Hippo Maintenance Manager Quick Setup Guide@

3.0 Preventative Maintenance (PM) Work Order SETUP

Once the Basic Setup is complete, you can begin to add/schedule your PM work orders. The following
sections describe how to add, edit and delete PM work orders.

A user can filter any work order by equipment or location type, status, work category and by resources
assigned to the work order.

3.1.1 Add PM Work Orders
The following steps explain how to add a new PM Work Order to Hippo:

1. Click the PM WOs tab in the Admin section.

2. Click Add Equipment Work Order or Add Location Work Order sub-menu item to display the
Add PM Work Order window (See Figure 38).

Erterprize Map | Work Orders | Water Trestment | Admin | Water Admin | Calendar | Reports

Submit Wiork Order | Change Password | Sion
Admin Users Floor Plans Locations Companies™ Contacts Models Equipment Parts Specs Wehicle Fuel Insurance _ Wisdnesday, September 30, 2009

I A Eruipment Work Order | Add Location Work Order Il Add Yehicle Work Qroer

Help | Print &§
Filters
— Al v — Al
PM work Orders
PM Work Order Name *
annual Inspection and Sta-Up of Boilers

|Hegu|ar Ingpection of Sump Pumps #55 - #62 modify

Annual Servicing and Cleanifg of Baseboa)

FF # 03,

Contact Info

Estimated Effart {mins)
|Lazam Gragasin, Phone Mumber 1-204-963-0698

Annual Servicing and Cleaning

Annual Servicing and Cleaning of

. N "
annual Servicing and Cleaning of U Work Description edit lockout procedures | edit job hazards list

change file PLEASE REMEMBER TO ALWAYTS FOLLOW YOUR LOCK-QUT PROCEDURE AND TAEKE ANY SAFETY PRECAUTICONS THAT MAY EE o]
REQUIRED CR NECESSARY.
Change Filter
Emnail PM Test INSPECT SUMP PUNP AND' PIT
HSC - Air Handler Unit CATS80
Regular Inspection of Circulating Pumnps # | 1523L1¥ inspect surrounding aress for standing water
i Check for any sludge or foreign material arcund the gate on the bottow of the pump
Regular Inspection of GMP Clean and dislodge any blockages
Regular Inspection of Sump Pumps # 55 - Check the float to ensure it is not restricted from free travel u
Regular Inspection of Sump Pumps # 55 - || | [WET pOver on
Check float switch by running puwmp to ensure it runs a norwal pump cyole 3
Regular Servicing and Cleaning of CU # 04
Reqular Servicing and Cleaning of EF # 04 EQuipment * add/remave Task Checklist add | |
P #55/86 Sump Pit/Pump - 07 “izually Inspected
P #57/88 Sump Pit/Pump - 08 Reported Any Damage or Deficiencies
P #5980 Sump Pit/Pump - 09 Listened for Unusual Sounds
P #61/62 Sump Pit/Pump - 10 Checked for Standing VWater
Checked Pump Inlet Izl
Checked Float
chedules add | | Resources add/remave
On day 1 of every maonth starting Sep 14, 2003 Eirikur Rosbery
QOnce on Sep 14, 2009 Jirm Mariug
Days to complete: (MOTE: Work order becomes "Gwverdue" if not completed within the specified number of days)
ISave And Clnael |Save And Add Newl | Import From Library | | Save As Template
&] Ready. &) 2 & Internet
—_— —

Figure 38: Adding Work Order

3. Enter/select the following required information:
a. PM Work Order Name
b. Work Description (details of the work to be done)
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c. Equipment OR Locations (depending on whether you are adding an equipment OR a
location PM Work Order)
4. If desired, you can enter/select the following additional information:
a. Work Category (select from the list OR click modify to add new category)
b. Lockout Procedures (click the edit lockout procedures to edit this work order’s lockout
procedures (See Figure 39))

a Hippo - Lockout Procedures Description -- Web Page Dialog,

Lackout Procedures Description

Save And Close Cancel

hittps:jjmanager hippotech.c ditDescriptionDialog. aspx7action=Addastle=Hippo%20-%20Lockout%20Pracedures %200 g Intermet

Figure 39: Lockout Procedure Description

c. Job Hazard List (click the edit job hazard list to edit this work order’s job hazard list
(See Figure 40))

- 1 Hippo - Job Hazards Description -- Web Page Dialog,

ob Hazards Description

Save And Close Cancel

hitps:j{manager.ippotech. o ditDescriptionDialog. asp7action=~Addétie=Hippo%20-%201ob%20Hazar s 20Descript 49 Internet

Figure 40: Job Hazards Description

Software Version: 3 Page 2 of 6



Hippo Maintenance Manager

Quick Setup Guide@

d.

Schedules (identifies how often the work order will be generated (See Figure 41))

To add a new schedule:

1. Click Add button to open the Schedules window.

2. Design the desired schedule

3. Click Save And Close button when finished.

To edit an existing schedule:

1. Select the desired schedule from the list and click the Edit button to

open the Schedules window.
2. Make the desired changes.

3. Click Save And Close button when finished.

Deleting an existing schedule:

1. Select the desired schedule from the list.

2. Click the Delete button.

3. Click Yes to confirm the delete.

3 https:/imanager. hippotech.ca - Hippo - Add Sched...

