaylen Help  Log Out
the Actions bar on the
z
System User List view. . ¥
To Linked to User Login
Performo displays the Orderer Name  Num First Last Comments Go fo Role List

Actions value list. Click co Figure 314 - Actions Button, Actions Bar, System User List View

To ROLE LIST. Performo displays the Role List view.

The Role List displays Role Name, Number of Users assigned to that role, and the number of

Can Dos.
Performo™ | Role List Matthew Gaylen Help Log Out
All Roles
Role Name # Users # CanDos
Write Admin - 18 14 View / Modify X
Read Only T2 10 View / Modify X
Worker o 8 View / Modify X
Requester Y 1 View / Modify X
Write User Ta 12 View / Modify X
Worker - FileMaker - 1 1 View / Modify X
6 Global Services -13 * WIZARDSOFTWARE

Figure 315 System Administration > User List Actions > Role List
Common role names are: Write Admin, Read Only, Worker, Requester, Write User, Worker
- FileMaker.

Role Names are user definable... any name may be chosen. Roles define privileges for users
who log in. Exception: The Role Name Requester cannot be renamed because of the way it is

related to the requester web interface.
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ROLE LIST VIEW RECORD OPTIONS

— Performo™ I Role List Matthew Gaylen Help  Log Out
All Roles
—_
Role Name # Users #cannosy Record Buttons
Write Admin 18 14 View / Modify X
Read Qnly 2 10 View / Modify X

Figure 316 Role List Record Buttons
To the right Of each role name record there is a View / Modify button, a Duplicate button,

and a Delete button.

Click the purLicate button. Performo displays the Duplicate Role dialog box. Enter a name for
the role. Click the okay button to proceed.

Click the peLeTe button - the white x in the red circle. Performo displays the Delete User Role
dialog box. “Delete the selected Read Only Role? There are 2 users currently assigned to this

role - they will have to be reassigned.” Click the ok button to proceed.

ROLE LIST ACTIONS BAR — ADD NEW RECORD BUTTON
Click the New roLE button. Performo opens the New Role dialog box. Enter a unique role
name. Click the ok button. Performo displays the Role Setup data entry window. Role Setup

is discussed in the very next section of this user guide.
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ROLE SETUP

Click the view / mopiry button. Performo displays the Role
Setup data entry window. The Role Setup data entry
window is where Roles are assigned Can Dos. Each role is

privileged to do the things defined in the User Can portal.

The options are broken down into 5 main categories.
1. Access Via (at least one must be selected)
a. FileMaker & FileMaker Go
b. Web Requester
c. Web Worker
View
Edit

Create

v s W

Manage (delete)

Any number of can dos

WIZARDSOI

I'WARE

S OLUTIONS

Role Name
Write Admin

User Can
FM Access
Manage Assets

Manage Contacts

Manage Meetings
Manage Parts

Manage PMs

Manage Properties

Manage Settings

Manage Documents

Manage Procedures

X Role Setup

# Users # CanDos

18 14

XX X X X X X X X X

Figure 317 Role Setup Data Entry Window

View Assets Edit Assets

can be selected, but the
View, Edit, Create, and

Manage Can Dos are

View Contacts Edit Contacts

View Documents Edit Documents

View Meetings Edit Meetings

subsets of each other. View Parts Edit Parts

View PMs Edit PMs

View means the user can WS IS Edit Procedures

View Workers/Vendors Edit Workers/Vendors

see the screens in the

View Workorders Edit Workorders

module.

Edit means the user can
edit the fields on the

Create Assets

Create Contacts

Create Documents
Create Meetings

Create Parts

Create PMs

Create Procedures
Create Workers/Vendors

Create Workorders

Figure 318 Can Dos for View, Edit, Create, & Manage

Manage Assets
Manage Contacts
Manage Documents
Manage Meetings
Manage Parts
Manage PMs
Manage Procedures
Manage Properties
Manage Settings
Manage Users
Manage Workers/\'endors

Manage Workorders

screens in the module. When Edit is chosen, View rights are automatically included.

Create means the user can view, edit and also create new records on the screens in the

module. When create is chosen, View and Edit rights are automatically included.

Manage means the user can view, edit, create and also delete records on the screens in the

module. When Manage is chosen, View, Edit, and Create rights are automatically included.

