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CHAPTER 1: Welcomel!

About HEMS

The HEMS Enterprise 5.x system (HEMS) is a state-of-the-art preventive maintenance program
that provides you with all of the tools you need to manage every aspect of your hospital’s opera-
tion and the clinical and plant equipment within it.

- Note: For simplicity, this guide will refer to the HEMS Enterprise 5.x system as
E “HEMS” throughout.

With HEMS, you can:

e Improve patient care by delivering critical clinical and plant asset data to key personnel
throughout the facility. Clear, comprehensive reports on the environment of care, technology
acquisitions, equipment downtime, and maintenance help managers improve quality of care
as well as equipment reliability and availability.

e Reduce risk to both patients and staff by monitoring and managing clinical and facility equip-
ment risk. HEMS Enterprise 5.x provides risk analysis for all equipment types and models, col-
lects and archives all equipment incidences and documents all recalls, alerts, and the
corresponding actions taken to resolve them.

e Reduce health care delivery costs by capturing critical equipment performance and mainte-
nance data to enable informed decisions to be made on when and why to replace it.

* Improve maintenance service by establishing service priorities and providing benchmarks
for response and completion times. Detailed reports on events that do not meet benchmarks
and customer satisfaction surveys enable department managers to initiate improvements.

e Comply with regulations by providing reports that bundle a variety of necessary information
into clear, actionable reports to identify positive and negative trends related to key require-
ments from such organizations as the Centers for Medicare & Medicaid Services, The Joint
Commission, College of American Pathologists, and others. HEMS provides you with the
information you need to prove your compliance with regulatory agencies.

HEMS can generate scheduled work orders through the Preventive Maintenance (PM) program
and corrective work orders on demand. EQ2 supports and will integrate any of the standard
equipment nomenclatures (ASHE, AAMI, or ECRI) and procedures to your standardization pro-
cess. Please contact EQ2 directly for information and a quote for standardizing processes for
existing data.

HEMS also includes:

e Arisk assessment program that allows you to define your equipment risk management pro-
gram.

e C(Classifications to help you meet TJC regulations pertaining to setting up your utility manage-
ment program and guidelines for life support.
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e A robust array of reports that use Microsoft® Reporting Services. You can also integrate
optional third-party reporting tools. Please contact EQ2 for more information.

Features and Benefits

Each department in a health care organization—Facilities Engineering, Clinical Engineering,
Safety, Information Services, Environmental Services, etc. —views its own responsibilities as
being specific to the services it provides. For example, clinical engineers repair, install, and test
many kinds of equipment from defibrillators to imaging equipment. Facility engineers maintain
equipment such as HVAC and electrical power systems. Engineering needs access to its own
information and the ability to share that information with management, the safety committee
and other departments. Groups also often exchange information with other departments and
the safety committee.

HEMS provides all of the benefits of a standardized equipment management program without
the obvious deficiencies of systems that require a single data view for all Service Areas. Each Ser-
vice Area has its own unique view of the information it needs to run efficiently. HEMS ensures
that Service Areas only see the information they need. With HEMS, every technician can use
handy dashboards to manage:

e The work s/he is responsible for.

e Pending work assignments.

e Work order opening, updating, and closing.
e Reviewing relevant reports.

HEMS eliminates paper reports and time-consuming performance review meetings. Engineering
Management personnel can either use the HEMS dashboards to review the performance of a
particular service department or access performance information across several enterprise-wide
service departments. With one click, managers can access graphical reports that show:

e Work order completion rates for individuals and departments.

e Monthly preventative maintenance work schedules.

e Completion rates for preventative maintenance work orders.

e Service hours and costs by both single and aggregated departments.
e Equipment replacement details and schedules.

Need to add a service department or set up a new site, such as a new hospital or outpatient
clinic? No problem. HEMS quickly and easily scales to your enterprise's size and complexity.

The HEMS Best Practices version automatically forwards a copy of your organization’s published
practices to new sites or departments. This immediately lets new staff members know how to
maximize their contribution to the parent organization. HEMS Best Practices ensures that any
new Service Area will succeed no matter where it is located.
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What’'s New in HEMS Enterprise 5.x

HEMS Enterprise 5.x includes the following new features:

Fully automated risk and scheduling.

Automated reports from any window.

Automated and interactive history review.

Automated service contract renewal notices.

All-new Work Orders dashboard that lets you find, report, open, close, and edit work orders.

All-new Equipment Inventory dashboard that lets you find, report, open, close, and edit
equipment, open work orders, and review histories and contracts.

Export data to Adobe® Acrobat® (PDF), Microsoft Excel®, and email formats.

Ability to attach pictures and documents to work orders, equipment, type, model, and ser-
vice contracts.

Monitor work events that exceed preset response or close time thresholds.

Microsoft SQL Server 2005-2008® ACID-certified database keeps your sensitive information
secure.

Pocket PC-based access to HEMS.
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About This Guide

This guide provides comprehensive information about using and administering HEMS and also
uses specific formatting conventions to present special information such as lists, procedures,
cautions, and tips/hints.

Organization

This guide is organized as follows:

e Welcome: Introduces HEMS and this User & Administrator Guide.

e The HEMS Interface: Describes the HEMS interface in detail. This chapter begins on page 13.

e Adding Values to Fields: Discusses the HEMS search function and describes how to use pre-
set values to increase speed and accuracy when entering information into HEMS. This chap-
ter begins on page 49.

e Work Orders: Describes the Work Orders dashboard and provides detailed instructions on
working with HEMS work orders throughout the complete life cycle from opening to closing.
This chapter begins on page 55.

e Managing Equipment: Covers the Equipment Inventory dashboard and how to find, add,
modify, and remove equipment. This chapter also describes how to assign and modify equip-
ment attributes such as type, model, location, parts, etc. This chapter begins on page 85.

¢ |Information Lists: Describes the HEMS Information Lists and how to access and work with
each list. This chapter begins on page 123.

e Managing Parts: Contains instructions for managing parts within HEMS. This chapter begins
on page 169.

e Managing Risk: HEMS uses the ASHE risk scoring model to assign risk to equipment by
model, type, or individual equipment item. This chapter begins on page 179.

e Managing Contracts: HEMS stores service contract information that can be applied to equip-
ment. This chapter begins on page 183.

e Reports: Lists all of the reports available in HEMS and describes the information contained in
each report. This chapter begins on page 195.

e Finding Data: Shows you how to quickly find the information you’re looking for in HEMS. This
chapter begins on page 219.

e Printing & Exporting Data: Describes how to print HEMS data or export it for use in third-
party applications. This chapter begins on page 233.

e Administration: Provides detailed administration and management instructions for HEMS
administrators. This chapter begins on page 237.

e Help & Support: HEMS includes robust help and support options to help you get the most
from the system and resolve any problem that may occur. This chapter begins on page 273.
AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com
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e Add-on Modules: Briefly describes some of the most commonly used HEMS add-on modules.
This chapter begins on page 281.

Formatting Conventions

This manual uses several formatting conventions to present information of special importance.

Text

Lists of items, points to consider, or procedures that do not need to be performed in a specific
order appear in bullet format:

e Item 1.

e ltem 2.

Procedures that must be followed in a specific order appear in numbered steps:
1. Perform this step first.

2. Perform this step second.

Specific keyboard keys are depicted in square brackets and are capitalized, for example: [ESC]. If
more than one key should be pressed simultaneously, the notation will appear as [KEY1]+[KEY 2],
for example [ALT]+[F4].

Interface elements such as document titles, fields, windows, tabs, buttons, commands, options,
and icons appear in bold text.

Menus and submenus are indicated with the notation Menu>Submenu. For example, “Select
Activities>Work Order” means that you should first select Activities in the menu, and then
select Work Order in the submenu.

Special Information

The following icons and text format appear throughout this document to provide additional
information that complements the main text where necessary:

AND/OR DATA LOSS IF THE SPECIFIED PROCEDURE IS NOT FOLLOWED OR IS

f CAUTION: CAUTIONS INDICATE A POSSIBILITY OF UNPREDICTABLE RESULTS
FOLLOWED INCORRECTLY.

- Note: Notes provide tips, hints, and other useful information to make using
E HEMS faster and easier.
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Logging into HEMS

To log into HEMS:
1. Launch HEMS by double-clicking the HEMS Enterprise icon on the Windows® desktop.

2. Enter your login credentials:

3.

If HEMS is set up using HEMS built-in security, the Logon (S srrsmm—"
to HEMS Enterprise window appears. Enter your user-
name and password in the appropriate fields and then
click OK.

If HEMS is set up using Windows security (LDAP), enter
your Windows password (you don’t need to enter a user-
name) and then click OK.

iﬁ.k Enter your Login information

User Name hemsuser

Password

Please see “Password Management” on page 249 for more information on password secu-
rity.

The HEMS Home screen appears. Please see “The Home Screen” on page 14 for more infor-
mation about the Home screen.

If HEMS is set up to use Windows security, then your password will function the same way with
HEMS as it does when you log in to your network.

E

Note: By default, you may log into HEMS from multiple locations. Contact your
HEMS administrator to disable this feature, if required.
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Common Tasks

This section briefly describes how to perform some of the most basic functions within HEMS.
Please refer to the indicated cross-references for additional details and information. Please see
“CHAPTER 2: The HEMS Interface” on page 13 for more information about the HEMS interface.

Work Orders

Work orders are requests for work to be performed on equipment items for repair, maintenance,
etc. Clicking the Work Orders button in the HEMS Home screen (see “The Home Screen” on
page 14) or clicking the Work Orders tab opens the Work Orders dashboard.

Search Area

Report/
Print
Buttons

Search
Mode —]
Buttons

Details
L/ Area

Results | =
Area ~ =

/

Action Area

Please see “CHAPTER 4: Work Orders” on page 55 for more information about working with work
orders in HEMS, “The Work Orders Dashboard” on page 17 for more information about the Work
Orders dashboard, and “The Work Order Window” on page 60 for more information about the
Work Order window.

Looking Up Work Orders

Enter your desired search criteria in the Search Area and then click Search to display all matching
work orders in the Search Results Area. Selecting a result displays the work order in the Detail
Area. By default, HEMS displays pending work orders.
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Opening a Work Order from the Work Orders Dashboard

You may either create a new work order or copy from an existing work order. New work orders
may be pre-filled with information depending on how you set up your default work order set-
tings. Please see “Work Order Defaults” on page 247 for more information about default work
order settings.

e To create a new work order, click the New button in the Action Area to open a Work Order
window where you can create a new work order. Please see “Creating a Work Order” on
page 72 for more information about creating work orders.

e To create a new work order based on an existing work order, find the work order you want to
copy and then click the Copy button in the Action Area. This opens the Work Order window
with fields automatically filled based on the current work order. Please see “Copying Work
Orders” on page 75 for more information about copying work orders.

Updating/Editing a Work Order

To edit a work order, find the work order you want to edit and then either click the Edit button in
the Action Area or double-click the work order in the Search Results Area to open the Work
Order window for the selected work order, allowing you to make changes as needed.

Closing a Work Order

To close a work order, find the work order your want to close and then click the Close WO button
in the Action Area to open the Work Order window for the selected work order. Enter your labor,
action text, and any other additional information, and then click the Save button in the Toolbar.
You will be prompted to save any unsaved changes when you close the Work Orders window.

- Note: You may also create work orders from the Equipment Inventory dash-
E board, as described in “Opening a Work Order from the Equipment Inventory
Dashboard” on page 121. Work orders created from the Equipment Inventory
dashboard are automatically populated with the equipment’s information such
as department, location, assigned engineer, etc.
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Equipment Inventory

You can find and manage equipment using the Equipment Inventory dashboard. Clicking the
Equipment Inventory button in the HEMS Home screen (see “The Home Screen” on page 14) or
clicking the Equipment Inventory tab opens the Equipment Inventory dashboard.

Search Area

Report/
Print
Buttons

Search |
Mode —T=
Buttons

7 Details
'V Area

Results |
Area ] =

Action Area

Please see “CHAPTER 5: Managing Equipment” on page 85 for more information about manag-
ing equipment in HEMS, “The Equipment Inventory Dashboard” on page 22 for more information
about the Equipment Inventory dashboard, and “The Equipment Inventory Window” on page 89
for more information about the Equipment Inventory window.

Looking Up Equipment

Enter your desired search criteria in the Search Area and then click Search to display all matching
equipment items in the Search Results Area. Selecting a result displays the equipment item in the
Detail Area. By default, HEMS searches active equipment.

Looking Up Equipment History

To look up history on an equipment item, find the equipment item you want to review and then
click the H button to open the Equipment History window for the selected equipment item.
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Opening a Work Order from the Equipment Inventory Dashboard

To create a work order for the selected equipment item, check the appropriate Work Order Type
radio button (such as Routine or PM), and then click the Create WO button to open a Work
Order window. One benefit of opening a work order from the Equipment Inventory dashboard
(as opposed to the Work Orders dashboard) is that the equipment information such as depart-
ment, location, assigned engineer, etc. is automatically populated for you. Please see “Opening a
Work Order from the Equipment Inventory Dashboard” on page 121 for more information about
opening work orders.

Adding Equipment to Inventory
You may add a new equipment item to HEMS or copy an existing equipment item.

e Toadd a new equipment item, click the New button in the Action Area to open a blank Equip-
ment Inventory window where you can add a new equipment item. Please see “Adding
Equipment” on page 116 for more information about adding equipment.

e To copy an existing equipment item, find the equipment item you want to copy and then click
the C button in the Action area to open the Equipment Inventory window with fields auto-
matically filled based on the current equipment item. Please see “Copying Equipment” on
page 117 for more information about adding equipment.

Reports

The Reports sidebar allows you to access and run the reports available within HEMS. Selecting a
report opens a separate browser window that presents filtering options based on the report type
you selected. Enter your desired criteria and then click View Report to see the generated report.

Please see “Reports Sidebar” on page 39 for information about the Reports sidebar and “CHAP-
TER 10: Reports” on page 195 for more information about HEMS reports.
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Logging Out of HEMS

To log out of HEMS, you may either:
e Select Activities>Exit.

e Click the Exit HEMS button on the Toolbar. Please see “Toolbar” on page 37 for more infor-
mation about the Toolbar.

e Press [ALT]+[F4].

You will be prompted to save any unsaved changes.

CAUTION: EXITING HEMS WITHOUT SAVING YOUR UNSAVED CHANGES WILL
CAUSE THOSE CHANGES TO BE PERMANENTLY LOST.
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CHAPTER 2:
The HEMS Interface
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The Home Screen

The HEMS Home screen appears when you first log into HEMS.
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The Home screen contains the following functional areas.

e Menu Bar (1): Provides access to all HEMS features and functions. Please see “Menu Bar” on
page 27 for more information about the Menu bar.

e Toolbar (2): Provides quick access to common editing functions. Please see “Toolbar” on
page 37 for more information about the Toolbar.

e Reports Sidebar (3): Accesses the HEMS reports. Please see “Reports Sidebar” on page 39 for
more information about the Reports sidebar and “CHAPTER 10: Reports” on page 195 for
more information about reports.

e Quick Launch Buttons (4): These buttons provide quick access to the most commonly used
HEMS functions. Please see “Quick Launch Buttons” on page 15 for more information about
the Quick Launch buttons.

e Home Tab (5): Opens the HEMS Home screen.

e Work Orders Dashboard Tab (6): Opens the Work Orders dashboard. Please see “The Work
Orders Dashboard” on page 17 for more information about the Work Orders dashboard.

e Equipment Inventory Dashboard Tab (7): Opens the Equipment Inventory dashboard.
Please see “The Equipment Inventory Dashboard” on page 22 for more information about

the Equipment Inventory dashboard.
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Quick Launch Buttons
The HEMS Home screen includes the following

12 Quick Launch buttons:

*  Work Orders: Launches the Work Orders _
dashboard, which allows you to find, review, B v
open’ edit’ and Close Work orders' P|ease See Equipment Inverdory Equipment Types Equipment Modets
“The Work Orders Dashboard” on page 17
for more information about the Work ek s At e
Orders dashboard.

e Quick Work Orders: Opens the Quick Work F@ SD M!-m:mlw

Orders window, which allows you to quickly
edit or update multiple work orders at once. Please see “The Quick Work Orders Window” on
page 66 for more information about the Quick Work Orders window.

e Assign Work Orders: Opens the Assign Work Orders window, which allows you to assign or
reassign work orders to technicians. Please see “The Assign Work Orders Window” on
page 68 for more information about the Assign Work Orders window.

e Equipment Inventory: Opens the Equipment Inventory dashboard, which allows you to find,
add, edit, schedule, and review equipment history as well as open work orders for equip-
ment. Please see “The Equipment Inventory Dashboard” on page 22 for more information
about the Equipment Inventory dashboard.

e Equipment Types: Opens the Equipment Types Information List, which allows you to enter or
update equipment types and set up your preventive maintenance template by type. Please
see “Equipment Types List” on page 134 for more information about the Equipment Types
Information List.

e Equipment Models: Opens the Equipment Models Information List, which allows you to
enter or update equipment models and set up your preventive maintenance template by
model. Please see “Equipment Models List” on page 131 for more information about the
Equipment Models Information List.

¢ Generate Scheduled WO: Opens the Generate Scheduled Work Orders window, which
allows you to generate scheduled work orders for your selected date range. Please see “Gen-
erating Scheduled Work Orders” on page 81 for more information about scheduled work
orders.

e Procedures: Opens the Procedures Information List, which allows you to search for, add, or
edit preventive maintenance procedures. Please see “Procedures List” on page 146 for more
information about the Procedures Information List.

e Parts: Opens the Parts Inventory window, which allows to you to view, add, edit, and remove
parts. Please see “CHAPTER 7: Managing Parts” on page 169 for more information about
managing parts.

e Reports: Opens the Reports window, which allows you to access HEMS reports. Please see
“Reports Sidebar” on page 39 and “CHAPTER 10: Reports” on page 195 for more information

about HEMS reports.
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¢ Send to medTester: Send work orders to the Fluke Biomedical® medTester® via the EQ2
medTester Interface.

¢ Receive from medTester: Receive work orders from the Fluke Biomedical medTester via the
EQ2 medTester Interface.
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Dashboards

Day-to-day activities will primarily be accomplished with the Equipment Inventory and Work
Orders dashboards such as looking up individual records, reviewing history, editing, copying and
creating new records.

The Work Orders Dashboard

The Work Orders dashboard allows you to quickly look up and review work orders.
Search Area

Report/
Print
Buttons\

Details

Buttons L/ Area

Results |
Area ~] =

/

Action Area
To open the Work Orders dashboard, you may either:
e Click the Work Orders tab on the right of the HEMS application.
e Click the Work Orders button in the HEMS Home screen.
e Select Activities>Work Orders.
e Press [CTRL]+[W].
The Work Orders dashboard contains the following functional areas:

e Search Area: Allows you to search for work order records. This image shows an example of
the Work Orders dashboard in Find mode.

e Report/Print Buttons: Allow you to run reports and print/export work order data. Please see
“CHAPTER 12: Printing & Exporting Data” on page 233 for more information about printing
and exporting data in HEMS.
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e Search Mode Buttons: Switch between Find and Filter modes, and display records added
during the current HEMS session.

e Results Area: Search results appear here.
e Details Area: Displays the work order.

e Action Area: Perform various actions on the selected work order, or open a new work order.

Search Area (Find Mode)

When the Work Orders dashboard is in Find mode (shown above), the Search Area contains var-
ious fields. By default, entering one or more letters in one or more of the search fields returns
results that begin with the text you entered. For example, entering “def” will return “defibrilla-
tor”

E

Entering values in multiple search field restricts results to values that match all of the search
terms in all of the fields. For example, entering “def” in the EQ Type field and “phi” in the Manu-
facturer field would return defibrillators manufactured by Philips® but not defibrillators from dif-
ferent manufacturers.

Note: By default, searches return only pending work orders.

Checking the Exact checkbox forces HEMS to return only those results that contain the exact text
you entered. If you select this option, then entering “def” will not return “defibrillator” because
the two are not an exact match.

Enter your desired search terms and then click Search to return matching results, or Reset to
clear the Search Area and begin a new search.

e Searching with all search fields left blank returns all pending work orders stored in HEMS
(unless the Pending checkbox is cleared, in which case the search will return all pending and
closed work orders).

e Most fields return matches that begin with the text entered in that field. For example, enter-
ing “def” retrieve both “defib” and “defibrillator.”

e The EQ Type and ECRI fields return results that contain the text entered in those fields. For
example, entering “fib” will return “defibrillator.”

e The Work Order Number field returns only an exact match. For example, you must enter
“6981” to search for Work Order #6981; entering part of the number will not work.

Please see “CHAPTER 11: Finding Data” on page 219 for more information on using Find mode.

Search Area (Filter Mode)

When the Work Orders dashboard is in Filter mode (not shown), the Search Area contains a list
of selected filter conditions. Please see “Filters” on page 222 for more information about using
filters.
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Report/Print Buttons

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

List Report: Clicking the List Report button opens a summary report that lists all of the items
in the Results Area.

Technician’s Copy (Actual) - All: Clicking the Technician’s Copy (Actual) - All button opens a
report that provides the work order information that a technician sees for each of the items
in the Results Area.

Technician’s Copy (Actual) - Current: Clicking the Technician’s Copy (Actual) - Current button
opens a report that provides the work order information that a technician sees for the cur-
rently selected item in the Results Area.

Detail Report - All: Clicking the Detail Report - All button opens a report that provides
detailed information about each of the items in the Results Area.

Detail Report - Current: Selecting an item in the Results Area and then clicking the Detail
Report - Current button opens a report that provides detailed information about the cur-
rently selected item in the Results Area.

Group WO Scheduled Report: This report allows you to print a group work order with the
equipment listed on one work order.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

Search Mode Buttons

The Search Mode buttons determine how dashboard data will be retrieved. From left to right,
the buttons are:

Show Newly Added Items: If the Show Newly Added Items button is active, clicking it will
display work orders added during your current HEMS session (from the time you logged into
HEMS). Exiting HEMS ends your session. Clicking this button again returns you to normal
Search mode.

Switch to Filter mode: When the Work Orders dashboard is in Find mode, the Switch to Fil-
ter mode button appears as a small funnel. Clicking this button switches the Search Area to
Filter mode. Please see “Filters” on page 222 for more information on using filters.

Switch to Find mode: When the Work Orders dashboard is in Filter mode, the Switch to Find
mode button appears as a small magnifying glass. Clicking this button switches the Search
Area to Find mode. Please see “The Find Function” on page 221 for more information on
using Find mode.
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Search Results Area

The Search Results Area displays the result of the most recent search and includes the following
navigation functions to help you find the desired work order:

Clicking a column header sorts the search results by the selected column. You can also reor-
der and resize columns by dragging them.

Clicking the << button takes you to the first page of search results.
Clicking the < button takes you to the previous page of search results.
Clicking the > button takes you to the next page of search results.

Clicking the >> button takes you to the last page of search results.

Once you have located the correct work order, click it to open it in the Details Area.

Details Area

The Details Area displays the currently selected work order in the Search Results Area.

Action Area

The Action Area allows you to perform the following actions on the work order:

Page WO: Clicking the Page WO button pages the work order to the assigned technician.

Close WO: Clicking the Close WO button opens the Work Order window for the selected
work order with the status changed to Closed. Enter your labor, action text, and any addi-
tional information before saving. The work order Status Date field will update to match your
last labor entry.

Delete: Clicking the Delete button deletes the selected work order. You are prompted to con-
firm the deletion.

HEMS.

f CAUTION: DELETED WORK ORDERS ARE PERMANENTLY REMOVED FROM

Edit: Clicking the Edit button opens the Work Order window for the selected work order,
allowing you to make changes as needed.

Copy: Clicking the Copy button opens the Work Order window with a new work order that is
based on the current work order.

New: Selecting the New button opens a blank Work Order window so that you can create a
new work order.
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Using the Work Orders Dashboard
To use the Work Orders dashboard:

1. Enter your desired search term(s) in the Search Area.

2. Click the Search button to run the search.

3. Select the desired work order in the Search Results Area.

4. Review the work order by viewing the work order details in the Details Area.
5. Perform an action on the selected work order using the Action Area.

Please see “CHAPTER 4: Work Orders” on page 55 for more information about working with work
orders in HEMS and “The Work Order Window” on page 60 for more information about the Work
Order window.

Equipment History and Labor Hours Reports

The Work Orders dashboard contains two links that allow you to access detailed equipment and
labor information:

e Selecting a work order and then clicking the Control # link in the Results Area opens an
Equipment History report in a separate browser window for the selected equipment item.
You can print and export this report as described in “CHAPTER 12: Printing & Exporting Data”
on page 233.

e Selecting a work order and then clicking the Assg Eng link in the Results Area opens a Labor
Hours report in a separate browser window that displays the selected employee’s shift hours
vs. hours actually worked (hours logged against work orders). You can print and export this
report as described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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The Equipment Inventory Dashboard

The Equipment Inventory dashboard allows you to quickly look up and manage equipment.

Results _
Area ~ :

Report/
Print
Buttons\

Search |
Mode —T= =
Buttons

Search Area

5 Details
'V Area

Action Area

To open the Equipment Inventory dashboard, you may either:

Click the Equipment Inventory tab on the right of the HEMS application.
Click the Equipment Inventory button in the HEMS Home screen.
Select Activities>Equipment Inventory.

Press [CTRL]+[I].

The Equipment Inventory dashboard contains the following functional areas:

Search Area: Allows you to search for equipment inventory records. This image shows an
example of the Equipment Inventory dashboard in Find mode.

Report/Print Buttons: Allow you to run reports and print/export equipment item data.
Please see “CHAPTER 12: Printing & Exporting Data” on page 233 for more information about
printing and exporting data in HEMS.

Search Mode Buttons: Switch between Find and Filter modes, and display records added
during the current HEMS session.

Results Area: Search results appear here.
Details Area: Displays the current equipment item record.

Action Area: Perform various actions on the selected equipment item or add a new item to
inventory.
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Search Area (Find Mode)

When the Equipment Inventory dashboard is in Find mode (shown above), the Search Area con-
tains various fields. By default, entering one or more letters in one or more of the search fields
returns results that begin with the text you entered. For example, entering “def” will return
“defibrillator.”

Entering values in multiple search field restricts results to values that match all of the search
terms in all of the fields. For example, entering “def” in the EQ Type field and “phi” in the Manu-
facturer field would return defibrillators manufactured by Philips but not defibrillators from dif-
ferent manufacturers.

Checking the Exact checkbox forces HEMS to return only those results that contain the exact text
you entered. If you select this option, then entering “def” will not return “defibrillator” because
the two are not an exact match.

Enter your desired search terms and then click Search to return matching results, or Reset to
clear the Search Area and begin a new search.

E

e Searching with all search fields left blank returns all active equipment in inventory (unless
Both Active and Inactive is selected, in which case the search will return all pending and
closed work orders.

Note: By default, searches return only active equipment.

e Most fields return matches that begin with the text entered in that field. For example, enter-
ing “def” retrieve both “defib” and “defibrillator.”

e The EQ Type and ECRI fields return results that contain the text entered in those fields. For
example, entering “fib” will return “defibrillator.”

e The Control Number field returns only an exact match. For example, you must enter “6981”
to search for Control Number #6981; entering part of the number will not work.

Please see “The Find Function” on page 221 for more information on using Find mode.

Search Area (Filter Mode)

When the Equipment Inventory dashboard is in Filter mode (not shown), the Search Area con-
tains a list of selected filter conditions. Please see “Filters” on page 222 for more information
about using filters.
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Report/Print Buttons

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

List Report: Clicking the List Report button opens a summary report that lists all of the items
in the Results Area.

Detail Report - All: Clicking the Detail Report - All button opens a report that provides
detailed information about each of the items in the Results Area.

Detail Report - Current: Selecting an item in the Results Area and then clicking the Detail
Report - Current button opens a report that provides detailed information about the cur-
rently selected item in the Results Area.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

Search Mode Buttons

The Search Mode buttons determine how dashboard data will be retrieved. From left to right,
the buttons are:

Show Newly Added Items: If the Show Newly Added Items button is active, clicking it will
display entries added during your current HEMS session (from the time you logged into
HEMS). Exiting HEMS ends your session.

Switch to Filter mode: When the Equipment Inventory dashboard is in Find mode, the
Switch to Filter mode button appears as a small funnel. Clicking this button switches the
Search Area to Filter mode. Please see “Filters” on page 222 for more information on using
filters.

Switch to Find mode: When the Equipment Inventory dashboard is in Filter mode, the
Switch to Find mode button appears as a small magnifying glass. Clicking this button
switches the Search Area to Find mode. Please see “The Find Function” on page 221 for more
information on using Find mode.

Search Results Area

The Search Results Area displays the result of the most recent search and includes the following
navigation functions to help you find the desired equipment item record:

Clicking a column header sorts the search results by the selected column. You can also reor-
der and resize columns by dragging them.

Clicking the << button takes you to the first page of search results.
Clicking the < button takes you to the previous page of search results.
Clicking the > button takes you to the next page of search results.
Clicking the >> button takes you to the last page of search results.

Once you have located the correct equipment item record, click it to open it in the Details
Area.
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Details Area

The Details Area displays the currently selected equipment item record in the Search Results
Area.

Action Area

The Action Area allows you to perform the following actions on the currently selected equipment
item:

e Create Work Order: Select the type of work order you want to open (such as Routine, Recall/
Alert, etc.) by checking the appropriate radio button and then click the Create WO button to
create a new work order of the selected type for the equipment item. Information associated
with the equipment will automatically be populated such as department, location, assigned
engineer, work order notes, etc. Please see “Opening a Work Order from the Equipment
Inventory Dashboard” on page 121 for information about creating work orders from the
Equipment inventory dashboard.

e View History: Click the H button to open the interactive Equipment History window for the
selected equipment item. You may sort by column by clicking the desired column’s header
and may also resize and reposition columns by clicking and dragging. Double-clicking a work
order opens the Work Order window for the selected work order. Please see “Viewing Equip-
ment History” on page 122 for information about creating work orders from the Equipment
inventory dashboard.

e View Schedule: Click the S button to see the equipment’s maintenance schedule in a sepa-
rate browser window.

e View Contract Information: Click the C button to open the Equipment Contract History win-
dow for the selected equipment item and view all current and previous contract information
for the selected equipment item. Please see “The Equipment Contract History Window” on
page 104 for information about creating work orders from the Equipment inventory dash-
board.

e Delete: Clicking the Delete button deletes the selected equipment item from HEMS, pro-
vided that no action has been performed on that item. You are prompted to confirm the
deletion.

- Note: You cannot delete equipment if any action has been performed on it,
E because that action is part of your maintenance history, which includes work
orders, an equipment group, equipment assigned to a contract, etc.

f CAUTION: DELETED EQUIPMENT IS PERMANENTLY REMOVED FROM HEMS.

e Edit: Clicking the Edit button opens the Equipment Inventory window for the selected equip-
ment item, allowing you to make changes as needed.
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e Copy: Clicking the Copy button opens the Equipment Inventory window with a new equip-
ment item that is based on the equipment item. This is useful if you already have another
identical equipment item in HEMS and want to save time when adding your new equipment
item to the database.

e New: Selecting the New button opens a blank Equipment Inventory window so that you can
add a new equipment item to HEMS.

Using the Equipment Inventory Dashboard
To use the Equipment Inventory dashboard:

1. Enter your desired search term(s) in the Search Area.

E

2. Select the desired equipment item in the Search Results Area.

Note: By default, searches return only active equipment.

3. Confirm that you have opened the correct equipment item by reviewing the data in the
Details Area.

4. Perform an action on the selected equipment item using the Action Area.

Please see “CHAPTER 5: Managing Equipment” on page 85 for more information about manag-
ing equipment in HEMS and “The Equipment Inventory Window” on page 89 for more informa-
tion about the Equipment Inventory window.
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Menu Bar

The Menu Bar covers the topmost portion of the HEMS window.
I Activities Edit Information Lists Utilities Window Help

This section describes all of the functions available from the Menu Bar.

The Activities Menu

The Activities menu provides quick access to the HEMS windows and dashboards.

Change Service Areas

Selecting Activities>Change Service Areas opens the Choose Service Area window, which allows
you to switch to another Service Area (depending on your security rights).

In the Choose Service Area window, click the Service Area you want to access. HEMS displays
data for the selected Service Area.

Work Orders

Selecting Activities>Work Orders opens the Work Orders dashboard, which allows you to find,
review, open, edit, and close work orders. Please see “The Work Orders Dashboard” on page 17
for more information about the Work Orders dashboard.

Generate Scheduled Work Orders

Selecting Activities>Generate Scheduled Work Orders opens the Generate Scheduled Work
Orders window, which allows you to generate scheduled work orders for your selected date
range. Please see “Generating Scheduled Work Orders” on page 81 for more information about
generating scheduled work orders.

Assign Work Orders

Selecting Activities> Assign Work Orders opens the Assign Work Orders window, which allows
you to assign or reassign work orders to technicians. Please see “Assigning Work Orders” on
page 82 for more information about assigning work orders.

Quick Work Order

Selecting Activities>Quick Work Order opens the Quick Work Orders window, which allows you
to quickly edit, update, or close multiple work orders at once, such as changing status or the
employee who performed labor. Please see “The Quick Work Orders Window” on page 66 for
more information about the Quick Work Orders window.
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Equipment Inventory

Selecting Activities>Equipment Inventory opens the Equipment Inventory dashboard, which
allows you to find, add, edit, schedule, and review equipment history as well as open work
orders for equipment. Please see “The Equipment Inventory Dashboard” on page 22 for more
information about the Equipment Inventory dashboard.

Quick Equipment Activities

Selecting Activities>Quick Equipment Activities opens the Quick Equipment Activities window,
which allows you to take an action on multiple pieces of equipment at once, such as moving hun-
dreds of equipment items to a new department, retiring, or placing in storage. Please see “The
Quick Equipment Activities Window” on page 101 for more information about the Quick Equip-
ment Activities window.

Contracts

Selecting Activities>Contracts opens the Contracts window, which allows you to view, add, edit,
or remove service contract information. Please see “CHAPTER 9: Managing Contracts” on
page 183 for more information about working with contracts.

Parts

Selecting Activities>Parts opens the Parts submenu, which allows you to manage and track
parts. The available options are:

e Inventory: Selecting Activities>Parts>Inventory opens the Parts Inventory window, which
allows to you to view, add, edit, and remove parts. Please see “CHAPTER 7: Managing Parts”
on page 169 for more information about managing parts.

e Transactions: Selecting Activities>Parts>Transactions opens the Parts Transactions window,
which allows you to track parts movements. Please see “Part Transactions” on page 174 for
more information about tracking part movements.

Exit
Selecting Activities>EXxit exits the HEMS application.

The Edit Menu

The Edit menu provides quick access to the most commonly used HEMS editing functions.

Edit

Selecting Edit>Edit allows you to edit the current record. You may also press [CTRL]+[E].

New

Selecting Edit>New opens a window to create a new entry in your current Information List, as
appropriate depending on where you are in HEMS when you select this option. You may also
press [CTRL]+[N].
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Create Copy

Selecting Edit>Create Copy creates a copy of the current work order, equipment record, etc. as
appropriate depending on which Information List you are using when you select this option. You
may also press [CTRL]+[K].

Delete

Selecting Edit>Delete deletes the current work order, equipment record, etc. as appropriate
depending on where you are in HEMS when you select this option. You may also press
[CTRL]+[D].

Save

Selecting Edit>Save saves the current record, including all changes you have made since the last
save. You may also press [CTRL]+[S].

Cancel

Selecting Edit>Cancel cancels your most recent record creation, save, or deletion. You may also
press [CTRL]+[U].

Close

Selecting Edit>Close closes the current HEMS window. You may also press [CTRL]+[F4].

The Information Lists Menu

The Information Lists menu provides quick access to the HEMS Information Lists. Please see
“CHAPTER 6: Information Lists” on page 123 for more information about Information Lists.

Departments

Selecting Information Lists>Departments opens the Departments Information List, which lists all
of the available departments in the current Service Area (such as Emergency, Plant, etc.). Please
see “Departments List” on page 124 for more information about departments.

Device Inclusions

Selecting Information Lists>Device Inclusions opens the Device Inclusions Information List,
which allows you to classify equipment for easy identification. For example, you could include
fire extinguishers in a list called Fire Safety. Please see “Device Inclusions List” on page 126 for
more information about device inclusions.
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Employees

Selecting Information Lists>Employees opens the Employees Information List, which allows you
to add, edit, and deactivate employees. Please see “Employees List” on page 126 for more infor-
mation about managing employees within HEMS.

- Note: Define engineering staff by checking the Eng Emp checkbox. These are
E employees who will be assigned work and provide the services documented in
HEMS work orders.

Equipment Inventory Lists

Selecting Information Lists>Equipment Inventory Lists opens the Equipment Inventory Lists
submenu, which allows you to access the various equipment-related Information Lists. The avail-
able options are:

e Equipment Models: Opens the Equipment Models Information List, which allows you to add,
edit, define a preventive maintenance template, and assign risk, parts, and attachments to
equipment models. This is also where you indicate other information such as service manu-
als, operator manuals, and alarms. This information then appears in all individual equipment
records that include this model. Please see “Equipment Models List” on page 131 for more
information about equipment models.

e Equipment Types: Opens the Equipment Types Information List, which allows you to view,
add, edit, define a preventive maintenance template, and assign risk, parts, and attachments
to equipment types. Please see “Equipment Types List” on page 134 for more information
about equipment types.

e Equipment Groups: Opens the Equipment Groups Information List, which allows you group
equipment items for scheduling, if no other schedule template is available. Please see
“Equipment Groups List” on page 137 for more information about equipment groups.

e Equipment Classes: Opens the Equipment Classes Information List, which allows you to iden-
tify equipment, such as Life Support, Non-Life Support, etc. This is especially important for
reporting purposes. Please see “Equipment Classes List” on page 139 for more information
about equipment classes.

e Equipment Systems: Opens the Equipment Systems Information List, which allows you to
further identify and report on equipment. For example, equipment classified as “Cooling”
and “Heating” may be assigned to the “HVAC” system. Please see “Equipment Systems List”
on page 139 for more information about equipment systems.

Locations

Locations lists describe equipment placement and help mechanics and technicians find what
they are looking for. Selecting Information Lists>Locations opens the Locations submenu, which
allows you to access the various location-related Information Lists. The available options are:

e Locations: Selecting Information Lists>Locations>Locations opens the Locations Information
List, which allows you to add, edit, or deactivate locations. Please see “Locations List” on

page 140 for more information about locations.
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e Campuses: Campuses are typically clusters of buildings that share a common location.
Selecting Information Lists>Locations>Campuses opens the Campuses Information List,
which allows you to add, edit, or deactivate campuses. Please see “Campuses List” on
page 141 for more information about campuses.

e Buildings: Buildings are typically freestanding structures that may be either standalone or
grouped into a campus. Selecting Information Lists>Locations>Buildings opens the Buildings
Information List, which allows you to add, edit, or deactivate buildings. Please see “Buildings
List” on page 142 for more information about buildings.

e Wings: Wings typically designate separate sections of buildings that can span multiple floors.
Selecting Information Lists>Locations>WIngs opens the Wings Information List, which allows
you to add, edit, or deactivate wings. Please see “Wings List” on page 142 for more informa-
tion about wings.