* raqui

Start Date (dd/mmfyyyy) *
19/03/2009 i3 il

® ore Time
O weekly

O Monthly

Sawve And Close

red fields

Cancel

fékl Done

é 0 Inkternet

Figure 41: Schedules

Tasks (select from the list OR click add task to add a new task (See Figure 42))
NOTE: The selected tasks are displayed as a list of check boxes to be completed when

the work order is generated.
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-} https:/fmanager. hippotech.ca - Hippo - Edit .

* required fields

Task Mame *

|Inspect Plurnbing Connections|

[Save And Close| |Save And Add Mew |

@ Done é O Inkernet

Figure 42: Task

Resources (select the resources that will automatically be listed on the work order (See

Figure 43))
NOTE: The resources list displays all users who have been identified as Work Order

Resources in the Security Permissions window.

| https:/fmanager.hippotech.ca - Hippo - Add/Remove Items - Microsoft Internet Explorer,

Selected Resources

Resources

Lazaro Gragasin
Mike Sokulski

[use CTRL + click to select multiple items=)

Save And Close

[use CTRL + click to select multiple item=)

|«

@1 Dane é 0 Inkernek

Figure 43: Adding Resources

g. Generate Work Order # days before due date (specifies how long maintenance staff
have to complete the work order before it becomes overdue)

3.1.2 Edit PM Work Order
The following steps describe how to edit an existing PM Work Order:

1. Click the PM WOs tab in the Admin section.
2. Click the Edit button beside the PM work order you want to edit to bring up the Edit PM Work

Order window (See Figure 44).
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3. Edit the desired information.
4. Click the Save And Close button when finished.

Enterprise Map | Work Orders | Water Treatment | Admin | ¥ater Admin | Calendar | Reports

Submit Werk Oreler | Change Password | Sion
Admin Users Floor Plans Lacations companies* Contacts Models Equipment Parts BSpecs Wehicle Fuel Insurance _ ‘wednesday, September 30, 2009

Addf Ecuipment Wiork Order | Add Location Work Order | Add Yehicle Work Crcler

Help | Print &

Filters

[ T | - ~|

PM Work Orders

* required fields
PM Wark Order Mame *
‘Regu\ar Inspection of Sump Pumps #5665 - #62

#nnual Inspection and Start-Up of Boilers

Annual Servicing and Cleaning of Basebaa
Contact Info

AT e e Elbetivg eif 77 2 (&) ‘Lazaru Gragasin, Phone Number 1-204-953-0693

Annual Servicing and Cleaning of UH

annual Servicing and Cleaning of UH # zg || ¥/0rk Description * edit lockout procedures | edit job hazards list

change file PLEASE REMEMEER TO ALWAYS FOLLOW YOUR LOCK-OUT PROCEDURE AND TAKE ANY SAFETY PRECAUTIONS THAT MALY BE ad

REQUIRED OR NECESSARY.
Change Filter b

Ernail FM Test INSPECT SUMP PUMP AND PIT

andler Unit CAT580
meqular Inspection of Circulating Pumps #[ | F1SUal1y inspect surrounding aress for standing vater
Check for any sludge or foreign material around the gate on the bottom of the pump

Regular Inspection of GMP Clean and dislodge any blockages

Reqular Inspection of Sump Pumps # 55 - Check the float to ensure it is not restricted from free travel =
Reqular Inspection of Sump Pumps # 55 - Turn power on
. Check float switch by running pump to ensure it runs a normal pump cycle 2
Regular Servicing and Cleaning of CU # 04
Regular Servicing and Cleaning of EF # 04f EQuipment * add/remove Task Checklist add | =it ]
P #55/56 Sump Pit/Pump - 07 “izually Inspected
P #57/58 Sump Pit/Pump - 08 Repaorted Any Darnage or Deficiencies
P #5540 Sump Pit/Pump - 09 Listened for Unusual Sounds
P #6142 Sump Pit/Pump - 10 Checked for Standing YWater
Checked Pump Inlet Izl
Checked Float =
Schedules add | | Resources add/remove
On day 1 of every month starting Sep 14, 2009 Eirikur Rosberg
Once on Sep 14, 2009 Jim Marius

Days to complete: (MOTE: Work order becomes "overdue” if not completed within the spedfied number of days)

|Save Ani Clnsel |Save And Add New| | Impoart Fram Library | | Save As Template

@ Ready. @

S & Internet
—

Figure 44: Edit PM Work Order

3.1.3 Delete PM Work Order
The following steps describe how to delete an existing PM Work Order:
1. Click the PM WOs tab in the Admin section.
2. Click the Delete button beside the PM work order (schedule) that you want to delete (See Figure
45).
3. Click yes when asked to confirm the delete.

NOTE: The PM Work Orders table displays a separate row for each schedule and,
therefore, to delete a PM Work Order entirely, you will have to delete each
schedule one-by-one.
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Enterprise Map | Work Orders | Yiater Treaiment | Admin | Water Admin | Calendsr | Reports

Admin  Users Floor Flans Locations Companies® Contacts

Submit Vark Oreler | Change Password | Sion Out

Insurance _ Wesnesday, September 30, 2008

Ao Equipment VWork Order | Add Location Work Order | Add Vehicle Work Order

Filters

[ vl | -

PM Work Orders

annual Inspection and Start-Up of Boilers # 14 and # 1B
annual Servicing and Cleaning of Baseboards # 134 - # 152
Annual Servicing and Cleaning of FF # 03, # 04 and # 05

Help | Print &

*elick column name to sort colurn

20 Equipment
45 Equipment
45  Equipment

Figure 45: Delete PM Work Order
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