Performo v10 rev #20-083

© Wizard Software Solutions - CONFIDENTIAL

Page 227




Performo ™ v10 User Reference Guide WIZARDSOFTWARE™
N S

SOLUTIO

The Worker Role

Roles are for designating, delineating and defining user types. Accounts for workers,
requesters, departmental users and the Solution Admin are managed using Roles. Roles are
composed of Can Dos - permissions and privileges - things people in that role can do. The idea
is to provide each Role with the CanDos to perform the duties of that job.

In Performo; custodians, engineers and other tool-bearing maintenance staff are referred to
as workers. Workers are initially set up with a record in the Workers module (Workers
Module, page #161). If workers are interacting with Performo using a computer, tablet or

other device; then, each worker will have a license and a record in the System Users

module.
WORKER SETUP
™
Performo ™ | New User
Account Information I} Contact Information Worker Interface Settings
int 10633
. @® Own
- (O Own and Team
O Al
4
O own O Al
O Own and Team @ Limited
{Required only for Requester sccounts, @ None
Property ID must be selected sbove) .
(© Own Supervisor(s)
O Own Team
Divisions Checkthe Entities that this user may access All Supervisors
O ALL Global Real Estate Services Check All O Own Team and All Supervisors
[J ABER Abercrombie Plaza O Anyone
[J CHI Chicago Campus
[ DEMO Wizard Software Solutions Uncheck All p .
[ HOTEL Hotel Group O Yes ®@HNo
[ KAN Kane Plaza
O MED Medical Center Healthcare
D PMC Paramount Center
Entity's w orders is entered on the Worker Info
Proceed
Ié i
6 Global Services * WIZARDSC

Figure 319 New User Data Entry Screen
Click the New user button on the Actions bar of the User Detail view. Performo displays the

New User data entry screen. The Account Login ID is automatically calculated. Contact the

Solution Admin if user Account IDs have to match account numbers generated by the

Human Resources department.
Enter a User Login. The User Login is a user-definable text field. The only limitation is no

spaces are allowed in the user login. Also, more than 14 characters in a user login may yield

unexpected results in some instances.
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The User Password field is also a user-definable text field. Again, the only limitation is no
spaces are allowed in the password field. Contact the soLution Abmin if your company;,
corporation or institution requires special characters in passwords for facility maintenance

software. Click the roLe field. Performo displays the Role value list. Choose WORKER.

DIVISIONS (AKA ENTlTlES) Divisiong Checkthe Entities that this user may access

In the Divisions section, click the checkbox 0 ALL Global Real Estate Services
[ ABER Abercrombie Plaza

. . CHI Chica Ca S
corresponding to the locations where the e e e e Solions
i . i O HOTEL Hotel Group

worker will be assigned work orders. Click O KAN Kane Plaza
I:l MED Medical Center Healthcare

the cHeck ALL button. Performo checks all the | CIPmMC Paramount Center

boxes and the worker will be assigned Figure 320 New Work Setup - Divisions
work orders in all entities. Click the uncHeck ALL button. Performo removes checks from all

entities. This is the start-over option.
For workers, check at least one division not counting the All Division. Remember that the
All division is a special entity that aggregates data from all the other entities. It is used for

reporting and analysis and not used for data entry.

WORKER ROLE SETUP

€ < > D 2112 Billy Hammer }A‘ ‘ Actions
Account Information Contact Information Worker Interface Settings
Billy Hammer Bill Hammer 6YEVZ
worker Carpenter
O Own
essescee
(O Own and Team
® All
Worker (K]
New 2017 employee O Own O Al
Hammer, Billy @ Own and Team O Limited
iliss F aboval O None
@ Slobal Services A *\\1/\"1!

Figure 321 System User Detail View - Worker Setup

Tool-bearing staff are assigned the Worker role in the Account Information section of the
System User Detail view. In the Worker Interface Settings section, click the OrDERS ASSIGNED
T0 field. Performo displays a value list of all the workers setup in the Workers module. The
worker named in the Contact Information section has the privileges set forth in the Worker Interface
Settings section for the worker selected in the Worker Interface Settings section. In other words,
when the worker named in the Contact Information section logs in, that worker will see

work orders assigned to the name selected in the Orders Assigned To field.
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WORKER INTERFACE SETTINGS Billy Hammer ’;\ ] Actions }
The Trade Team field is automatically R
Worker Interface Settings
imported from the worker record in the P S
Workers module. Gamesier
) Own
. . .. . . 2 Own and Team

Can View Orders is divided into radio ® Al
buttons. Options are Own, or, Own and Own QA

® Own and Team () Limited
Team, or All. Only one radio button may be e

. . Own Supervisor(s
selected at a time. Choosing one, removes i Ow SN
All Supervisors

the Other' ) Own Team and All Supervisors

® Anyone

® Yes (U No
Can Edit / Reassign Orders is also divided "
into radio buttons. Options are Own, or i » Vo sppeans cn the Assn T vaue s for  Eniy wo
Own and Team, or All, or Limited. Only one

. . > WIZARD

radio button may be selected at a time. x

Figure 322 Worker Interface Settings

When Reassign Orders To is selected in the

Can Edit / Reassign Orders area, then it is important to choose one of the radio buttons in
the Reassign Orders To area. Options include None, Own Supervisors, Own Team, All
Supervisors, Own Team an All Supervisors, or Anyone. Only one radio button may be
selected.