* Floors: Floors typically designate a given floor number. A floor may span one or more wings.
Selecting Information Lists>Locations>Floors opens the Floors Information List, which allows
you to add, edit, or deactivate floors. Please see “Floors List” on page 143 for more informa-
tion about floors.

e Rooms: Rooms are typically enclosed spaces on a certain floor. Selecting Information
Lists>Locations>Rooms opens the Rooms Information List, which allows you to add, edit, or
deactivate rooms. Please see “Rooms List” on page 143 for more information about rooms.

® Spaces: Spaces are typically separately designated areas within a room, such as above a cabi-
net. Selecting Information Lists>Locations>Spaces opens the Spaces Information List, which
allows you to add, edit, or deactivate spaces. Please see “Spaces List” on page 144 for more
information about spaces.

Maintenance Specialties

Maintenance specialties include trades, crafts, and other functions of employees who perform
work based on work orders. Selecting Information Lists>Maintenance Specialties opens the
Maintenance Specialties Information List, which allows you to add, edit, and remove mainte-
nance specialties. Please see “Maintenance Specialties List” on page 144 for more information
about maintenance specialties.

Part Types

Part type lists describe groups of like parts (such as batteries.) Selecting Information Lists>Parts
Types opens the Part Types Information List, which allows you to add, edit, and deactivate part
types. Please see “Part Types List” on page 145 for more information about part types.

Predefined Text

Predefined text simplifies data entry and helps ensure consistency across multiple records.
Selecting Information Lists>Predefined Text opens the Predefined Text Information List, which
allows you to add, edit, and remove predefined text entries. Please see “Predefined Text List” on
page 145 for more information about predefined text.
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Procedures and Tasks

Procedure and task Information Lists describe how to maintain and/or service equipment.
Selecting Information Lists>Procedures & Tasks opens the Procedures & Tasks submenu. The
available options are:

* Procedures: A procedure is a group of tasks designed to maintain a piece of equipment in
optimum running condition while trying to ensure that it meets its life expectancy. Selecting
Information Lists>Procedures & Tasks>Procedures opens the Procedures Information List,
which allows you to add, edit, and deactivate procedures. Please see “Procedures List” on
page 146 for more information about procedures.

* Procedure Types: Procedure types categorize procedures by specialty (such as plumbing,
electrical, etc.). Selecting Information Lists>Procedures & Tasks>Procedure Types opens the
Procedure Types Information List, which allows you to add, edit, and deactivate procedure
types. Please see “Procedure Types List” on page 148 for more information about procedure
types.

e Tasks: A task is a specific item of work that must be accomplished as part of a procedure.
Selecting Information Lists>Procedures & Tasks>Tasks opens the Tasks Information List,
which allows you to add, edit, and deactivate tasks. Please see “Tasks List” on page 149 for
more information about tasks.

e Task Types: Task types group tasks by specialty, such as plumbing or electrical. Selecting
Information Lists>Procedures & Tasks>Task Types open the Task Types Information List,
which allows you to add, edit, and deactivate task types. Please see “Task Types List” on
page 150 for more information about task types.

Purchase Orders

HEMS tracks purchase order numbers and descriptions. Selecting Information Lists>Purchase
Orders opens the Purchase Orders Information List, which allows you to add, edit, and deacti-
vate purchase orders. Please see “Purchase Orders List” on page 150 for more information about
purchase orders.

Seasons

Seasons restrict scheduled work order generation to specific date ranges. Selecting Information
Lists>Seasons opens the Seasons Information List, which allows you to add, edit, and deactivate
season information. Please see “Seasons List” on page 151 for more information about seasons.

Shifts

Selecting Information Lists>Shifts opens the Shifts Information List, which allows you to add,
edit, and remove work shifts and department shifts, or hours of operation. Shifts must be
assigned to employees to view a comparison of shift hours vs. labor hours in the Labor Hours
report from the Work Orders dashboard and the Employees Information List. Shifts must be
defined in the Departments Information List to view the Equipment Downtime report. Please
see “Departments List” on page 124 and “Shifts List” on page 152 for more information about
managing work shifts within HEMS.
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Subcodes

Subcodes provide additional tracking information, such as “PM Successful” or “Failure.” Selecting
Information Lists>Subcodes opens the Subcodes Information List, which allows you to add, edit,
and deactivate subcodes. Please see “Managing Work Orders” on page 56 and “Subcodes List”
on page 152 for more information about subcodes.

Vendors

Vendors comprise all equipment and part vendors, including suppliers and manufacturers.
Selecting Information Lists>Vendors opens the Vendors Information List, which allows you to
add, edit, and deactivate all equipment and parts vendors, including suppliers and manufactur-
ers. Please see “Vendors List” on page 153 for more information about vendors.

Work Order Lists

Work order Information Lists allow work orders to be classified by several criteria for easy track-
ing and resource management. Selecting Information Lists>Work Order Lists opens the Work
Order Lists submenu, which allows you to access the various work order lists. The available
options are:

e Work Order Codes: Work order codes recognize labor actions in the work order Labor and
Parts tabs such as travel, ordering parts, training, waiting for the device, etc. Selecting Infor-
mation Lists>Work Order Lists>Work Order Codes opens the Work Order Codes Information
List, which allows you to add, edit, and deactivate work order codes. Please see “Work Order
Codes List” on page 155 for more information about work order codes.

e Work Order Priorities: Work order priorities allow department management to review open
work orders and determine their importance and urgency. Selecting Information Lists>Work
Order Lists>Work Order Priorities opens the Work Order Priorities Information List, which
allows you to add, edit, and deactivate work order priorities. Please see “Work Order Priori-
ties List” on page 156 for more information about work order priorities.

e Work Order Status: Work order statuses allow department management to track work prog-
ress and identify bottlenecks or delays. Selecting Information Lists>Work Order Lists>Work
Order Status opens the Work Order Status Information List, which allows you to add, edit,
and deactivate work order priorities. Please see “Work Order Status List” on page 157 for
more information about work order priorities.

e Work Order Types: Work order types classify work orders in a predetermined manner for
tracking and regulatory management. Selecting Information Lists>Work Order Lists>Work
Order Types opens the Work Order Types Information List, which allows you to add, edit,
and deactivate work order types. Please see “Work Order Types List” on page 158 for more
information about work order types.
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The Utilities Menu

The Utilities menu accesses HEMS administrative functions. Please see “CHAPTER 13: Adminis-
tration” on page 237 for more information about administering and managing HEMS and “HEMS
Security Modes” on page 238 for more information about using HEMS security vs. Windows
(LDAP) security.

Security

Users: Selecting Utilities>Users opens the Users window, which allows you to add, update,
and delete HEMS users. Please see “User Management” on page 242 for more information
about the Users window.

Passwords: Selecting Utilities>Passwords opens the Passwords window, which allows you to
view user passwords, if you are using HEMS security. Please see “Viewing and Changing Pass-
words” on page 249 for more information about the Passwords window.

Password Setup: Selecting Utilities>Password Setup opens the Password Setup window,
which allows you to specify various password parameters if you are using HEMS security.
Please see “Controlling Password Usage” on page 250 for information about the Password
Setup window.

Users Report: Selecting Utilities>Users Report opens the Users report in a browser window,
which presents the list of all current and former HEMS users.

Passwords Report: Selecting Utilities>Passwords Report opens the HEMS security Pass-
words report in a browser window, which presents the list of HEMS users and their pass-
words.

Permission Groups: Selecting Utilities> Permission Groups opens the Control Permission
Group window, which defines what the selected user can do, such as adding, copying, edit-
ing, or deactivating/deleting records within each window and Information List. Please see
“Control Groups” on page 252 for more information about the Control Permissions Group
window.

Menu Permission Groups: Selecting Utilities>Menu Permission Groups opens the Menu
Permission Groups window, which defines what windows and Information Lists the selected
user has access to, such as work orders, equipment inventory, generating schedules, or secu-
rity. Please see “Menu Groups” on page 257 for more information about the Menu Permis-
sions Group window.

Reports

Selecting Utilities>Reports opens the Reports window, which allows you to run reports. Please
see “Reports” on page 271 for more information about the Reports window.
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User Configuration:

Selecting Utilities>User Configuration opens the User Configuration window, which allows you
to customize your Reports sidebar by determining what reports you want displayed and the
order in which you want them displayed. You can also set your individual work order defaults by
Service Area (if you have access to multiple Service Areas), which makes opening work orders
faster and more accurate. Each user can set up her or his own report and work order defaults.

- Note: Some work order defaults (such as Location) are overridden when creat-
E ing work orders from the Equipment Inventory dashboard. In this example,
Department, Location, and Assigned Engineer (if specified) are fields associ-
ated with an equipment record and the work order will auto-fill with informa-
tion from equipment.

Please see “Configuring User Defaults” on page 246 for more information about the User Config-
uration window.

Management Tools

Selecting Utilities>Management Tools opens the Management Tools submenu, which allows
management to define policies. This includes determining the default for how you schedule
equipment (date), assigning a work coordinator, determining the department/location prefer-
ences for new work orders, when to lock closed work orders, etc. The available options are:

e Equipment Management: Selecting Utilities>Management Tools>Equipment Management
opens the Equipment Management window, which allows you to take an action on multiple
pieces of equipment at once, such as moving hundreds of equipment items to a new depart-
ment, retiring, placing in storage, changing schedule information, and other administrative
functions. Please see “Equipment Management” on page 260 for more information about
the Equipment Management window.

e Service Area Configuration: Selecting Utilities>Management Tools>Service Area Configura-
tion opens the Service Area Configuration window, which allows you to specify work order
and equipment defaults by Service Area. Please see “Service Area Configuration” on
page 263 for more information about the Service Area Configuration window.

e Service Area and Specialty Rates: Selecting Utilities>Management Tools>Service Area and
Specialty Rates opens the Service Area and Specialty Rates window, which allows you to
determine both a standard Service Area rate by maintenance specialty or Service Area (Stan-
dard Rate). If both standard and specialty rates are defined, HEMS will use the Specialty Rate
first where applicable. If neither Standard nor Specialty rates are defined, the maintenance
employee hourly rate (from the Employees Information List) will be used. Please see “Service
Area and Specialty Rates” on page 266 for more information about the Service Area and Spe-
cialty Rates window.
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Errors

Selecting Utilities>Errors opens the Errors window, which displays detailed information from the
application’s error log. Please see “Error Logs” on page 267 for more information about the
Errors window.

Replace Values

Replacement values help remove nonstandard entries from HEMS records by replacing them
with standard entries. Selecting Utilties>Replace Values opens the Replace Values submenu,
which allows you to replace values by Departments, Device Inclusion, Employees, EQ Class, EQ
Model, EQ System, EQ Types, Locations, Maintenance Specialty, Parts, Part Types, Priority, Proce-
dure Types, Procedures, Purchase Orders, Seasons, Subcodes, Task Types, Tasks, Vendor Suppli-
ers, Vendor Manufacturers, WO Codes, WO Status, and WO Types. Selecting a replacement value
list then opens the Replacement Module window, which allows you to replace the selected
value. Please see “Replacing Values” on page 269 for more information about the Replacement
Module window.

Window Menu

The Window menu displays all of the windows you currently have open in HEMS. To switch
between windows, select Window and then click the window you wish to bring to the top.

The Help Menu

The Help menu accesses the available HEMS program support options.

Search for Help On

Selecting Help>Search for Help On opens the Help window, which displays the HEMS online Help
system. You can navigate the online Help using the navigation display, hyperlinks within individ-
ual Help pages, the included index, or by using the handy Search function.

User Guide

Selecting Help>User Guide opens this User & Administrator Guide in Adobe Acrobat (PDF) for-
mat.

About

Selecting Help>About opens the About window, which displays HEMS version and copyright
information, plus contact information for EQ2, Inc.
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Toolbar

The Toolbar contains buttons that provide quick access to commonly used functions. The but-
tons included on the Toolbar vary depending on whether the Toolbar is in Normal or Admin
mode. Please see “Admin Toolbar” on page 239 for information about the Toolbar buttons avail-
able in Admin mode.

The Toolbar contains the following buttons when in Normal mode:
Exit HEMS New Delete Cancel Close
X N

N HDBXx B ooB e
Edit el Copy/ \Save \Refresh

- Note: For clarity, this image shows all Toolbar buttons active. The active but-
E tons you will actually see depend on the functions available at the moment.
Unavailable buttons will appear grayed out.

Exit HEMS Button

Clicking the Exit HEMS button logs you out of HEMS and exits the application.

Edit Button

Clicking the Edit button allows you to edit the record you are currently viewing.

New Button

Clicking the New button creates a new record of the same type you are currently working with.

Copy Button

Clicking the Copy button creates a copy of the record you are currently viewing. You can then
edit this record as needed. This can speed repetitive tasks such as adding multiple pieces of the
same type and model of equipment to your inventory.
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Delete Button

Clicking the Delete button deletes the record you are currently viewing. A confirmation dialog
appears, asking you to confirm or cancel the deletion.

- Note: You cannot delete any record that has had an action performed on it or
E that has been used in HEMS because it is part of your history. You can deacti-
vate a record by clearing the selected record’s Active checkbox, and can config-
ure HEMS to not display deactivated records. Please see “Service Area
Configuration” on page 263 for more information.

RECORDS UNLESS YOU ARE ABSOLUTELY SURE THAT THEY SHOULD BE PER-

c CAUTION: DELETED RECORDS CANNOT BE RECOVERED. DO NOT DELETE
MANENTLY REMOVED FROM THE HEMS DATABASE.

Save Button

Clicking the Save button saves the record you are currently working on to the HEMS database.

Cancel Button

Clicking the Cancel button cancels your most recent action.

Refresh Button

Clicking the Refresh button refreshes the record you are currently viewing with the most recent
information from the HEMS database.

Close Button

Clicking the Close button closes the window you are currently viewing. You will be prompted to
save any unsaved changes.
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Reports Sidebar

The Reports sidebar allows you to quickly run any of the available HEMS Saach

reports. Please see “Reports Sidebar Defaults” on page 246 for information ked

about configuring report defaults. | Work Order

You may access reports by either:

e Clicking a category button at the bottom of the Reports sidebar and then gjgm‘
double-clicking the icon of the report you want to run, or

* Entering a report name or keyword into the Search field at the top of the '
Reports sidebar and then running one of the matching reports by double- Wﬁa:?ﬂifw
clicking its icon.

Reports appear in a separate browser window. Available filtering options, if

any, will also appear in the browser window. To filter a report, enter your WO Exprmet

desired criteria and then click the View Report button. You can hide filtering .

options by clicking the double up-arrow button, or display these options by

clicking the double-down arrow button. .
WO_Equmenji
This section describes the standard HEMS reports. EQ2 can design custom b

reports for you, or provide assistance for users with report design experience. Ff
WO Labor
Review (

Work Order Reports

HEMS includes the following work order reports, which are available by clicking
the Work Order category button at the bottom of the Reports sidebar:

Work Order Review (Summary)

Review pending versus closed work orders including percentages, costs, and
hours. Please see “Work Order Review (Summary)” on page 198 for more infor-
mation about this report.

Work Order Review (Detail)

Review pending versus closed work orders with details, including the request
and the action taken. Please see “Work Order Review (Detail)” on page 198 for
more information about this report.

Work Order Equipment Review (Summary)

Review pending versus closed work orders based on the equipment including

percentages, costs and hours. This report includes equipment related items
(such as equipment type, equipment model, device inclusion). Please see
“Work Order Equipment Review (Summary)” on page 199 for more information
about this report.

[ Rk |
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Work Order Equipment Review (Detail)

Review pending versus closed work orders with details, including the request and action taken
based on the equipment on the work order. This report includes equipment related items (such
as equipment type, equipment model, device inclusion). Please see “Work Order Equipment
Review (Detail)” on page 199 for more information about this report.

Work Order Labor Review (Summary)

Review labor hours on work orders based on one or more date(s) when the work orders were
opened, closed, or the date(s) actual services were provided. Please see “Work Order Labor
Review (Summary)” on page 200 for more information about this report.

Management Reports

HEMS includes the following management work order reports, which are available by clicking the
Management category button at the bottom of the Reports sidebar:

Work Order Response Time (Detail)

How quickly you are responding to work with details, including the request and/or action. This
report can be used for safety committee and quality control committee meetings. When running
the report, you can define the response time in hours. You can also filter for your high-priority
work orders and set the response time to the appropriate number of hours according to your
policy. Please see “Work Order Response Time (Detail)” on page 201 for more information about
this report.

Work Order Response Time (Summary)

How quickly you are responding to work. This report can be used for safety committee and qual-
ity control committee meetings. When running the report, you can define the response time in
hours. You can also filter for your high-priority work orders and set the response time to the
appropriate number of hours according to your policy. Please see “Work Order Response Time
(Summary)” on page 202 for more information about this report.

Work Order Close Time (Summary)

How quickly you are completing work. This report can be used for safety committee and quality
control committee meetings. When running the report, you can define the close time in hours.
You can also filter for your high-priority work orders and set the close time to the appropriate
number of hours according to your policy. Please see “Work Order Close Time (Summary)” on
page 202 for more information about this report.

Work Labor Close Time (Detail)

How quickly you are completing work with details, including the request and/or action. This
report can be used for safety committee and quality control committee meetings. When running
the report, you can define the close time in hours. You can also filter for your high-priority work
orders and set the close time to the appropriate number of hours according to your policy.

Please see “Work Order Close Time (Detail)” on page 202 for more information about this report.
AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

40 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

Work Order Summation by Priority

Summarizes total work orders count, percentage, hours, and costs by priority. To report on pre-
ventive maintenance work orders only, filter the report by setting the WO Type to Scheduled.
Please see “Work Order Summation by Priority” on page 203 for more information about this
report.

Work Order Summation by Department

Summarizes total work orders count, percentage, hours, and costs by department. To report on
preventive maintenance work orders only, filter the report by setting the WO Type to Scheduled.
Please see “Work Order Summation by Department” on page 203 for more information about
this report.

Regulatory Compliance Report

Encapsulates all of the information required for regulatory compliance, active inventory, cost
spent on work orders for user error and/or equipment abuse. This report lets you look at how
your hospital is performing in one click. Please see “Regulatory Compliance” on page 203 for
more information about this report.

Quality Survey Remarks

This report shows the remarks submitted by users in response to quality surveys about the ser-
vices provided by your department. Surveys are conducted after work is completed. This report
is only available if you have the optional EQ2 Web Enterprise add-on installed. Please see “EQ2
Web Enterprise” on page 285 for more information about the EQ2 Web Enterprise add-on.

Quality Survey

This report shows the satisfaction level of departments for services performed for them. This

information is based on quality surveys conducted after work is completed. This report is only
available if you have the optional EQ2 Web Enterprise add-on installed. Please see “EQ2 Web

Enterprise” on page 285 for more information about the EQ2 Web Enterprise add-on.

Equipment Reports
HEMS includes the following equipment reports, which are available by clicking the Equipment

category button at the bottom of the Reports sidebar:

Equipment Detail Report

Detailed information about equipment in inventory. Please see “Equipment Detail” on page 205
for more information about this report.
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Management Program Inventory

This report only covers equipment in the preventive maintenance management program. Man-
agement program inventory contains all equipment items that have a higher risk factor than the
minimum required for placing the equipment into the management program as well any equip-
ment that does not have risk defined. This report also compares the number of preventive main-
tenance and repair work orders. Please see “Management Program Inventory” on page 206 for
more information about this report.

Equipment List

This report shows the equipment inventory in list format. Technicians can run this report for a
quick glance at equipment with next due date for preventive maintenance. Please see “Equip-
ment List” on page 206 for more information about this report.

Equipment Overdue for PM

Displays equipment that is more than 30 days overdue for preventive maintenance. Please see
“Equipment Overdue for PM” on page 207 for more information about this report.

Equipment List with Purchase Information

Shows the equipment inventory in a list format including purchase information. This report is
useful when the owner department needs information regarding purchasing decisions or equip-
ment age. Please see “Equipment List with Purchase Information” on page 207 for more informa-
tion about this report.

Equipment Summary

Summary information about equipment in inventory. Please see “Equipment Summary” on
page 208 for more information about this report.

Equipment List with Schedule Information

Shows the equipment inventory in list format, including schedule information. This can be used
to review equipment schedule information with the next due date. Please see “Equipment List-
ing with Schedule Information” on page 208 for more information about this report.

Equipment Downtime

Lists equipment with its downtime. Please see “Equipment Downtime” on page 209 for more
information about this report.

Equipment History

Lists equipment items and the maintenance history for each item. Please see “Equipment His-
tory” on page 209 for more information about this report.

Equipment with Parts

Lists equipment items and their associated parts. Please see “Equipment with Parts” on page 210

for more information about this report.
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Rate of Occurrence of Failure

Identifies the equipment is failing most frequently according to unscheduled (repair) events.
Failed equipment slows production and incurs costs. Failures are a metric for management to
review and determine wither preventive maintenance must be increased, equipment replaced,
etc. This is the flip side of the Maximum Expenditure Limit report. Please see “Rate of Occur-
rence of Failure” on page 210 for more information about this report.

Maximum Expenditure Limit

Lists equipment items with life expectancy, purchase, and purchase price defined. This report
provides a baseline for establishing a equipment replacement program. If the Repair Cost is more
than the Maximum Expenditure Limit (MEL) then it is time to purchase new equipment. The new
cost that appears in the report is a straight line calculation that adds 3% to the equipment’s orig-
inal cost per annum. Please see “Maximum Expenditure Limit” on page 211 for more information
about this report.

- Note: The fact that a piece of equipment is approaching or beyond its projected
E useful life expectancy is not by itself a sufficient reason to replace the item.

Closed Percentage per Month

This report only covers equipment in the preventive maintenance management program. Shows
the count of scheduled equipment in the preventive maintenance program per month per prior-
ity and the count of equipment closed within that month. Please see “Closed Percentage per
Month” on page 212 for more information about this report.

Schedule (PM) Reports

HEMS includes the following preventive maintenance schedule reports, which are available by
clicking the Schedule (PM) category button at the bottom of the Reports sidebar:

Procedure Review

Displays a procedure and its associated tasks in sequence. This report also shows all of the equip-
ment associated with the procedure, if selected. Please see “Procedure Review” on page 213 for
more information about this report.

Preventive Maintenance Summary

Lists preventive maintenance schedules based on your search criteria. Please see “Preventive
Maintenance Summary” on page 213 for more information about this report.

Annual Schedule Load

Review your scheduled load to see equipment scheduled per month and estimated hours per
month. Define the grouping based on how you perform preventive maintenance (such as by
department, equipment type, etc.). Please see “Annual Schedule Load” on page 214 for more

information about this report.
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PM Parts Due - Shortage

Lists parts that need to be ordered to cover the selected preventive maintenance period. HEMS
calculates the shortage by subtracting stock on hand from the parts required for preventive
maintenance for the selected period. Please see “PM Parts Due - Shortage” on page 214 for more
information about this report.

PM Parts Due

Lists parts required for preventive maintenance without considering stock on hand. Please see
“PM Parts Due” on page 215 for more information about this report.

Risk Reports

HEMS includes the following risk reports, which are available by clicking the Risk category button
at the bottom of the Reports sidebar:

Risk Interval

Displays preventive maintenance intervals and priority based on risk factor. Please see “Risk
Interval” on page 216 for more information about this report.

Risk Category

Displays statements sorted by risk category. Please see “Risk Category” on page 216 for more
information about this report.

Other Reports

HEMS includes the following other reports, which are available by clicking the Other category
button at the bottom of the Reports sidebar:

Parts with Equipment

Lists parts and their associated equipment. Please see “Parts with Equipment” on page 217 for
more information about this report.

Equipment with Network Information

This is a sample custom report with custom fields pertaining to network information defined in
the equipment inventory. Please see “Equipment with Network Information” on page 217 for
more information about this report.
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Shortcuts

HEMS includes keyboard, mouse, and calendar shortcuts to make your work faster and easier.

Keyboard Shortcuts

HEMS contains several keyboard shortcuts (or “hot keys”) that allow users to open windows or
quickly perform common functions in the Activities and Information Lists windows. The avail-
able keyboard shortcuts are:

Editing Shortcuts

e [CTRL]+[A]: Selects all of the text in the current field.

e [CTRL]+[C]: Copies the current text to the Windows Clipboard.

e [CTRL]+[V]: Paste the contents of the Windows Clipboard to the current field.
e [CTRL]+[X]: Removes the current text and places it in the Windows Clipboard.
e [CTRL]+[Z]: Undoes the last action.

e [DEL]: Clears the current text or record.

Record Shortcuts

e [CTRL]+[D]: Deletes the current record.

e [CTRL]+[E]: Edits the current record.

e [CTRL]+[N]: Adds a new record.

e [CTRL]+[K]: Creates a copy of the current record.
e [CTRL+[S]: Saves the current record.

Interface Shortcuts

e [CTRL]+[Q]: Opens the Quick Work Orders window. Please see “The Quick Work Orders Win-
dow” on page 66 for more information about the Quick Work Orders window.

e [CTRL]+[l]: Opens the Equipment Inventory dashboard. Please see “The Equipment Inven-
tory Dashboard” on page 22 for more information about the Equipment Inventory dash-
board.

e [CTRL]+[T]: Opens the Parts Inventory window. Please see “Parts Inventory Window” on
page 170 for more information about the Parts Inventory window.

e [CTRL]+[W]: Opens the Work Orders dashboard. Please see “The Work Orders Dashboard”
on page 17 for more information about the Work Orders dashboard.

e [CTRL]+[F4]: Closes the current window.
o [ALT]+[F4]: Exits HEMS.
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Dashboard Shortcuts

e [ALT]+[C]: Copies the selected record.
o [ALT]+[D]: Deletes the current record.
e [ALT]+[N]: Creates a new record.

e [ALT]+[T]: Edits the current record.

Miscellaneous Shortcuts
e [F1]: Opens the searchable HEMS Help.

e [F2]: Opens a search window when resting on a field, or a pick list that contains predefined
text for text fields.

e [F7]: Opens a spell checker.

- Note: You must have Microsoft Word® 2000 or later installed on your system to
E access this function. The HEMS spell checker uses the spelling and grammar
defaults defined within Word. To change these defaults, launch Word and then
select Tools>Options>Spelling & Grammar. If you are using Word 2007, click
the Microsoft Office button and then select Word Options.

e [F8]: Enter your signature (your HEMS Login ID) and date/time stamp in the currently
selected text field.

e [F10]: Enlarge the current text field.

Mouse Shortcuts

Right-clicking in HEMS allows you to:
e Add a new record that currently isn’t in your Information List.
e Edit arecord.

e Access the Search window to search for a value from an Information List.

- Note: Adding and editing a record using the right-click function retrieves the
E appropriate information list (see “CHAPTER 6: Information Lists” on page 123),
which ensures that you are properly editing records in your list and not adding
nonstandard values or other entries “on the fly,” which can lead to data discrep-
ancies caused by variant spellings and abbreviations, misspellings, etc.
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Calendar

HEMS generates all default dates and times based on the system date and time, and uses military
(24-hour) time. For added speed, you can enter a single year digit. For example, entering 9
defaults to 2009.

Calendars are available on all date fields within HEMS. You can enter
dates manually, or you can select the Calendar icon next to the date field

to open the Calendar window. To use the Calendar window: EE é S 30
4 1

e Navigate months by selecting the forward or backward arrow. 5 1590 1 L

20 26 27 28 29 30 31

| oOctober2009 |

e View a list of months by clicking on the month.
T Today: 10/23/2009

e Change the year by clicking the year and using the forward and back- |Deuble Cick a day to select the date or
] press Esc to Cancel
ward arrows to select your desired year.

e Click a date to select it and input into the date field.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

Copyright 2010, EQ2, Inc. All rights reserved. | 47



CHAPTER 2: The HEMS Interface

This page intentionally left blank.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

48 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

CHAPTER 3:
Adding Values to Fields
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Adding Values to Fields

Different fields get information from various sources, including:
e Manual text entry.
e Read-only fields inherit information from different fields.

e Date fields have a calendar icon next to them. Please see “Calendar” on page 47 for more
information about the HEMS Calendar function.

e Information Lists. These lists often contain specific values, such as equipment model num-
bers (from the Equipment Models Information List) or work order type (from the Work
Order Types Information List). Fields that use this function have a blue down arrow next to
them. Please see “CHAPTER 6: Information Lists” on page 123 for more information about
Information Lists.

¢ The Predefined Text Information List. This Information List contains text that can be added to
text fields with just a few mouse clicks. Please see “Predefined Text List” on page 145 for
more information about the Predefined Text Information List.

- Note: Some fields allow multiple means of data entry. For example, you can
E enter dates either manually or by using the HEMS Calendar function.

Obtaining values from the HEMS Calendar function and Information Lists increases both speed
and data accuracy by providing a library of standard terminology and text that can be quickly
selected and inserted where needed with just a few keystrokes and/or mouse clicks.

Using Information List Values
To add an Information List value to a field:
1. Select the field where you want to insert the Information List value.

2. Click the down arrow to the right of the selected field to open a list of possible values for that
field.

3. Scroll as needed, then click your desired value to update the field.

Using Predefined Text
To add predefined text to a text field:

1. Right-click the selected text field, and then select Predefined Text to open a list of text strings
available for your currently selected text field. (You can also press [F2].)

2. Scroll as needed, then click your desired value to update the field.

3. Please see “Working with Information Lists” on page 159 for information about adding, edit-

ing, and removing text from the Predefined Text Informatjon List.c.,. - o outook.com
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Searching Information Lists

You can search the Information List for the correct value if you're not sure what entry to use or
are unable to locate the correct value. To search the Information List for your currently selected
field:

1.

Open the Information List window by either:
- Right-clicking the field and selecting Search, or
- Pressing [F2].

The Information List window appears with the name of the appropriate Information List in its
title bar. For example, if you are adding a value to the Model # field in the Equipment Inven-
tory window, the Information List window will say Equipment Models.

Search for the appropriate Information List value by entering your desired search term(s) and
click Search. Matching results appear as a list below the search fields.

Highlight your desired value and click Select. The value appears in the selected field and
other fields may also be populated with related information.

The Information List Window

The Information List window appears as STE———
shown here and contains the following Search Modele Active
functional areas: Area < i e A
e Search Area: Allows you to search for o S
Information List values. This image
shows an example of a Find mode Report/ [l Exact [@usearsh] [ reset ] Search
search area. The actual search Print. — | [ [m — Mode
. . . EQ Model Manufacturer EQ Type A
options available will depend on the  Buttons |- s Buttons
field you are entering a value for. = o TR
Please see “Search Area (Find Mode)” Results | |is0s MDMARK  [ORTHOPEQ
“ . 1051 AMERICAN OPTIQMICROSCO
on page 159 and “Search Area (Filter Area N T1oe 3M COMPANY  [INCUBATOR
Mode)” on page 160 for more infor- LIELEC| M COMPANY _ |INCUBATOR
. . 1093 SUN NUCLEAR (TESTER, RA
mation about using the Search Area. (1106 CABOT MEDICAL|ESU, MONO)
| [1100 CARL ZEISS INC |MICROSCO
e Report/Print Buttons: Allow you to i‘_'_??'m ZYMEDINC  [HOLTERM Open
. < >
il ool L s
ease‘see ”  Printing Buttons\\“ Select ‘ [ Cancel ]l Button
Exporting Data” on page 233 for more

information about printing and
exporting data in HEMS.

Search Mode Buttons: Switch between Find and Filter modes, and display records added
during the current HEMS session. Please see “Search Mode Buttons” on page 160.

Results Area: Search results appear here.

Action Buttons: Place your desired value into the selected field.
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e Open List Button: Opens the full Information List window for the current Information List.

Results Area

The Results Area displays the results of your search. You can:

e Highlight a result to add it to the current text field by either clicking Select or by double-click-
ing the value.

e Sortin ascending (A-Z) order by clicking the header of the column you want to sort by.

e Rearrange the order in which columns appear by clicking and dragging the column headers
left or right. HEMS remembers this and will present your selected column order in the future.

e Navigate the results using the following navigation buttons:
- To go to the first page of results, click the << button.

- To go to the previous page of results, click the < button.

To go the next page of results, click the > button.

To go to the last page of results, click the >> button.

Action Butons
The Information List window has two Action buttons:

e Select: Clicking Select places the value you highlighted in the Results area into your currently
selected field and closes the Information List window.

e Cancel: Clicking Cancel closes the Information List window without placing a value in your
currently selected field.

Open List Button

Clicking the Open List button opens the appropriate Information List. Please see “CHAPTER 6:
Information Lists” on page 123 for more information about Information Lists.

Adding Information List Values

Adding a new Information List value adds a new entry to the appropriate Information List. Please
see “CHAPTER 6: Information Lists” on page 123 for more information about the Information
Lists. To add a new Information List value:

1. If you do not find the value you are trying to add after searching as described above, right-
click the field you want to add the new Information List value to, and then select Add New.

2. Add the new Information List value as described in “Adding a Record” on page 161.
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Editing Information List Values

Editing an existing Information List value modifies the corresponding entry in the appropriate
Information List. Please see “CHAPTER 6: Information Lists” on page 123 for more information
about the Information Lists. To edit an Information List value:

1. Enter the value you want to edit in the selected field, as described above.

2. Right-click the field and then select Edit. A window appears with the current value. The fields
in this window will vary depending on the value you are editing.

3. Edit the Information List value as described in “Editing a Record” on page 167.
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Managing Work Orders

HEMS uses two basic categories of work orders:

e Scheduled: Preventive maintenance work orders. These work orders have a HEMS system
value of Scheduled.

¢ Unscheduled: Work orders created on demand to address corrective maintenance such as
Routine, Hazard, Education, Failure, Project, etc. You can add to this list as needed.

- Note: System-generated scheduled work orders have a System Generated
E stamp in order to easily identify system-generated preventive maintenance
work orders from on-demand preventive maintenance work orders.

Preventive Maintenance (WO Type = Scheduled)

Once configured, HEMS automatically schedules newly added equipment items for preventive
maintenance based on the schedule template defined in the equipment type, model, or individ-
ual item. Please see “Scheduling Equipment” on page 107 for more information about schedul-
ing equipment.

Generate scheduled work orders every month using the Generate Scheduled Work Orders win-
dow, as described in “Generating Scheduled Work Orders” on page 81. You may also issue on-
demand preventive maintenance work orders using either the Work Orders dashboard (as
described in “Creating from the Work Orders Dashboard” on page 72) or the Equipment Inven-
tory dashboard (as described in “Opening a Work Order from the Equipment Inventory Dash-
board” on page 121).

After generating the scheduled work orders, you may print copies for each technician. If you are
using EQ2 Mobile, the technicians will automatically receive their assigned work orders on their
Pocket PC devices.

Technicians can update the work order with the appropriate action taken, labor, and parts if
required, change the work order Status to Closed, and change the Subcode as appropriate, to
either:

e PM Successful: If preventive maintenance succeeded, or

e PM Failed: If preventive maintenance revealed a problem that was repaired when the main-
tenance was performed, or the technician discovered a more severe problem that required
tagging out the equipment item. In the latter case, the technician can open a new corrective
work order and update it as necessary.
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The following lists contain recommended subcodes, work order statuses, and labor codes for
scheduled work orders:

e Subcodes:

Device in Use: If preventive maintenance was not performed because the device was in
use.

Unable to Locate: If preventive maintenance was not performed because the technician
was unable to locate the device.

PM Failure: If the preventive maintenance was performed and a failure was found.

PM Successful: If the preventive maintenance was successful and no failure was found.

e Work Order Statuses:

Open: Status of the work order when a new request is made.
Closed: Status of the work order once the request has been completed.
Hold: If the job is on hold due to any reason other than awaiting parts.

Awaiting Parts: If the job is on hold while awaiting parts.

e Labor Codes:

Locating Equipment: Time spent locating an equipment item.
Wait Time: Time spent waiting for an in-use equipment item to become available.
Travel Time: Time spent traveling.

PM: Time spent performing the preventive maintenance procedure.

Corrective Maintenance (WO Type=Routine, Failure, etc.)

Corrective maintenance work orders are opened whenever a problem occurs with or without an
equipment item. Enter the user’s request in the work order Request Text field with enough detail
for the technician to be able to diagnose the problem and make the repair. The work order
should be updated with action taken, labor, and parts if required, then closed once the repair is
completed.

The following lists contain recommended subcodes, work order statuses, and labor codes for
unscheduled work orders:

e Subcodes:

Operator Error: If the work request occurred due to operator error.

Abuse/Physical Damage: If the work request occurred due to equipment abuse or other
damage.

Battery Failure: If the work request occurred because of battery failure.

Accessory Failure: If the work request resulted because of any accessory failure (such as
broken cords, lead wires, etc.).
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e Work Order Statuses:
- Open: Status of the work order when a new request is made.
- Closed: Status of the work order once the request has been completed.
- Hold: If the job is on hold due to any other reason than awaiting parts.
- Awaiting Parts: If the job is on hold while awaiting parts.

- Sent for Repair: If the work order is on hold because the equipment has been sent out for
repair.

e Labor Codes

- Overtime: Job performed after work hours or on holidays, if that is considered overtime
at your facility.

- Callback After Hours: Job performed after hours due to call back.

- Locating Equipment: Time spent locating an equipment item.

- Wait Time: Time spent waiting for an in-use equipment item to become available.
- Travel Time: Time spent in travelling.

- Repair: Time spent repairing.

Recall/Alert

The EQ2 HEMS ECRI Interface makes adding recall/alert work orders for equipment fast, easy,
and automatic. Please see “EQ2 Alert & Recall” on page 284 for more information about the
HEMS ECRI interface.

In HEMS Enterprise, open a new work order, select Recall/Alert as the type, and paste the recall/
alert text into the request text. Make sure to add all of the required equipment to the work
order.

Retiring Equipment

Retiring one or more equipment items from service requires a Retired type work order if the
equipment needs any kind of inspection or other maintenance prior to being retired. HEMS auto-
matically generates the work orders. Please see “Retiring Equipment” on page 119 for more
information about retiring equipment.
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HEMS Work Order Windows

HEMS includes the following work order windows:

Work Orders dashboard: The Work Orders dashboard allows you to find, view, open, update,
and close work orders and also run reports for printing or exporting. Please see “The Work
Orders Dashboard” on page 17 for more information about the Work Orders dashboard.

Work Order window: The Work Order window allows you to open work orders and docu-
ment work performed on work orders. Please see “The Work Order Window” on page 60 for
more information about the Work Order window.

Quick Work Orders window: The Quick Work Orders window lets you save time by updating
and/or closing multiple work orders at once (such as adding the same action text or labor
entry to multiple work orders). Please see “The Quick Work Orders Window” on page 66 for
more information about the Quick Work Order window.

Assign Work Orders window: The Assign Work Orders window allows a manager to quickly
assign or reassign work orders to a technician. Please see “The Assign Work Orders Window”
on page 68 for more information about the Assign Work Orders window.

The Work Orders Dashboard

Clicking the Work Orders button in the HEMS Home screen (see “The Home Screen” on page 14)
or clicking the Work Orders tab opens the Work Orders dashboard, which allows you to quickly
look up and review work orders. You can also open, update, copy, and/or close work orders.

Report/

Buttons
Buttons

Results |
Area ~{:-

Search Area

Print

Details
L/ Area

/

Action Area
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Please see “The Work Orders Dashboard” on page 17 for more information about the Work
Orders dashboard layout.

