Creating a Preventive Maintenance Procedure
To create an Equipment PM, open the Preventive Maintenance form. This form is located in the PM folder on your CAMIS navigator screen.

All yellow fields are mandatory but you may also enter other information in the white boxes by picking from the list of values. The list of values can be accessed by pressing on the button to the right of the field. Generally, it is recommended that you enter as much information as possible. This will make accomplishing PM procedure easier for the maintenance staff. 
1. Press tab to exit the **ASSIGN** field. The PM number is automatically assigned.

2. Enter Description for PM. (We recommend to start with the frequency)
3. Enter any other PM that may supersede this PM. (e.g.,: A quarterly PM supersedes a monthly PM).

4. Enter Status. (Open, Closed, Inactive, Superseded). An active PM will always be “OPEN”.
5. Enter Asset Type. (Equipment)

6. Enter type (What type of work is being done with this PM).

7. Assign a priority. 

8. Enter number of days that the PM will take to complete (if work starts on Mon and due on Fri, enter 5).

9. Enter how many days ahead of time the PM should be printed. (The total number of days in advance that the PM will print is determined by adding Work days and Scheduled days.)
10. Enter Frequency (Day, Week, Month, Year).

11. How often is the PM going to be scheduled (Tied with Frequency i.e.,: Month + 1 = Every month).

12. Enter tasks to be completed. (When in Task List Press CTRL +E to view full size. You can use CTRL+C to Copy tasks from a document and Paste with CTRL+V.)
13. Select ACCOUNTS.
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 Accounts areas must be filled in for the PM to work properly.

1. Select PM Acct Group from the pull down list.

2. Select NONE-NO CHARGE from the pull down list.

3. Select OK. This will bring you back to the PM form.

[image: image2.png]" Accounts

Accaunt Group Name
Biling Type

~ Account Details

Accounts | Percent  Attribute1 Attrbute2

[ I 2

I

I [ |
I [ |
I [

[

|

o

OK 3 | Cleardccount | camcel | Dates. |





Assigning a PM to Equipment.
After creating a PM, you can assign it to as many different pieces of equipment that you wish. To start this process, open the Equipment form that is located inside the Equipment Folder on your CAMIS navigator.

1. Select the PM tab on the equipment form.

2. Enter the PM number that you created in this field. 
3. Press enter to fill in description.
4. Select Criteria…
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 After selecting the criteria button, 

1. Select the Options tab

2. Select PM Acct Group   (PM) from the drop down list.

3. Select Accounts button

4. For Acct Group Name pick Equip PM Acct Group from list.

5. For Billing Type select NONE_NO CHARGE. 

6. Select OK on accounts form.
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Before leaving the Criteria form, select the Scheduling tab. Choose either option 1 or 2 depending on your facilities needs.
1. Select Last Completion date if you want the PM to schedule only if the last PM was closed.

2. Select Fixed Due Date if you would like the PM to schedule even if the last one was not closed.

3. Select Ok.
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After setting accounts, you may enter your next due date.

1. You may enter the date as 9/18/2007 and CAMIS will convert it automatically to the format shown.

2. Close the equipment form using the X in the top right hand corner.
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Scheduling Preventive Maintenance
To schedule, open the Preventive Maintenance folder on your CAMIS navigator and select Schedule Equipment PM’s. The Equipment PM Scheduling input form will open.
1. In the “Schedule Up Through Week:” enter a desired date. PMs whose “Next Scheduled Due Date” is prior to the date entered will be scheduled for printing 
2. Select “Schedule”, and t he PMs will be printed.
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All your Preventive Maintenance that has a due date prior to or on the date you entered will now be created as a work order in your Current Schedule.
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