Can Approve / Deny REQs displays radio buttons for Yes and No. If an REQ is entered,

workers with this option can approve the REQ and assign it.

CONTACT INFORMATION

Enter the user Name. Remember that the Name much match the name selected in the
Orders Assigned To field in the Worker Interface section. Right-click on the Photo
container. Performo displays a menu of options. Easiest option is to paste a previously
copied selfie or headshot. Click the In / Out Board Active to display this worker on the In /
Out Board section of the Team tab on the Home Screen. See Figure 313 on page # 224.

Be nice when entering comments in the Contact Information section.

Click the green proceep button. Performo completes the worker setup and displays the User
List view.
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The System User Detail view - aka User Detail view displays five sections of data: Account

Information, Divisions, Contact Information, Windowing, and Worker Interface Settings.

[< < > > soi3s

Account Information

[4] CHI Chicago Campus

[¥] DEMO Wizard Software Solutions
[4] HOTEL Hotel Group

¥ KAN Kane Plaza

MED Medical Center Healthcare
PMC Paramount Center

Contact Information

Performo™ | User Detail

Matthew Gaylen

Uncheck All

0
1366
768

Matthew Gaylen  Help

Log Out

Worker Interface Settings

I:‘ Matthew Gaylen
matt.g b
O own
] | esssssses
wn and Team
Write Admin # C Al
O own QA
Suburbs, Joe @ Own and Team O Limited
(Required only for Re: Stes ~
s Property ID :-h—,. be selected above) () None
(O Own Supervisor(s)
Divisions cCheck the Entities that this user may access Windowing ® Own Team
O All Supervisors
] ALL Global Real Estate Services Check Al € Own Team and All Supervisors
[¥] ABER Abercrombie Plaza -
0 0 O Anyone

1366

6 Global Services Sty

i
whl/a\m

Figure 323 System User Detail View

The Account Information section includes Account #, User Login, Password, the Role value
list, and the Staff Contact value list. Click the checkbox for Local / iPad / Web Account.
Performo creates an account that does not user Active Directory. The most common use of
the Local / iPad / Web Account checkbox is when creating users who access Performo from

a device such as an iPhone or iPad, or exclusively via a web browser.

Click the roLE seTup button next to the Role field. Performo displays the Role Setup data

entry window. Role Setup is discussed in the previous section of this user reference guide.

ACTIONS ON THE USER DETAIL VIEW
Click the actions button on the Actions bar on the System User Detail view. Performo
displays the Actions value list. Click the LoGIn As THIS USER option. Performo runs the login

script and displays the Home screen. The Upper right-hand corner displays the user name.

Click the o To rOLE LIST option. Performo displays the Role List view. See actions on the
system user list view - go to role list on page #225. Click the peLeTE UsEr option. Performo
displays a message dialog box. Click the ok button to confirm. Performo deletes the user

permanently. There is no undo.
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Creating A New User
Click the Nnew user button on the Actions bar of either the User Detail view or the User List

view. Performo displays the New User data entry screen.

Performo™ | New User

Account Information Contact Information

Account ID 10634 lame

Use N

@ O .

Role N [+

[Required only for Requester accounts, a -
Froperty |0 must be selected above)

Divisions Checkthe Entities that this user may access

O ALL Global Real Estate Services
[J ABER Abercrombie Plaza

[ CHI Chicago Campus

[ DEMO Wizard Software Solutions Uncheck All
[ HOTEL Hotel Group

[JKAN Kane Plaza

[ MED Medical Center Healthcare

O pPMC Paramount Center

Check All

6 Global Services *muun- 0

Figure 324 New User Data Entry Screen

The New User data entry screen is divided into four sections. Creating a new worker has
been discussed previously in this user reference guide. To set up all other types of users,

three sections are important: Account Information, Contact Information, and Divisions.