The Work Order Window

The Work Order window allows you (EEmrms WEE
to open, update, and/or close work WO # 53300- 121312009

orders. You may configure both e e o — r—— .
individual user work order defaults | Mot ovess T ot B isiii e

a'nd Service Area department/loca- [ fee - s peose B B .
tion wor!( order prefergnces ’Fo haye T B | pocease =
certain fields automatically filled in | remares Aot

when you open work orders. Please e -
see “Work Order Defaults” on @ 3
page 247 for information on setting Equipment . Labor Parts Attachments
individual user work order defaults | Fm—T T T -
and “Service Area Configuration”

on page 263 for information on set- 9
ting department/location prefer- el B e

ences. PACEMAKER, EXTERNAL

The Work Order window contains
the following information:

e Requester: Initials of the person who is requesting the work order. This field uses values from
the Employees Information List, which is described in “Employees List” on page 126.

e Name: Requester’s name. Use this field if the requester is not entered in the Employees
Information List. Once entered, this name will also appear in the work order Request Text
field.

e Cost Center: This number is used for accounting purposes. This field uses values from the
Departments Information List, which is described in “Departments List” on page 124.

e Department: Department making the request (typically the department that owns the
equipment item). This field uses values from the Departments Information List, which is
described in “Departments List” on page 124.

e Location: Location of the equipment (if the work order is for an equipment item). This field
uses values from the Locations Information List, which is described in “Locations List” on
page 140.

e Phone #: Phone number of the requester. This field uses values from the Employees Informa-
tion List, which is described in “Employees List” on page 126.

e Priority: Priority of the work order. This field uses values from the Work Order Priorities
Information List, which is described in “Work Order Priorities List” on page 156.

e Print After Save: Checking the Print After Save checkbox prints a technician’s copy of the
work order after you save it.
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Type: Work order type. Please see “Managing Work Orders” on page 56 for more information
about work order types. This field uses values from the Work Order Types Information List,
which is described in “Work Order Types List” on page 158.

Est Hours: Estimated number of hours required to complete the work order. This field uses
values from the Procedures Information List, if defined, which is described in “Procedures
List” on page 146. You may manually enter hours for corrective work.

Issue Date: Date the work order was issued (or requested, if the work order was entered
using EQ2 Web Enterprise).

Assigned Engineer: Engineer assigned to work on the work order and/or equipment item(s).
This field uses values from the Employees Information List, which is described in “Employees
List” on page 126.

Specialty: Maintenance specialty or trade required to complete the work order (such as
BMET, Carpentry, etc.). This field uses values from the Maintenance Specialties Information
List, which is described in “Maintenance Specialties List” on page 144.

Subcode: Additional tracking information for the work order. For preventive maintenance
work orders, this documents the outcome (such as “PM Successful”), as described in “Pre-
ventive Maintenance (WO Type = Scheduled)” on page 56. For corrective work orders, this
field documents the cause (such as “Failure”), as described in “Corrective Maintenance (WO
Type=Routine, Failure, etc.)” on page 57. This field uses values from the Subcodes Informa-
tion List, which is described in “Subcodes List” on page 152.

Status Date: Date the work order was closed, or, if the work order is still pending, you can
manually enter the date and time of the last action taken on the work order.

Status: Most recent status of the work order (such as “Awaiting Parts,” etc. as described in
“Preventive Maintenance (WO Type = Scheduled)” on page 56 and “Corrective Maintenance
(WO Type=Routine, Failure, etc.)” on page 57) until work is complete and the work order sta-
tus is changed to Closed. This field uses values from the Work Order Statuses Information
List, which is described in “Work Order Status List” on page 157.

Procedure: The preventive maintenance procedure. HEMS automatically fills the procedure
for both system-generated scheduled work orders and on-demand preventive maintenance
work orders. You may manually define a procedure for corrective work orders as needed. This
field uses values from the Procedures Information List, which is described in “Procedures
List” on page 146. For corrective work orders, you can manually enter the procedure, if
known.

Request Text: The Request Text field is where the work request is documented. This field
contains the procedure and tasks for scheduled work orders. You may use predefined text to
quickly add frequently used text. Predefined text is stored in the Predefined Text Information
List, which is described in “Predefined Text List” on page 145.
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e Action Text: The Action Text field is where the action taken on the work order is docu-
mented. You may use predefined text to quickly add frequently used text. You may add your
signature (HEMS user ID and date/time stamp) to this field by pressing [F8].Predefined text is
stored in the Predefined Text Information List, which is described in “Predefined Text List” on
page 145.

Equipment Tab

The Equipment tab of the Work Equipmen Labor Parts Atachments
1 H - Control # Equipment Type Cloged Group
Order window contains the follow- o e —— T —
ing information about the equip-
ment item(s) included in the current v
work order: Contral# :
8169 (2] [ciosed
e Control #: Equipment item con- CAPSUHETER
trol number.

e Equipment Type: Type of equipment. This is obtained from the Equipment Types Informa-
tion List, which is described in “Equipment Types List” on page 134.

e Closed: For a work order with multiple pieces of equipment, you may indicate that work on a
particular equipment item has been completed to track your progress on the work order.

* Group: If the equipment is part of a group, the equipment group name is displayed.

To add an equipment item to a work order, simply enter the item’s control number in the Control
# field.

Clicking the Select Equipment button opens the Select Equipment window, which lets you
search for and add one or more equipment item(s) to the work order. Please see “The Select
Equipment Window” on page 69 for more information about the Select Equipment window.

Selecting an equipment item in the list and then checking the Closed checkbox indicates that
work on that equipment item has been completed.

Equipment history can be viewed in the Equipment History window (H button) from the Equip-
ment Inventory dashboard. Please see “The Equipment History Window” on page 103 for more
information about the Equipment History window.

Labor Tab
The Labor tab Of the Work Order Win‘ Equipment Labor : Parts Aftachments
dow allows technicians to record E 777 TN P M) I ~ (D] (<]

labor performed on the current work
order. You may add or delete labor

»

Inial Start Date/Time Total Time End Date/Time Rate Presmium

entries by C“Cking the New or Delete aommy v | [10/29/2009 17:42|[2]]  0.00| [10/29/2008 17:4z $100.00 [1.00|  Shit
. . umj m =3 ontr [Jvendor?
button on the right side of thetabas = ™™™, e v O e -~ m:‘:g‘“

appropriate.
The Labor tab contains the following information for each labor entry in the selected work order:

e Initials: Initials of the engineer who performed the work. This field defaults to the initials of

the assigned engineer (if any). You may edit the default entry or can add or delete labor
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entries. This field uses values from the Employees Information List, which is described in
“Employees List” on page 126.

Start Date/Time: Date and time the selected labor entry began. The first entry defaults to
the work order issue date and time. Subsequent entries default to the date/time. You may
also manually enter the date/time work was performed.

Total Time: Total time spent responding to the work order for the selected labor entry. This
field uses decimal entries. For example, half an hour is entered as 0.5.

End Date/Time: Date and time the selected labor entry ended. HEMS calculates this using
the Start Date/Time and Total Time fields.

Rate: The rate may default to the technician's labor rate, maintenance specialty rate, or stan-
dard Service Area rate based on your HEMS system configuration. Labor rates are defined in
the Employees Information List. Specialty and standard Service Area rates are defined in the
Service Area and Specialty Rates window. Please see “Service Area and Specialty Rates” on
page 266 for more information about the Service Area and Specialty Rates window.

Premium: Indicates whether an employee is on overtime or not. The default is straight time
(1.00 x pay rate). Enter the appropriate overtime rate, if needed (typically 1.50 depending on
local labor regulations and contracts). You must have a valid hourly rate entered in the
employee’s record for HEMS to calculate the premium amount. Please see “Employees List”
on page 126 for more information about the Employees Information List.

Lump Sum: Any additional labor costs that are not otherwise accounted for such as overhead
or external costs.

Codes: Labor codes provide more detailed information on the labor entry, such as “Locating
Equipment,” “Travel time,” etc. Please see “Managing Work Orders” on page 56 for more
information about labor codes. This field uses values from the Work Order Codes Informa-
tion List, which is described in “Work Order Codes List” on page 155.

PO: Purchase order that covers the selected labor entry, if any. This field uses values from the
Purchase Orders Information List, which is described in “Purchase Orders List” on page 150.

Control #: Control number of the equipment item that the technician worked on during the
selected labor entry.

Shift: Checking the Shift checkbox automatically calculates the labor according to the shift
defined in the Shifts Information List, which is described in “Shifts List” on page 152.

Vendor: This checkbox is included for backward compatibility with older versions of HEMS.
Checking the Vendor checkbox indicates that the assigned engineer is a contractor or outside
vendor.

Avg: This checkbox is included for backward compatibility with older versions of HEMS.
Checking the Avg checkbox averages labor time and costs among equipment items if the
work order contains multiple equipment items.
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Parts Tab
The Pa rtS tab Of the Work Order W|n' Equipment Labor Pars Aftachments
dow lists all of the parts required for — EETE—" TS - (D] [x]
this work order. You can add and 3
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information for each part entry in the

selected work order:

Part #: HEMS part number. This number is unique for each part entered in HEMS.

Part # (Non Inventory): Part number (if the part is not stored in the HEMS parts inventory).
You may manually enter part numbers in this field.

Quantity: How many units of the selected part were used.
On Date: Date and time the listed part was used.
Lump Sum: Any additional costs for parts such as overhead or shipping.

Codes: Labor codes provide more detailed information on the part entry, such as “Ordering
Parts,” “Travel time,” etc. Please see “Managing Work Orders” on page 56 for more informa-
tion about part codes. This field uses values from the Work Order Codes Information List,
which is described in “Work Order Codes List” on page 155.

PO: Purchase order that covers the selected part, if any. This field uses values from the Pur-
chase Orders Information List, which is described in “Purchase Orders List” on page 150.

Control #: Equipment item that the part was used for.

Avg: This checkbox is included for backward compatibility with older versions of HEMS.
Checking the Avg checkbox averages parts costs among equipment items if the work order
contains multiple equipment items.

Units: How the part is measured.

Unit Cost: How much each unit of the part costs. This field is automatically filled from the
Standard Price value in the Parts Inventory List record for the selected part. If the Standard
Price is not entered for this part, HEMS will use the Last Price value stored in the Parts Inven-
tory List record for the part. This field uses values from the Parts Inventory window, which is
described in “Parts Inventory Window” on page 170. You may manually enter cost informa-
tion for parts not in inventory.
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Attachment Tab

The Work Order window includes an Equipment Labor Parts Atachments

Attachments tab that allows you to = A
attach documents and/or images
related to the current work order.

e To add an attachment, select v
Attach to open a standard Win- (sean _J [ avaen_]
dows dialog that allows you to

select the file name, type, and location to attach. HEMS supports the DOC, GIF, ICON, JPEG,
PDF, TXT, XLS, and ZIP formats.

- Note: To attach a file in a format that HEMS does not support, ZIP the file and
E then attach the ZIP file to the desired record.

e To scan an image from a local scanner, select Scan to open a standard Windows dialog that
allows you to scan and name the file. Click OK to scan the file.

e To delete an attached or scanned file, select the item to delete and then click the Delete but-
ton. You are prompted to confirm your decision.
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The Quick Work Orders Window

The Quick Work Orders window allows you to update and/or close multiple work orders at once
to save time (such as adding the same action text or labor entry to multiple work orders). You can
open the Quick Work Orders window by either:

Clicking the Quick Work Orders button in the Home screen.

Selecting Activities>Quick Work Orders.
Pressing [CTRL]+[W].

The Quick Work Orders window appears as follows:

Search Area

Quick Work Orders
trod #
| i
- ! "
Device Inclusion ECR Subtode Labot Eng Pan# ] Exact
Search _ [Qsearch| [OReset Selectlon
Search resull [Getected work onders
| JMO L Control # Issue Date Assg Eng  Daeparmeil & o § Control # Issue Date A5350 Eng  Daparimerl &
Resu ts ¥ 47020/8169 05/01/2008 12 04RMS -'-NE?THFE Area
47023 |5178 0512008 1 2:00NONE ESTHE(
Area \ 47028 s 050172008 120qNONE :
| 47060 mwn 0501/2008 12.00NONE I S I .
ATDEE 8952 050172008 12.00NONE
4TO6T 5080 050172008 12.00NONE : e eCtI 0 n
47072 |3636 050172008 12:00NONE
47074 4255 050112008 12 0JNONE [ BUttonS
4TOTS 7625 050172008 12.00NONE | :
“|eTorT 275 0501/2008 12 00NONE .
47080 3220 050112008 12.0]NONE ESTHE I «w |l
H 47081 |ag14 0501 /2006 12:00NONE OUTPATIEC » | >
Action |1 > I :
1-50 of 2074 r 1] [ 1 item selected
Area ¢,= PROCEDURE: MONITOR, ANESTHESIA GAS (155) (ANNUALLY} [ & = A Afd Ted Report/
§ iod Db Mary 1 2009 - ANNLIALLY) » i Ton .
- ¥ £ “ ¥
\ Santus Subcode Labor intisls  Start Dabe/Tane _ TotsiTime  Labor Lump Sum  Codes PO P rl nt
WONE ~ | | mowE w | ApMIm | AL/24/200% 20:36 [T 0.00 50.00| | pouz w |BONE (]
s e T e — Buttons
NONE 0] 0.00 +0.00] | Apek ‘ Reset Jl Gancel J

To use the Quick Work Orders window:

1.
2.

Search for the work order(s) you want to update or close using the Search Area.

Select the work order(s) to update or close in the Search Results Area and then move that
information to the Selection Area using the following Selection buttons:

Clicking the >> button moves all of the work orders in the Search Result Area to the Selec-
tion Area.

Clicking the > button moves the currently selected work order in the Search Result Area
to the Selection Area.

Clicking the < button removes the currently selected work order from the Selection Area
back to the Search Results Area.

Clicking the << button removes all of the work orders in the Selection Area back to the
Search Results Area.
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3. Update the work order(s) by entering the appropriate information in the fields in the Action

Area. This information will be added to all selected work orders. If you need to run a new
search, click the Reset button in the Search Area. If you make a mistake and need to start
over, click the Reset button in the Action Area to clear your changes.

E

Click the Apply button to save your updates to the selected work order(s). Updated work
orders return to the Search Results Area and are highlighted in blue. You may then continue
updating work orders by either repeating Steps 2-4 of this process to work with your current
search results or by clicking the Reset button in the Search Area and then starting at Step 1 to
run a new search.

Note: To close the selected work order(s), select Closed using the Status field.

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

List Report: Clicking the List Report button opens a summary report for all of the work orders
in the Selection Area.

Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the work orders in the Selection Area.

Detail Report - Current: Selecting a work order in the Selection Area and then clicking the
Detail Report - Current button opens a report that provides detailed information about the
currently selected work order.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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The Assign Work Orders Window

The Assign Work Orders window allows you to quickly assign or reassign multiple work orders to
a maintenance technician. You can open the Assign Work Orders window by either:

e Selecting Activities>Assign Work Orders, or
e Clicking the Assign Work Orders button in the HEMS Home screen.

The Assign Work Orders window appears as follows:

ECRI Subcode Labar Eng Part# [l Exact

Search Q) (SRl Selection
Search resull Selacted work orders
Results o Issui Date Assg Eng  DeparimerLocation 14 o Issu Dabe Assg Eng  DepartmerLocation . / Area
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C]47028 050172008 1200NONE  |ANESTHEIANESTHESIA | " J
4TOBD  |08M0172008 1 2.00NONE [AMESTHEICTOR — ]
AT0B6  |050172008 120]NONE  |ANESTHELANESTHESW |
|47087  |050172008 1200NONE  [AMESTHE|ANESTHESHA » | 1
|47072 losm12008 1200NONE  |HEMATOLIURINALYSIS (] SeIeCtlon
47074 /0172008 1200NONE | ANESTHE/ANESTHESIA ] —
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47083 0500172008 1200NONE  |ANESTHEJANESTHESI w v
A I« 5 I« 3
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\ PROCEDURE: MONITOR, ANESTHESIA GAS (155) »  Assigned Engineer @ A e Te Report/
T ((ANNUALLY) { Nt Date: May 1 2009 - ANNUALLY) HOWE & = = atl Top .
g z —
—— Print
[ 11. CHECK INTEGRITY OF S\WITCHES (1) 3 Apply | cancel
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To use the Assign Work Orders window:
1. Search for the work order(s) you want to assign or reassign using the Search Area.

2. Select the work order(s) to assign in the Search Results Area and then move that information
to the Selection Area using the following Selection buttons:
- Clicking the >> button moves all of the work orders in the Search Result Area to the Selec-
tion Area.

- Clicking the > button moves the currently selected work order in the Search Result Area
to the Selection Area.

- Clicking the < button removes the currently selected work order from the Selection Area
back to the Search Results Area.

- Clicking the << button removes all of the work orders in the Selection Area back to the
Search Results Area.

3. Assign the work order(s) by entering the appropriate technician’s name in the Assigned Engi-
neer field.

4. Add any extra information needed in the Notes field, such as the reason for assigning or reas-
signing the work order(s). Checking the Add Text At Top checkbox places this information at
the top of the Action Text field in the work order(s).

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

68 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

5. Click the Apply button to finish assigning the selected work order(s) to the selected techni-

cian.

The Report/Print buttons provide quick access to relevant reports. From the left to right, the

buttons are:

in the Selection Area.

the work orders in the Selection Area.

List Report: Clicking the List Report button opens a summary report for all of the work orders

Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of

Detail Report - Current: Selecting a work order in the Selection Area and then clicking the

Detail Report - Current button opens a report that provides detailed information about the

currently selected work order.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

The Select Equipment Window

The Select Equipment window allows you to search for and add one or more equipment item(s)
to a work order. You can open the Select Equipment window by clicking the Select Equipment
button in the Equipment tab of the Work Order window, as described in “Equipment Tab” on

page 62.

The Select Equipment window appears as follows:

Search Area
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Search 0 0] [Both v | | Actve Oniy v| [Qsearch] [Resat] Se|eCtI0n
Search resull elected equipment iterms
Resu |ts Control #  EQ Typs Model#  Serial#  Manufacturer & [conimi# £ Type Model#  Serial#  Manufachurer A / Area
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To use the Select Equipment window:

1. Search for the equipment item(s) you want to add to the work order using the Search Area.
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2. Select the equipment item(s) to add in the Search Results Area and then move that informa-
tion to the Selection Area using the following Selection buttons:

- Clicking the >> button moves all of the equipment items in the Search Result Area to the
Selection Area.

- Clicking the > button moves the currently selected equipment item in the Search Result
Area to the Selection Area.

- Clicking the < button removes the currently selected equipment item from the Selection
Area back to the Search Results Area.

- Clicking the << button removes all of the equipment items in the Selection Area back to
the Search Results Area.

3. Add the equipment item(s) to the work order by clicking the Apply button.

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

e List Report: Clicking the List Report button opens a summary report for all of the equipment
items in the Selection Area.

e Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the equipment items in the Selection Area.

e Detail Report - Current: Selecting an equipment item in the Selection Area and then clicking
the Detail Report - Current button opens a report that provides detailed information about
the currently selected equipment item.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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Working with Work Orders

This section describes how to work with work orders including opening new work orders, editing
and closing existing work orders, and generating scheduled work orders.

Viewing Work Orders

HEMS allows you to view work orders in two ways:

e Using the Work Orders dashboard to find specific work orders.

e Using the Equipment History window from the Equipment Inventory dashboard for a
selected equipment item, which displays that item’s work order history.

Viewing from the Work Orders Dashboard

To view a work order using the Work Orders dashboard:
1. Open the Work Orders dashboard by either:
- Clicking the Work Orders tab on the right of the HEMS application.

Clicking the Work Orders button in the HEMS Home screen.

Selecting Activities>Work Orders.
Pressing [CTRL]+[W].

2. Search for and select the work order you want to view. The selected work order information
appears in the Selection Area. Please see “The Work Orders Dashboard” on page 17 for more
information about the Work Orders dashboard.

Viewing from the Equipment History Window
To view a work order using the Equipment History window:
1. Open the Equipment Inventory dashboard by either:
- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.
- Selecting Activities>Equipment Inventory.
- Pressing [CTRL]+[I].

2. Search for the equipment for which you want to view the work order and then select that
equipment item in the Search Results Area. Please see “Search Area (Find Mode)” on page 23
for more information about searching for equipment using the Equipment Inventory dash-
board.

3. Click the H button in the Action Area to open the Equipment History window, which displays
all of the work orders for the current equipment item. Please see “The Equipment History
Window” on page 103 for more information about the Equipment History window.
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4. Open the work order you want to view by selecting the desired work order and then either
double-clicking it or clicking the Edit button to open the Work Order window for the selected
work order. Please see “The Work Order Window” on page 60 for more information about
the Work Order window.

Creating a Work Order

HEMS allows you to create work orders from either the Work Orders dashboard or the Equip-
ment Inventory dashboard.

Creating a work order from the Work Orders dashboard allows you to open a work order with or
without equipment. Work order fields may automatically fill in based on your individual user
work order defaults and department/location defaults. Please see “Configuring User Defaults”
on page 246 for information about configuring user work order defaults and “Service Area Con-
figuration” on page 263 for information about configuring Service Area department/location
defaults.

Creating a work order from the Equipment Inventory dashboard automatically adds equipment
information (control number, equipment type, department, location, assigned engineer, and
work order type) to the work order. Please see “Opening from the Equipment Inventory Dash-
board” on page 74 for more information about opening work orders from the Equipment Inven-
tory dashboard.

Creating from the Work Orders Dashboard

To open an unscheduled work order using the Work Orders dashboard:

1. Open the Work Orders dashboard by either:

Clicking the Work Orders tab on the right of the HEMS application.
Clicking the Work Orders button in the HEMS Home screen.

Selecting Activities>Work Orders.
Pressing [CTRL]+[W].

- Note: These instructions assume that you have not defined any individual user
E or department/location work order defaults. Work order defaults save you time
when opening unscheduled work orders from the Work Orders dashboard.
Please see “Configuring User Defaults” on page 246 for information about con-
figuring user work order defaults and “Service Area Configuration” on page 263
for configuring Service Area department/location preferences.

2. Inthe Work Orders dashboard, open the Work Order window by either:
- Clicking the New button in the Action area.
- Pressing [ALT]+[N].
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10.
11.

12

13.

14.

15.

Select the initials of the person requesting the work order using the Requester field. If the
requester is not entered in the Employees Information List, enter that person’s name in the
Name field. This will also add the person’s name to the Request Text field.

Enter the Cost Center and Department information for the department making the request
in the appropriate fields (if they were not automatically filled in).

E

Select the equipment location using the Location field (if this work order is for equipment).
This will help the assigned technician locate the equipment.

Note: You may either click a field or press [TAB] to move from field to field.

Define the work order priority using the Priority field (if not automatically filled in).

Checking the Print After Save button prints a technician’s copy of the current work order
after you save that work order.

Select the work order type using the Work Order Types field. Please see “Managing Work
Orders” on page 56 and “Work Order Types List” on page 158 for more information about
work order types.

Estimate the hours to complete the work using the Est Hours field. For preventive work
orders, this field uses values from the Procedures Information List (if defined), which is
described in “Procedures List” on page 146. You may enter estimated hours manually for cor-
rective work.

The Issue Date is the date and time the work order was issued.

Select the technician to assign to this work order using the Assigned Engineer field. The Spe-
ciality field will automatically fill depending on the assigned engineer. You can also manually
select the specialty, if needed.

. Select the appropriate subcode using the Subcode field. For preventive maintenance work

orders, this field documents the outcome, such as “PM Successful.” For corrective work
orders, this field documents the cause, such as “Battery Failure.”

The Status Date field displays the time and date the work order was closed. If the work order
is still pending, you may manually enter the date and time of the last action taken.

Enter the most recent work order status in the Status field, such as “Awaiting Parts,” “Device
in Use,” etc. until work is completed and the Status is Closed.

The preventive maintenance procedure. HEMS automatically enters this information for sys-
tem-generated work orders and on-demand preventive maintenance work orders. You may
manually define a procedure for corrective work orders.
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16.

17.

18.

19.

20.

21.

22.

For corrective work orders, enter your request in the Request Text field, making sure to be as
detailed as possible so that the technician can better diagnose and repair any problem. This
field contains the procedures and tasks for preventive maintenance work orders. You may
right-click in this field or press [F2] to add predefined text, which saves time and increases
consistency. Please see “CHAPTER 3: Adding Values to Fields” on page 49 for more informa-
tion about predefined text. You may also press [F10] to expand this field.

The Action Text field is where action taken is documented. You may use predefined text for

commonly used text. You may right-click this field or press [F2] to add predefined text to this
field. You may also press [F8] to enter your signature (HEMS user ID and date/time stamp) in
this field. Please see “CHAPTER 3: Adding Values to Fields” on page 49 for more information
about predefined text. To expand this field, press [F10].

If this work order includes equipment, go to the Equipment tab and then either enter the
control number of the equipment item to add in the Control # field or click the Select Equip-
ment button (down arrow) to open the Select Equipment window and add one or more
equipment item(s). Please see “The Select Equipment Window” on page 69 for more infor-
mation about the Select Equipment window.

You may add a labor entry in the Labor tab. Please see “Adding/Editing Labor Entries” on
page 77 if you need to add a labor entry.

You may add a part entry in the Parts tab. Please see “Adding/Editing Part Entries” on
page 78 if you need to add parts information.

You may add attachments such as field reports, photos of damaged equipment, etc. in the
Attachments tab. Please see “Attachment Tab” on page 65 for more information about the
Attachments tab.

Save your work order by clicking the Save button in the Toolbar. You are also prompted to
save any unsaved changes if you exit without saving.

Opening from the Equipment Inventory Dashboard

To open a work order using the Equipment Inventory dashboard:

1.

Open the Equipment Inventory dashboard by either:

- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.

- Selecting Activities>Equipment Inventory.

- Pressing [CTRL]+[I].

Search for the equipment for which you want to open the work order and select that equip-
ment item in the Search Results Area. Please see “Search Area (Find Mode)” on page 18 for
more information about searching for equipment using the Equipment Inventory dashboard.

In the Action Area, check the radio button that corresponds to the type of work order you are
creating for the current equipment item. Please see “Managing Work Orders” on page 56 for
more information about work order types.
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4.

Click the Create WO button to open the Work Order window with the current equipment
item and type information already filled in. Please see “The Work Order Window” on page 60
for more information about the Work Order window.

Complete Steps 3-22 of the procedure outlined in “Creating from the Work Orders Dash-
board” on page 72, above, being sure to verify the equipment information in Step 18.

Copying Work Orders

Opening a new work by copying and editing an existing work order can save time and improve
information accuracy. HEMS allows you to copy work orders from either the Work Orders dash-
board or the Equipment Inventory dashboard.

Copying from the Work Orders Dashboard

To copy a work order using the Work Orders dashboard:

1.

Open the Work Orders dashboard by either:

- Clicking the Work Orders tab on the right of the HEMS application.
- Clicking the Work Orders button in the HEMS Home screen.

- Selecting Activities>Work Orders.

- Pressing [CTRL]+[W].

Search for and select the work order you want to copy.

Click the Copy button in the Action Area to open the Work Order window with the values
from the copied work order already filled in.

Edit the work order as appropriate.

Save your work order by clicking the Save button in the Toolbar. You are also prompted to
save any unsaved changes if you exit without saving.

Copying from the Equipment Inventory Dashboard

To copy a work order using the Equipment Inventory dashboard:

1.

Open the Equipment Inventory dashboard by either:

- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.

- Selecting Activities>Equipment Inventory.

- Pressing [CTRL]+[I].

Search for the equipment for which you want to copy the work order and then select that
equipment item in the Search Results Area. Please see “Search Area (Find Mode)” on page 18
for more information about searching for equipment using the Equipment Inventory dash-
board.
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Click the H button in the Action Area to open the Equipment History window, which displays
all of the work orders for the current equipment item. Please see “The Equipment History
Window” on page 103 for more information about the Equipment History window.

Select the work order you want to copy and then click the Copy WO button to open the Work
Order window for the selected work order with the values from the copied work order
already filled in.

Edit the work order as appropriate.

Save your work order by clicking the Save button in the Toolbar. You are also prompted to
save any unsaved changes if you exit without saving.

Updating/Editing a Work Order

HEMS allows you to edit or update work orders from either the Work Orders dashboard or the
Equipment Inventory dashboard. You will typically do this when adding parts and/or labor
entries to a work order, but you can edit or update a work order for any reason.

- Note: You can quickly edit multiple work orders at once using the Quick Work
E Orders window, such as adding the same labor or action entries. Please see
“The Quick Work Orders Window” on page 66 for more information about the
Quick Work Orders window.

Updating from the Work Orders Dashboard

To edit or update an unscheduled work order using the Work Orders dashboard:

1.

Open the Work Orders dashboard by either:

- Clicking the Work Orders tab on the right of the HEMS application.
- Clicking the Work Orders button in the HEMS Home screen.

- Selecting Activities>Work Orders.

- Pressing [CTRL]+[W].

Search for and select the work order you want to edit or update.

Highlight the selected work order in the Search Results Area and then click the Edit button.
This opens the Work Order window for the current work order. Please see “The Work Order
Window” on page 60 for more information about the Work Order window.

Update the work order as described in “Creating from the Work Orders Dashboard” on
page 72.
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Updating from the Equipment Inventory Dashboard

To edit or update a work order using the Equipment Inventory dashboard:

1.

Open the Equipment Inventory dashboard by either:

- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.

- Selecting Activities>Equipment Inventory.

- Pressing [CTRL]+[I].

Select the equipment item for which you want to update the work order, and then click the H
button to open the Equipment History window for that equipment item.

Select the work order you want to update, and then click the Edit button. This opens the
Work Order window for the current work order. Please see “The Work Order Window” on
page 60 for more information about the Work Order window.

Update the work order as described in “Opening from the Equipment Inventory Dashboard”
on page 74.

General

After opening the work order as described above:

1.

3.

Enter all of the updated information for the work order you are editing in the appropriate
fields. Please see “The Work Order Window” on page 60 for information about the work
order fields.

Add any labor or part entries as described in “Adding/Editing Labor Entries” on page 77 and
“Adding/Editing Part Entries” on page 78, respectively.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited work order.

Adding/Editing Labor Entries

The Labor tab of the Work Order window allows technicians to record labor performed on the
current work order. To add a labor entry to a work order:

1.

Open the Work Order window for the work order you want to update, as described above,
and then go to the Labor tab.

You may either:
- Click the New button to add a new labor entry to the current work order.

- Select an existing labor entry and modify it by entering updated values in the fields. The
fields automatically fill with the information from the selected labor entry.

- Select an existing labor entry and click the Delete button to remove it from the current
work order.

Enter the information for the current labor entry in the appropriate fields. See “Labor Tab”
on page 62 for more information about the Labor tab fields.
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4. Enter the action(s) taken during this time in the Action Text field, making sure to be as
detailed as possible. You may right-click in this field or press [F2] to add predefined text,
which saves time and increases consistency. You may also add your signature (HEMS user ID
and date/time stamp) by pressing [F8]. Please see “CHAPTER 3: Adding Values to Fields” on
page 49 for more information about predefined text. To expand this field, press [F10].

5. Repeat Steps 2-4 if you are entering multiple labor entries.

6. Either click the Save button in the Toolbar or press [CTRL]+([S] to save the edited work order.

Adding/Editing Part Entries

The Parts tab of the Work Order window allows technicians to record parts used while respond-
ing to the current work order. To add a part entry to a work order:

1. Open the Work Order window for the work order you want to update, as described above,
and then go to the Parts tab.

2. You may either:
- Click the New button to add a new part entry to the current work order.

- Select an existing part entry and modify it by entering updated values in the fields. The
fields automatically fill with the information from the selected part entry.

- Select an existing part entry and click the Delete button to remove it from the current
work order.

3. Enter the information for the current part entry in the appropriate fields. See “Parts Tab” on
page 64 for more information about the Part tab fields.

4. Repeat Step 2-3 for each part you used.
Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited work order.

Closing Work Orders

HEMS allows you to close work orders from either the Work Orders dashboard, the Equipment
Inventory dashboard, or the Quick Work Orders window.

Closing from the Work Orders Dashboard

To close a work order from the Work Orders dashboard:
1. Open the Work Orders dashboard by either:
- Clicking the Work Orders tab on the right of the HEMS application.
- Clicking the Work Orders button in the HEMS Home screen.
- Selecting Activities>Work Orders.
- Pressing [CTRL]+[W].

2. Search for and select the work order you want to close.
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3.

5.

Highlight the selected work order in the Search Results Area and then click the Close WO but-
ton to open the Work Order window for the selected work order with the Labor tab selected.
Please see “Labor Tab” on page 62 for more information about the Labor tab of the Work
Order window. HEMS automatically updates the Status Date to the most recent Labor Date
and changes the work order Status to Closed.

Update the work order as necessary (such as by adding a labor entry and updating the action
text).

Save your changes by clicking the Save button in the Toolbar.

Closing from the Equipment Inventory Dashboard

To close a work order using the Equipment Inventory dashboard:

1.

6.

Open the Equipment Inventory dashboard by either:

- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.

- Selecting Activities>Equipment Inventory.

- Pressing [CTRL]+[I].

Search for the equipment for which you want to close the work order and then select that
equipment item in the Search Results Area. Please see “Search Area (Find Mode)” on page 18
for more information about searching for equipment using the Equipment Inventory dash-
board.

Click the H button in the Action Area to open the Equipment History window, which displays
all of the work orders for the current equipment item. Please see “The Equipment History
Window” on page 103 for more information about the Equipment History window.

Select the work order you want to close and then click the Close WO button to open the
Work Order window for the selected work order with the Labor tab selected. Please see
“Labor Tab” on page 62 for more information about the Labor tab of the Work Order win-
dow. HEMS automatically updates the Status Date to the most recent Labor Date and
changes the work order Status to Closed.

Update the work order as necessary (such as by adding a labor entry and updating the action
text).

Save your changes by clicking the Save button in the Toolbar.

Closing from the Quick Work Orders Window

The Quick Work Orders window allows you to close multiple work orders at once that have the
same action and labor by selecting the work order(s) to close and then setting the Status field to
Closed. Please see “The Quick Work Orders Window” on page 66 for information about using the
Quick Work Orders window.
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Deleting a Work Order

HEMS allows you to delete work orders from either the Work Orders dashboard or the Equip-
ment Inventory dashboard.

Deleting from the Work Orders Dashboard

To delete a work order from the Work Orders dashboard:
1. Open the Work Orders dashboard by either:
Clicking the Work Orders tab on the right of the HEMS application.

Clicking the Work Orders button in the HEMS Home screen.

Selecting Activities>Work Orders.
- Pressing [CTRL]+[W].
2. Locate the work order you want to delete and select it in the Search Results Area.

3. Click the Delete button in the Action Area.

Deleting from the Equipment Inventory Dashboard
To delete a work order using the Equipment Inventory dashboard:
1. Open the Equipment Inventory dashboard by either:
- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.
- Selecting Activities>Equipment Inventory.
- Pressing [CTRL]+[I].

2. Search for the equipment for which you want to delete the work order and then select that
equipment item in the Search Results Area. Please see “Search Area (Find Mode)” on page 18
for more information about searching for equipment using the Equipment Inventory dash-
board.

3. Click the H button in the Action Area to open the Equipment History window, which displays
all of the work orders for the current equipment item. Please see “The Equipment History
Window” on page 103 for more information about the Equipment History window.

4. Select the work order you want to delete and then click the Delete button.
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Generating Scheduled Work Orders

The Generate Scheduled Work Orders window allows you to generate your scheduled work
orders. You should generally do this at regular intervals such as at the beginning of the month.

- Note: When multiple users are using the Generate Scheduled Work Orders win-
E dow at once, the first user to begin scheduling work orders may proceed or can-

cel. Other users receive a prompt that

someone else is generating work orders.

If the first user decides to cancel, the next user can then generate scheduled

work orders.

To generate scheduled work orders:

1. Open the Generate Scheduled Work Orders
window by either selecting Activities>Gener-
ate Scheduled Work Orders or by clicking the
Generate Scheduled WO button in the HEMS
Home screen.

2. Set the period for which you want to generate
scheduled work orders by either:

- Entering the number of weeks from the
current date in the Weeks to Run field, or

- Entering the end date through which to

" Generate Scheduled Work Orders
Run Schedule By NUMBER OF WEEKS or DATE THROUGH Selection

Weeks To Run: 3 or Date Through: 12/31/2009 |[2]
Schedule Sorted By
Assigned Engineer ~

Control Humber

)

Preview Generate Exit

generate scheduled work orders in the

Date Through field. This generates all scheduled work orders through the specified date.

Note: The Date Through field automatically fills in when you enter a number in

E the Weeks to Run field.

Order window, which allows you to specify how to

- Control Number: Equipment control number.

Available Sort Orders Selected Sort Orders
sort the generated work orders. You can sort by one or = FlAssigned Engineil
more of the following' Issue Date m E3 Control Number

' Location
. . . . Priori
- Assigned Engineer: Engineer assigned to the work P['c',fzu,e fiaiie [»]
order or equipment. Specialty E

- Department Name: Name of the department that

owns the scheduled equipment.

Click the Sort Order button to open the Select Sort

“ Select Sort Order

[ ok | [ cancel |

- Issue Date: Date the work order was issued. For

scheduled work orders, the issue date is based

- Location: Where the equipment is located.

- Priority-\Work order RslQMiRkNanDEZ - (415)786-2081

on your schedules.

- anthony94122@outlook.com
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- Procedure Name: Name of the maintenance procedure.

- Specialty: Maintenance technician specialty or trade (such as BMET or Carpenter).
4. Select one or more values by which to sort the scheduled work orders as follows:

- Clicking the > button moves the selected sort type into the Selected Sort Orders list.

- Clicking the >> button moves all of the sort types into the Selected Sort Orders list.

- Clicking the < button removes the selected sort type back to the Available Sort Orders
list.

- Clicking the << button removes all of the sort types back to the Available Sort Orders list.

5. Rearrange the selected sort orders using the up and down arrows to specify the order in
which HEMS will sort the generated work orders. For example, if you are sorting by Depart-
ment Name and then Control Number, your results will be sorted by department (such as
Dermatology, Internal Medicine, and Pediatrics) and then by control number.

6. Click OK to close the Select Sort Order window and return to the Generate Scheduled Work
Orders window with your selected sort order listed in the Schedule Sorted By list.

7. Click the Preview button to open a separate browser window with a summary of the sched-
uled work orders that will be generated. This allows you to review your scheduled work
orders and make any needed changes before generating the work orders.

8. Click the Generate button to generate the scheduled work orders. These work orders appear
in a separate browser window. You may print these work orders by clicking the Print button
in the browser window.

- Note: You may print and/or export scheduled work orders at any time by using
E the Work Orders dashboard. Search for work orders with the Scheduled type
(WO Type=Scheduled), Pending status, (Pending checkbox checked) and an
Issue Date within your desired date range (Issue Date=is Between). Click the
Technician’s Copy (Actual) - All button to run the report from which to print or
export. Please see “CHAPTER 12: Printing & Exporting Data” on page 233 for
more information about printing and exporting data in HEMS.

9. Click the Exit button to close the Generate Scheduled Work Orders window.

Assigning Work Orders

The Assign Work Orders window allows you to assign or reassign multiple work orders to a main-
tenance technician at once. You can open the Assign Work Orders window by either selecting
Activities>Assign Work Orders or by clicking the Assign Work Orders button in the HEMS Home
screen.