ACCOUNT INFORMATION SECTION
Performo automatically enters and displays a unique user ID number. Contact the Solution
Admin, if this ID number has to match an employee ID number generated by the Human

Resources department.
Enter a User Login. The User Login is a user-definable text field. The only limitation is no

spaces are allowed in the user login. Also, more than 14 characters in a user login may yield

unexpected results in some instances.
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ACCOUNT INFORMATION SECTION — USER PASSWORD FIELD
The User Password field is also a user-definable text field. Again, the only limitation is no
spaces are allowed in the password field. Contact the soLution Abmin if your company,

corporation or institution requires special characters in passwords for facility maintenance

software.
Account Information
Click the roLe field. Performo displays the Role value list. H
Common Roles include, Read Only, Requester, Worker, dave]
Worker FileMaker, Write Admin, and Write User. sesessne
Read Only I [#
The Worker role has been dicussed previously. To create SIILERE
any other type of user, make a selection from the value list. Worker boove)
Worker - FileMaker
Divisions ) ) iser may
. v Write Admin
Refer to role setup on page #227 for details about ALL Glob;
. . ABER Abe Write User
assigning Can Dos to Roles. CHI Chicago-cumpus———
Figure 325 Roles Value List

READ ONLY ROLE — NOTES View Assets
The read only role can have View privileges in one or more modules, View Contacts
including Assets, Contacts, Documents, Meetings, Parts, PMs, Procedures, Ve D
Workers/Vendors, and Work Orders. By creating roles and adding Can viewlieetngs

View Parts
Dos to those roles, it is possible to have view only users for specific

View PMs
modules. One user role might only need to look at Work Orders... there

View Procedures
might be one user who might only need to look at Assets. Any View WorkersVendors
combination of Can Dos may be added to any role. View Workorders

Figure 326 Read Only
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WRITE ADMIN v WRITE USER
In the Role Setup data entry window; choose the MANAGE
seTTINGs Can Do. Performo displays the System

Administration button for all users assigned to that role.

What this means is that users of whatever that role is
called will see the System Administration button on the

Home Screen.

Users with the Manage Settings Can Do selected will see
the System Administration button on the Home Screen. In
most cases, the Solution Admin will have a role set up with

the Manage Settings privilege added.

The Write User Role might have all the same Manage Can

WIZARDSOF

SOL

TWARE™
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Role Setup

Role Name # Users

Write Admin 16

User Can
Manage Paris
Manage PMs
Manage Procedures
Manage Properties
Manage Settings [J\\)
Manage Users
Web Worker Interface
Manage Workers/\Vendors

Manage Workorders

# CanDos
14

X X X X X X X X X X

Figure 327 Rose Setup Data Entry Window

Dos, except for the Manage Settings privilege. The Write User might have access to every

screen in every module, but not have access to the settings
that affect every other user. The person in charge of work
orders might be a Write User. The person in charge of
assets might be a Write User. On the other hand, the
Solution Admin will have whatever role name has the

MANAGE SETTINGS privilege.

DIVISIONS (AKA ENTITIES)

In the Divisions section, click the checkbox corresponding
to the locations where the worker will be assigned work
orders. Click the cHeck ALL button. Performo checks all the

Manage PMs
Manage Procedures

Manage Properties

Manage Settings

Manage Users

Manage Workers/Vendors

Manage Workorders

Figure 328 Manage Settings Can Do...

boxes and the user will be able to access all Divisions

entities. Click the uncHEck ALL button.

O ALL Global Real Estate Services
[ ABER Abercrombie Plaza

. [ CHI Chicago Campus
Performo removes checks from all entities. E[Jr MO Wizard Software Solutions
HOTEL Hotel Group
This is the, “Start over,” option. Besides the ] KAN Kane Plaza
I:I MED Medical Center Healthcare
I:I PMC Paramount Center

All entity, at least one must be checked in

order for the user to be able to log in.

Performo v10 rev #20-083
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CONTACT INFORMATION

Enter the user Name. Contact Information

Dave Wizard
Right-click on the Photo container.

Performo displays a menu of options. ¥ @ %
e

Easiest option is to paste a previously

copied selfie or headshot. WClientC$\Users\Computer
Name\Cloud Storage\Folder

Click the In / Out Board Active. Performo Responsible for work order
admin.

displays this worker on the In / Out Board Visionary Leader.

section of the Team tab on the Home

Screen. See Figure 313 on page #224. Figure 330 Contact Information

Be nice when entering comments in the Contact Information section.

Click the green proceep button. Performo completes the worker setup and displays the User
List view.

<end>
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