Please see “The Assign Work Orders Window” on page 68 for more information about assigning
work orders.
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Updating/Closing Multiple Work Orders

You can quickly update and/or close multiple work orders at once using the Quick Work Orders
window (such as adding the same labor and action entries). Please see “The Quick Work Orders
Window” on page 66 for more information about the Quick Work Orders window.

Contiguring Work Order Defaults

You can save time when opening work orders from the Work Orders dashboard by configuring
work order default values and department/location preferences. To configure work order
defaults, select Utilities>User Configuration to open the User Configuration window, and then
go to the Work Order Defaults tab.

Please see “Work Order Defaults” on page 247 for more information about customizing work
order defaults.
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CHAPTER 5:
Managing Equipment
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Managing Equipment

Managing equipment is the core HEMS function. This section describes control numbers, how
HEMS classifies equipment for easy management, and the ways in which you can schedule pre-
ventive maintenance.

Control Numbers

Control numbers are unique numbers assigned to individual pieces of equipment. The numbers
may be alphanumeric and up to twelve characters in length. You should use a consistent num-
bering system to make tracking and managing equipment faster and easier. Some ideas include:

e A purely numerical system, such as 0001 through x.

* An alphanumeric system with a prefix indicating the type of equipment, such as AHUO1 to
indicate an air handling unit in a facility with fewer than 100 air handling units.

e An alphanumeric system that incorporates location as well as equipment type, such as
AHUO01-2, to indicate an air handling unit on the second floor.

These are just a few examples of the many options available to you. Create and implement the
equipment numbering policy that best suits your needs.

- Note: Consistency is the single most important factor when entering informa-
E tion for easy retrieval and management. Be sure to address potential issues
such as “O” versus “0”, “I” versus “I” versus “1”, etc. as interchanging these val-
ues can cause problems when running reports and searches.

How HEMS Classifies Equipment

HEMS uses the following categories to classify equipment to manage, schedule, and/or report
on:

e System: Equipment systems offer a larger group that equipment items can belong to, such as
HVAC, Water System, or Electrical System, if applicable. HEMS does not schedule by system.

e Class: Equipment classes identify equipment such as Life Support, Diagnostic, Non-patient
Care, Laboratory Equipment, Electrical, Patient Support, or Cooling. HEMS odes not schedule
by class.

e Type: Equipment types identify and group like pieces of equipment, such as defibrillators
that are not all necessarily of the same make and model. EQ2 can provide a standard list of
equipment types that includes life expectancy, equipment class, system, ECRI number, and
ECRI name information. EQ2 can also provide standard schedule information that includes
standard maintenance procedures and maintenance schedule interval and risk related to
equipment types. Please contact EQ2 for more information.
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Model: Equipment models identify specific models within a type. This makes it easy to sched-
ule maintenance, purchase parts in volume, respond to recalls and alerts, compare the reli-
ability of an individual item against other identical items in your inventory, and salvage parts
when an item is taken out of service.

Equipment: Equipment is made up of a relationship of type and manufacturer/model. HEMS
maintains a dedicated record of every piece of equipment in your inventory. This record
includes particulars about the equipment item (such as serial number, cost, etc.), the mainte-
nance and service contract histories, and where the item is used or stored.

Group: Equipment groups allow you to schedule preventive maintenance on groups of equip-
ment where scheduling by type or model is difficult. For example, you may have hundreds of
fire extinguishers and may decide to create a number of manageably-sized groups for sched-
uling purposes. Individual preventive maintenance work orders will be created for each
equipment item within the group.
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HEMS Equipment Windows

HEMS includes the following equipment windows:

e Equipment Inventory dashboard: The Equipment Inventory dashboard allows you to find,
view, edit, add, remove, and view equipment items and item history. Please see “The Equip-
ment Inventory Dashboard” on page 22 for more information about the Equipment Inven-
tory dashboard.

e Equipment Inventory window: The Equipment Inventory window is where you add or edit
information for a single equipment item record. Please see “The Equipment Inventory Win-
dow” on page 89 for more information about the Equipment Inventory window.

e Equipment History window: The Equipment History window lets you view and update work
order information for the selected equipment item. Please see “The Equipment History Win-
dow” on page 103 for more information about the Equipment History window

e Equipment Contract History window: The Equipment Contract History window lets you view
and update contract information for the selected equipment item. Please see “The Equip-
ment Contract History Window” on page 104 for more information about the Equipment
Contract History window.

e Quick Equipment Activities window: The Quick Equipment Activities window allows techni-
cians to edit multiple equipment items at once. Please see “The Quick Equipment Activities
Window” on page 101 for more information about the Quick Equipment Activities window.

e Equipment Management window: The Equipment Management window allows managers
to edit multiple equipment items at once, such as updating scheduling information. Please
see “Equipment Management” on page 260 for more information about the Equipment
Management window.
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The Equipment Inventory Dashboard

The Equipment Inventory dashboard allows you to search for and update equipment records.
You can also view equipment history and contract history, and can also open work orders for
equipment items.

Search Area

Report/
Print
Buttons

Search |
Mode —T=
Buttons

7 Details
'V Area

Results |
Area ~—| :

Action Area

Please see “The Equipment Inventory Dashboard” on page 22 for more information about the
Equipment Inventory dashboard layout.

The Equipment Inventory Window

The Equipment Inventory window allows you to add or edit information for a single equipment
item record. This window consists of the following tabs:

e Main: The Main tab contains detailed information about the current equipment item.

e Schedule: The Schedule tab displays the preventive maintenance schedule for the current
equipment item. Please see “Scheduling Equipment” on page 107 for more information
about scheduling equipment.

e Other Details: The Other Details tab displays risk information as well as the incoming inspec-
tion and retirement procedure. Please see “CHAPTER 8: Managing Risk” on page 179 for
more information about managing risk in HEMS.

e Parts: The Parts tab displays parts defined for the equipment model plus any additional parts
for the current equipment item. Please see “CHAPTER 7: Managing Parts” on page 169 for
more information about managing parts in HEMS.
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e Attachments: The Attachments tab allows you to scan and/or attach documents and/or

images to the current equipment item. If you have added attachments to the item’s model or

type, those attachments will be visible here as well.

Main Tab
The Main tab of the Equipment

" Equipment Inventory

EBX

Inventory window contains the fol- Control #3016
IOWing information about the cur- Main | Schedule Other Details Pars Attachments
rent equipment item: Control #3016 LA Sacte
Model# 711 2] manr GOMCO Dups
e Control #: Unigue number Tps  (ERIRETOL [ Emergency Power
. . Class |GENERAL CARE Systern |12 MONTH INSPECTION
assigned to the equipment Dovee | raue 5 = Sevice Manual
item. Cllcklng the Control # link Supplier | ALLIED HEALTHCARE P)v | Revision Operator Manual
opens a Window that displays Dept CLINIC b Location CLINIC b Aamn
the equipment history (Work Warranty Exp Date  Service Exp Date  PurchaseDale  Purchase Price PO
s 50.00) | mOME v
Orders‘ opened for the quUIp- Retire Date Last Maintenance  Storage Date Storage Location
ment item). Please see “Control B 17
n ECRI# ECRI Name Ownership Placed in Service Date
Numbers” on page 86 for more 10208 ASPIRATORS HOSPITAL OWIE E
|nf0rmat|on abOUt COI’ltI’O| nume- Equipment Text ‘Work Order Notes
bers LOCATION: CLINIC ~ -
e Serial #: Unique number

assigned to the equipment item
by the manufacturer.

Model #: Equipment model number. Equipment models group multiple identical equipment
items. This field uses values from the Equipment Models Information List. Please see “Equip-
ment Models List” on page 131 for more information about the Equipment Models Informa-
tion List. HEMS links types, manufacturers, and models.

Manf: Equipment manufacturer. This field uses values from the Vendors Information List.
Please see “Vendors List” on page 153 for more information about the Vendors Information
List. HEMS links types, manufacturers, and models.

Type: Equipment type. Equipment types identify and group like pieces of equipment, such as
defibrillators that are not all necessarily of the same make and model. This field uses values
from the Equipment Types Information List. Please see “Equipment Types List” on page 134
for more information about the Equipment Types Information List. HEMS links types, manu-
facturers, and models.

Class: Equipment class. Equipment classes identify equipment such as Life Support, Diagnos-
tic, Non-patient Care, Laboratory Equipment, Electrical, Patient Support, or Cooling. This field
uses values from the Equipment Classes Information List. Please see “Equipment Classes
List” on page 139 for more information about the Equipment Classes Information List.

System: Equipment system. Equipment systems offer a larger group that equipment items
can belong to, such as HVAC, Water System, or Electrical System, if applicable. This field uses
values from the Equipment Systems Information List. Please see “Equipment Systems List”
on page 139 for more information about the Equipment Systems Information List.
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Device Inclusion: Device inclusion category for the equipment item. Device inclusions allow
you to classify equipment for identification purposes such as, “Utility Management,” “Fire
Safety,” etc. This field uses values from the Device Inclusions Information List. Please see
“Device Inclusions List” on page 126 for more information about the Device Inclusions Infor-
mation List.

Life Expectancy: Life expectancy of the equipment item, in years.

Supplier: Vendor who supplies the equipment item. This field uses values from the Vendors
Information List. Please see “Vendors List” on page 153 for more information about the Ven-
dors Information List.

Revision: The software/firmware version that is running on the equipment. You may use this
as a custom field if revision is not applicable.

Department: Department that owns the equipment item. This field uses values from the
Departments Information List. Please see “Departments List” on page 124 for more informa-
tion about the Departments Information List.

Location: Physical location of the equipment item. This field uses values from the Locations
Information List. Please see “Locations List” on page 140 for more information about the
Locations Information List.

Active: When checked, indicates that the equipment item is active.

UPS: When checked, indicates that the equipment item is connected to an Uninterruptible
Power Supply.

Emergency Power: When checked, indicates that the equipment item is connected to an
emergency power source (such as a generator).

Service Manual: When checked, indicates that there is a service manual available for the
equipment item. This is defined by equipment model.

Operator Manual: When checked, indicates that the there is an operator manual available
for the equipment item. This is defined by equipment model.

Alarm: When checked, indicates that the equipment item has a failure alarm. This is defined
by equipment model.

Warranty Exp Date: Date the warranty for the equipment item expires.

Service Exp Date: Date the service contract for the equipment item expires. If configured,
this field will automatically update from the contract end date. Please see “CHAPTER 9: Man-
aging Contracts” on page 183 for information about managing service contracts in HEMS.

Purchase Date: Date the equipment item was purchased.
Purchase Price: How much the equipment item cost to purchase.

PO: Purchase order that covered the purchase of the equipment item. This field uses values
from the Purchase Orders Information List. Please see “Purchase Orders List” on page 150 for
more information about the Purchase Orders Information List.

Retire Date: Date the equipment item was retired from service.
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e Last Maintenance: Date the equipment item was last maintained.
e Storage Date: Date the equipment item was placed into storage.
e Storage Location: Location where the equipment item is stored.

e ECRI#: ECRI's Universal Medical Device Nomenclature System™ (UMDNS™) number. This field
uses values from the Equipment Models Information Lists. Please see “Equipment Models
List” on page 131 for more information about the Equipment Models Information List.

e ECRI Name: ECRI name from ECRI's Universal Medical Device Nomenclature System
(UMDNS). This field uses values from the Equipment Models Information Lists. Please see
“Equipment Models List” on page 131 for more information about the Equipment Models
Information List.

- Note: Entering the ECRI # and type from ECRI's Universal Medical Device
E Nomenclature System (UMDNS) in the ECRI # and ECRI Name fields allows you
to efficiently open and respond to work orders for device recall and alerts.

e Ownership: Entity that owns the equipment item.
e Placed in Service Date: Date the equipment item was placed into service.
e Equipment Text: Additional information about the equipment item.

e Work Order Notes: Text to display in the Request Text field of work orders for the equipment
item.
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Schedule Tab

- Note: The Schedule tab displays schedule information, including how an equip-
E ment item is scheduled. Define your preventive maintenance template by equip-
ment item when scheduling by type or model does not fit your needs.
Scheduling by type or model takes full advantage of HEMS automatic schedul-
ing functions and ensures that all of the items of a particular type or model are
consistently maintained according to the same schedule template and fre-

quency.
The Schedule tab of the Equipment
Inventory window displays sched- Conirol #3016
Ule information for the Current Main Schedule Ciher Details Pars Attachments

. . “ [¥] 5chedule By Date Schedule Date
eqUIpment item. Please see SChed_ OEQType OManfModel & Department O Location O Equipment :ECEE:;RQ 1

uling Equipment” on page 107 for
more information about scheduling | rurocowe | aspmmamon
eq uipment. [ 11. CHECK INTEGRITY OF SWITCHES (1)

The Schedule tab contains the fol-
lowing information:

[#ISchedule Template |

[ ]2. CHECK PHYSICAL CONDITION OF POWER CORD AND PLUG (2)

[ ]3. MEASURE GROUND WIRE RESISTANCE (3)

[ ]4. MEASURE CHASSIS LEAKAGE TO GROUND; 300UA MAXIMUM (4)

[ ]5. CHANGE OR CLEAN FILTERS WHERE APPLICABLE (38)

[ 16, CLEAN AND LUBRICATE AS NECESSARY (27) v

[[]assigned Enginger Schedule Frequency
: e v T

Schedule by Date: The Sched- e ey gy s (0]
ule by Date checkbox indicates — 2
where the schedule date is = Groups

. i chedule date for mulli year LR o R VRS T FLo D e =
defined and displays the sched- 5 2
ule date. You may use schedule o

dates defined by EQ Type,
Manf/Model, Department,
Location, and Equipment.

Schedule Template: The Schedule Template displays where the preventive maintenance
template is defined, including the procedure, interval, and assigned engineer. If necessary,
you may manually define a schedule template for the equipment item by checking the
Schedule Template checkbox.

PM Procedure: Displays the preventive maintenance procedure. If necessary, you may define
a different preventive maintenance procedure for the equipment item. Procedures are drawn
from the Procedures Information List. Please see “Procedures List” on page 146 for more
information about the Procedures Information List.

Assigned Engineer: Displays the assigned engineer based on the schedule template.

Priority: The Priority field displays the priority for the equipment item based on risk if you
have risk defined. If you have minimum frequency for scheduling based on risk configured,
the maintenance interval may vary depending on the risk factor; review risk-related mainte-
nance intervals using the Risk Interval report, which is described in “Risk Interval” on

page 216. You may also define the priority manually if you are not using risk. Please see
“Other Details Tab” on page 94 for information about the Other Details tab of the Equipment

Inventory window.
AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

Copyright 2010, EQ2, Inc. All rights reserved. | 93



CHAPTER 5: Managing Equipment

e Schedule Frequency: The Schedule Frequency Area of the Schedule tab indicates schedule
interval(s) for the equipment item.

- Clicking the New button opens the Schedule Frequency window, which allows you to
define an interval for the equipment item. Please see “The Schedule Frequency Window”
on page 97 for more information about the Schedule Frequency window.

- Double-clicking an existing schedule frequency opens the Schedule Frequency window
for the selected frequency and allows you to make edits.

- Clicking the Delete button deletes the selected schedule frequency.

e Schedule Date for Multi Year: The seed date for multi year-scheduling based on the equip-
ment item’s Placed in Service Date or Purchase Date. For example, you may need to replace
batteries every two years based on the date the equipment was purchased.

e Groups: Displays the group(s) that the equipment item belongs to, if any. To add or remove
groups, click the button to open the Select groups window. Please see “The Select Groups
Window” on page 99 for more information about the Select groups window.

Other Details Tab

The Other Details tab of the Equipment Inventory window displays where the risk information is
defined as well as the incoming inspection and retirement procedures. Please see “Service Area
Configuration” on page 263 for more information about setting up the default Incoming Inspec-
tion and Retirement Procedures for the current Service Area. You may define the risk and/or
procedures for the current equipment item, if required.

- Note: In general, both the risk and incoming inspection/retirement procedures
E are defined by equipment type or model, and not by individual equipment item.
For consistency and convenience, defining these items for an individual equip-
ment item should be the exception and not the norm.

This tab contains the following R Eaiinent Jiveifuiy AE
information: Control #3016

Main Schedule Other Details Parts Aflachments

e Risk Assessment: Checking the

. [JRiskAssessmentl -is from EQ Type - Asprator Risk Factor s
Risk Assessment.CheFkbOX EQUIPMENT FUNCTION (E) MISCELLANEQUS - PATIENT RELATED
allows you to assign risk to the CLINICAL APPLICATION (&) THERE IS NO SIGNIFICANT IDENTIFIED RISK
GQU|pment item when the PN REQUIREMENT (P) PN FREQUENCY IS ANKUAL
item’s risk is different from the LIKELTHOOD OF FAILURE (F) N-T-B-F IS GREATER THAN 5 YEARS
risk defined for the equipment ENVIROMIENT OF USE (U) PRIMARILY USED IN GENERAL CARE AREAS
type or model. Please see
. ; [Jincoming Inspection | INCOMING INSPECTION from Equipment Type
”CHAPTER 8: Ma nag|ng R|Sk” on [[IRetirement Procedure |GENERAL PH from Equipment Type

page 179 for more information
about managing risk in HEMS.
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Risk Statement Groups: If you are assigning risk by equipment item, use the pull-down menu
to answer each of the five following statements. HEMS calculates the risk factor, which deter-
mines the priority.

- Equipment Function: What the equipment item is used for.
- Clinical Application: How the equipment item impacts clinical functions.
- PM Requirement: How often preventive maintenance needs to be performed.

- Likelihood of Failure: How likely the equipment item is to fail. This is a measure of equip-
ment reliability.

- Environment of Use: Where the equipment is used.

Risk Factor: HEMS displays the calculated risk factor in the Risk Factor field. HEMS calculates
the risk factor, which determines the priority. Please see “CHAPTER 8: Managing Risk” on
page 179 for information about managing risk in HEMS.

Incoming Inspection: Checking the Incoming Inspection checkbox allows you to manually
define the incoming inspection procedure for the equipment item, if necessary. You may also
define a default incoming inspection by Service Area. Please see “General Service Area
Options” on page 263 for more information about defining a default incoming inspection
procedure. The current incoming procedure source (such as type, model, etc.) is also dis-
played here.

Retirement Procedure: Checking the Retirement Procedure checkbox allows you to manu-
ally define the retirement procedures for the equipment item, if necessary. You may also
define a default retirement procedure by Service Area. Please see “General Service Area
Options” on page 263 for more information about defining a default retirement procedure.
The current retirement procedure source (such as type, model, etc.) is also displayed here.

- Note: In general, both the Incoming Inspection and Retirement Procedure are
E defined by equipment type or model. Defining these procedures by equipment
item should be the exception. You may also define a default Incoming Inspection
and Retirement Procedure by Service Area.
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Parts Tab

The Parts tab of the Equipment
Inventory window lists all of the
parts defined by the equipment
model. You may define additional
parts for the current equipment
item, if needed.

To add, edit, or remove the parts
associated with the equipment
item, click the Update Part Infor-
mation button to open the Select
Parts window. Please see “The
Select Parts Window” on page 98
for more information about the
Select Parts window.

Main Schedule

[Part# Part Type

Manufaciurer

Control # NONE
Other Detalls

Gluantity Procedure

Pars

FrequencSchedule Qty A~
1

Equipment Inventory g@@

Attachments

25AMP _ |NONE MNOME

| [ [ I IO [ (] = )

=

1.00

U n.date Part Information

0.00

Attachments Tab

The Equipment Inventory window
includes an Attachments tab that
allows you to attach documents
and/or images related to the cur-
rent equipment item.

¢ To add an attachment, select
Attach to open a standard Win-
dows dialog that allows you to
select the file name, type, and
location to attach. HEMS sup-
ports the DOC, GIF, ICON, JPEG,
PDF, TXT, XLS, and ZIP formats.

e To scan an image from a local
scanner, select Scan to open a
standard Windows dialog that

Equipment Inventory

Main Schedule

~

Confrol # NONE
Other Details

Pars

EBEX

Attachments

allows you to scan and name
the file. Click OK to scan the file.

¢ To delete an attached or scanned file, select the item to delete and then click the Delete but-
ton. You are prompted to confirm your decision.

E
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The Schedule Frequency Window

The Schedule Frequency window
a”OWS you to reVIeW’ add’ or edlt a I_T_Q::rl‘uam |SelacPart # PartType  GQuantity Manufacturer Notes Conditional ~
schedule interval for the current Osemimnuaty 43 |25 [none | 1.00jnone 0

. tit Y | ,.:'-.,;,uane,,.’, | [ |25AmP 21{NONE 1.00|NONE ]
equipment item. You may also O Manthly 7 |snwesiz)none 1,00|NONE |
schedule parts for an equipment S 2 e i 2
item that have not been scheduled I
by model. Dccurs every H

13| Year i( . -

Please see “Scheduling Equipment”
on page 107 for information about Loms |

scheduling equipment and “Sched-
ule Tab” on page 93 for more information about the Schedule tab of the Equipment Inventory
window.

To review, add, or edit a schedule interval or schedule parts for an equipment item that have not
been scheduled by model:

1.

Open the Schedule Frequency window from the Schedule tab of the Equipment Inventory
window by either:

- Clicking the New button in the Schedule Frequency Area to create a new schedule inter-
val or,

- Double-clicking an existing schedule template in the Schedule Frequency Area to edit an
existing schedule interval.

Select the interval and part, if required, by checking the Select checkbox(es) for the selected
part(s).

Select the correct interval by checking the appropriate Interval radio button.

If necessary, adjust the frequency using the Occurs Every pull-down menu. For example, to
schedule every 18 months, you would select Monthly and then Occurs Every 18.

Enter any additional information for a part in the Notes field for that part and, if necessary,
check the Conditional checkbox to indicate any unique conditions.

Click OK to close the Schedule Frequency window and return to the Schedule tab of the
Equipment Inventory window.
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The Select Parts Window

The Select Parts window allows you to search for parts and select parts to add to or remove from
association with the current equipment item or model. This window appears as follows:

Search Area

Active H
weon | Selection
[lexact [Qseancn] [ Reset | ButtonS
Tearch TeSun Sevected pans
Pan# Fan Type Manutacturer ~ Fart# Part Type Manufacturer Quantity ~
v ¥ 25 AP [HONE NONE 100
SearCh Tjasame 28 none NONE 1 | - [
Resu |tS |3 AMP 313 NOMNE NONE L]
IAMP 315 [NowE NONE H
T|samenz  |wome NONE = i Se|eCtI0n
Area \ | 75 AMP-EG2-2 |NONE NONE w1
a NONE MONE L
Tlooo-TPHA03  |NonE NONE -0 — Area
“|ooo-z2z08  |nonE NONE |l
00004380 [NowME NONE
"oooozavse00 |1 MONE 1
0001-600-001-§NONE NOME L]
|o008-00-0331 |pATASCOPE NONE \ i
0008-08-0001 |NOME MONE EE
H T|o012-00-0456 |nowE NONE « 7
ACtl on |po12-00-0834 |DATASCOPE NONE :
0016 NONE NONE
Area Tloorzace  [nowe NOME i Reportj
oo3ote000  |mome NONE 1 .
0 OMI O ~
|‘D 34 MNONE NONE b I - Pr|nt
1- 50 of 3100 [ m] B2k | 1 item selected Buttons
9 Epu}f_ | canc el_

To use the Select Parts window:

1. Search for the part(s) you want to associate with the current equipment item or model using
the Search Area.

2. Select the part(s) to associate in the Search Results Area and then move that information to
the Selection Area using the following Selection buttons:

- Clicking the >> button moves all of the parts in the Search Result Area to the Selection
Area.

- Clicking the > button moves the currently selected part in the Search Result Area to the
Selection Area.

- Clicking the < button removes the currently selected part from the Selection Area back to
the Search Results Area.

- Clicking the << button removes all of the parts in the Selection Area back to the Search
Results Area.

3. Add the selected part(s) to the Parts tab of the Equipment Inventory window by clicking the
Apply button.

- Note: To remove a part that is currently associated with the current equipment
E item or model, select the part to remove in the Selection Area and then click the
< button. A warning message appears if you remove a part that is currently
scheduled for the currently equipment item or model.
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The Report/Print buttons provide quick access to relevant reports. From the left to right, the

buttons are:

e List Report: Clicking the List Report button opens a summary part inventory report for all of

the parts in the Selection Area.

e Detail Report - All: Clicking the Detail Report - All button opens a detailed part inventory
report for all of the parts in the Selection Area.

e Detail Report - Current: Selecting a part in the Selection Area and then clicking the Detail
Report - Current button opens a report that provides detailed inventory information about
the currently selected part.

Reports appear in a separate browser window. You can print and/or export these reports, as

described in “CHAPTER 12: Printing & Exporting Data” on page 233.

The Select Groups Window

The Select Groups window opens when you click the down arrow button in the Schedule tab of
the Equipment Inventory window. This window allows you to add the current equipment item to
a group or remove it from a group. You may schedule equipment in more than one group, if

needed.

The Select groups window appears as follows:

Search Area

| Selection
Buttons

Search
Results

Area\ i

Action
Area

\ |

Search result
faroup

Gelected Groups
Wroup

i
ML
T|anESTHESIA
|eaTTERY CHARGER
|BIRTHING SUITE
|BLooD Ban

CENTRO MEDICO
|cHEMISTRY
CLIMNIC

CLINICAL ENG
COURIER
CREAN HALL
“eTscan

<

1-500f 100

(2]

ACLS

-
-
I [ W I T I I ) 3

g||. -||

Selection
L — Area

Report/
Print

>
1 em selected

Buttons

| Apply || Cancel |

To use the Select groups window:

1. Search for the group(s) you want to update using the Search Area.
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2. Select the group(s) to add in the Search Results Area and then move that information to the
Selection Area using the following Selection buttons:

- Clicking the >> button moves all of the groups in the Search Result Area to the Selection
Area.

- Clicking the > button moves the currently selected group in the Search Result Area to the
Selection Area.

- Clicking the < button removes the currently selected group from the Selection Area back
to the Search Results Area.

- Clicking the << button removes all of the groups in the Selection Area back to the Search
Results Area.

3. Add the selected equipment item to the group by clicking the Apply button.
4. Right-click the group name to preview, add, edit or copy the group.

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

e List Report: Clicking the List Report button opens a summary report for all of the equipment
items in the Selection Area.

e Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the equipment items in the Selection Area.

e Detail Report - Current: Selecting an equipment item in the Selection Area and then clicking
the Detail Report - Current button opens a report that provides detailed information about
the currently selected equipment item.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

- Note: Run the Schedule report from the Equipment Inventory dashboard to see
E how your equipment is scheduled.
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The Quick Equipment Activities Window

The Quick Equipment Activities window allows maintenance technicians to quickly update mul-
tiple equipment items at once, such as adding equipment text, adding work order notes, deacti-
vating/retiring equipment, or placing equipment in storage. You can open the Quick Equipment
Activities window by selecting Activities>Quick Equipment Activities.

- Note: The Equipment Management window allows managers to perform all of
E the above actions as well as perform management tasks such as changing
schedule information, departments, or assigned engineers. Select Utili-
ties>Management Tools>Equipment Management to open the Equipment
Management window. Please see “Equipment Management” on page 260 for
more information about the Equipment Management window.

The Quick Equipment Activities window appears as follows:
Search Area

Quick Equipment Activities
kol T

I H

Deviea Inchusion ECF Risk Schaduled ? Artive [] Exact .
SearCh 0 0 |Bom v || Aetwe Only | [Gsearcn] [DReset] Selec“on
Search result Selected equipment lems.

Results IControl # EQ Type Model#  Serial#  Manufacturer | Conbrol # EQ Type Model#  Serial#  Mamudachwer A / Area

v 1030 PACEMAKER, EN5375-2 sksk MEDTRONIC
Area 1104 PACEMAKER, EM5375-2 abeI8282|MEDTRONIC —
1105 PACEMAKER, EM5375-2 ksksks  |MEDTROMIC

1106 PACEMAKER, EN6375-2  [ksksk  |MEDTRONIC |_
3000 DRILL, DENTAL [CC 174-2301 |[FOREDOM |—
3

| I

_[3eo CAST CUTTER [8125 A13I6068 (STRYKER

3005 K-PAD -20-F THETI [AMERICAN M| —
2008 K-PAD K-20F  [TH6T2 |AMERICAN M (]
WELLL NONE NOME HALSEY 11
TJaoos  |wone NONE HALSEY — |0
. T 3008 OPHTHALMOSC{T4T107 (WELCHALLY “ j
Actlon _30!0 OPHTHALMOSC|T4T107 WELCH ALLY L]
o NONE NONE HALSEY | -
Area | = [E .
1-500f 4026 [ » | b ] EEE 1 ltern salected
Select B | Add Ted .
\ v g . w || Selection

Len ) [ene - Buttons

To use the Quick Equipment Activities window:
1. Search for the equipment item(s) you want to update using the Search Area.

2. Select the equipment item(s) to update in the Search Results Area and then move that infor-
mation to the Selection Area using the following Selection buttons:

- Clicking the >> button moves all of the equipment item records in the Search Result Area
to the Selection Area.

- Clicking the > button moves the currently selected equipment item record in the Search
Result Area to the Selection Area.

- Clicking the < button removes the currently selected equipment item record from the
Selection Area back to the Search Results Area.

- Clicking the << button removes all of the equipment item records in the Selection Area
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3.

Update the equipment item(s) by using the Selection pull-down menu to select the informa-
tion you want to update and then updating that information in the field(s) that appear. Avail-
able options are:

- Activate: Activate the selected equipment item(s).

- Add Equipment Text: Add notes to the Equipment Text field in the selected equipment
item record(s).

- Add Work Order Notes: Add text to the Work Order Notes field. This text will appear in
the work order Request Text field for work orders created for the selected equipment
item(s).

- Deactivate: Deactivate the selected equipment item(s).

- Retire: Retire the selected equipment item(s) and assign an engineer to perform retire-
ment maintenance on those items. Please see “Service Area Configuration” on page 263
for more information about default retirement procedures.

- Storage In: Date the selected equipment item(s) were moved into storage, and the loca-
tion they were moved to.

- Storage Out: Date the selected equipment item(s) were moved from storage, and the
location they were moved to.

Checking the Add Text at Top checkbox adds text to the top of the Request Text field in work
orders created for the current equipment item.

Either click the Apply button or press [CTRL]+[S] to save your updates to the selected equip-
ment item record(s).

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

List Report: Clicking the List Report button opens a summary report for all of the equipment
items in the Selection Area.

Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the equipment items in the Selection Area.

Detail Report - Current: Selecting an equipment item in the Selection Area and then clicking
the Detail Report - Current button opens a report that provides detailed information about
the currently selected equipment item.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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The Equipment History Window

Clicking the H button in the Action
Area Of the Equipment Inventory Control # | 4067 EQ Type | HOOD, BIOHAZARD Model #  BBL (BBL) Manufacturer | BECTON DICKINSON
dashboard opens the dynamic oy i T e o
Equipment History window, which [ [sesmifcioo eroaiion e o (oot ecimmo seruone — |<raioargosonis

. . 4 __?5!45 09/07/2000{CLOSED |[MICROBIOLOGY [NONE NONE NDNE_ ROUTINE NOMNE [STAND ' 00
allows you to view, edit, copy, close, |{i [iiiom reece e o |eoscorecummovapioe  |cromngianes

_|ns2e 0873011 995| CLOBED  [MICROBIOLOGY [NONE ERR BIOMED TEC{PM AND SAFET|NONE [STANDAR] 087301 99

and delete work orders for the cur- Tlroa 121181930|CLOSED [MICROBIOLOGY |NONE RMS  |BIOMED TEC{SERVICEANDNONE  |STANDAR(D2/161199
rent equipment item. You can sort |-

columns by clicking the desired col- |

umn header and can also resize col- |

umns by clicking and dragging. 1 3

1-80f8

b TO View a Work Orderl CIiCk it to P::!;‘;TUSCWGE ~ l";:‘l-::l\lm(:EDS‘”C-MEF'TDF'EFLEC‘T'INSF‘EC-“C"\IN-\' ETATUS ~

CHANGE
see the selected work order’s " I
request and action text in the O oo (T3 AR K
Req Text and Act Text fields, S Lprehew LChsn g L_puet_ \-———J“" Lo L_cance
respectively. You may expand
these fields by either double-clicking or pressing [F10].

e To close a work order, select the work order and then click the Close WO button to open the
Work Order window for the selected work order. HEMS automatically updates the Status
Date/Time to the last Labor Date/Time and changes the work order status to Closed. Save
your changes by either:

- Clicking the Save button in the Toolbar, or

- Pressing [CTRL]+[S].

Please see “Closing Work Orders” on page 78 for more information about closing work
orders.

¢ To edit a work order, either:

- Select the work order and then click the Edit button, or

- Double-click the selected work order.

This opens the Work Order window with the current work order information listed. Please
see “The Work Order Window” on page 60 for information about the Work Order window
and “Updating/Editing a Work Order” on page 76 for information about editing work orders.

[ ]

To copy a work order, select the work order and then click the Copy button to open a new
work order based on the current work order in the Work Order window. Please see “Copying
Work Orders” on page 75 for more information about closing work orders.
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Work Order Reports

To run a work order report from the Equipment History window:

1. Select the report type you want to run by checking the appropriate radio button. Your avail-
able options are:

List Report: Checking the List Report radio button opens a summary report that lists all of
the work order records in the Equipment History window.

Actual (Technician’s Copy): Checking the Actual (Technician’s Copy) radio buttons opens
a technician’s copy of the currently selected work order.

Summary: Checking the Summary radio button opens a report that provides summary
information about the currently selected work order.

Checking the All checkbox runs the reports for all of the listed work orders.

2. Click the Preview button to run the report. Reports appear in a separate browser window.
You may print reports, as described in “CHAPTER 12: Printing & Exporting Data” on page 233.

The Equipment Contract History Window

Clicking the C button in the Action Equtpment Caniroét Histony

Area of the Equipment Inventory Control # | age7 EQ Type |HOOD, BIOHAZARD Model# [BBLEEL | Manufacturer | BECTON DICKINSON
dashboard opens the Equipment r
Contract History window, which i
lists the service contract(s) that 1
cover the current equipment item. |7
Please see “CHAPTER 9: Managing |-
Contracts” on page 183 for more .
information about managing con- i
tracts in HEMS. I

e Toview a contract, click it to see |’ v iswaciees 5 o =
Sorial £ MF2228
the selected contract’s notes - .
and equipment coverage in the |, u.een =l

Notes and Equipment Coverage

[Contract# Extemal CofVendor F Conbract TtStari Date  End Dale Cost EQ Count A
1000067421 0000080E[BD | EEED [s551212 [Bactec 40012007 1057312010 120 $0.0000] [
100006742 2] B0G S551212 Bactec 460060172006 10573172007 124 $0.0000 1

< . »
1-2al2

IEY x[w"h"['d
Eraview Delete Edt )| cooy || Back

O Detait

fields, respectively.

e To delete a contract, select the contract and then click the Delete button. Review the con-
tract before deletion, to make sure that no other pieces of equipment are affected.

c CAUTION: DELETING A CONTRACT REMOVES THE CONTRACT IN ITS ENTIRETY,

WHICH MAY IMPACT OTHER EQUIPMENT ITEMS.
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¢ To edit a contract, either:
- Select the contract and then click the Edit button, or

- Double-click the selected contract.

This opens the Contracts window with the currently selected contract listed. Please see “The
Contracts Window” on page 184 for information about the Contracts window.

e To copy a contract, select the contract and then click the Copy button to open a new contract
based on the current contract in the Contracts window. Please see “Editing Contracts” on

page 192 for more information about editing contracts.

Contract History Reports

To run a work order report from the Equipment Contract History window:

1. Select the report type you want to run by checking the appropriate radio button. Your avail-

able options are:

- List Report: Checking the List Report radio button opens a summary report for the cur-
rently selected contract in the Equipment Contract History window.

- Detail: Checking the Detail radio button opens a detailed report for the currently
selected contract in the Equipment Contract History window.

- Checking the All checkbox runs the reports for all of the listed contracts.

2. Click the Preview button to run the report. Reports appear in a separate browser window.
You may print reports, as described in “CHAPTER 12: Printing & Exporting Data” on page 233.

The Equipment Models Window

The Equipment Models window automatically appears when you
add a new equipment item into inventory. This window allows
you to select an existing equipment model, which auto-fills infor-
mation for the equipment item you are adding to inventory. If
needed, you may also add a new equipment model record to the
Equipment Models Information List.

To use the Equipment Models window:

1. Search for the model you want to select using the Search
Area.

2. Select the model to add in the Search Results Area and then
click the Select button.

To add a new equipment model, click the -> button in the lower
right corner to open the Equipment Models Information List.
Please see “Equipment Models List” on page 131 for more infor-
mation about the Equipment Models Information List.

* Equipment Models

Model# Active
Active Only v

Manufacturer EG Type

ECRI Procedure

D
n &

EQ Model Manufacturer EQ Type ~
M 10364 AMERICAN OPTIQMICROSCO]|
_|10400A AMERICAN OPTIQREFRACTO
_|10406 AMERICAN OPTIQREFRACTO
_|10506 MIDMARK ORTHOPEDY
|15 AMERICAN OPTIQMICROSCO
_|106 3M COMPANY INCUBATOR
_|106AA 3M COMPANY INCUBATOR
_|1083 SUN NUCLEAR (TESTER, RA
110G CABOT MEDICAL|ESU, MONCO
_|1100 CARL ZEISS INC [MICROSCO
_|1100-010 ZYMED INC HOLTER Mq
I‘..__ st s A et
OO st-twoess (R )0w)

((seect | [ cancet | [-]
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The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

e List Report: Clicking the List Report button opens a summary report for all of the equipment
models in the Selection Area.

e Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the equipment models in the Selection Area.

e Detail Report - Current: Selecting an equipment item in the Selection Area and then clicking
the Detail Report - Current button opens a report that provides detailed information about
the currently selected equipment model.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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Scheduling Equipment

The ability to schedule equipment maintenance is a core HEMS feature. When scheduling equip-
ment, you must define the following:

e The preventive maintenance template.

e The schedule date.

Defining Preventive Maintenance Templates

HEMS allows you to define preventive maintenance templates in several ways. Most templates
(procedures and intervals) are defined by equipment type, model, or (less commonly) individual
equipment item or group. You may define your template by equipment type but have particular
models that require additional tasks or parts. You should define the preventive maintenance
template by model for those particular models. There may also be rare cases when an equip-
ment item requires even more specific tasks and/or parts.

If you have defined multiple possible templates for a given equipment item, HEMS will prioritize
the preventive maintenance for that item as follows (in order of increasing precedence):

e By Equipment Type: Defining a preventive maintenance template by equipment type is the
most efficient when you have many like equipment items.

e By Equipment Model: Define the preventive maintenance template by model when you have
particular models that require additional tasks than other items of the same type and/or
have model-specific parts.

e By Equipment Item(s): Define the preventive maintenance template by equipment item
when you have particular items that require additional tasks and/or parts than other items of
the same model or type.

Defining Preventive Maintenance Templates by Equipment Type

Preventive maintenance templates Rt =13
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3 [ = v
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ALLOY MELTING POT MON-PATIEN Test the operation of the alarm and the alarm volume. The staff must be able to hear and
—ﬂNALVZER.ACID FAST BACILU LABORATOR) diffierentiate e alam for each device in the unil, and be able to determine which patient ks
|anaLvzer, ALcOHOL LABORATOR 0211 R ETale, =
T|ANALYZER, ANTIBIOTIC SUCE|LABORATOR e AT
T|ANALYZER, AUTO CLINCAL[L4BORATOR) Sn9q Shomeer o -
| ANALYZER, AUTOMATED FLUILABORATOR) B LE L
_MYZER‘ BLOOD CULTURE LABORATOR Priogity
ANALYZER BLOODFLOW  lowcnosTicl | |[1ow
. Schedule Date
1- 50 of 808 % [ #p ] | nmaRy 1 o

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

Copyright 2010, EQ2, Inc. All rights reserved. | 107



CHAPTER 5: Managing Equipment

To define a preventive maintenance template by equipment type:

1. Select Information Lists>Equipment Inventory Lists>Equipment Types to open the Equip-
ment Types Information List.

2. Search for and select the equipment type for which you want to define a preventive mainte-

nance template.
Go to the Schedule tab.

4. Select the maintenance procedure using the PM Procedure pull-down menu.

5. Define how often the selected procedure should be performed by adding one or more sched-

ule intervals in the Schedule Frequency window.

6. Define the Assigned Engineer if all of the equipment items of this type are assigned to a par-

ticular technician.
7. The Priority is defined by the equipment type’s risk score in the Other Details tab.
8. Either click the Save button in the Toolbar or press [CTRL]+[S].

Defining Preventive Maintenance Templates by Equipment

Model

You can define preventive mainte- Equipment Models |
p EEX

nance templates by equipment [ T || e S—

model using the Equipment Mod- | ™" - want[wom £ e [woe

els Information List. All equipment | g = -

. . . ClExac earch || v Rese

inherits the maintenance schedule |~ (Qeesa] oo ”

. . |_Z_I Schedule Other Details Parts Atachments
for its assigned model. FoMosel  Monufsctrer  EOTIe Al | oy procagure 4 Senedule Termpiat

ROKE

To define a preventive maintenance
template by equipment model:

Assigned Engineer Sehedule Frequency
RONE 2]

1. Select Information Lists>Equip-
ment Inventory Lists>Equip- Prory
ment Models to open the - F
Equipment Models Informa- s

[=]-=T=JF=]=T-T=[--=]=T

7y

-

tion List.

2. Go to the Schedule tab.

3. Search for and select the equipment model for which you want to define a preventive main-

tenance template. If a preventive maintenance template is already defined for the equip-

ment type, this will be indicated. To proceed with defining the template by model, check the

Schedule Template checkbox.

4. Select the maintenance procedure using the PM Procedure pull-down menu.

5. Define how often the selected procedure should be performed by adding one or more sched-

ule intervals in the Schedule Frequency window.
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6. Define the Assigned Engineer if all of the equipment items of an equipment model are
assigned to a particular technician.

7. If necessary, schedule parts as described below.

8. Either click the Save button in the Toolbar or press [CTRL]+[S].

Scheduling Parts

Equipment items inherit part schedule information sehedule oter Detis pats preee—
defined by the equipment model. To schedule parts for Pate PatTyos  Wanufachrer _ Guanthy _Procedure _Froquenc A
. _p.S_AMP 31 Z|NONE MONE ] 1.00 M:OLQGICI Every
an equipment model: i e pone ol rpouiin emirl
1. In the Equipment Models Information List, go to the |
Parts tab. i
2. Assign a part to the model by clicking the Update i - I
Part Information button to open the Select Parts [ upsaw Patosomraton_

window.
3. Select the part(s) to add as described in “The Select Parts Window” on page 98.

4., Go to the Schedule tab to schedule the selected Sehedule Other Detalls Pars T

PM Procedure [#] Schedule Template
pa rt(s) . RADIOLOGIC IMAGING SYSTEM, XRAY b

[ 11. PERFORM MANUFACTURERS RECOMMENDED PM PROCEDURE FROM SERVICE A
MAN. (430)

5. Either click the New button or double-click an exist-
ing frequency to open the Schedule Frequency win-

Pan® 75 AMP-EQZ-Z Manufacturer NONE Gty 1

dOW. Asgigned Enginger Schedule Friquency
RONE v Every Year ~
. . Prionity - From Risk
6. Schedule the part by clicking the part’s checkbox and i Bl
. . . Schedule Dal
then entering the required quantity. oy S .

7. Add any notes that apply for replacing this part dur-
ing preventive maintenance, and check the Conditional checkbox if this part is to be replaced
based on a condition.

- Note: The schedule date for multi-year part scheduling is defined in the Sched-
E ule tab of the Equipment Inventory window. Please see “Defining the Multi-
Year Seed Date for Equipment with Parts” on page 110 for more information
about defining the multi-year seed date for parts.

Defining Preventive Maintenance Templates by Equipment ltem

If necessary, you may easily define a preventive maintenance template for an individual equip-
ment item that requires a different maintenance procedure, additional maintenance interval(s),
parts, and/or a different assigned technician using the Schedule tab of the Equipment Inventory
window.

To define a preventive maintenance template for an equipment item:

1. Select the equipment item in the Equipment Inventory dashboard, as described in “The
Equipment Inventory Dashboard” on page 22.
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2. Click the Edit button to open the Equipment Inventory window for the selected item.
3. Go to the Schedule tab.

4. Check the PM Template checkbox to define the preventive procedure for equipment, change
the schedule frequency for the equipment, or change the assigned engineer.

Defining the Multi-Year Seed Date for Equipment with Parts

Parts that require multi-year scheduling (such as battery replacement) will automatically be
scheduled on a cycle based on the Seed Date for Multi Year date in the Schedule tab of the
Equipment Inventory window. By default, this date is selected from either the Placed in Service
date (if specified) or the equipment Purchase Date. You may manually enter a different date by
checking the checkbox and entering a date, if needed.

Defining Preventive Maintenance Templates by Equipment
Group

Equipment items should only be At Crsts EEE
scheduled USing groups if the Group “:":"ﬂ - . Group: ACLS
equipment item has multiple s e B || eomtuabue [
schedules with different proce- Notes
dures. [ Exact | I Resel :
. . . DE @ m & Enuipment s Tem
To define a preventive maintenance | s 1 P e
template by equipment group: s STRVLATIR, DEFIERILLATION 2
BATTERY CHARGER 5733 SHOCK ADVISORY ADAPTER

1. Select Information Lists>Equip- |{zrossure

ment Inventory Lists>Equip- el

ment Groups to open the caroioooy

. . CATH LAB
Equipment Groups Information | Jesmeora sausse
List. 1< > ¥
1-500f100 ELE

2. Search for and select the equip-
ment group for which you want to define a preventive maintenance template. If a preventive
maintenance template is already defined for the equipment group, this will be indicated. To
proceed with defining the template by group, check the Schedule Template checkbox.

3. Check the Schedule checkbox and then go to the Schedule Template tab.

4. Select the maintenance procedure using the PM procedure pull-down menu.

b

Define the Schedule Frequency by either double-clicking an entry or clicking the New but-
ton.

Define the Assigned Engineer, if you want to assign by group.
Enter the Schedule Date.

Define the Priority, if required.

L 0 N o

Either click the Save button in the Toolbar or press [CTRL]+[S].
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Defining Schedule Dates

HEMS allows you to define the schedule date by department, location, or equipment type,
model, item, or group. The schedule date is the base date for generating your schedules. For
example, if you set a department’s schedule date to February 1, then:

e The annual preventive maintenance will be scheduled for February 1.

* The semi-annual preventive maintenance will be scheduled six months from February 1
(August 1).

e The quarterly preventive maintenance will be scheduled three months from February 1 (May
1).

Schedule dates are most commonly defined by department, location, or equipment type. If
needed, schedule dates may also be defined by equipment model, item, or group.

- Note: The Schedule by Date field in the Schedule tab of the Equipment Inven-
E tory window indicates how an equipment item is scheduled and the date.

Defining the Schedule Date by Department

You can define a schedule date for a [y EEX
depa rtment to meet your require- Department Active Department | 6TH FLOOR MEDICAL CLINIC (6TH FLOOR MEDICA)
Active Only M Details
ments. CoslGeaians Dt Head kil Department Cost Center # et
6TH FLOOR MEDICAL CLINIC 6TH FLOOR MEDICA
To define a schedule date by OoplHesdFisiMams - DOpHEadLASINITE . | | pgptvigad e Phone
HONE
department: [JExact Budget Footage
; BE @ [ g
1' SeIeCt Informatlon DepatmentCost Center # DeptHead Ini & S;::;‘:: x Frequency
Lists>Departments to open the | Eseeffimeonseaidie L
H H ADMISSIONE2550 JW2 HONE
Departments Information List. | {{u5cies e e
_|amMBULATO 67020 M2 =
1 ANESTHES 67040 DH
2. Select the department and click EIBIRTH]NO i o
H 1 BLOOD BANGT08D DG
the Edit button in the Toolbar. [ 522 e o
. i CARDIAC 66100 KC
3. Select the schedule date using | Je#rooLefcaroiotoar  none
. CARDIOTH|E6021 CLANCY w
the Start Date field. It > g
1-500f108 [IJ@

4. Either click the Save button in
the Toolbar or press [CTRL]+[S].
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Defining the Schedule Date by Location

You can define a schedule date for a

. . " Locations g@l@
location to meet your require- Hacaal . - 18 (NONE ~ NONE)
mentS. Campus Bullding Location
1B Active
H Wing Room Campus
To define a schedule date by loca- : ovE
tion: Dead Qsearcn) —
; ; B (B &)y
1. Select Information Lists>Loca- e GG ] (W
i i 18 NONE NONE Floor
tions>Locations to open the o o
i H i 24 ST FRANCIS, |4
Locations Information List. i e & Roon
i . T2et NONE NONE
2. Select the location and click the | ST FRANCIS, [A il
. B __|3A2 ONCOLOGY|NONE NONE HONE
Edit button in the Toolbar. Jansu NONE NONE start Date Freqvency
~SB ST FRANCIS, |B JANUARY 1
. o 38BN NONE MONE Noles
3. Select the schedule date using |« NONE INONE X
. AU STFRANCIS, |A w
the Start Date field. I« >
1-500f 164 [ »] .
4. Either click the Save button in
the Toolbar or press [CTRL]+[S].
Defining the Schedule Date by Equipment Type
You can define a schedule date for an equipment type to schedule omerDetale ars tsenmants
PM Procedure [¥] Schedule Template

meet your requirements.

To define a schedule date by equipment type:

RADIOLOGIC IMAGING SYSTEM, XRAY v

[ 11. PERFORM MANUFACTURERS RECOMMENDED PM PROCEDURE FROM SERVICE A
MAN, (430)

Pan® 75 AMP-EQZ-Z Manufacturer NONE Gty 1

1. Select Information Lists>Equipment Inventory — —— &
Lists>Equipment Types to open the Equipment o _v T E— S
Types Information List. ] [ o

2. Select the type and click the Edit button in the Tool- ™™ ~*~ ’
bar.

3. Go to the Schedule tab.

4. Select the schedule date using the Schedule Date field.

5. Either click the Save button in the Toolbar or press [CTRL]+[S].

Defining the Schedule Date by Equipment Model

If required, you can define a schedule date for an equip- Scheau omer Dets Pars Atachments

ment model to meet your requirements.

To define a schedule date by equipment model:

1.

Models Information List.

Toolbar.

Select Information Lists>Equipment Inventory
Lists>Equipment Models to open the Equipment

Select the model and click the Edit button in the

FADIOLOGIC IMAGING SYSTEM, XRAY

[ 11. CHECK INTEGRITY OF SWITCHES (1)

[ ] 2. CLEAM INTERIOR & EXTERIOR {13)

[ 13. CHECK PHYSICAL CONDITION OF POWER CORD AND PLUG (2)
[ 1 4. MEASURE GROUND WIRE RESISTANCE (3)

[ ] 5. MEASURE CHASSIS LEAKAGE TO GROUND; 300LIA MAXIMUM (4)
[ ] 6. MEASURE ELECTRODE LEAKAGE; 50 MICROAMPS MAXIMUM (5)
117 CI FAN PAPER COMPARTMENT (10

Aszzigned Engineer Schedule Frequency

HOKE

Every 6 Months (Sewi-Ansually)
Every 3 Year
Every Year

Priority - From Risk
Low

Schedule Date
JANUARY 1

Go to the Schedulertafep BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outiook.com
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4. Select the schedule date using the Schedule Date field.
5. Either click the Save button in the Toolbar or press [CTRL]+[S].

Defining the Schedule Date by Equipment Group

If required, you can define a schedule date for an equip- — s
ment group to meet your requirements. o

[11. CHECKINTEGRITY OF SWITCHES (1) ~
: H . []2. CLEAN INTERIOR & EXTERIOR (13)

To define a schedule date by equipment group: [ 13. CHECK PHYSICAL CONDITION OF POWER CORD AND PLUG (2)

[ 4. MEASURE GROUND WIRE RESISTANCE (3)

15 MEASURE CHASSIS LEAKAGE TO GROUND:; 300UA MAXIWUM (4)

[ ] 6. PFERFORM A FUNCTION TEST IN ALL OPERATIONAL MODES (7)

[ 17. VERIFY OPERATION OF DISPLAYS (33)

1. Select Information Lists>Equipment Inventory

[ 18 CORRECT MINOR DEFICIENCIES (12)

Lists>Equipment Groups to open the Equipment 115 ALARM TEST (350 v
Groups Information List. e e ————

2. Select the group and click the Edit button in the Tool- ™= *
bar.

3. Go to the Schedule tab.
4. Select the schedule date using the Schedule Date field.
5. Either click the Save button in the Toolbar or press [CTRL]+[S].

Defining the Schedule Date by Equipment ltem
If required, you can define a schedule date for an equipment item to meet your requirements.
To define a schedule date by equipment item:

1. Locate the equipment item for which you want to update in the Equipment Inventory dash-
board and then click the Edit button in the Action Area to open the Equipment Inventory
window for the selected item.

Go to the Schedule tab. Please see “Schedule Tab” on page 93.
Check the Schedule by Date checkbox.

Check the Equipment radio button.

Select the schedule date using the Schedule Date fields.

o v A W N

Either click the Save button in the Toolbar or press [CTRL]+[S].

Scheduling by Season

You may schedule by season (such as maintaining cooling equipment from April to October)
using the Seasons Information List. When the season is over, the schedule date automatically
advances to the next season. Please see “Seasons List” on page 151 for more information about
the Seasons Information List.

To schedule by season:
1. Select Information>Seasons to open the Seasons Information List.

2. Define your season.
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3. Select Information Lists>Procedures & Tasks>Procedures to open the Procedures Informa-
tion List.

4. Either select an existing procedure or create a new procedure and then select the season for
that procedure using the Seasons field.

5. Select a schedule interval.
6. Define your preventive maintenance template by equipment type, model, or item.

7. Open the Schedule tab of the Equipment Inventory window for the desired equipment item
and then check the Equipment radio button in the Schedule by Date area.

8. Define the base date for which to base your schedules in the Schedule By Date field. This
date should be the same as the season start date you defined in Step 2.

Scheduling Multiple Equipment ltems

You can quickly define or edit how equipment is scheduled (such as by department, type, or loca-
tion) and assigned engineer using the Equipment Management window. Please see “Equipment
Management” on page 260 for more information about the Equipment Management window.

To schedule multiple equipment items:

1. Select Utilities>Management Tools>Equipment Management to open the Equipment Man-
agement window.

2. Search for the desired equipment items.
3. Select the appropriate items.

4. Select the Schedule By Date in the Action Area, select the schedule date to use (such as by
Department, Equipment, etc.), and then enter a date. Click the Apply button to apply your
changes.

5. Select an Assigned Engineer in the Action Area, and then click the Apply button.

Defining Frequency for Department or Location

If required, you can define a preventive maintenance frequency for a department or location (to
ensure that all of the scheduled equipment has at least this frequency) using the Schedule Fre-
quency field in the Departments or Locations Information Lists. Please see “Departments List”
on page 124 and “Locations List” on page 140 for more information about the Departments and
Locations Information Lists, respectively.

Defining a preventive maintenance frequency by department or location will assign the selected
frequency to all equipment assigned to that department or location. This frequency will override
any higher frequency assigned for the equipment. For example, if the department frequency is
quarterly but the equipment preventive maintenance frequency is semi-annual, the new fre-
guency for the equipment will be quarterly. If only some of the equipment in a department
require a different interval, then use the Equipment Inventory dashboard to add the new inter-
val for these equipment items. Please see “Defining Preventive Maintenance Templates by

Equipment Item” on 109 for more information h lin ment item.
quipment ftem™ o A aT%%RE%gBYOANTH%I\?Y HE%NANaDtEg 4?19%(;(25‘0%1egnlfhom%m\ﬁz@%un ok. c%mt ite

114 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

Generating Scheduled Work Orders

Please see “Generating Scheduled Work Orders” on page 81 for information on generating
scheduled work orders.

- Note: When multiple users are using the Generate Scheduled Work Orders win-
E dow at once, the first user to begin scheduling work orders may proceed or can-
cel. Other users receive a prompt that someone else is generating work orders.
If the first user decides to cancel, the next user can then generate scheduled
work orders.
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Working with Equipment

This section describes how to work with equipment including viewing equipment, adding a new
equipment item to inventory, editing, deactivating, and retiring equipment. It also includes infor-
mation on creating work orders from the Equipment Inventory dashboard and viewing the inter-
active equipment history.

Viewing Equipment

Find and view equipment using the Equipment Inventory dashboard. Please see “The Equipment
Inventory Dashboard” on page 22 for more information about the Equipment Inventory dash-
board.

Adding Equipment

HEMS allows you to add a new equipment item to inventory either directly or by copying an
existing equipment item.

- Note: These instructions assume that you have built your Information Lists, as
E described in “CHAPTER 6: Information Lists” on page 123.

New
To add an equipment item to inventory:
1. Open the Equipment Inventory dashboard by either:
- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.
- Selecting Activities>Equipment Inventory.
- Pressing [CTRL]+[I].
2. In the Equipment Inventory dashboard, open the Equipment Inventory window by either:
- Clicking the New button in the Action area.
- Pressing [ALT]+[N].

By default, the Equipment Inventory window appears with the Main tab selected. The Equip-
ment Models window also appears.

3. Select the equipment model using the Equipment Models window. If necessary, you may add
a new equipment model. Please see “The Equipment Models Window” on page 105 for more
information about the Equipment Models window.
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4. Enter a unique control number for the equipment item you are adding in the Control # field.

E

5. Enter the unique serial number assigned to the equipment item by the manufacturer in the
Serial Number field.

Note: You may either click a field or press [TAB] to move from field to field.

6. Enter the remaining equipment information in all of the Equipment Inventory window tabs.
Please see:

“Main Tab” on page 90 for information about the Main tab of the Equipment Inventory
window.

- “Schedule Tab” on page 93 for information about the Schedule tab of the Equipment
Inventory window. Please also see “Scheduling Equipment” on page 107 for information
about scheduling equipment in HEMS.

- “Other Details Tab” on page 94 for information about the Other Details tab of the Equip-
ment Inventory window. Please also see “CHAPTER 8: Managing Risk” on page 179 for
information about managing risk in HEMS.

- “Parts Tab” on page 96 for information about the Parts tab of the Equipment Inventory
window. Please also see “CHAPTER 7: Managing Parts” on page 169 for information
about managing parts in HEMS.

- “Attachments Tab” on page 96 for information about the Attachments tab of the Equip-
ment Inventory window.

7. Save the newly added equipment item by either clicking the Save button in the Toolbar or
pressing [CTRL]+[S]. You are also prompted to save any unsaved changes if you exit without
saving.

Copying Equipment

Adding a new equipment item to inventory by copying and editing an existing equipment item
can save time and improve information accuracy. To add a new equipment item to inventory
based on an existing equipment item:

1. Open the Equipment Inventory dashboard by either:
- Clicking the Equipment Inventory tab on the right of the HEMS application.
- Clicking the Equipment Inventory button in the HEMS Home screen.
- Selecting Activities>Equipment Inventory.
- Pressing [CTRL]+[I].
2. Search for and select the equipment you want to copy.
3. Click the Copy button in the Action Area to open the Equipment Inventory window with the

values from the copied equipment item already filled in.
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4,

Enter the unique control and serial numbers for the new equipment item in the Control #
and Serial # fields.

Edit the remaining fields in all tabs as appropriate.

Save the new equipment item by either clicking the Save button in the Toolbar or pressing
[CTRL]+[S]. You are also prompted to save any unsaved changes if you exit without saving.

Editing Equipment

To edit an equipment item:

1.

Locate the equipment item you want to update in the Equipment Inventory dashboard and
then clicking the Edit button in the Action Area. Please see “The Equipment Inventory Dash-
board” on page 22 for more information about the Equipment Inventory dashboard.

This opens the Equipment Inventory window for the current equipment item. Please see
“The Equipment Inventory Window” on page 89 for more information about the Equipment
Inventory window.

- Note: The technician can edit multiple equipment items at once using the Quick
E Equipment Activities window. Managers can edit multiple equipment items,
including scheduling information, using the Equipment Management window.
Please see “The Quick Equipment Activities Window” on page 101 and “Equip-
ment Management” on page 260 for more information about the Quick Equip-
ment Activities and Equipment Management windows.

Edit the equipment item as needed.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited equipment
item.

Active/Inactive Equipment

HEMS allows you to mark equipment as active or inactive. Newly added equipment items are
active by default.

Activating Equipment

Marking an equipment item active signifies that the item is in service. Active items appear in
searches and are scheduled for preventive maintenance.

To mark an equipment item as active:

1. Locate the equipment item you want to update in the Equipment Inventory dashboard and

then clicking the Edit button in the Action Area. Please see “The Equipment Inventory Dash-
board” on page 22 for more information about the Equipment Inventory dashboard.

This opens the Equipment Inventory window with the currently selected equipment item
information already filled in. Please see “The Equipment Inventory Window” on page 89 for

more information about the Equipment Inventory window.
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2. Check the Active checkbox in the Main tab of the Equipment Inventory window.

3. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited equipment
item.

- Note: You can activate multiple equipment items at once by using the Quick
E Equipment Activities window and selecting Activate in the Selection menu.
Please see “The Quick Equipment Activities Window” on page 101 for more

information about the Quick Equipment Activities window.

Deactivating Equipment

Marking an equipment item as inactive prevents that equipment item from appearing in
searches or being scheduled for preventive maintenance unless you have set your HEMS defaults
to show both active and inactive records. Please see “General Service Area Options” on page 263
for information about customizing HEMS defaults.

To mark an equipment item as inactive:

1. Locate the equipment item you want to update in the Equipment Inventory dashboard and
then click the Edit button in the Action Area. Please see “The Equipment Inventory Dash-
board” on page 22 for more information about the Equipment Inventory dashboard.

This opens the Equipment Inventory window with the currently selected equipment item
information already filled in. Please see “The Equipment Inventory Window” on page 89 for
more information about the Equipment Inventory window.

2. Clear the Active checkbox in the Main tab of the Equipment Inventory window.

3. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited equipment
item.

- Note: You can deactivate multiple equipment items at once using the Quick
E Equipment Activities window and selecting Deactivate in the Selection menu.
Please see “The Quick Equipment Activities Window” on page 101 for more
information about the Quick Equipment Activities window.

Retiring/Storing/Deleting Equipment

HEMS allows you to retire equipment items, place equipment into and out of storage, and delete
equipment items.

Retiring Equipment

Retiring an equipment item removes that equipment item from service. To retire an equipment
item:

1. Select Activities>Quick Equipment Activities to open the Quick Equipment Activities win-
dow.
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2. Locate the equipment item(s) you want to retire and move that information to the Selection
Area.

3. Select Retire using the Select pull-down menu and then enter the following information:
- Retire: Enter the retirement date for the equipment item(s) in the Retire field.

- Total Time: Enter the total time to perform any required retirement procedure on the
equipment item(s) in the Total Time field.

- Assigned Engineer: Select the engineer responsible for retiring the equipment item(s)
using the Assigned Engineer field.

4. Click Apply to retire the equipment item(s) and close the Quick Equipment Activities win-

dow.
- Note: You can define equipment retirement procedures by Service Area or
E equipment type, model, or item. Please see “General Service Area Options” on
page 263 for information on defining default retirement procedures by Service
Area.

Storing Equipment

Storing an equipment item indicates that it is being kept in storage for possible future use. To
store equipment:

1. Select Activities>Quick Equipment Activities to open the Quick Equipment Activities win-
dow.

2. Locate the equipment item(s) you want to store and move that information to the Selection
Area.

3. Select Storage - In using the Select pull-down menu and then enter the following informa-
tion:

- Storage Date: Enter the date on which the equipment item(s) were placed in storage
using the Storage Date field.

- Storage Location: Enter the location where the equipment item(s) are being stored in the
Storage Location field.

4. Click Apply to store the equipment item(s) and close the Quick Equipment Activities win-
dow.

Removing Equipment from Storage

Removing an equipment item indicates that it is no longer being stored and may be in the pro-
cess of being returned to active service. To store an equipment item:

1. Select Activities>Quick Equipment Activities to open the Quick Equipment Activities win-
dow.

2. Locate the equipment item(s) you want to remove from storage and move that information
to the Selection Area.
AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

120 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

3. Select Storage - Out using the Select pull-down menu and then enter the following informa-
tion:

- Date: Enter the date on which the equipment item(s) were placed in storage using the
Date field.

4. Click Apply to remove the equipment item(s) from storage and close the Quick Equipment
Activities window.

Deleting an Equipment ltem.

Deleting an equipment item from HEMS removes the item from inventory. To delete an equip-
ment item, locate the equipment item you want to delete in the Equipment Inventory dash-
board and then click the Delete button in the Action Area. Please see “The Equipment Inventory
Dashboard” on page 22 for more information about the Equipment Inventory dashboard.

- Note: You cannot delete equipment if any action has been performed on it,
E because that action is part of your maintenance history, which includes work
orders, equipment assigned to a contract, etc.

Opening a Work Order from the Equipment Inventory
Dashboard

You can open a work order for the current equipment item in the Equipment Inventory dash-
board. Opening a work order from the Equipment Inventory dashboard automatically fills the
equipment information into the work order for you.

To open a work order for the current equipment item:

1. Locate the equipment item you want to update in the Equipment Inventory dashboard.
Please see “The Equipment Inventory Dashboard” on page 22 for more information about
the Equipment Inventory dashboard.

2. Inthe Action Area, check the radio button that corresponds to the type of work order you are
creating for the equipment item. Please see “Managing Work Orders” on page 56 for more
information about work order types.

3. Click the Create WO button to open the Work Order window with the equipment item and
type information already filled in. Please see “The Work Order Window” on page 60 for more
information about the Work Order window.

4. Edit the work order as necessary.

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the newly opened work
order.
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Viewing Equipment History

Clicking the H button in the Action Area of the Equipment Inventory dashboard opens the Equip-
ment History window, which allows you to view, edit, copy, close, and delete work orders for the
current equipment item. Please see “The Equipment History Window” on page 103 for more
information about the Equipment History window.

Viewing Equipment Contract History

Clicking the C button in the Action Area of the Equipment Inventory dashboard opens the Equip-
ment Contract History window, which lists the service contract(s) that cover the current equip-
ment item. Please see “The Equipment Contract History Window” on page 104 for more
information about the Equipment Contract History window and “CHAPTER 9: Managing Con-
tracts” on page 183 for more information about managing contracts in HEMS.

Viewing Equipment Schedule Information

Clicking the S button in the Action Area of the Equipment Inventory dashboard opens the
selected equipment item’s maintenance schedule(s) in a separate browser window.
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CHAPTER 6:

Information Lists
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The HEMS Information Lists

This section describes each of the HEMS Information Lists.

- Note: All Information Lists contain NONE and Not Found values. These are fixed
E system values that cannot be edited, deleted, or replaced. Some Information
Lists also contain additional fixed system values that are described where
appropriate in this chapter.

Departments List

Selecting Information Lists>Depart- (s LER
ments opens the Depa rtments Active Department : ADMISSIONS (68550)
Active Only » Details
Information List. Cosl Center # Dept Head Initials Department Cost Center # ey
ADHISSIONS BB550
All of the facility’s departments gasttiess Fhnibame  Depthiatasiians | | ooiigad imiais Phane
: —_— Nz 5259
must be entered into the Depart- Ot Qesarn][oReset]  puspe =
ments Information List for purposes | B0 @ m® .
h . DepameniCost Center#  DeptHeadini » Sttieiis Dials SIS Erequancy
sucn as: [|ADMISSION 68550 amz SuLE -
AM ADMISS 66207 JM2 Shift
“« ” |amBuULATOlET020 w2 HONE
e “Charge back” systems that HE - o
. BIRTHING {67000 PG =
transfer costs from the engi HEREE Lo .
1 BORD k] B
neering department to the T e .
department using their materi- :mgfgﬁ;&?m“ g
1 CARDIOVA{ET115 PM2
als and services. ;MEL one e | B
L4
e Determining ownership of hos- 1-s000107 (3 J3%)

pital equipment and charges for
repairs to that equipment.

The Departments Information List contains the following information for each record:
e Shared: Whether or not the department is shared across Service Areas.

e Active: Whether or not the department is currently active.

e Department Name: Name of the department.

e Cost Center #: This number is used for accounting purposes.

e Department Head Initials: Initials of the department head.

* Phone: Department’s main or primary contact phone number.

e Budget: Amount that the department allocates for labor and parts expenditures to maintain
the equipment for which it is responsible, such as defibrillators or equipment owned by the
facilities department that services a clinical or other department within the hospital, such as
HVAC, medical gas, electrical power, etc.

e Footage: The department’s total square footage. This is useful when utility costs are charged

back to departments.
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e Schedule Date: If you schedule some or all of your equipment by department, this is the date
used to base the date for generating your schedules.

e Schedule Frequency: Preventive maintenance frequency for equipment in this department.
Defining a preventive frequency by department will assign the selected frequency to all
equipment assigned to the department. This frequency will override any higher frequency
assigned for the equipment. For example, if the department frequency is quarterly but the
equipment preventive maintenance frequency is semi-annual, the new frequency for the
equipment will be quarterly. If only some of the equipment in a department require a differ-
ent interval, then use the Equipment Inventory window to add the new interval for these
equipment items. Please see “Defining Preventive Maintenance Templates by Equipment
Iltem” on page 109 for information about scheduling by equipment item.

- Note: Only define the frequency by departments if this is an exception to your
E standard preventive maintenance template, which is defined by equipment
type, model, equipment item and/or groups. For example, you may have a state
requirement to perform more frequent preventive maintenance for a particular
department, such as OR.

e Shift: The department’s hours of operation. This information is shared with the Employees
Information List.

Note: You need to define a Department shift in order to report equipment down

E time.

e Notes: Additional information about the department.

Please see “Working with Information Lists” on page 159 for information about working with
Information Lists.
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Device Inclusions List

Selecting Information Lists>Device
Inclusions opens the Device Inclu-
sions Information List.

The Device Inclusions Information
List allows you to classify equip-
ment in inventory for identification
purposes. For example, you can ful-
fill the requirement to maintain a
utility management list by using
this Information List and identifying
all equipment you define as “Util-
ity” by selecting Utility from the
device inclusion list when adding
equipment to inventory. Other
potential groups may include “Clini-

Device Inclusion

] Exact

DE @

Device Inclusion

w

CLINICAL

GEN EQUIP
LIFE SUPFORT
MNONE

NOT INCLUDED
UTILITY

] G i [ G o i [ I

A

1-Gof6

Device Inclusions Q@@l

Active
Active Only

Device Inclusion: CLINICAL

Details
Device Inclusion

CLINICAL Active

Notes

cal,” “Critical Care,” “General Equipment,” “Fire Safety,” “Life Safety,” and any other type of
equipment that would be beneficial for you to group.

The Device Inclusions Information List contains the following information for each record:

e Shared: Whether or not the device inclusion is shared across Service Areas.

e Active: Whether or not the device inclusion is active.

¢ Device Inclusion: Name of the device inclusion group.

e Notes: Additional information about the device inclusion group.

Employees List

Selecting Information
Lists>Employees opens the
Employees Information List.

The Employees Information List
contains detailed information on
staff and contractor (vendor) per-
sonnel. Personnel must be entered
into this Information List in before
they can become authorized HEMS
users, have work orders assigned to
them, and have their hours tracked
for reporting purposes.

The Employees Information List
contains the following information
for each record:

Employees
LA (i Employes : BDG (BARRY GRANT)
Active Onby S
Name Department Initials  Employee#  Rate Specialty
BDG 297763 100.00 BIOMED ENG
Location Spectatty First Name Mi  Last Mame Start Date
BARRY D| |GRANT
Location Termination Date
[JExact [JEnaEmp  |QSearch || ¥ Reset CLINICAL ENGINEI CLINICAL ENGINE 1
(@eswnh][rRenet] | ot
DE @ m Day Eng Emp Vendor Active
nitials First name Last name ~
ADMIN ADMIN Office Phone Home Phone Fax
:M e Es::;;?.ia 5552424 —
BETE ARME £ BGRANTAYOURHOSPITAL. ORG ?
] AXESS ULTRASOUND e
(oG = BARRY S l 1 STATE STSREET
_|emM BERNICE MARTIN
BR1 BONNY ROSS
: BR2 BEVERLY SMITH City State Zip
BRI BONNY ROSS ALBANY PA 12345
les BARBARA  |STANTON Molas
cc CAROL CHANCE =
eo CANDICE  |DOWNING v
I« >
1-500176 1] =
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Shared: Whether or not the employee record is shared across Service Areas.

Initials: The employees’ initials or an abbreviation used to designate a group of employees.
Clicking the blue Initials link opens the Labor Hours report for the selected employee or
employee group. You must enter shift information in this Information List in order to com-
pare labor hours against shift hours.

Employee #: Individual number assigned to each employee.

Rate: The employee’s hourly pay rate. This information is used to generate costs on work
orders and may be entered as a department-wide average in order to protect confidentiality.

- Note: Adding or editing an employee’s pay rate after the employee has been
E assigned work orders will not affect past (or closed) work orders; the updated
pay rate will appear on future work orders.

Specialty: The employee’s professional specialty (such as plumbing, electrical, BMET, etc.).
This field uses values from the Maintenance Specialties Information List, which is described
in “Maintenance Specialties List” on page 144.

First Name: The employee’s first name.
Middle Initial: The employee’s middle initial.
Last Name: The employee’s last name.

Start Date: Date the employee started work.

Department: Department the employee is assigned to. This field uses values from the
Departments Information List, which is described in “Departments List” on page 124.

Location: Location of the department. This field uses values from the Locations Information
List, which is described in “Locations List” on page 140.

Termination Date: Date the employee terminated employment.

Shift: Shift that the employee normally works. You must define a shift for this employee in
order to compare labor hours against shift hours when running the Labor Hours report as
described above. This field uses values from the Shifts Information List, which is described in
“Shifts List” on page 152.

Eng Emp: If this checkbox is checked, the selected employee is an engineering employee who
can be assigned to or perform labor on work orders. Employees who do not have this check-
box checked cannot be assigned work or have labor entered on work orders; they can open
work orders, if they have the appropriate permissions.

Vendor: Check this checkbox to indicate that the selected employee is an independent con-
tractor.

Active: Whether or not the employee is active.
Office Phone: Employee’s office phone number.
Home Phone: Employee’s home phone number.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

Copyright 2010, EQ2, Inc. All rights reserved. | 127



CHAPTER 6: Information Lists

e Fax: Employee’s fax number.
e Email: Employee’s email address.

e Beeper: Employee’s pager/beeper number. The employee will receive a pager notification
when a work order is assigned to them if the HEMS server is configured to support this
option. The work coordinator must have a valid email address in order for this service to be
active. Please see “Pager/Email Service Area Options” on page 265 for more information
about configuring beeper and email notifications.

e Address/City/State/Zip: Employee’s complete street, city, state, and ZIP code
* Notes: Additional information about the employee such a degrees, special training, etc.

This Information list has the following fixed system values: Admin, and Guest.

Equipment Lists

The equipment inventory is the central focus of the entire HEMS system. The combination of
information such as equipment type, manufacturer, model, etc. uniquely identifies the charac-
teristics of each equipment item. Careful equipment inventory planning and design is crucial for
efficient and accurate equipment management.
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Equipment Inventory Form (Plant)

Use one copy of the following form (or similar) to gather information for each piece of Plant
equipment if no equipment inventory is available from a manual system or archived CMMS when
building the HEMS database.

HEMS PLANT EQUIPMENT INVENTORY SURVEY FORM
Control # Equipment Type
Device Inclusion Manufacturer
Model Number Serial Number
Revision Supplier
Department Name Campus
Building Floor
Wing Room
Space Location Code
Warranty Date Service Date
Purchase Date Purchase Price
P.O. Number Documentation? None
UPS? Yes No Service Manual
Emergency Power? Yes No User Manual
Active? Yes No
SUBSYSTEM INFORMATION
MOTOR COMPRESSOR COMPUTER STEAM TRAP
Tag # Tag # Hard Drive Tag #
Manf. Manf. RAM Manf.
Mod # Mod # CD-R Mod #
Ser # Ser # Type
Frame Frame Press.
H.P. H.P. Size
Volts Volts Location
Amps Amps
Phase Phase
RPM RPM
REHEAT UPS VAV COMPONENTS
Tag # Tag # Tag # Filter #1
Manf. Manf. Manf. Filter #2
Mod # Mod # Mod # Filter #3
Size Input V Size Belts
CFM Capacity Style Bearings
Supply Battery CFM Tools 1
Location # of Batts. Damper Tools 2
Outlets Location Other 1
Location Other 2
Equipment Text Work Order Notes
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Equipment Inventory Form (Biomed)

Use one copy of the following form (or similar) to gather information for each piece of Biomedi-
cal Engineering equipment if no equipment inventory is available from a manual system or
another CMMS when building the HEMS database.

HEMS BIOMEDICAL ENGINEERING EQUIPMENT INVENTORY SURVEY FORM
Control # Equipment Type
Device Inclusion Manufacturer
Model Number Serial Number
Revision Supplier
Department Name Campus
Building Floor
Wing Room
Space Location Code
Warranty Date Service Date
Purchase Date Purchase Price
P.O. Number Documentation? None
UPS? Yes No Service Manual
Emergency Power? Yes No User Manual
Active? Yes No ECRI Name
ECRI # Ownership
SUBSYSTEM INFORMATION
MOTOR COMPRESSOR COMPUTER UPS
Tag # Tag # Hard Drive Tag #
Manf. Manf. RAM Manf.
Mod # Mod # CD-R Mod
Ser # Ser # Input V
Frame Frame Capacity
H.P. H.P. # Batts.
Volts Volts Outlets
Amps Amps Location
Phase Phase
RPM RPM
COMPONENTS OTHER OTHER COMPONENTS
Filter #1
Filter #2
Filter #3
Belts
Bearings
Tools 1
Tools 2
Other 1
Other 2
Equipment Text Work Order Notes
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Equipment Models List

Selecting Information Lists>Equipment Inventory Lists>Equipment Models opens the Equip-
ment Models Information List.

The Equipment Models Informa- E——— A=
tion List list identifies equipment by | Ao - Madel#:001-102-002
. . . . TP — 6 Tvee Model#® 001-102-002 Active  Name 001-102-002
model and divides equipment into wort [marnman £0 Tins |pLecTRonIcs casmiET
categories to facilitate purchasing | Fi et -
.. . . Cex |Csearch|| w1 rosat | v
imilar parts in volume. It is al o [Bees) e
> a . plaf ts ff. O u Ie t > a >0 d u rj ,_ Schedule Other Details Parts Aftachmants
Model Man urer T -~
essentla_ or efficiently opening an Pt e gt parmates — Schacs Temohie
1-102- RAYTHEON TRON G _SYSTEM, »
respondlng to Work orders for :£||giggf RAWHEE.‘J tE);EEZ-!TgH{ [ 11. CHECK INTEGRITY OF SWWITCHES (1) ]
H 025800 DAvVOL IRRIGATION [12 CLE_J\-N INTERIOR & EXTERIOR (13) . "
device rgcalls and .alerts. Y(?u can oo gt.::;:gso.ﬂtmﬂ} (3 a::g;RFEH;:E&gmggg;g;ﬂosg&coanmnPLuUuJ
also use it to help in salvaging parts |Jusms  |scusecucroslsuroics] {15 WEASURE ELECTROGE LEAAAE 50 MEROMMES MAMION )
014-131-000 |COBE LABORATJTESTER, C: 117 3 FAN PAPFR COMPARTMENT (1M bt
When a un|t |S ta ken out of SerV'Ce Tloi56000  |UNEAR NSTRUMRECORDE Assigned Enginegr Schedule Frequency  ont
: oz11ss COLLING, WARRY SYRINGE, NONE ~
. _03?2-\"45 GAST M..r\.NL'FfCTVﬁCUUMF’ Priarity - From Risk Every & Months (Semi-Anmually)
The Equipment Models Informa- B Mllene weorclwco o 1558 heai b
. . . . Schedule Date
tion List contains the following gen- | T T 2

eral information for each record:
e Model #: Equipment model number.

e Active: Whether or not the equipment model is active.
e Name: Equipment model name.

e Manf: Equipment manufacturer.

e EQ Type: Type of equipment. This field uses values from the Equipment Types Information
List, which is described in “Equipment Types List” on page 134. Clicking the EQ Type hyper-
link runs the Scheduling Impact report, which lists all the equipment assigned to this type so
you can review the impact on scheduling before making an equipment type change. For
example, you can review the impact of schedule frequency changes, scheduling or unsched-
uling equipment, or changing the schedule start date.

e ECRI#: Emergency Care Research Institute (ECRI) manufacturer number assigned to the
equipment model.

e Name: ECRI name of the equipment model.

- Note: Entering the ECRI # and type from ECRI's Universal Medical Device
E Nomenclature System™ (UMDNS™) in the ECRI # and ECRI Name fields allows
Biomedical Engineering staff to efficiently open and respond to work orders for
device recall and alerts.

* Notes: Additional information about the equipment model.
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The Equipment Models Schedule tab allows you to enter a preventive maintenance schedule
template (preventive maintenance procedure, interval, and assigned engineer) for the equip-
ment model. In general, you will schedule equipment by equipment type; however, if there are
particular equipment models that require a different preventive maintenance procedure, inter-
val, or assigned engineer, this is where they are scheduled. Please see “Scheduling Equipment”
on page 107 for more information about scheduling.

This tab contains the following additional information: seheau T Pars Atachments

PM Procedure Schedule Template
RADIOLOGIC IMAGING SYSTEM, XPAY
[ 11. CHECK INTEGRITY OF SWITCHES (1) -~

e Schedule Template: When you need to define a pre-
ventive maintenance template by equipment model, {13 cEirimen conomon or Fower coro o pus @

[ ] 4. MEASURE GROUND WIRE RESISTANCE (3)

checking the Schedule Template checkbox allows e o L
. . . F17 CIFAN PAPFR COMPARTMENT (1M
you to define the PM Procedure, Assigned Engineer,  sinesengnee Gadderpees ey
ROKE "G!Y ear -~

Schedule Date, and/or Schedule Frequency at the proy -romme VS € s (en i
equipment model level. To define the procedure for s Ty Yuar
the equipment model, click the Edit button in the — .

Toolbar and then check the Schedule Template checkbox.

e PM Procedure: Preventive maintenance procedure to use for the equipment model. Preven-
tive maintenance is usually defined by equipment type; however, you may define the proce-
dure by equipment model, if needed.

e Assigned Engineer: Name of the engineer assigned to work on the equipment model. The
assigned engineer is usually defined by equipment type; however, you may assign an engi-
neer by equipment model, if needed. This field uses values from the Employees Information
List, which is described in “Employees List” on page 126.

e Priority: The Priority field displays the priority for the equipment model based on risk if you
have risk defined. If you have minimum frequency for scheduling based on risk configured,
the maintenance interval may vary depending on the risk factor; review risk-related mainte-
nance intervals using the Risk Interval report, which is described in “Risk Interval” on
page 216. You may also define the priority manually if you are not using risk.

e Schedule Date: When scheduling by model, this is the date used to base the date for generat-
ing your schedules for the equipment model. Please see “Scheduling Equipment” on
page 107 for more information about scheduling.

e Schedule Frequency: How frequently (i.e. the intervals) you are going to perform preventive
maintenance on the equipment model. In general, frequency is defined by equipment type;
however, you may schedule by model if necessary. Use one frequency for every maintenance
interval. For example, if maintenance must be done monthly, semi-annually, and annually,
you will need to add three frequency entries.

- Clicking the New button to the right of the Schedule Frequency field opens the Schedule
Frequency window, which allows you to add a schedule frequency to the preventive
maintenance procedure for the equipment model.

- Double-clicking an existing schedule frequency opens the Schedule Frequency window
for the selected frequency and allows you to make edits.

- Highlighting a frequency and then clicking the Delete button next to the selected fre-
quency remoyes thatfreanensy.frem ths-eaninmentnadsl, os122@outiook com
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Please see “Scheduling Equipment” on page 107 for more information about working with
schedule frequencies.

The Equipment Models Other Details tab contains the G Gatals pro—
. ey . . . Risk Assessment - = 1 h Risk Factor 10
following additional information: e T T
. . A CLINICAL APPLICATION (&) THERE IS NO SIGNIFICANT IDEWTIFIED RIS
e Risk Assessment: If the equipment model has differ- s o o rREQuENCY T3 AUAL
. . . LIFELIHOOD OF FAILURE (F) H-T-B-F I3 APPROXIMATELY 1 YEAR
ent risk factors than the equipment type this model  ramem or v w T ———————
belongs to, then check the Risk Assessment check- SuppartEnd Dae Senice Manual - OperatorManua
. . . .. . Last Production Date Obsolete Prohibited
box to define the risk for this model. Defining risk by urenaceoae o
equipment model overrides the risk assigned to the icoming nspecton | TNCORING TnspEcTIoN fom Equipmant Typs

Retirernent Procedure FETIREMENT frorn Senvice Area Configuration

equipment type, and also assigns this risk level to all
equipment items assigned to the equipment model. HEMS can be configured to base mini-
mum schedule frequencies on the assigned risk factor. For example, you may have defined an
annual preventive maintenance procedure that, due to a high risk factor, must be performed
semiannually.

Risk Statement Groups: If you are assigning risk by equipment model, use the pull-down
menu to answer each of the five following statements. HEMS calculates the risk factor, which
determines the priority.

- Equipment Function: What the equipment is used for.
- Clinical Application: How the equipment model impacts clinical functions.
- PM Requirement: How often preventive maintenance needs to be performed.

- Likelihood of Failure: How likely the equipment is to fail. This is a measure of equipment
reliability.

- Environment of Use: Where the equipment is used.

Risk Factor: HEMS displays the calculated risk factor in the Risk Factor field. HEMS calculates
the risk factor, which determines the priority. Please see “CHAPTER 8: Managing Risk” on
page 179 for information about managing risk in HEMS.

Support End Date: Last date that the manufacturer (OEM) will support this equipment
model.

Last Production Date: Date that the manufacturer has (or will) stop manufacturing this
equipment model.

Max Replace Date: Last date by which this equipment model must be retired or replaced.

Service Manual: Checking the Service Manual checkbox indicates that a service manual is
available for this equipment model and includes this information on individual equipment
item records. Scan or attach manuals using the Attachments tab, described below.

Operator Manual: Checking the Operator Manual checkbox indicates that an operator man-
ual is available for this equipment model and includes this information on individual equip-
ment item records. Scan or attach manuals using the Attachments tab, described below.

Obsolete: Checking the Obsolete checkbox means that this equipment model is considered
obsolete.
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e Prohibited: Checking the Prohibited checkbox means that the equipment model is prohib-
ited in the health care facility and must be removed from the facility.

e Alarm: Checking the Alarm checkbox means that this equipment model includes one or
more alarms that indicate equipment failure, as described in ASHE Safety Goal #6.

e Incoming Inspection: Checking the Incoming Inspection checkbox allows you to select the
desired inspection that applies to newly acquired equipment items of this model, using the
pull-down menu. Please see “General Service Area Options” on page 263 for more informa-
tion about defining a default incoming inspection procedure.

e Retirement Procedure: Checking the Retirement Procedure checkbox allows you to select
the desired procedure that applies when retiring equipment items of this model from ser-
vice, using the pull-down menu. Please see “General Service Area Options” on page 263 for
more information about defining a default retirement procedure.

The Equipment Models Parts tab allows you to assign senecute omerDetas pans Aachments
parts to the equipment model for preventive mainte- ariz __Paifipe  Manufechwer _Guantly _Procedure __Freavens A
5 AMP 312{NONE NONE 1.00| RADIOLOGIC IMEvery

75 AMP-EQNONE NONE 1.00|RADIOLOGIC IMEvery 6
1.5VAL  |NONE MNONE 1.00|RADIOLOGIC IMEvery 3

nance. Please see “Adding Equipment Models” on
page 161 for information about updating the parts
assigned to the current equipment model.

The Equipment Models Attachments tab allows you to
scan and/or attach documents such as manuals or
images related to the current equipment model. Attach-
ments included here are also available at the equipment item level. Please see “Attaching or
Scanning Files” on page 168 for more information about working with scanned and attached files
in HEMS Information Lists.

>

Update Part Information

-

Equipment Types List

Selecting Information Lists>Equip- i itpmni Tiper AEE
ment Inventory Lists>Equipment Fr— =T
. g s Tine 18 M0 TEST Active
Types opens the Equipment Types Chss |15 nowm scmbuLeD g | L Bxectancy | 0
. . ECRI Frotedurs Systern | woNE
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K R . _ﬂﬂLA‘IUN UNIT, RF THERAPEUT) PM Procedure | GENERAL PN
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po rts a n d WI I I I nteg rate a ny Of t h e :ALLOY MELTING POT NON-PATIE Ni Er;s[um nn':-an on fl!‘h; alarm and the alarm volurme. The staff must be able 1o hear and
. ; Y diferentiate the alarm for each device in the unit, and be able to determine which patient s
standard equipment nomenclatures |Juwies acomo  |ueonron| | s s .
'-NMLVZERI»N‘HBIOTIC MUK UBIJRATORT ;\sslgneu En;lneer Schedule Frequency
(ASHE, AAMI, or ECRI) and proce-  |Tusasramocucn, juoomror | 20 TR T —
dures to your standardization pro- |z sooo culturguscraor) | iy

ANALYZER. BLOOD FLOW  IDIAGNOSTIC ™ || Low
£ »

cess. Please contact EQ2 directly for s =3 .
information and a quote for stan-
dardizing processes for existing data.

The Equipment Types Information List contains the following general information for each
record:

e Type: Name of the selected equipment type (from a standard list such as ASHE).
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Active: Whether or not the equipment type is active or not.

Class: Equipment class that the equipment type belongs to. This field uses values from the
Equipment Classes Information List, which is described in “Equipment Classes List” on
page 139.

Life Expectancy: Life expectancy of the equipment type, in years. The Maximum Expenditure
Limit (MEL) report uses this information, which is one of the criteria for determining when to
replace equipment. Please see “Maximum Expenditure Limit” on page 211 for more informa-
tion about the Maximum Expenditure Limit (MEL) report.

System: Equipment system that the equipment type belongs to. This field uses values from
the Equipment Systems Information List, which is described in “Equipment Systems List” on
page 139.

ECRI#: Emergency Care Research Institute (ECRI) number assigned to the equipment type.

Name: ECRI name of the equipment type.

- Note: Entering the ECRI # and type from ECRI's Universal Medical Device
E Nomenclature System™ (UMDNS™) in the ECRI # and ECRI Name fields allows
Biomedical Engineering staff to efficiently open and respond to work orders for
device recall and alerts.

Notes: Additional information about the equipment type.

The Equipment Types Schedule tab contains the follow- Aschments

PM Procedure [#] Schedule Template

ing additional information: RADI0LGGIC TRAGTHG SYSTER, Y v

[ 11. PERFORM MANUFACTURERS RECOMMENDED PM PROCEDURE FROM SERVICE &
MAN, (430)

PM Procedure: Preventive maintenance procedure
to use for the equipment type. This field uses values

Pan® 75 AMP-EQZ-Z Manufacturer NONE Gty 1

from the Procedures Information List, which is R R S SR :
described in “Procedures List” on page 146. prory -romrse BRI S
L Every Year D
- . . - Schedule Dal
Assigned Engineer: Name of the engineer assigned e <11 v .

to the equipment type. This field uses values from
the Employees Information List, which is described in “Employees List” on page 126.

Priority: The Priority field displays the priority for the equipment type based on risk if you
have risk defined. If you have minimum frequency for scheduling based on risk configured,
the maintenance interval may vary depending on the risk factor; review risk-related mainte-
nance intervals using the Risk Interval report, which is described in “Risk Interval” on

page 216. You may also define the priority manually if you are not using risk.

Schedule Date: Date from which to base the date for generating your schedules for the
equipment type. Please see “Scheduling Equipment” on page 107 for more information
about scheduling.
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Schedule Frequency: How frequently (i.e. the intervals) you are going to perform preventive
maintenance on the equipment type. Use one frequency for every maintenance interval. For
example, if maintenance must be done monthly, semi-annually, and annually, you will need
to add three frequency entries.

- Clicking the New button to the right of the Schedule Frequency field opens the Schedule
Frequency window, which allows you to add a schedule frequency to the preventive
maintenance procedure for the equipment type.

- Double-clicking an existing schedule frequency opens the Schedule Frequency window
for the selected frequency and allows you to make edits.

- Highlighting a frequency and then clicking the Delete button removes that frequency
from the equipment type.

Please see “The Schedule Frequency Window” on page 97 for more information about work-
ing with schedule frequencies.

The Equipment Types Other Details tab contains the fol- T S —
lowing additional information: RiskAssessment RiskFackr o

EQUIPMENT FUNCTION (E)
CLINICAL APPLICATION (A)

Risk Assessment: Checking the Risk Assessment e

checkbox allows you to define risk for the equipment ez or mae )

type. Defining risk by equipment type also assigns e

this risk level to all equipment models and items B SO

assigned to this type. HEMS automatically calculates

the risk factor based on how you answer the risk

statements. HEMS can be configured to base minimum schedule frequencies on the assigned
risk factor. For example, you have an annual preventive maintenance procedure, but risk fac-
tor determines it should be performed semiannually.

- Note: Risk is normally defined by equipment type; all equipment models and
E items assigned to the equipment type will inherit the risk factor defined for this
type. If necessary, risk may be defined by equipment model and/or equipment
item. Defining risk for an equipment model overrides the risk factor defined for
the equipment type. Defining risk for an equipment item overrides the risk
defined for both the equipment type and model.

Risk Statement Groups: If you are assigning risk by equipment type, use the pull-down menu
to answer each of the five following statements. HEMS calculates the risk factor, which deter-
mines the priority.

- Equipment Function: What the equipment is used for.
- Clinical Application: How the equipment model impacts clinical functions.
- PM Requirement: How often preventive maintenance needs to be performed.

- Likelihood of Failure: How likely the equipment is to fail. This is a measure of equipment
reliability.

- Environment of Use: Where the equipment is used.
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e Risk Factor: HEMS displays the calculated risk factor in the Risk Factor field. HEMS calculates
the risk factor, which determines the priority. Please see “CHAPTER 8: Managing Risk” on
page 179 for information about managing risk in HEMS.

¢ Incoming Inspection: Checking the Incoming Inspection checkbox allows you to select the
desired inspection that applies to newly acquired equipment items of this type, using the
pull-down menu. Please see “General Service Area Options” on page 263 for more informa-
tion about defining a default incoming inspection procedure.

e Retirement Procedure: Checking the Retirement Procedure checkbox allows you to select
the desired procedure that applies when retiring equipment items of this type from service,
using the pull-down menu. Please see “General Service Area Options” on page 263 for more
information about defining a default retirement procedure.

The Equipment Types Attachments tab allows you to scan and/or attached documents such as
manuals or images related to the current equipment type. Attachments included here are also
available at the equipment item level. Please see “Attaching or Scanning Files” on page 168 for
more information about working with scanned and attached files in HEMS Information Lists.

Equipment Groups List

Selecting Information Lists>Equip-  [EEEE. EEE
ment Inventory Lists>Equipment e - Dt A
. Toup Active Schedule

Groups opens the Equipment Acis SchevuleDate  [06/01/200
Groups Information List. Notes

[CJExact O search]|| v Reset e
T.he Equipment Groups Information |55 @ & — e
List allows you to perform preven- | f22 I p— T

: : i T N
tive maintenance on groups of L o oy FSTmLATo, DEFIBIILATION
. . W \RGI 5733 |SHOCK ADVISORY ADAPTER
equipment where scheduling by Harmanosre
. . . BLOOD BAN
type or model is difficult. For exam- | Jeoroenmom:
. _CANCERCﬁRE
ple, you may have hundreds of fire oarouc sTesoon
I Y

extinguishers and may decide to eatHise i

L CATHEDRAL SQUARE

|

create a number of manageable
sized groups for scheduling pur- 1-seori00 (3 (0]

poses. Individual preventive main-

tenance work orders will be created for each equipment item within the group.

cou -
<

3 w

The Equipment Groups Information List contains the following general information for each
record:

e Group: Name of the selected equipment group.
e Active: Whether or not the equipment group is active.

e Schedule: Checking the Schedule checkbox allows you to schedule the equipment belonging
to the equipment group as a group and also enables the Schedule Templates tab, described
below.
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Schedule Date: Date from which to base the date for —— T —
generating your schedules for the equipment group.  cos Equipment Type

. . 5731 DEFIBRILLATOR -
Please see “Scheduling Equipment” on page 107 for 5732 SIMILTOR, DEFIBRILLATION

5733 [SHOCK ADVISORY ADAFTER

more information about scheduling.

Notes: Additional information about the equipment
group.

The Equipment Groups Equipment tab lists the equip- v
ment assigned to the group.

When the Schedule checkbox is checked as described

Equipment Schedule Template

above, the Equipment Groups Schedule Template tab P Procedure [T AT o
contains the following additional information: e R e A AR 2
[ 13. CHECK PHYSICAL COMNDITION OF POWER CORD AND PLUG (2)
. . [ ] 4. MEASURE GROUND WIRE RESISTANCE (3)
* PM Procedure: Preventive maintenance procedure L
to use for the equipment group. This field uses val- E1:é.Eﬁ%;iﬁ;?@éggé’é&?ﬁé@&ﬁ’?
} ( ~
ues from the Procedures Information List, which is Assigned Enginesr  Scheduls Fraquency
. s - o Every & nonchs (senimmuiaiiy 8
described in “Procedures List” on page 146. Priorty

NONE v

Assigned Engineer: Name of the engineer assigned

to perform preventive maintenance on the equip-

ment group. This field uses values from the Employees Information List, which is described in
“Employees List” on page 126.

Priority: Priority of the equipment group. This appears on scheduled work orders for each
equipment item in this equipment group. You may select a priority by using the pull-down
menu or by right-clicking or pressing [F2], as described in “CHAPTER 3: Adding Values to
Fields” on page 49.

Schedule Date: Date from which to base the date for generating your schedules for this
equipment group. Please see “Scheduling Equipment” on page 107 for more information
about scheduling.

Schedule Frequency: How often the preventive maintenance procedure should occur for the
equipment group (i.e. the interval). Use one frequency for every maintenance interval. For
example, if maintenance must be done monthly, semi-annually, and annually, you will need
to add three frequency entries.

- Clicking the New button opens the Schedule Frequency window, which allows you to add
a schedule frequency to the preventive maintenance procedure for the equipment group.

- Double-clicking an existing schedule frequency opens the Schedule Frequency window
for the selected frequency and allows you to make edits.

- Highlighting a frequency and then clicking the Delete button removes that frequency
from the equipment group.

Please see “The Schedule Frequency Window” on page 97 for more information about work-
ing with schedule frequencies.

Please see “Adding a Record” on page 161 and “Adding Equipment Groups” on page 164 for
information about adding equipment groups.
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Equipment Classes List

Selecting Information Lists>Equip-
ment Inventory Lists>Equipment
Classes opens the Equipment
Classes Information List.

The Equipment Classes Information
List allows you to identify equip-
ment such a Life Support, Diagnos-
tic, Non-patient Care, Laboratory
Equipment, Electrical, Patient Sup-
port, or Cooling.

The Equipment Classes Information
List contains the following general
information for each record:

¢ Name: Name of the equipment
class.

Equipment Classes

Class Active
Active Only
] Exact
PR @
IClass

»|18 MONTH SCHEDULED PM FREGUENCY
[ |ANALYTICAL EQUIPMENT
|cRmcAL caRE
|omenosTic EQUIPMNENT
| |GENERAL CARE
[|LABORATORY EQUIPMENT
|ure suppoRT
[ne
[|NO SCHEDULED PM FOR THIS EQIUP TYPE
| |NON-PATIENT RELATED

[none

Tram

|| THERAPEUTIC EQUIPMENT

o [AT
v

1-130f13

Class: 18 MONTH SCHEDULED PM FREQUENCY

Details
Class
18 MONTH SCHEDULED PM FRE!

Notes

EEX

e Active: Whether or not the equipment class is active.

* Notes: Additional information about the equipment class.

Equipment Systems List

Selecting Information Lists>Equip-
ment Inventory Lists>Equipment
Systems opens the Equipment Sys-
tem Information List.

The Equipment Systems Informa-
tion List offers a larger group that
equipment items can belong to,
such as HVAC, Water System, or
Electrical System, if applicable. It is
yet another way of grouping like
equipment together.

The Equipment Systems Informa-
tion List contains the following gen-
eral information for each record:

Equipment Systems

Active Only ¥,
] Exact hQ._Sea_rc_p:: «I Reset
DR © I
System e
oyl MONTH NSPECTION
i 12 MONTH PM SCHEDULE
|_|3 MONTH PM SCHEDULE
I 6 MONTH PM SCHEDULE
‘_ MONITOR
i NO PM SCHEDULED
_|NONE
I SWITCH, NETWORK
[ e
I« »

1-80f8

System: 12 MONTH INSPECTION

Details

System
12 MONTH INSPECTION

Notes

e Name: Name of the equipment system.

e Active: Whether or not the equipment system is active.

* Notes: Additional information about the equipment system.
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Locations Lists

The Locations Information Lists define specific locations within your facility or facilities. These
locations are used to record equipment locations for inventory and tracking purposes. You can
also schedule preventive maintenance by location.

Locations List

Selecting Information Lists>Loca-

" Locations

tions>Locations opens the Loca- =Acabon “:1';;0an S Location : 3A2 ONCOLOGY (MEMORIAL HOSPITAL, PARMA -
tions Information List. This is a very | cams: Bulding Lacation
. . . 3AZ ONCOLOGY Active
important Information List because | ..., e Campus
.« . . MEMORIAL HOSPITAL, PARMA
technicians use the location S
description to locate the equipment I;JEE‘} = L 120
. | 1] ing
onwork orders. Alocation may be a | i comps  wuiging Al ST
specific room or where a piece of | {5un  |ievoni s =
inventoried equipment is located or | e g Roam
stored. Knowing where equipment |2 g Soes
. . . . (MlzAz oNCOLOGY [MEMORIAL HRT. 130 HOKE
is becomes eSpeCla”y Important in _325‘-' :::g:ﬁ: :RE‘“NH"LL Schedule Date Schedule Frequency
large or multi-building facilities Jaen MEMORIAL M{DOWN HAMI e |4
because this information can save a ;Qfsu e i A
. . < >
lot of time and confusion. TR 1 g

The Locations Information List con-
tains the following information for each record:

o Shared: Whether or not the location is shared across Service Areas.
e Location: Name of the location.
e Active: Whether or not the location is active.

e Campus: Name of the campus associated with the location. This field uses values from the
Campuses Information List, which is described in “Campuses List” on page 141.

e Building: Name or number of the building associated with the location. This field uses values
from the Buildings Information List, which is described in “Buildings List” on page 142.

e Wing: Name or number of the wing associated with the location. This field uses values from
the Wings Information List, which is described in “Wings List” on page 142.

¢ Floor: Name or number of the floor associated with the location. This field uses values from
the Floors Information List, which is described in “Floors List” on page 143.

e Room: Name or number of the room associated with the location. This field uses values from
the Rooms Information List, which is described in “Rooms List” on page 143.

e Space: Name or number of the space associated with the location. This field uses values from
the Spaces Information List, which is described in “Spaces List” on page 144.

e Start Date: Date from which to base the date for generating your schedules for equipment
that is scheduled by this location. Please see “Scheduling Equipment” on page 107 for infor-

mation about scheduling equipment.
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e Schedule Frequency: Preventive maintenance frequency for equipment at this location.
Defining a preventive maintenance frequency by location will assign the frequency selected
to all equipment assigned to the location. This frequency will override any higher frequency
assigned for the equipment. For example, if the location frequency is quarterly but the equip-
ment preventive maintenance frequency is semi-annual, the new frequency for the equip-
ment will be quarterly. If only some of the equipment in a location require a different
interval, then use the Equipment Inventory window to add the new interval for these equip-
ment items. See “Defining Preventive Maintenance Templates by Equipment Item” on
page 109 for information about scheduling by equipment item.

- Note: Only define the frequency by locations if this is an exception to your stan-
E dard preventive maintenance template, which is defined by equipment type,
model, equipment item and/or groups. For example, you may have a state

requirement to perform more frequent preventive maintenance for a particular
location.

e Notes: Additional information about the location.

Campuses List

Selecting Information Lists>Loca- T DER
tions>Campuses opens the Cam- Actye Campus: HAMILTON
. . Active Only v ;
puses Information List. Campuses e
are typically clusters of buildings Dleact Qseart][ Reset | fmaaziron Active
within the same vicinity of each DE @ mE Mo 7
h (Campus A
other. WHAMILTON
L MEMORIAL HOSPITAL, PARMA
The Campuses Information List con- | "™
tains the following information for |7 TEResrTYer
each record: i
e Shared: Whether or not the 1
campus is shared across Service |-
Areas. i =
I« »
e Campus: Name of the campus. ' =800 x

e Active: Whether or not the
campus is active.

¢ Notes: Additional information about the campus.
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Buildings List

Selecting Information Lists>Loca-
tions>Buildings opens the Build-
ings Information List. Buildings are
typically freestanding structures
that may be either standalone or
grouped into a campus.

The Buildings Information List con-
tains the following information for
each record:

e Shared: Whether or not the
building is shared across Service
Areas.

e Building: Name or number of
the building.

e Active: Whether or not the building is active.

* Notes: Additional information about the building.

Wings List

Selecting Information Lists>Loca-
tions>Wings opens the Wings
Information List.

Wings typically designate separate
sections of buildings that can span
multiple floors.

The Wings Information List contains
the following information for each
record:

e Shared: Whether or not the
wing is shared across Service
Areas.

e Wing: Name or number of the
wing.

" Buildings
Building Active Building: CREAN HALL
Acth
clive Only b Distalls
Building
Ooa (o)) o o
= - MNotes
DR @ m a
Building &
A
e
e
o CREAN BALL
_|DOWN HAMILTON AVENUE
3
_INONE
TJRr130
_ITENT OUTSIDE
[l ~
I >
1-8019 2
" Wings El@]@
Wing Attive Wing: EAST
Active O
e Dty — Details
Wing
[CJExact EAST Active
Motes
DE L -
Wing o
4B
eAST
_|NONE
_|NORTH
Cweet
Il ~
I« >
. 1-505 X

e Active: Whether or not the wing is active.

e Notes: Additional information about the wing.
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Floors List

Selecting Information Lists>Loca- Floors DER
tions>Floors opens the Floors Infor- | e ctve Fioor 1

mation List. Floors typically R i

designate a given floor number. A | D& Beeae)[oresa] | o 200

floor may span one or more wings. m T 3
Floor A
1

The Floors Information List contains
the following information for each
record:

= W

&
BASEMENT

GROUND

JAMIE PAVILLION

NEAR PARKING GARAGE
NONE

OFF SITE

e Shared: Whether or not the
floor is shared across Service
Areas.

| = B T o o I T a1 2 0

e Floor: Name or number of the g%
ﬂoor 4 1-110f11

.

e Active: Whether or not the
floor is active.

e Notes: Additional information about the floor.

Rooms List

Selecting Information Lists>Loca- fwe

tions>Rooms opens the Rooms Room Active Raom: 101

Information List. Rooms are typi- SR

cally enclosed spaces on a certain R [Qsearn][oReset] 1o Active

floor. BE B m® Notes :
Room A

The Rooms Information List con-
tains the following information for
each record:

e Shared: Whether or not the
room is shared across Service
Areas.

ANGIO 1
B-409

B411 TOB420
CATH LAB ~

. | [E55) () [F50 ) [) [ [ [ T ] () ] [

e Room: Name or number of the
room. | 4 1-430143

e Active: Whether or not the
room is active.

e Notes: Additional information about the room.
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Spaces List

Selecting Information Lists>Loca-
tions>Spaces opens the Spaces
Information List. Spaces are typi-
cally areas within a room.

The Spaces Information List con-
tains the following information for
each record:

e Shared: Whether or not the
space is shared across Service
Areas.

e Space: Name or number of the
space.

e Active: Whether or not the
space is active.

sp

ace

[ Exact

DE @

fSpace

Active
Active Only

202-8

NONE

= 11 T 1T T T T T T T T 17T Je

-

1-202

Details
Space
202-B

Notes

Space: 202-8

Active

e Notes: Additional information about the space.

Maintenance Specialties List

Selecting Information Lists>Main-
tenance Specialties opens the
Maintenance Specialties Informa-
tion List.

The Maintenance Specialties Infor-
mation List contains the trades,
crafts, or other functions of the
employees who perform the work
generated through work orders
(such as BMET, Biomedical Techni-
cian, Imaging, Carpenter, Plumber,
or Painter). This list may also
include administration and man-
agement functions.

Maintenance Specialties

Spacialty Active
Active Only v
[ Exact QO gearch|| 7 Reset
BE @ m
ISDemall\r e
[BIOMED ENG
"|sioMED TECH
|eser
_|CONTRACTOR
Tnone
_|RADTECH
TsrBMET
] ~
| »

1-7of7

Details
Specialty
BIOMED ENG

Notes

Specialty. BIOMED ENG

The Maintenance Specialties Information List contains the following information for each

record:

e Shared: Whether or not the maintenance specialty is shared across Service Areas.

e Specialty: Name of the maintenance specialty.

e Active: Whether or not the maintenance specialty is active.

e Notes: Additional information about the maintenance specialty.
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Part Types List

Selecting Information Lists>Part
Types opens the Part Types Infor-
mation List.

The Part Types Information List is a
category used to describe like parts
in the HEMS Parts Inventory win-
dow, such as: Ballasts, fluorescent;
Cable, romex; Elbows, copper; and
Lamps, incandescent. Please see
“CHAPTER 7: Managing Parts” on
page 169 for more information
about managing parts within HEMS.

The Part Types Information List

Part Types
Part Type Active
Active Only v
O Qsearcn][ OReset
] (m
A
M
[ |eEcKkman couLTER
T |BEnNETT XRAY
_|Cable
[|capaciTor
CASTLE/GETINGE w
I« >
1-500189 [IHE

Part Type: 300 Watt Xenon L

Details
Part Type

300 Wact Xenon L Active

_NOIES

contains the following information
for each record:

Part Type: Name of the part type.

Predefined Text List

Selecting Information Lists>Pre-
defined Text opens the Predefined
Text Information List.

The Predefined Text Information
List makes the data entry process
simpler, faster, and more accurate
by storing text for quick use when
adding or editing information in the
Work Order, Equipment Inventory,
Contract, and Maintenance Task
windows. Please see “Using Pre-
defined Text” on page 50 for more
information about using pre-

" Predefined Text

Teod Title

Module

[CJExact

BE @

Tend Title

Active: Whether or not the part type is active.
Notes: Additional information about the part type.

Active
Acthve Only

Modula

&

-

defined text in fields.

BACKED UP THE HEMS
Check all light bulbs.
CLEANED FILTERS
CLEANED UNIT

Ci te the annual

DATWork Order
Work Order
Work Order
(Work Crder

COLLECTED AND DELIVEREWork Order

P k Qrder

Contract test
DATA NOT BACKING UP

ENGRAVE TOOLS AND |
EQ Model
FUNCTION TESTED Ok

A= | [ (0 [ () (o [] E C

1-50

COMPLETE THE INITIAL INS|
Complete the quarterly inspe\Work Order
Continuous Quality Improvan Wark Order

DEFIBRILLATOR OUTPUTS

Work Order

Confract
Work Order
‘Work Order
Work Crder
EQ Model
Work Order

58

of 56

*

O]

*KED UP THE HEMS DATA, PREPARED BACKLUP TAPES, PERFO H

Details
Text Title

BACKED UP THE HEMS DATA; PREPARED BACKUF TAPE:L . ACTIVE

Module
Work Order
Teat Content

BACKED UP THE HEMS DATA; PREPARED BACKUP TAPES;
PERFORMED NOVELL TASKS

-
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The continuing trend toward having mechanics and technicians enter their own work order data
makes the Predefined Text Information List even more valuable. For example, consider the com-
mon occurrence of replacing a light bulb. A predefined text string that says, “Remove diffuser
and replace the 32 watt, 48 inch fluorescent tube” contains over 60 characters that the mechanic
or technician can enter with just a few mouse clicks. Reusing this text string every time the iden-
tical function is performed ensures consistency across records over time, which increases the
value of reports that in turn increase efficiency and quality.

The Predefined Text Information list contains the following information for each record:
e Shared: Whether or not the predefined text record is shared across Service Areas.

e Text Title: Name of the predefined text string.

e Active: Whether or not the predefined text string is active.

e Module: Window in which the predefined text string applies. Users adding or editing infor-
mation in a HEMS window/module will only see the predefined text strings that are available
for that window, to avoid confusion.

e Text Content: The actual text string that will be entered into fields in the selected window
when selected by the technician or engineer.

Procedure & Task Lists

Procedures and tasks describe the preventive maintenance performed on scheduled work
orders. The Procedures and Tasks Information Lists are therefore critical to the core HEMS func-
tions.

In general, a task is an individual work function such as, “test lead input voltage.” A procedure is
an ordered collection of tasks designed to accomplish a certain function, such as completing pre-
ventive maintenance or a specific repair on an equipment item. In this example, testing the lead
input voltage could be the third step in a procedure that begins with plugging in and powering up
the equipment item, then making sure that various indicator lamps are lit. Tasks and procedures
can be further classified by type for organization, tracking, and reporting purposes.

Procedures List

Selecting Information Lists>Proce- Citain EEE
Name Active Procedure | ABSOLUTE PRESSURE GAUGE (144)
dures & Tasks>Procedures opens AEON ¥ e N
the Procedures Information List. ABSCLTIE FRESSIRE oAU 1 elacthe
Type Specialty Season Source
M BIOMED TECH NONE ASHE- 71

Each procedure in the Procedures T
Information List is a group of tasks |B@ @ m & 2

Procedurs Procedure ® Specialty, ~

Oexsa  [Qsearh | wIResel | Motes

that accomplish a specific goal such | Jssourerresson T R L B ety —
. . AGGLUTINATION VIEW| 125BIOMEL] Enery veur -
i 153|BIOMI
as a preventive maintenance cycle |Jmocenases  islaok .
or r‘epair action. EQ2 supports and :::‘TPRES&DR ‘6; :'E::E &

CHECK PHYSICAL CONDITION OF POMER CORD AND PLUG  [ALWAYS 0. 2(

LT T T T T T T T T Is

T [ALLOY MELTING POT 136 BIOMEL] o STSTANCE ATE at g
will integrate any of the standard ALTERNATING PRESS &|BIOMEL] e i %:t:,\:s b ¥
. [ANESTHESIA VAPORLZ] 156|8R BNE JERFORN A FUNCTION TEST T8 ALL OPERATIONAL MODES |ALUAYS 0. 50

equipment nomenclatures (ASHE, ANESTHESIA VENTILK lorewe | || cornect mnow peFrciENCIES fusars  Jo-
ANESTHESIA VENTILA] 127|8R BME 2
AAMI, or ECRI) and procedures to o e e (8 o &
your standardization process. vsams  (ay) PreiTeskDsserison .
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Please contact EQ2 directly for information and a quote for standardizing processes for existing
data.

If service manuals are not available for a particular equipment item, use a manual from a related
equipment item or a reputable book on related maintenance/repair procedures.

CAUTION: IMPROPERLY DESIGNED PROCEDURES CAN CAUSE DAMAGE TO
A EQUIPMENT AND/OR REDUCED EQUIPMENT OPERATIONAL LIFE SPAN.

Procedures may contain tasks with multiple intervals, such as semi-annual, quarterly and
monthly. Schedules incorporate multiple task intervals. Please see “Scheduling Equipment” on
page 107 for more information about scheduling equipment.

The Procedures Information List contains the following general information for each record:

e Name: Name of the procedure.

e Number: Number of the procedure. This number must be unique for each HEMS procedure.
e Active: Whether or not the procedure is active.

e Type: Type of the procedure. This field uses values from the Procedure Types Information
List, which is described in “Procedure Types List” on page 148.

e Specialty: Maintenance or trade specialty required to perform the procedure. This field uses
values from the Maintenance Specialties Information List, which is described in “Mainte-
nance Specialties List” on page 144.

e Season: If a preventive maintenance procedure is performed during a season and not year-
round, such as snow plowing, enter the Season here for scheduling purposes. This field uses
values from the Seasons Information List, which is described in “Seasons List” on page 151.

e Source: Source used as reference material when designing the selected procedure.

e Schedule Frequency: How often you will perform preventive maintenance using this proce-
dure (i.e. the interval). Use one frequency for every maintenance interval. For example, if
maintenance must be done monthly, semi-annually, and annually, you will need to add three
frequency entries.

- Clicking the New button to the right of the Schedule Frequency field opens the Schedule
Frequency window, which allows you to add a schedule frequency to the procedure.

- Double-clicking an existing schedule frequency opens the Schedule Frequency window
for the selected frequency and allows you to make edits.

- Highlighting a frequency and then clicking the Delete button removes that frequency
from the procedure.

Please see “Adding Procedures” on page 165 for more information about adding tasks to a
procedure and “The Schedule Frequency Window” on page 166 for information about assign-
ing a frequency to each task.
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The Tasks tab contains the following additional informa- |eesrrrrrr=

. CHECK PHYSICAL CONDITION OF FOVER CORD AND PLUG ALUAYS
tlon: MEASURE GROUND VIRE RESISTANCE ALUAYS 0, 20
MEASURE CHASSIS LEARKAGE TO GROUND: 300UA BAKIMUM |ALUAYS 0. 20

FERFORM A FUNCTION TEST IN ALL OFERATIONAL MODES [(ALWAYS 0. 51

° Each task in the procedure' CORRECT MINOR DEFICIERCIES ALUAYS 0. 1¢

=]
-}
L

uopduEan

e The frequency of each task.

Frint Task Description

e The estimated time for each task.

e Print Task Description: Checking the Print Task Description checkbox prints the information
on your scheduled work orders.

Please see “Adding Procedures” on page 165 for information about adding tasks to a procedure.

The Description tab contains the following information:  receaueoescisen

Naotes -
Absolute pressure nofes

SHSEL

e All of the tasks that make up the procedure.

[ 11. CHECK INTEGRITY OF SWITCHES (1)
Mates for check integrity of switches
[ 12 CHECK PHYSICAL CONDITION OF POWER CORD AND PLUG (2)

e The total estimated time to complete all of the tasks 113 wessure srouno wreresemmces
‘erify ground wire resistance is <= 0.50 ohms, or infinite on double Insulated
in the procedure (based on the time for each task).

devices.

uoRALIEA)

|. 14 'M.EA.SIJHE CHA%SIS L%r}lf_ﬁB_E TO GROUND; 300UA MAXIMUM (4) v
e A frequency-by-frequency breakdown of the tasks
and total estimated time to complete the procedure.

e Any procedure notes and task text (from the Tasks Information List). Please see “Tasks List”
on page 149 for more information about the Tasks Information List.

Procedure Types List

Selecting Information Lists>Proce-

dures & Tasks>Procedure Types Frocedure Type i V Procedurs Typs: ADMINISTRATIVE

opens the Procedure Types Infor- SR

mation List. [lExact [ASearch| ADNINISTRATIVE Active
- B @ m®

A procedure type classifies one or Procedure Type - "

more individual procedures by o

overall function. You can create e

procedure types by trade (such a ooy

plumbing, electrical, etc.) or by I

work function (inspection, preven- |

tive maintenance, repair, etc.) to i

suit your organization’s needs. T

The Procedure Types Information | s : 3

List contains the following informa-
tion for each record:

e Procedure Type: Name of the procedure type.
e Active: Whether or not the procedure type is active.

e Notes: Additional information about the procedure type.
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Tasks List
Selecting Information Lists>Proce- e CER
dures & Tasks>Tasks opens the Wi i 5 Task  76% OF VALUE RECORDED IS THE LEVEL 3 CURRENT (532)
. . Active Cnly ¥ )
Tasks Information List. Number Tyve e Ao
. . .. = 75% OF VALUE RECORDED IS THE LEVEL 3 CURRENT
In general, a task is an individual O Type Contro Task®
g ; @mie)] D
. “ BE [ i CALIBRATE USER INPUT s32
Work funCtlon SUCh aS, TeSt |ead Mame Task# - Min Task Value Max Task Value Estimated Hours
input voltage.” A task might be as A e o a— ——_ 22
- 1 Task Texd
simple as a Visual exterior inspec_ :zmig I:E si:gi’:g: :i‘s Multiply the previous reading by 0.75 and enfer the reading in ma &
H H H H ACTIVATE THE HANDPIECE 535
tion or as complicated as a vibration | {0 e i
test performed on a set of bearings. | o oemose -
:ADJUSTFORCDRRECTFL 335
1 i ADJUST FRICTION OF RECH 09
Procedures group individual tasks | {2ErERcionere i
into a complete maintenance job Hi e kbl il
i i ADJUST MECHANICAL ZER( 179
that is used when working on ;musrpmmmm b
H H < »
scheduled preventive maintenance N RS 13 3
work orders. Please see “Proce-

dures List” on page 146 for more
information about procedures.

The Tasks Information List contains the following information for each record:

e Name: Name of the task.

e Active: Whether or not the task is active.

e Type: Type of the task. This field uses values from the Task Types Information List, which is
described in “Task Types List” on page 150.

e Control: Tasks associated with control or that interface with medTester or other equipment

testers.

e Task #: Number of the task. This number must be unique for each HEMS task.

e Min Task Value: Lowest allowable result of this task. For example, the minimum allowable

voltage might be 12.5V. Values below this limit indicate that the equipment may need repair.

Max Task Value: Highest allowable result of this task. For example, the maximum allowable
voltage might be 13.2V. Values above this limit indicate that the equipment may need repair

Estimated Hours: Estimated amount of time, in hours and tenths, that the task should take to
accomplish. The sum of all task times will be entered into work orders for workload monitor-
ing and reporting.

Task Text: Full explanation of how to accomplish the task. You may enter predefined text into
this field, as described in “Using Predefined Text” on page 50.

E

Note: You may list any special tool(s) required to accomplish this task (such as a
voltmeter) as a reminder to the mechanic or technician.
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Task Types List

Selecting Information Lists>Proce-
dures & Tasks>Task Types opens
the Task Types Information List.

A task type classifies one or more
individual tasks by overall function.
You can create task types by trade
(such a plumbing, electrical, etc.) or
by work function (inspection, pre-
ventive maintenance, repair, etc.)
to suit your organization’s needs.

The Task Types Information List
contains the following information
for each record:

e Task Type: Name of the task
type.

" Task Type

[CJExact

BE @

Task Type

Active
Activa Only b

Qearn
(m
3

CALIBRATE

NONE
]
SAFETY

T T T T T T T T 1T 1 T 0 T
| [

1-40r4

Details
Type
CALIBRATE

Notes

Task Type: CALIBRATE

Active

e Active: Whether or not the task type is active.

e Notes: Additional information about the task type.

Purchase Orders List

Selecting Information Lists>Pur-
chase Orders opens the Purchase
Orders Information List.

The Purchase Orders Information
List tracks purchase order numbers
and their descriptions and is pri-
marily used in equipment inventory
and work orders.

The Purchase Orders Information
List contains the following informa-
tion for each record:

e Shared: Whether or not the
purchase order is shared across
Service Areas.

Purchase Orders

FOE

[ Exact

DB @

FOE

Active
Active Only b

m &
:

12-200205858

12-200400033
12-200500063
12-200500074
12-200600010
14-200000008
14-200000008
14-200100007
14-200100010
14-200100011
14-200100017
14-200100018
14-200100019
14-200100026
14-200100030
<

S [ T ([ (] [ )

1=

1-500f103

Details
PO#
12-200205858

Description

Notes

PO# 12-200205858

Active

e PO #: Number of the purchase order.
e Active: Whether or not the purchase order is active.
e Description: Description of the purchase order.

* Notes: Additional information about the purchase order.
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Seasons List

Selecting Information Lists>Sea-
sons opens the Seasons Informa-
tion List.

The Seasons Information List allows
scheduled work orders to be gener-
ated only within a specific date
range. For example:

e Cooling Season (April 15
through October 14) — A
monthly work order might be
generated, using this season, to
change a filter in a window air
conditioning unit, which is not
required at any other time of
the year.

" Seasons E@gl
Season Active Season | COOLING
Active Only v
- oy Season
[ClExact i 5earch m
Reearcn](oreset ] s

BD E [m &) Start date End date

it ~ AFRIL 15 OCTOBER 14

HCOOLING Motes
| [HEATING ~
T |HEATING_2
_|nONE
[ b
I« >

v
1-4ofd

e Heating Season (October 15 through April 14) — A monthly work order might be generated,

using this season, to check the water level in a steam boiler.

The Seasons Information List contains the following information for each record:

e Shared: Whether or not the season is shared across Service Areas.

e Season: Name of the season.

e Active: Whether or not the season is active.

e Start Date: Date on which the season begins each year.

e End Date: Date on which the season ends each year.

¢ Notes: Additional information about the season.
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Shifts List

Selecting Information Lists>Shifts
opens the Shifts Information List.

The Shifts Information List defines
work shifts and department shifts
(hours of operation).

The Shifts Information List contains
the following detailed information
about each designated work shift:

e Shared: Whether or not the
shift is shared across Service
Areas.

¢ Name: Name of the shift.

e Active: Whether or not the shift
is active.

e Days: These seven checkboxes correspond to the days of the week. A checked checkbox indi-

* Shifts
Name Attive
Active Only v
BE @ (m
[ein ~
[BUSINESS
| |pay
_[FIRST SHIFT
_|mone
_|SECOND SHIFT
_|THIRD SHIFT
] v
I« »

1-60f6

Marne

BUSINESS
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SATURDAY
SUNDAY

START TIME
08:00

Notes

Shift : BUSINESS

END TIME
17:00

cates that the shift is scheduled to work that day.

e Start Time: Shift start time in military (24-hour) format. For example, if the shift starts at

2:00PM, enter 14:00.

e End Time: Shift end time in military (24-hour) format. For example, if the shift ends at

10:00PM, enter 22:00.

¢ Notes: Additional information about the shift.

Subcodes List

Selecting Information Lists>Sub-
codes opens the Subcodes Informa-
tion List.

The Subcodes Information List con-
tains additional tracking informa-
tion. For preventive maintenance
work orders, this documents the
outcome (such as “PM Successful”),
as described in “Preventive Mainte-
nance (WO Type = Scheduled)” on
page 56. For corrective work
orders, this field documents the
cause (such as “Failure”), as
described in “Corrective Mainte-
nance (WO Type=Routine, Failure,
etc.)” on page 57.
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Mame Active
Active Only v
[ Exact lQSeareh} ¥ Reset
B @ M
[Subcodes .

[ABLISE/PHYSICAL DAMAGE

[ [ [ ) [ o o [ [ 5

ACCESSORY PROBLEM
BATTERY FAILURE

COMPUTER FAILURE

DEWVICE IN USE
ELECTRONICS/ELECTRICAL
FLUID PATH

INSPECTION DUE
INTERMITTENT FAILURE
JCECE10

MECHANICAL FAILURE
NETWORK FAILURE

MNON REPRODUCIBLE FAILURE
NONE

OPERATOR ERROR v

A
v

1-240l24

Subcodes E@l@

Subcode: ABUSEFHYSICAL DAMAGE

Details
Mame

ABUSE/PHYSICAL DAMAGE

Description

Motes

Acthne

- anthony94122@outlook.com
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The Subcodes Information List contains the following information for each record:

e Shared: Whether or not the subcode is shared across Service Areas.

¢ Name: Name of the subcode.

e Active: Whether or not the subcode is active.

e Description: Describes the subcode.

¢ Notes: Additional information about the subcode.

This Information list has the following built-in system values:

e Abuse/Physical Damage
* Devicein Use

e Not Found

e Operator Error

e PM Failure

e PM Successful

e Unable to Locate

e None

Vendors List

Selecting Information Lists>Ven-

dors opens the Vendors Informa- Vendor T Vendor: W HEALTH CARE
tlon L|St. Type endor - Supplier Manufacturer Active
3M HEALTH CARE
The Vendors Information List Ll Qoo omen] | | med
: R . BE @ I Address
includes all equipment suppliers et e e S SHICIEE LG 275 -2
and manufacturers used by the bio- | couay oy Siate Zi
. . i ot ) St Paul MmN 55144-1000
medical/maintenance department |’z comnn Fhone Phone 2
. . « ege (800) 228-3957
in their day-to-day activities. It pro- | Jiiexersrens e FE— Besper
. . . | | (651) 633-2
vides a convenient single source for | Jiasorr camea care s Ema
all vendor contact information and | feosonc T
o . ACCELINEAR COMPANY

also facilitates purchasing and man- | Jsccesssarrerr ECRIName

| |ACCESS MEDICAL EQUIPMHUSED MEDICAL 3MHEALTH CARE
agement. |accuson Notes

| |ACER 3M HEALTH CARE -~
The Vendors Information List con- | icue eceermonic cone
tains the following information for ;fﬁ,:'m 2 3
each record: = = web site

1-500f1691 M

" Vendors
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Vendor Type: The following checkboxes indicate the vendor type:

- Supplier: Checking the Supplier checkbox indicates that the vendor supplies (but does
not necessarily manufacture) equipment.

- Manufacturer: Checking the Manufacturer checkbox indicates that the vendor manufac-
tures (but does not necessarily supply) equipment.

- Note: It is possible for a vendor to both manufacture and supply equipment. In
E this case, check both checkboxes for that vendor.

Active: Whether or not the vendor is active.

Name: Name of the vendor. Be sure to standardize your vendor list to avoid variant spelling
and abbreviations for the same vendor (such as “GE”, “Gen Elec”, or “General Electric”), for
ease of look-up and reporting.

Type: Vendor types categorize vendors for quick look-up and filtering.
Address/City/State/Zip: Vendor’s complete street, city, state, and ZIP code.
Phone: Vendors’s primary phone number.

Phone 2: Vendor’s secondary phone number.

Fax: Vendor’s fax number.

Beeper: Vendor’s pager/beeper number.

Email: Vendor’s email address.

ECRI#: Emergency Care Research Institute (ECRI) manufacturer number assigned to the ven-
dor.

ECRI Name: ECRI manufacturer name of the vendor.

Notes: Additional information about the vendor.

- Note: Entering the manufacturer’s ECRI # and name from ECRI's Universal Med-
E ical Device Nomenclature System (UMDNS) in the ECRI # and Name fields
allows Biomedical Engineering staff to efficiently open and respond to work
orders for device recall and alerts.
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Work Order Lists

Opening, tracking, closing, and documenting work orders is another crucial HEMS function. The
combination of work order code and types uniquely identifies the characteristics of each work
order. Carefully setting up these Information Lists can help you monitor, track, and report on
workload, equipment reliability, time spent on one or multiple work orders, types of work per-

formed, etc.

Work Order Codes List

Selecting Information Lists>Work
Order Lists>Work Order Codes
opens the Work Order Codes Infor-
mation List.

The Work Order Codes Information
List adds additional labor informa-
tion to the work order such as
Locating Equipment, Wait Time,
Travel Time, etc.

The Work Order Codes Information
List contains the following informa-
tion for each record:

e Shared: Whether or not the
work order code is shared
across Service Areas.

" Work Order Codes

Code Name Active

Active Only w
] Exact Q Sea:m] I Reset
DR @ m

W0 Codes

>/ &

[ASSIST SERVICE REP
CALLBACK AFTER HOURS
CLEAN WORK AREA/DEPT
EDUCATE USERIDEPT
ELECTRICAL SAFETY TEST
GATHER SUPPLIES
IDENTIFY PART#
INCOMING INSPECTION
LOCATE PART SUPPLIER
LOCATING EQUIPMENT
NONE

MNOT FOUND

ON PHONE WITH SERVICE
ORDER PART(S)
OVERTIME

£

T T T T T T 1T T 1T T T 1T 1 Is

1-29029

Code Name: ASSIST SERVICE REP

Details
Code Name
ASSIST SERVICE REP

Moles

e Code Name: Name of the work order code.

e Active: Whether or not the work order code is active.
¢ Notes: Additional information about the work order code.

This Information list has the following fixed system values:

e Callback After Hours
¢ Incoming Inspection
e Locating Equipment
e Overtime

e PM

e Travel Time

e WaitTime
e Not Found
e None
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Work Order Priorities List

Selecting Information Lists>Work
Order Lists>Work Order Priorities
opens the Work Order Priorities
Information List.

The Work Order Priorities Informa-
tion List allows department manag-
ers to review open work orders and
determine:

e The importance of the work
order.

e  Whether the work order can be
delayed.

The Work Order Priorities Informa-
tion List contains the following
information for each record:

P

Work Order Priorities

riority Name

Active
Active Only

~

[ Exact 7 Reset

DR @ m &
Priarity -

i HIGH

[Jrow

Il MONE

[Jemanparo

Il UNKENCWMN

I w

I« »

1-50f5

Priority : HIGH

Priority Name

HIGH Active

Weight Response Time Close Time
o 0.00 0.00

Moles

-

e Shared: Whether or not the work order priority is shared across Service Areas.

¢ Priority Name: Name of the work order priority.

e Active: Whether or not the work order priority is active.

e Weight: How much the work order priority affects overall work order prioritization.

e Response Time: Time within which work orders opened with this priority must be responded

to by a technician.

e Close Time: Time within which work orders opened with this priority must be resolved and

closed by a technician.

* Notes: Additional information about the work order priority.

This Information list has the following fixed system values:

e low

e Standard
e High

e Not Found
e None
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Work Order Status List

Selecting Information Lists>Work R Work Orderstaliie CEx
Order Lists>Work Order Status status e = Status: AWATTING PARTS
opens the Work Order Status Infor- i
mat|0n L|St. [ Exact lQ._Sea_rc!'_l_ IReset | AVAITING PARTS Artive

. [ -15 o ,— @ Mot Pending fwork orde ih this status should
The Work Order Status Information %g.ﬂ l | | notes

MAWAITING PARTS I -

List allows department managers to |fcioseo

. DEVICE IN USE
review open work orders and deter- |uoio
mine:

NONE

OFFSITE REPAIR
OPEN

SCHED CONFLICT
SMDR

UNABLE TO LOCATE
UNFINISHED

e The workload for a particular
group.
e What is delaying a job.

I

-
w

e How to determine staffing
needs.

1-110f11 V-

The Work Order Status Information List contains the following information for each record:
e Shared: Whether or not the work order status is shared across Service Areas.

e Status: Name of the work order status.

e Active: Whether or not the work order status is active.

e Not Pending: Checking the Not Pending checkbox indicates that work orders with the status
are considered closed. This is important for searching, filtering and reporting on pending vs.
closed work orders. HEMS considers work orders pending when they have any status except
Closed.

e Notes: Additional information about the work order status.
This Information list has the following fixed system values:
e Open

e Closed

e Awaiting Parts

* Devicein Use

e Hold

e Schedule Conflict

e Unable to Locate

e Unfinished

e Not Found
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Work Order Types List

Selecting Information Lists>Work S BEL)
Order Lists>Work Order Types WO Type Active Type: DEPARTMENT SUPPORT SERVICE
Active Onh bt .
opens the Work Order Types Infor- - e
mation LISt [ Exact Qgearch DEPARTMENT SUPPORT SERVICI Active
. DE @ m o
The Work Order Types Information EEQ il = S
. £ H DEPARTMENT SUPPORT SERVICE
List classifies work orders in a pre- [ 2E5FrEr == :
. H FAILURE
determined manner for tracking s
and regulatory management. iy
NOME
H |ProuecT
T'he Work Order Types .Info'rmat|on likons s
List contains the following informa- | JFesuuamors
. . T|rouTing
tion for each record: [ilctenien
SMDR
e Shared: Whether or not the iz g

work order status is shared 117017 ¥
across Service Areas.

e WO Type: Name of the work order type.

e Active: Whether or not the work order type is active.
* Notes: Additional information about the work order type.
This Information list has the following fixed system values:
e Scheduled

* Routine

e Education

e Failure

e Hazard

* |ncoming Inspection

e MDSR (Medical Device Safety Report)

e Miscellaneous

e Project

e Recall/Alert

e Retired
e \Web Assigned
¢ Not Found
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Working with Information Lists

Information Lists are the foundation of the HEMS database because they contain the records of

the various departments, locations, employees, equipment, etc. in your organization.

Information List Windows

Selecting an Information Yondars LB
. . Search i i Active % ACIST MEDICAL SYSTEMS
List from the Information A - o
Lists menu opens a win- rea ol |||
dow for the selected Report/ AT bl || Ao
Information List. The Print . e Details
34 HEALTH CARE EDEN PRATRIE m | [55344
name and contents of Buttons  fheccoenr e Area
each window depends on Pncronon:
L Search ||
the Information List you Mode —b— ..
selected, but all Informa- Butt T . ||| e
tion List windows contain = o1ONS e | RO SrSTENS 3
the following functional R it
AL OMA v
areas.: esu S/llp ’ Wab Ste
Area | 0 of 1691 v [ #

e Search Area: Allows
you to search for records in the selected Information List. This image shows an example of a
Find mode search area. The actual search options available will depend on the Information
List you are working with.

e Report/Print Buttons: Allow you to run reports and print/export data. Please see “CHAPTER
12: Printing & Exporting Data” on page 233 for more information about printing and export-
ing data in HEMS.

e Search Mode Buttons: Switch between Find and Filter modes, and display records added
during the current HEMS session.

e Results Area: Search results appear here.

e Details Area: Displays the currently selected Information List record.

Search Area (Find Mode)

When the Information List window is in Find mode (shown above), the Search Area contains var-
ious fields depending on the selected Information List. By default, entering one or more letters in
one or more of the search fields returns results that begin with the text you entered. For exam-
ple, entering “def” will return “defibrillator.”

Entering values in multiple search field restricts results to values that match all of the search
terms in all of the fields. For example, entering “def” in the EQ Type field and “phi” in the Manu-
facturer field would return defibrillators manufactured by Philips but not defibrillators from dif-
ferent manufacturers.
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Checking the Exact checkbox returns only those results that contain the exact text you entered. If
you select this option, then entering “def” will not return “defibrillator” because the two are not
an exact match.

Enter your desired search terms and then click Search to return matching results, or Reset to
clear the Search Area and begin a new search.

Please see “The Find Function” on page 221 for more information on using Find mode.

Search Area (Filter Mode)

When the Information List window is in Filter mode (not shown), the Search Area contains a list
of selected filter conditions. Please see “Filters” on page 222 for more information about using
filters.

Report/Print Buttons

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

e List Report: Clicking the List Report button opens a summary report that lists all of the
records in the current Information List. For example, if you are in the Equipment Models
Information List, then this button will display a summary of all equipment models.

e Detail Report - All: Clicking the Detail Report - All button opens a report that provides
detailed information about each of the records in the current Information List.

e Detail Report - Current: Selecting an item in the Results Area and then clicking the Detail
Report - Current button opens a report that provides detailed information about the cur-
rently selected Information List record.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

Search Mode Buttons

The Search Mode buttons determine how Information List records will be retrieved. From left to
right, the buttons are:

e Show Newly Added Items: If the Show Newly Added Items button is active, clicking it will
display items added during your current HEMS session (from the time you logged into HEMS).
Exiting HEMS ends your session. Clicking this button again returns you to normal Search
mode.

e Switch to Filter mode: When the Information List window is in Find mode, the Switch to Fil-
ter mode button appears as a small funnel. Clicking this button switches the Search Area to
Filter mode. Please see “Filters” on page 222 for more information on using filters.

¢ Switch to Find mode: When the Information List window s in Filter mode, the Switch to Find
mode button appears as a small magnifying glass. Clicking this button switches the Search
Area to Find mode. Please see “The Find Function” on page 221 for more information on
using Find mode.
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Details Area
The Details Area displays the information contained in the selected Information List record.

Adding a Record

This section describes how to add records to HEMS Information Lists. Most Information Lists use
the general instructions. The Equipment Models, Equipment Types, Equipment Groups, and
Procedures Information Lists have additional instructions that must be followed when adding
records to these Information Lists. Please see:

e “Adding Equipment Models” on page 161 for information on adding equipment models.
e “Adding Equipment Types” on page 163 for information on adding equipment types.
e “Adding Equipment Groups” on page 164 for information on adding equipment groups.

e “Adding Procedures” on page 165 for information on adding procedures.

Adding Information List Records

To add a record to an Information List:

1. Select the correct Information List using the Information Lists menu.

2. Elther click the New button in the Toolbar or press [CTRL]+[N].

3. Enter all of the required information for the record you are creating in the appropriate fields.
4. The Active checkbox is checked by default, making this record active.
5

Enter any additional information as appropriate for the Information List you are working in.

- Note: Don’t forget to add information to tabs within the Information List you
E are working with, if applicable.

6. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new record.

For detailed information about the contents of each field, please refer to the instructions for the
Information List you are working with.

Adding Equipment Models
To add a new equipment model:

1. Open the Equipment Models Information List. See “Equipment Models List” on page 131 for
information about the Equipment Models Information List.

2. Follow Steps 2-5, above.
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10.

In general, equipment is scheduled by type; however, you can schedule by model if needed
(such as if a model has a different preventive maintenance procedure, interval, or assigned
engineer). To add a preventive maintenance interval, go to the Schedule tab, check the
Schedule Template checkbox, and then click the New button to open the Schedule Fre-
quency window. Please see “The Schedule Frequency Window” on page 97 for information
about using the Schedule Frequency window.

In general, risk is assigned by type, but you can also assign risk by model if needed. Enter risk
information, if any, using the Other Details tab. Please see “CHAPTER 8: Managing Risk” on
page 179 for more information about managing risk in HEMS.

Go to the Parts tab, and then

Search Area
click the Update Part Informa-

Select the parts to be added. ..
Pan# Pan Type
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. . [Jovnozosson |1 HONE 1
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moves all of the records in '-507'55 v %) BEE 1 tem setecid|
the Search Result Area to ECER (T
. v -
the Selection Area. Search Results Area \ Selection Area

- Clicking the > button moves Selection Buttons

the currently selected
record in the Search Result Area to the Selection Area.

- Clicking the < button removes the currently selected record from the Selection Area back
to the Search Results Area.

- Clicking the << button removes all of the records in the Selection Area back to the Search
Results Area.

Click OK to close the Select Parts window and return to the Equipment Models Information
List with your selections added to the model you are adding.

If needed, go to the Attachments tab to attach documents (such as manuals) and/or scan
images from a local scanner to the equipment model. Attachments added to equipment
types and models appear as attachments in individual equipment item records of the same
model or type.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new equipment
model record.
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Adding Equipment Types

To add a new equipment type:

1.

Open the Equipment Types Information List. See “Equipment Types List” on page 134 for
information about the Equipment Types Information List.

Follow Steps 2-5 of the General procedure on page 161.

In general, equipment is scheduled by type. To add a preventive maintenance interval to the
type you are adding, go to the Schedule tab, check the Schedule Template checkbox, and
then click the New button to open the Schedule Frequency window. Please see “The Sched-
ule Frequency Window” on page 166 for information about using the Schedule Frequency
window.

Enter risk information, if any, using the Other Details tab. Please see “Equipment Types List”
on page 134.

If needed, go to the Attachments tab to attach documents (such as manuals) and/or scan
images from a local scanner to the equipment type. Attachments added to equipment types
and models appear as attachments in individual equipment item records of the same model
or type.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new equipment
type record.
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Adding Equipment Groups

To add a new equipment group:

1. Open the Equipment Groups Information List. See “Equipment Groups List” on page 137 for
information about the Equipment Groups Information List.

2. Follow Steps 2-5 of the General procedure on page “Adding a Record” on page 161.

3. Goto the Equipment tab, .and Search Area

then click the Update Equip- peaep—

ment Information button to ool #

open the Select Equipment

Window. Class Systern Azsg Eng Prionty Group Name r.;

Divied Inehusior ECR Rigk Scheduled 7 Active [l Exact
4. Search for the equipmentyou | - — TR
want to add using the Search e aam—— - LR

Area. Eiigé EEEE%EEE E::;ESSIEEEEEEEE E Esm SHOCK ADVISOA 803732-07 | 00001 526{PHYSIO CON

5. Select the equipment item(s) to -SEEE charcumen oss o ferwnen | | [ ][]

add to the equipment group in | e e e faeres | (]

the Search Results Area and 1 e s E i

then move that information to ;333? g iy iy i s

the Selection Area using the fol- i-so0r40zs o @] e

lowing Selection buttons: / \

- Clicking the >> button (v, | | ous )
moves all of the records in Search Results Area \ Selection Area
the Search Result Area to Selection Buttons
the Selection Area.

- Clicking the > button moves the currently selected record in the Search Result Area to the
Selection Area.

- Clicking the < button removes the currently selected record from the Selection Area back
to the Search Results Area.

- Clicking the << button removes all of the records in the Selection Area back to the Search
Results Area.

6. Add a schedule date and define the preventive maintenance template by checking the

Schedule button to access the Schedule tab. Enter the PM Procedure and Assigned Engineer.

To define the schedule interval, go to the Schedule tab and either click the New button or

double-click a frequency to open the Schedule Frequency window. Please see “The Schedule

Frequency Window” on page 97 for information about using the Schedule Frequency win-

dow.

7. Click OK to close the Select Equipment window and return to the Equipment Groups Infor-
mation List with your selections added to the model you are creating.
8. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new equipment

group record.
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Adding Procedures

To add a new procedure:

1.

Open the Procedures Information List. See “Procedures List” on page 146 for information
about the Procedures Information List.

Follow Steps 2-5 of the General procedure on page “Adding a Record” on page 161.

- Note: EQ2 supports and will integrate any of the standard equipment nomen-
E clatures (ASHE, AAMI, or ECRI) and procedures to your standardization process.
Please contact EQ2 directly for information and a quote for standardizing pro-
cesses for existing data.

If desired, add a schedule frequency by checking the New button next to the Schedule Fre-
guency checkbox to open the Schedule Frequency window. Please see “The Schedule Fre-
guency Window” on page 166 for information about using the Schedule Frequency window.

Go to the Tasks tab, and then

Search Area
click the Update Task Informa-
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moves all of the records in Selection Buttons
the Search Results Area to
the Selection Area.

- Clicking the > button moves the currently selected record in the Search Result Area to the
Selection Area.

- Clicking the < button removes the currently selected record from the Selection Area back
to the Search Results Area.

- Clicking the << button removes all of the records in the Selection Area back to the Search
Results Area.

For each selected task, use the Frequency pull-down menu to select the interval for that task.
The available;freguangsiesonill-bethese youscreated inStepa28HQWesk com
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9.

10.

Arrange the tasks into the correct procedural order by selecting the task to move and then
using the Reorder buttons:

- Clicking the double up-arrow button moves the selected task to the top of the list of tasks
in the Selection Area to indicate that it should be performed first.

- Clicking the single up-arrow button moves the selected task up one position in the list of
tasks in the Selection Area to indicate that it should be performed earlier.

- Clicking the single down-arrow button moves the selected task down one position in the
list of tasks in the Selection Area to indicate that it should be performed later.

- Clicking the double down-arrow button moves the selected task to the bottom of the list
of tasks in the Selection Area to indicate that it should be performed last.

Verify that you have selected the correct tasks and arranged them in the correct order.

EQUIPMENT AND/OR REDUCED EQUIPMENT OPERATIONAL LIFE SPAN.

c CAUTION: IMPROPERLY DESIGNED PROCEDURES CAN CAUSE DAMAGE TO

11.

12.

13.

Click Apply to close the Select Tasks window and return to the Procedures Information List
with tasks added to the procedure you are creating.

Check the Print Task Description checkbox if you want the contents of the Description tab to
print on work orders (recommended).

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new procedure
record.

The Schedule Frequency Window

The Schedule Frequency window is used to create, edit, or delete
schedule frequencies in the Equipment Models, Equipment mew

Types, Equipment Groups, and Procedures Information Lists. smw A —
HEMS allows you to define preventive maintenance templates by Seom D -

equipment type, model, equipment item, or group. Please see
“Scheduling Equipment” on page 107 for more information about
scheduling equipment. L] [ oo ]

O Weekdy
) Daity

To add a schedule frequency:

1.
2.
3.

Open the Schedule Frequency window as described for each Information List.
Select the correct interval by checking the appropriate Interval radio button.

If necessary, adjust the frequency using the Occurs Every pull-down menu. For example, to
schedule every 18 months, you would select Monthly and then Occurs Every 18.

Enter the number of estimated hours necessary to complete preventive maintenance for this
interval in the Hours field.

Click OK to close the Schedule Frequency window and save your changes to the Information

List you are currently working in.
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Editing a Record

To edit an Information List record:

1. Select the correct Information List using the Information Lists menu.
2. Either click the Edit button in the Toolbar or press [CTRL]+[E].

3. Check or clear the Active checkbox, as appropriate. See “Activating/Deactivating Records” on
page 167 for more information about active and inactive records.

4. Enter all of the updated information for the record you are editing in the appropriate fields,
(including information in tabs, if applicable).

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited record.

For detailed information about the contents of each field, please refer to the instructions for the
Information List you are working with.

Copying a Record

To save time, you may create a copy of an existing Information List record and then edit the copy.
This is useful when you need two records that share some identical information. To copy an exist-
ing Information List record:

1. Select the correct Information List using the Information Lists menu.

2. Find the record you want to copy using the Search function. Please see “CHAPTER 11: Finding
Data” on page 219 for more information about searching for Information List records.

3. Either click the Copy button in the Toolbar or press [CTRL]+[K].

4. Edit the appropriate fields to reflect the correct information for the new record, being sure
not to forget about information in tabs, if applicable.

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new record.

Activating/Deactivating Records

Each record in the HEMS Information Lists includes a checkbox labeled Active. This checkbox is
checked by default when you create a new record.

Information List records cannot be deleted from HEMS if they have been used in equipment
inventory or work orders because this information is part of your maintenance history. You can,
however, deactivate records that are no longer used by clearing the desired record’s Active
checkbox.

You can also determine whether or not to display inactive records by selecting Utilities>Manage-
ment Tools>Service Area Configuration and either checking or clearing the Show only active
items in the lists checkbox.

Please see “Service Area Configuration” on page 263 for more information about configuring Ser-
vice Areas.
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Attaching or Scanning Files

The Equipment Models and Equipment Types Information Lists include an Attachments tab that
allows you to attach documents and/or images related to the current record. Attachments added
to the Equipment Models and/or Equipment Types Information Lists are available in the equip-
ment inventory for equipment items of that model or type. Similarly, attachments in the Equip-
ment Type Information List will appear in equipment model records under the same equipment
type.

e To add an attachment, select Attach to open a standard Windows dialog that allows you to
select the file name, type, and location to attach. HEMS supports the DOC, GIF, ICON, JPEG,
PDF, TXT, XLS, and ZIP formats.

- Note: To attach a file in a format that HEMS does not support, ZIP the file and
E then attach the ZIP file to the desired record.

e To scan an image from a local scanner, select Scan to open a standard Windows dialog that
allows you to scan and name the file. Click OK to scan the file.

¢ To delete an attached or scanned file, select the item to delete and then click the Delete but-
ton. You are prompted to confirm your decision.
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CHAPTER 7:
Managing Parts
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Managing Parts

HEMS can track parts and supplies to make sure that you have enough on hand to perform
scheduled maintenance on equipment. Assigning parts to equipment allows HEMS to maintain
your parts inventory and know when to order parts. You can also manage your parts budget.

Parts Inventory Window

Selecting Activities>Parts>Part Inventory or clicking the Parts button in the Home screen opens
the Parts Inventory window.
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The Parts Inventory window contains the following functional areas:
e Search Area: Allows you to search for part records.
e Report Buttons: Allow you to run reports and access the HEMS print and export functions.

e Search Mode Buttons: Switch between Find and Filter modes, and display newly added part
records.

e Search Results Area: Search results appear here.

e Details Area: Displays the currently selected part record.

Search Area (Find Mode)

When the Parts Inventory window is in Find mode (shown above), the Search Area allows you to
search for parts by part #, active, part type, manufacturer, model # or control #. By default, enter-
ing one or more letters in one or more of the search fields returns results that begin with the text
you entered. For example, entering “bat” will return “battery.”
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Entering values in multiple search field restricts results to values that match all of the search
terms in all of the fields. For example, entering “fuse” in the Part Type field and “Acme” in the
Manufacturer field would return fuses manufactured by Acme but not fuses from different man-
ufacturers.

Checking the Exact checkbox forces HEMS to return only those results that contain the exact text
you entered. If you select this option, then entering “bat” will not return “battery” because the
two are not an exact match.

Enter your desired search terms and then click Search to return matching results, or Reset to
clear the Search Area and begin a new search.

Please see “The Find Function” on page 221 for more information on using Find mode.

Search Area (Filter Mode)

When the Parts Inventory window is in Filter mode (not shown), the Search Area contains a list
of selected filter conditions. Please see “Filters” on page 222 for more information about using
filters.

Report/Print Buttons

The Report buttons provide quick access to relevant reports. From the left to right, the buttons
are:

e List Report: Clicking the List Report button opens a summary report that lists all of the parts
records in HEMS.

o Detail Report - All: Clicking the Detail Report - All button opens a report that provides
detailed information about each of the part records in HEMS.

e Detail Report - Current: Selecting an item in the Results Area and then clicking the Detail
Report - Current button opens a report that provides detailed information about the cur-
rently selected part record.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

Search Mode Buttons

The Search Mode buttons determine how part records will be retrieved. From left to right, the
buttons are:

e Show Newly Added Items: If the Show Newly Added Items button is active, clicking it will
display part records added during your current HEMS session. Exiting HEMS ends your ses-
sion.

e Switch to Filter mode: When the Parts Inventory window is in Find mode, the Switch to Fil-
ter mode button appears as a small funnel. Clicking this button switches the Search Area to
Filter mode. Please see “Filters” on page 222 for more information on using filters.
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Switch to Find mode: When the Parts Inventory window s in Filter mode, the Switch to Find
mode button appears as a small magnifying glass. Clicking this button switches the Search
Area to Find mode. Please see “The Find Function” on page 221 for more information on
using Find mode.

Details Area

The Details Area displays the following information for the selected part record:

Part #: HEMS part number. This number is unique for each part entered in HEMS.
Active: Whether or not the part record is active.

Manufacturer Part #: Number assigned by the manufacturer to the part.
Manufacturer: Manufacturer that makes the part.

Part Type: Type of part.

Description: Description of the part.

Location: Where the part is located.

Units: How the part is measured (such as each, dozen, pounds, etc.).

Notes: Additional information about the part.

Standard Price: How much the part usually sells for.

On Hand: How many of the part you have on hand, a defined by your minimum quantity.
HEMS defaults to 1.

Last Price: Most recent price paid for the part.

Order Quantity: How many of the part you need to purchase at once, measured in your
selected units. This is based on the defined minimum quantity.

Markup: Percentage used to specify the normal overhead for the Service Area and calculate
the part’s total cost. For example, if the last price of the part was $3.00 and the markup is
10%, then the part cost is $3.30.

Min Quantity: Minimum number of units of this part that you should have on hand at all
times.

Cost of Order: How much the most recent order cost for this part.

The Parts Inventory window also has four Transaction buttons that let you adjust your inventory
as needed. These buttons are:

Add Receive: Record receiving a shipment of the part.

Adjust +: Add to your inventory of the part (such as if you discover more of this part in your
warehouse).

Adjust -: Subtract from your inventory of the part (such as in case of loss, spoilage, etc.).

Transactions: Opens the Parts Transaction History window.
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Please see “Part Transactions” on page 174 for more information about the Parts Transactions
window. and “The Parts Transaction History Window” on page 176 for more information about
the Parts Transaction History window.

Adding a Part

To add a part record to HEMS:

1. Select Activities>Parts>Parts Inventory to open the Parts Inventory window.
2. Elther click the New button in the Toolbar or press [CTRL]+[N].

3. By default, the Active checkbox is checked. See “Active/Inactive Parts” on page 174 for more
information about active and inactive part records.

4. Enter the requested information.

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new part record.

Copying a Part

To save time, you may create a copy of an existing part record and then edit the copy. This is use-
ful when you need two records that share some identical information. To copy an existing Infor-
mation List record:

1. Select Activities>Parts>Parts Inventory to open the Parts Inventory window.

2. Find the record you want to copy using the Search function. Please see “Search Area (Find
Mode)” on page 170 for more information about searching for part records.

3. Either click the Copy button in the Toolbar or press [CTRL]+[K].
4. Edit the appropriate fields to reflect the correct information for the new part record.

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new part record.

Editing a Part

To edit a part record:

1. Select Activities>Parts>Parts Inventory to open the Parts Inventory window.
2. Either click the Edit button in the Toolbar or press [CTRL]+[E].

3. Check or clear the Active checkbox, as appropriate. See “Active/Inactive Parts” on page 174
for more information about active and deactivated part records.

4. Enter all of the updated information for the part record you are editing in the appropriate
fields.

5. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited part record.
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Active/Inactive Parts

Each part record HEMS includes a checkbox labeled Active. This checkbox is checked by default
when you create a new part record.

Parts that have been used in HEMS cannot be deleted because they are part of your history. You
can, however, deactivate part records that are no longer used. In this example, you can edit the
part record by clearing its Active checkbox.

You can also determine whether or not inactive part records can be included in newly created or
edited equipment inventory or work order records by selecting Utilities>Management
Tools>Service Area Configuration and either checking or clearing the Show only active items in
the lists checkbox.

Please see “Service Area Configuration” on page 263 for more information about configuring Ser-
vice Areas.

Part Transactions

A part transaction occurs when you receive a shipment or otherwise add or remove parts from
your inventory. There are two basic transaction types:

e Receive: A receive transaction occurs when you get a shipment or when you add parts to
your inventory (such as if you discover parts that had previously gone missing). You will gen-
erally enter receive transactions and let HEMS automatically subtract parts from your inven-
tory as they are consumed during equipment maintenance and repair.

e Use: HEMS automatically tracks part consumption. You can also use this transaction type to
reconcile any discrepancy between the inventory in HEMS and your actual parts on hand.

Record parts transactions in HEMS using the Parts Transactions window, which you can open by
either:

e Searching for the part in the Parts Inventory window and clicking one of the Transaction but-
tons, or

e Selecting Activities>Parts>Parts Transactions.

The Parts Transactions window varies depending on which method you use to open it.
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The Part Transactions Window (Standalone)
To record a part transaction directly into the Parts Transactions window:

1. Select Activities>Parts>Parts ¥ Parts Transactions
Transactions to open the Parts | rate/camons R M IEECh e
Transactions window. Tranaaction Bata VaniesE Rt L arturers Patt Many
1 Standard Price  Last Price Markup On Hand

FO# Storage Locatio

2. Search for the part using the
Search Area, which is described | mea Qsearch][wReset]  Detais
. . Tn tion T T D PO
in “Search Area (Find Mode)” BE B | e o e

§1.00 §5.00 0.00 14.00

“ Part ¥ Manufaclurer  Transaclion Dale A~ Manufacturer Supplier
on page 170 and “Search Area 25 MNP |UTTLEFUSE [06/25/1998 10.3 e =
. ” |25AMP[NONE 10728/2008 110
(Fllter MOde) on page 171. Tlasamp  NonE 10282008 110 LT ) L .
25AMP 21|LITTELFUSE 061251999 103 £: B0} NONE =00
. | 3AMP 313|UITTELFUSE  |06/2501998 10:3 Catalog # Martup
3. Select the part for which you | 3amp 3ts|utTELFUSE 062511993 103 L0
- . . SAMP 312|LITTLEFUSE  [08/2501992 10:3 Sxrane Locaion Storage Notes
are recording the transaction in | {7saeedummeruse |ooasioss 105 e z
000-TPHA4Q GENERAL SCAND6/251 398 103
the Search Results Area to OPEN | Tfooo-trHag ceneraL scafozionags 120 olee
h s inf . in th _|000-TPH4D GENERAL SCA 021101998 12.0 &
that part’s information in the 000-22208 | GENERAL SCA0211011999 12:0{
I« »

Details are.

1-500f4520 [

4. Either click New in the Toolbar
or press [CTRL]+[N].

5. The Part #, Manufacturer’s Part #, Manufacturer, Standard Price, Last Price, Markup, and
On Hand information appears automatically. Edit this information as appropriate, if needed.

6. Enter the following transaction information:
- Transaction Type: Select Receive or Use, as appropriate.
- Transaction Date: Date of the transaction.
- PO #: Purchase order number (if any) using the PO# field.

- Manufacturer: Company that makes/produces the part. This field is automatically filled
with the value contained in the Parts Inventory List, if any. Otherwise, you may select the
part manufacturer.

- Supplier: Vendor who supplies the part (may or many not be the manufacturer).
- Quantity: How many parts are included in this transaction.

- Unit: How parts are measured. This field is automatically filled with the value contained
in the Parts Inventory List.

- Unit Price: How much each part measure costs.
- Catalog #: The supplier’s catalog number for the part.

- Markup: Percentage used to specify the normal overhead for the Service Area and calcu-
late the part’s total cot. For example, if the last price of the part was $3.00 and the
markup is 10%, then the part cost is $3.30.

- Storage Location: Where the parts are being stored.
- Storage Notes: Any additional information about where the parts are being stored.
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Notes: Other information about the part transaction.

7. Either click the Save button in the Toolbar or press [CTRL]+[S] to save the part transaction to

the part record.

The Parts Transactions Window (from Inventory)

Clicking one of the four Transaction buttons in the
Parts Inventory window opens the Parts Transac-
tions window. This version of the window does not

include the Search and Search Results Area
because you have already selected the part.

Follow Steps 5-7 of the above procedure to enter a

transaction for the current part.

E

the Parts Inventory window.

The Parts Transaction History
Window

Clicking the Transactions button in
the Parts Inventory window opens

Parl #| 25 AMP

Note: The Transaction Type is
already selected based on the
Transaction button you clicked in

Manufacturer | NONE

Part Type MONE

Descrgtion | OPS P PICOFUSE

Parts Transactions g@@
Part# (
Part# Manufacturer's Part# Manufaciurer
.25 AMP NONE
Standard Price  Last Price Markup On Hand
§1.00 £5.00 0.00 14.00
Details
Transaction Type  Transaction Date PO#
RECEIVE 10/28/2009 23:51 @ NONE v
Manufacturer ~ Supplier
HNONE HONE b
Quantity Unit Unit Price
0.00| NONE §0.00
Catalog # Markup
1.00
Storage Location Storage Notes
NONE N
MNotes
-~
v

[Cate

Quankdy

Unit Cost  Supplier

Storage Location  Catalog # FO#

Manufacturer

the Parts Transaction History win-

| 10vzarzons|

10.00 5.0000{NONE

NONE HONE

MNONE

1000]  0.0000|NONE

NONE [NONE

NONE

| 06425r 9a4|

dow, which allows you to view and

2.00] 1.0000|NONE

NONE [NONE

UTTLEFUSE

edit transactions for the current

part.

Editing Parts Transactions

To edit a part transaction:

1. Open the Parts Transactions

. I«
window for the current transac-

tion by either:

Motes

Selecting the desired trans-
action in the list and then

() Detall Report ()

Amjustrment Entry

@ Singhe Line (Lish Report
) Detail Report - Curent

(&

Priview

Edit

clicking the Edit button.

Double-clicking the transaction listing.
2.

The Parts Transaction window appears with the most recent information for the selected

transaction. Make any needed changes (see “The Part Transactions Window (Standalone)” on
page 175) and then click the Save button in the Toolbar to save your changes.
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Part Transaction Reports

1. Torun a part transaction report from the Parts Transaction History window:

2. Select the report type you want to run by checking the appropriate radio button. Your avail-
able options are:

- Single Line (List) Report: Checking the Single Line (List) Report radio button opens a sum-
mary report that lists all of the parts records in HEMS.

- Detail Report - Current: Checking the Detail Report - Current radio button opens a report
that provides detailed information about the current part record.

- Detail Report - All: Checking the Detail Report - All radio button opens a report that pro-
vides detailed information about each of the part records in HEMS.

3. Click the Preview button to run the report. Reports appear in a separate browser window.
You may print reports, as described in “CHAPTER 12: Printing & Exporting Data” on page 233.

Closing the Parts Transaction History Window

Click the Back button to close the Parts Transaction History window and return to the Parts
Inventory window.

Scheduling Parts

HEMS allows you to schedule parts for ongoing inventory and cost tracking. Please see “Schedul-
ing Equipment” on page 107 for more information about scheduling equipment and parts.

Scheduling Parts by Equipment Model

To schedule parts by equipment model:

1. Add the part to the appropriate equipment model using the Parts tab of the Equipment
Models Information List.

2. Schedule the part using the Schedule tab of the Equipment Models Information List.

Please see “Equipment Models List” on page 131 for more information about the Equipment
Models Information List, and “Scheduling Parts” on page 109 for information about adding parts
and schedules to equipment models.

- Note: Parts that require multi-year scheduling (such as battery replacement)
E will automatically be scheduled on a cycle based on the Seed Date for Multi
Year date in the Schedule tab of the Equipment Inventory window. By default,
this date is selected from either the Placed in Service date (if specified) or the
equipment Purchase Date. You may manually enter a different date by checking
the checkbox and entering a date, if needed.
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Scheduling Parts by Equipment ltem

To schedule parts by equipment item (if additional parts are required for an equipment item
besides those scheduled for the equipment model):

1.

Add the part to the appropriate individual equipment item in the Parts tab of the Equipment
Inventory window.

Schedule the part using the Schedule tab of the Equipment Inventory window. Please see
“Parts Tab” on page 96 for more information about the equipment item Parts tab and
“Schedule Tab” on page 93 for more information about the equipment item Schedule tab.

Please see the note on the previous page for information about multi-year part scheduling.

Parts Reports

HEMS includes the following parts reports:

Equipment with Parts: Please see “Equipment with Parts” on page 210 for more information
about the Equipment with Parts report.

PM Parts Due - Shortage: Please see “PM Parts Due - Shortage” on page 214 for more infor-
mation about the PM Parts Due - Shortage report.

PM Parts Due: Please see “PM Parts Due” on page 215 for more information about the PM
Parts Due report.

Parts with Equipment: Please see “Parts with Equipment” on page 217 for more information
about the Parts with Equipment report.
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CHAPTER 8:
Managing Risk
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Risk Assignment

Generally, risk is defined by equipment type, but you can also define risk by equipment model
and item if required. HEMS uses risk assessment criteria defined by the American Society for
Healthcare Engineering (ASHE) risk factor standards. HEMS can also set minimum maintenance
schedule intervals based on risk factor. For example, a certain piece of equipment may be sched-
uled for annual preventive maintenance but require semiannual maintenance because of its
assigned risk factor. Contact EQ2 for more information, if needed.

Determining Risk Factors
Determining the risk score is as easy as selecting the appropriate statement for each risk cate-
gory:
e Equipment Function: What the equipment is used for.
- Therapeutic - Life support. (10 points)
- Therapeutic - Surgery or intensive care. (9 points)
- Therapeutic - Physical therapy or treatment. (8 points)
- Diagnostic - Surgery/ICU monitoring. (7 points)
- Diagnostic - Other physiological monitoring. (6 points)
- Analytical - Lab analytical. (5 points)
- Analytical - Lab accessories. (4 points)
- Analytical - Computer-related accessories. (3 points)
- Misc - Patient related. (2 points)
- Misc - Non patient related. (1 point)
e Clinical Application: How the equipment model impacts clinical functions.
- Has potential for patient death. (5 points)
- Has potential for patient injury. (4 points)
- Can cause inappropriate therapy/misdiagnosis. (3 points)
- Can cause equipment damage. (2 points)
- There is no significant identified risk. (1 points)
e PM Requirement: How often preventive maintenance needs to be performed.
- Preventive maintenance frequency is monthly. (5 points)
- Preventive maintenance frequency is quarterly. (4 points)
- Preventive maintenance frequency is semiannual. (3 points)

- Preventive maintenance frequency is annual. (2 points)
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- No frequency required. (1 point)

e Likelihood of Failure: How likely the equipment is to fail based on its Mean Time Between
Failures (MTBF). This is a measure of equipment reliability.

- MTBF is less than 3 months. (5 points)

- MTBF is approximately 6 months. (4 points)
- MTBF is approximately 1 year. (3 points)

- MTBF is approximately 3 years. (2 points)

- MTBF is approximately 5 years. (1 point)

e Environment of Use: Where the equipment is used.

Equipment is primarily used in anesthetizing locations. (5 points)

- Equipment is primarily used in critical care locations. (4 points)

Equipment is primarily used in wet/lab/exam locations. (3 points)

Equipment is primarily used in general care areas. (2 points)
- Equipment is primarily used in non-patient areas. (1 point)

Each of the preceding risk category includes standard statements that are assigned points, which
HEMS automatically calculates. Equipment with a score below 6 points is not included in the pre-
ventive maintenance management program. Equipment with a score of 6 or more points is cate-
gorized into priority levels depending on the total score. Please contact EQ2 if you need to set a

default other than 6 points.

Please refer to the ASHE Maintenance Management for Medical Equipment for a full description
of risk factors.

Defining Risk in HEMS

Risk is generally defined by equipment type. All equipment of that type inherits this information.
HEMS also allows you to define risk by model or equipment item if necessary. If an equipment
item has risk defined in more than one place (i.e. type, model, and/or equipment item), HEMS
uses risk for that equipment item in the following precedence:

e Defining risk by equipment model overrides defining risk by equipment type.

e Defining risk by equipment item overrides defining risk by either equipment model or type.

- Note: Once risk is defined for equipment type or model, all new equipment
E items added to these types or models will have risk assigned automatically.
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Defining Risk by Equipment Type

To define risk by equipment type:

1.

4,

Select Information Lists>Equipment Inventory Lists>Equipment Types to open the Equip-
ment Types Information List and then select the desired equipment type.

Select the Other Details tab and then check the Risk Assessment checkbox.

Answer each of the 5 risk assessment questions using the pull-down menus. HEMS automati-
cally calculates risk factor and displays that in the Risk Factor field.

Save your changes by either clicking the Save button in the Toolbar or by pressing [CTRL]+[S].

Defining Risk by Equipment Model

To define risk by equipment model, if required:

1.

4.

Select Information Lists>Equipment Inventory Lists>Equipment Models to open the Equip-
ment Models Information List and then select the desired equipment model.

Select the Other Details tab and then check the Risk Assessment checkbox.

Answer each of the 5 risk assessment questions using the pull-down menus. HEMS automati-
cally calculates risk factor and displays that in the Risk Factor field.

Save your changes by either clicking the Save button in the Toolbar or by pressing [CTRL]+[S].

Defining Risk by Equipment ltem

To define risk by equipment item, if required for any exceptions where risk cannot be defined by
type or model:

1.

4.

Select the desired equipment item in the Equipment Inventory dashboard and then click the
Edit button to open the Equipment Inventory window.

Select the Other Details tab and then check the Risk Assessment checkbox.

Answer each of the 5 risk assessment questions using the pull-down menus. HEMS automati-
cally calculates risk factor and displays that in the Risk Factor field.

Save your changes by either clicking the Save button in the Toolbar or by pressing [CTRL]+[S].

Risk Reports

HEMS includes the following risk reports:

Risk Interval: Please see “Risk Interval” on page 216 for more information about the Risk
Interval report.

Risk Category: Please see “Risk Category” on page 216 for more information about the Risk
Category report.
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Managing Contracts
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The Contracts Window

The HEMS Contracts window contains service contract records. Each active service contract has
its own record in the Contracts window.

Typically, a service contract is an arrangement with a vendor to provide maintenance services for
a specific period of time on a designated inventory of equipment. The service contract can cover
preventive maintenance, repair, parts, or any combination thereof. A service contract ensures
that the service costs are capped at the cost of the contract. By contrast, a time and materials
arrangement has no cost cap. All service including preventive maintenance, repair, and parts are
paid out-of-pocket when service occurs.

- Note: You may access contract history information for a specific equipment item
E by selecting an item in the Equipment Inventory dashboard and then pressing
the C button to open the Equipment Contract History window. Please see “The
Equipment Contract History Window” on page 104 for more information about
the Equipment Contract History window.

Selecting Activities>Contracts opens the Contracts window, which allows you to view, add, edit,
or remove service contract information.

" Contracts [9(=1]:3]
Search Area Contract# Active Contract# 1000087421
Active Only s Main Equipment Labor f Travel Details Attachments
Ll S0 Basic Information Contract Type
RepOFUPrI nt [ Exact [QSearch “ “IReset D 100506713 Active
\ —— | | — Exernal Contract # 1000008081
B Utto n S _u_lD E] | M PO# NOMNE Reagent Contract
Conirol # / ~
o _U_U_U_f-!?i_?_-‘_ﬁ_l_ Title Bactec 460 System Contract Coverages
HT160613 Internal Manager | BDG (=
Search Mode s PM 0| Covered { Year
A= Vendor BD Repair
B UttO ns I Parls
W Contract Period Contract Cost Glass
Ll StatDate  |6/1/2006 1: Amount $527.67 Ottwr [Controls
: End Date 5/31/2007 Other §0.00 Wik Bana
L Motify before . g0 days Confract Cost 527 6700 First Call Agreement
[] Hotes
Search Results |7 Seal#MF 2238 -
Area v
I« »
1-3013 "
Tabs ~

The Contracts window contains the following functional areas:
e Search Area: Allows you to search for service contract records.

e Report/Print Buttons: Allow you to run reports and print/export data. Please see “CHAPTER
12: Printing & Exporting Data” on page 233 for more information about printing and export-
ing data in HEMS.
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e Search Mode Buttons: Switch between Find and Filter modes, and display newly added ser-
vice contract records. Please see “CHAPTER 11: Finding Data” on page 219 for more informa-
tion about finding data in HEMS.

e Results Area: Search results appear here.

e Tabs: Displays the current service contract record in the Main, Equipment, Labor/Travel
Details, and Attachments tab.

Search Area (Find Mode)

When the Contracts window is in Find mode (shown above), the Search Area contains fields that
let you find service contract records by contract number, whether or not the records are active,
control number, and vendor. By default, entering one or more letters in one or more of the
search fields returns results that begin with the text you entered. For example, entering “def”
will return “defibrillator.” Entering values in multiple search field restricts results to values that
match all of the search terms in all of the fields.

Checking the Exact checkbox forces HEMS to return only those results that contain the exact text
you entered. If you select this option, then entering “def” will not return “defibrillator” because
the two are not an exact match.

Enter your desired search terms and then click Search to return matching results, or Reset to
clear the Search Area and begin a new search.

Please see “The Find Function” on page 221 for more information on using Find mode.

Search Area (Filter Mode)

When the Contracts window is in Filter mode (not shown), the Search Area contains a list of
selected filter conditions. Please see “Filters” on page 222 for more information about using fil-
ters.

Report/Print Buttons

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

e List Report: Clicking the List Report button opens a summary report that lists all of the ser-
vice contract records in HEMS.

e Detail Report - All: Clicking the Detail Report - All button opens a report that provides
detailed information about each of the service contract records in HEMS.

e Detail Report - Current: Selecting an item in the Results Area and then clicking the Detail
Report - Current button opens a report that provides detailed information about the cur-
rently selected service contract record.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.
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Search Mode Buttons

The Search Mode buttons determine how service contract records will be retrieved. From left to
right, the buttons are:

Show Newly Added Items: If the Show Newly Added Items button is active, clicking it will
display service contract records added during your current HEMS session. Logging out of
HEMS ends your session.

Switch to Filter mode: When the Contracts window is in Find mode, the Switch to Filter
mode button appears as a small funnel. Clicking this button switches the Search Area to Filter
mode. Please see “Filters” on page 222 for more information on using filters.

Switch to Find mode: When the Contracts window is in Filter mode, the Switch to Find
mode button appears as a small magnifying glass. Clicking this button switches the Search
Area to Find mode. Please see “The Find Function” on page 221 for more information on
using Find mode.

Main Tab

The Contract window Main tab Main Equipment Labor/ Travel Details Attachments
contains the following information: | gasicmformation CaHTa TS0
Contract# 1000067420 Active
Basic Information External Confract# | 1000008081
. . . PO# NONE Reagent Contract
The Basic Information portion of e =
. . . actec 460 Syste Contract Coverages
the Main tab contains the following | | maimanager 206 ow 5| Covered. Vear
information: Vendor BD Repair
Parts
e Contract #: Number of the ser- Contract Period Contract Cost e
vice contract. StartDate  6/1/2007 1. Amount $15,000.00 Other |Controls
. End Date 5/31/2010 . Other $0.00 Aulo Renew
e Active: Whether or not the ser- _ )
. . . Notify before | 60| days Contract Cost 15000.0000 First Call Agreement
vice contract is active.
Notes
e External Contract #: Number Call Mike Woods: 1-800-BACTECS A

i Serial # MF2238
that the vendor assigned to the

service contract.

PO #: Purchase order number.
This field uses values from the Purchase Orders Information List, which is described in “Pur-
chase Orders List” on page 150.

Title: Name of the service contract.

Internal Manager: Initials of the manager who is responsible for the service contract. This
field uses values from the Employees Information List, which is described in “Employees List”
on page 126.

Vendor: Name of the vendor who is responsible for performing the maintenance and/or
repair called for in the service contract. This field uses values from the Vendors Information
List, which is described in “Vendors List” on page 153.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

186 | January 2010 - Revision 1.0



HEMS 5.x User & Administrator Guide

Contract Period
The Contract Period portion of the Main tab contains the following information:

e Start Date: Date on which the service contract begins.

e End Date: Date on which the service contract ends. The Equipment Inventory window uses
this date for equipment included this service contract. Your equipment service expiration
date in the equipment inventory is automatically updated with the contract end date if you
selected this option when HEMS was installed. You can check this by selecting Utilities>Man-
agement Tools>Service Area Configuration and seeing whether the Use contract end date
as the equipment service expiration date checkbox is checked. See “Service Area Configura-
tion” on page 263 for more information about Service Area configuration.

¢ Notify before: Number of days before the End Date that the Internal Manager receives an
automatic notification about the contract’s pending expiration. This is the number of days
required to cancel a contract before the vendor automatically renews it. Enter the desired
number of days in the Notify before field. This option is only available with the optional EQ2
Web Enterprise add on module, which is described in “EQ2 Web Enterprise” on page 285.

CONTRACTS THAT ARE COMING UP FOR RENEWAL, TO AVOID BEING LOCKED

f CAUTION: MAKE SURE TO RUN PERIODIC REPORTS TO CHECK FOR SERVICE
INTO UNWANTED CONTRACT RENEWALS.

Contract Cost

The Contract Cost portion of the Main tab contains the following information:

e Amount: Base cost of the service contract.

e Other: Any additional costs (travel, legal, etc.) associated with the service contract.

e Contract Cost: Total cost of the service contract, which equals the sum of the base and addi-
tional contract costs listed in the previous fields.

Contract Type

The Contract Type portion of the Main tab describes the type of the current agreement. The
available options are:

e Service Contract: If this radio button is checked, indicates that the contract is a fixed-price
contract.

e Time and Material: If this radio button is checked, indicates that the contract is a pay-as-you-
go contract.

e Other: If this radio button is checked, indicates that the contract is a different type of con-
tract. Enter the contract type in the field provided.

Contract Coverages

The Contract Coverages portion of the Main tab lists the coverages provided under the current
service contract. The available options are:
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e PM: If the PM checkbox is checked, the contract covers preventive maintenance on the
included equipment to the maximum number of visits per year specified in the Covered/Year

field.

e Repair: If the Repair checkbox is checked, the service contract covers repairs on the included

equipment.

e Parts: If the Parts checkbox is checked, the service contract covers parts for the included

equipment.

o Glass: If the Glass checkbox is checked, the service contract covers replacement of broken
glass parts (such as lenses or windows).

e Other: If the Other checkbox is checked, the service contract covers the other items or ser-

vices specified in the field.

e Auto Renew: If the Auto Renew checkbox is checked, the service contract will automatically
renew on its end date unless terminated before that date, in accordance with the contract

terms.

e First Call Agreement: If the First Call Agreement checkbox is checked, the vendor listed in
the service contract must be called before any other vendor for any covered service on the

included equipment.

Notes

The Notes portion of the Main tab contains additional notes about the current service contract

record in a text field.

Equipment Tab

The Contract window Equipment
tab contains the following informa-
tion for each equipment item
included in the current service con-
tract:

e Control #: Unique number
assigned to each equipment
item managed by HEMS.

e Serial #: Serial number of the
equipment item.

e EQ Type: Type of equipment.

e Cost: Cost of the equipment
item.

When you are adding or editing a
service contract record, the Update

Main Equipment Labor / Travel Details Aftachments

List of equipment covered under contract
Control #  Serial # EQ Type Cost &

1< s
Total Equipment 1

l Update Equipment Information ‘

Equipment Information button is enabled, which allows, allows you to add or modify the equip-

ment included in the service contract. Please see “Adding Contracts” on page 191 for more infor-
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mation about adding service contract records or “Editing Contracts” on page 192 for more
information about editing service contract records. Please also see “CHAPTER 5: Managing
Equipment” on page 85 for more information about managing equipment in HEMS.

Labor/Travel Details Tab

The Contracts window Labor/Details tab contains the following information:

LO bor COVG rage Main Equipment Labor / Travel Details Attachments

The Labor Coverage portion of the | tabor coversge

Labor/Travel Details tab lists the ©ltiormal Busine
() Extended Hours

Mon Tue Wed Thu Fri Sat Sun
03] B E

vendor’s availability for the current O 24x7 From [og00 = To  [17:00 =
service contract. The available
options are: LaborRatee
Normal Business After Hours Holiday rate Labor Motes
¢ Hours: Hours that the vendor is #0-00 $0-00 #0.00
available. The available options
are: Travel Charges
Hourly Rate Zone Charge Travel Notes
- Normal Business Hours: if #0.00 #0.00

the Normal Business Hours

radio button is checked, the | tegaietits

Vendor iS available during [CIHIPAA Busi Associate Addendum completed?
regular business hours only.

- Extended Hours: if the
Extended Hours radio button is checked, the vendor is available beyond regular business
hours.

- 24 x7:If the 24 x 7 radio button is checked, the vendor is available at any time of day or
night.

e Day(s) of the week: Check the appropriate checkbox(es) to indicate the vendor’s days of
operation.

e From: Time of day that the vendor becomes available, in 24-hour (military) format.

e To: Time of day that the vendor stops being available, in 24-hour (military) format.

Labor Rates

The Labor Rates portion of the Labor/Travel Details tab lists the vendor’s charges for servicing
the current service contract. The available options are:

e Normal Business: The vendor’s normal hourly rate.
o After Hours: The vendor’s after hours or overtime hourly rate.
e Holiday Rate: The vendor’s holiday hourly rate.

e Labor Notes: Enter any additional labor-rate related notes here.
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Travel Charges

The Travel Charges portion of the Labor/Travel Details tab lists the vendor’s travel charges for
the current service contract. The available options are:

e Hourly Rate: The vendor’s hourly travel rate.
e Zone Charge: Zone charges are charges based on the distance the vendor needs to travel.

* Travel Notes: Enter any additional travel-charge related notes here.

Legal Details

The Legal Details portion of the Labor/Travel Details tab ensures that legal requirements have
been met when creating the current service contract. The available option is:

e HIPAA Business Associate Addendum completed?: Checking the HIPAA Business Associate
Addendum completed? checkbox indicates that the service contract includes the specified
HIPAA addendum.

Attachments Tab

The Contracts window Attach-
ments tab allows you to scan and/
or attach documents such as manu-
als or images related to the current
contract record. Please see “Attach-
ing or Scanning Files” on page 193
for more information about work-
ing with scanned and attached files
in HEMS contract records.

Main Equipment Labor/ Travel Details Aftachments

~ -

atach |[
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Working with Contracts

This section describes how to view, add, edit, and deactivate service contracts using the HEMS
Contracts window.

Viewing Contracts

To view a service contract using the Contracts window:

1.
2.

Open the Contracts window by selecting Activities>Contracts.

Search for and select the service contract you want to view. The selected contract informa-
tion appears in the tabs. Please see “The Contracts Window” on page 184 for more informa-
tion about the Contracts window.

Adding Contracts

To add a service contract record to the Contracts window:

1.

Select Activities>Contracts to open the Contracts window and then either click the New but-
ton in the Toolbar or press [CTRL]+[N].

Select the Main tab and then enter all of the required information. Please see “Main Tab” on
page 186 for a description of the information contained in the Main tab.

Select the Equipment tab and then click the Update Equipment Information button to open
the Equipment Management Wizard window. Search for the equipment that will be included
in the service contract record you are creating and add it to the Selection Area, as described
in “Search Area (Find Mode)” on page 185.

You may assign a dollar amount to one or more of the selected equipment items, as follows:

- To distribute the cost of the contract evenly among all equipment items, select Update
Equipment Information, enter an amount in the Assign field, and then click the Assign
button.

- To enter different amounts for each equipment item, click the equipment item and navi-
gate to the Cost column (or move to the beginning by dragging), and then enter an
amount directly.

- Ifall equipment has the same amount except for one item, enter an amount in the Assign
field, click the Assign button. and then edit the one equipment item that is different.

You are prompted to confirm your dollar assignments.

Click Apply to close the Equipment Management Wizard window and return to the Con-
tracts window with the selected equipment added to the Equipment tab, indicating that it is
covered by the service contract you are creating.
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6.

Select the Labor/Travel Details tab and enter the vendor’s availability, rate, and legal details
information. Please see “Labor/Travel Details Tab” on page 189 for a description of the
Labor/Travel Details tab.

If needed, select the Attachments tab to attach and/or scan documents to the service con-
tract record you are creating (such as a copy of the actual contract). Please see “Attaching or
Scanning Files” on page 193 for information on attaching and scanning files to the HEMS
Contracts window.

Click the Save button in the Toolbar to save the new service contract record.

Copying a Contract

To save time, you may create a copy of an existing service contract record and then edit the copy.
This is useful when you need two service contract records that share some identical information.
To copy an existing service contract record:

1.
2.

Select Activities>Contracts to open the Contracts window.

Select the service contract record you want to edit by searching for it as described in “Search
Area (Find Mode)” on page 185.

Either click the Copy button in the Toolbar or press [CTRL]+[K].

Check or clear the Active checkbox, as appropriate. See below for more information about
active and inactive service contract records.

Edit the appropriate fields to reflect the correct information for the new record, being sure
not to forget about the Contracts window tabs.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the new service con-
tract record.

Editing Contracts

To edit a service contract record:

1.
2.

Select Activities>Contracts to open the Contracts window.

Select the service contract record you want to edit by searching for it as described in “Search
Area (Find Mode)” on page 185.

Either click the Edit button in the Toolbar or press [CTRL]+[E].

By default, the Active checkbox is checked. See “Active/Inactive Contracts” on page 193 for
more information about active and inactive service contract records.

Enter all of the updated information for the service contract record you are editing in the
appropriate fields, being sure not to forget about the Contracts window tabs.

Either click the Save button in the Toolbar or press [CTRL]+[S] to save the edited service con-
tract record.

Please refer to “The Contracts Window” on page 184 for detailed information about the contents
of each field in the Cantragts WindeWwny HERNANDEZ - (415)786-2081 - anthony94122@outiook.com
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Active/Inactive Contracts

Each service contract record in the Contracts window includes a checkbox labeled Active. This
checkbox is checked by default when you create a new record.

Deleting Contracts

Service contract records that have been used elsewhere in HEMS cannot be deleted because
they are part of your history. You can, however, deactivate service contract records that are no
longer used by selecting the service contract record to deactivate and then clearing that record’s
Active checkbox.

To delete a service contract:
1. Select Activities>Contracts to open the Contracts window.

2. Select the service contract record you want to edit by searching for it as described in “Search
Area (Find Mode)” on page 185.

3. Click the Delete button in the Toolbar.

Attaching or Scanning Files

The HEMS Contracts window includes an Attachments tab that allows you to attach documents
and/or images related to the current contract record.

e To add an attachment, select Attach to open a standard Windows dialog that allows you to
select the file name, type, and location to attach. HEMS supports the DOC, GIF, ICON, JPEG,
PDF, TXT, XLS, and ZIP formats.

- Note: To attach a file in a format that HEMS does not support, ZIP the file and
E then attach the ZIP file to the desired record.

e To scan an image from a local scanner, select Scan to open a standard Windows dialog that
allows you to scan and name the file. Click OK to scan the file.

e To delete an attached or scanned file, select the item to delete and then click the Delete but-
ton. You are prompted to confirm your decision.
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CHAPTER 10:
Reports
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The Reports Sidebar

The Reports sidebar allows you to quickly run any of the available HEMS
reports. Please see “Reports Sidebar Defaults” on page 246 for information
about configuring user access to reports.

You may access reports by either:

e Clicking a category button at the bottom of the Reports sidebar and then
double-clicking the icon of the report you want to run, or

e Entering a report name or keyword into the Search field at the top of the
Reports sidebar and then running one of the matching reports by double-
clicking its icon.

Reports appear in a separate browser window. Available filtering options also
appear in the browser window. To filter a report, enter your desired criteria and
then click the View Report button. You can hide filtering options by clicking the
double up-arrow button, or display these options by clicking the double-down
arrow button.

Configuring
You can configure the following report options:

e Each HEMS user can configure the Reports sidebar by selecting Utili-
ties>User Configuration to open the User Configuration window and then
selecting the Reports Sidebar tab. Please see “Reports Sidebar Defaults” on
page 246 for more information about customizing access to reports by user.

* You can also customize the order in which reports appear in the Reports
Sidebar using the User Configuration window, as described in “Configuring
User Defaults” on page 246.

Running Reports

To run a report in HEMS:

1. Locate the report you want to run in the Reports Sidebar.

2. Double-click the selected report to open it in a separate browser window.

3. Filter the report by entering your desired search criteria in the available
fields.

4. Click the View Report button to view your selected report.

WO Equipment
Review (Su...

WO Equipment
Review (Detail)

"l!;.
WO Labor
Review (...

Wark Order
Equipment
Schedule (PM)

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

] 96 | January 2010 - Revision 1.0




HEMS Enterprise 5.x User & Administrator Guide

Navigating Reports

You can navigate HEMS reports using the Report Toolbar in the browser window.

PP Q¢ © QP §

4 4 2 of52 b P [100% | Select a format

of6lo;

From left to right, the Report Toolbar buttons are:

e Expand/Collapse Tree (1): Clicking the Expand/Collapse Tree button toggles a tree view of
the current report on and off. You can use this tree to quickly locate the report information
you are looking for.

e Go to First Page (2): Takes you to the first page of the report.
e Go to Previous Page (3): Takes you to the previous page of the report.

* Go to Selected Page (4): Takes you to the selected page of the report. Enter your desired
page number and then press [ENTER].

e Go to Next Page (5): Takes you to the next page of the report.
* Go to Last Page (6): Takes you to the last page of the report.
e Zoom (7): Allows you to magnify or shrink the report for easy viewing.

* Find Text (8): Enter text in the field and then click Find to locate the first instance of your
selected text in the report. Clicking Find Next locates subsequent instances of the same text
in the current report.

e Export Report (9): Selecting an export format in the pull-down menu and then clicking
Export allows you to export the current report. Please see “Printing” on page 234 for more
information about exporting HEMS reports.

e Refresh Report (10): Refreshes the current report.

e Print Report (11): Prints the current report. Please see “Exporting” on page 235 for more
information about printing reports.

e Expand/Collapse Search Area (12): Clicking the double up-arrow icon collapses the report
search options. When the search options are collapsed, clicking the double down-arrow icon
expands the search area.
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Work Order Reports

HEMS includes the following work order reports, which are available by clicking the Work Order
category button at the bottom of the Reports sidebar.

E

Work Order Review (Summary)

The Work Order Review (Summary) report allows you to review pending versus closed work
orders including percentages, costs, and hours. You can display this summary by Work Order
Type, Work Order Priority, Assigned Engineer, Location, Department, Specialty, Subcode, and
Requester. You must specify either an Issue Date (when the work order was issued) or Status
Date (either the close date or the most recent work order status date if still pending) for this
report.

Note: Work order report graphs display the “Top 10” items in the report.

This report presents both a bar graph that displays pending and closed work orders and a pie
chart that shows the relative number of work orders by summary type for the “top 10” types on
the first page. The second page presents the following information:

e Total number and percent of work orders that are opened, closed or pending.
e Cost of labor and parts.
e Hours spent.

e Maximum and average days work orders remain open.

Work Order Review (Detail)

The Work Order Review (Detail) report allows you to review pending versus closed work orders
with details, including the request and the action taken. You can display this detailed report by
Work Order Type, Work Order Priority, Assigned Engineer, Location, Department, Specialty,
Subcode, and Requester. You must specify either an Issue Date (when the work order was
issued) or Status Date (either the close date or the most recent work order status date if still
pending) for this report.

This report presents both a bar graph that displays pending and closed work orders and a pie
chart that shows the relative number of work orders by how you have grouped your report. Sub-
sequent pages then present the following information:

e WO #: Work order number.
¢ Issue Date: Date the work order was issued.
e WO Department: Department that requested the work order.

e WO Location: Location of the equipment referenced by the work order.
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e Priority: Work order priority.

e Assg Eng: Engineer assigned to the work order.

¢ Procedure Name: Name of the maintenance/repair/etc. procedure.
e Specialty: Maintenance specialty.

e Status: Most recent work order status.

e Status Date: Usually the close date of the work order, or, if the work is still pending, the most
recent manually updated date.

Work Order Equipment Review (Summary)

The Work Order Equipment Review (Summary) report allows you to review pending versus
closed work orders based on the equipment including percentages, costs and hours. Filtering
options include equipment related items (such as equipment type, equipment model, and device
inclusion). You can display this summary by Work Order Type, Work Order Priority, Assigned
Engineer, Location, Department, Specialty, Subcode, EQ Type, Device Inclusion, Manufacturer,
Model # + Manufacturer, Model Name + Manufacturer, Manufacturer + Model #, Control #,
and Requester. You must specify either an Issue Date (when the work order was issued) or Sta-
tus Date (either the close date or the most recent work order status date if still pending) for this
report.

This report presents both a bar graph that displays pending and closed work orders and a pie
chart that shows the relative number of work orders by how you have grouped your report. The
second page presents the following information:

e Total number and percent of work orders that are opened, closed or pending.
e Cost of labor and parts.
e Hours spent.

e Maximum and average days work orders remain open.

Work Order Equipment Review (Detail)

The Work Order Equipment Review (Detail) report allows you to review pending versus closed
work orders with details, including the request and action taken based on the equipment on the
work order. Filtering options include equipment related items (such as equipment type, equip-
ment model, and device inclusion). You can display this detailed report by Work Order Type,
Work Order Priority, Assigned Engineer, Location, Department, Specialty, Subcode, EQ Type,
Device Inclusion, Manufacturer, Model # + Manufacturer, Manufacturer + Model #, Model
Name + Manufacturer, Control #, and Requester. You must specify either an Issue Date (when
the work order was issued) or Status Date (either the close date or the most recent work order
status date if still pending) for this report.
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This report presents both a bar graph that displays pending and closed work orders and a pie
chart that shows the relative number of work orders by how you have grouped your report. Sub-
sequent pages then present the following information:

WO #: Work order number. This number is unique to each work order in HEMS.
* Issue Date: Date the work order was issued.

e WO Department: Department that requested the work order.

e WO Location: Location of the equipment referenced by the work order.

* Priority: Work order priority.

e Assg Eng: Engineer assigned to the work order.

e Procedure Name: Name of the maintenance/repair/etc. procedure.

e Specialty: Maintenance specialty.

e Status: Most recent work order status.

e Status Date: Usually the close date of the work order, or, if the work is still pending, the most
recent manually updated date.

Work Order Labor Review (Summary)

The Work Order Labor Review (Summary) report allows you to review labor hours on work
orders based on one or more date(s) when the work orders were opened, closed, or the date(s)
actual services were provided. You can display this detailed report by Work Order Type, Work
Order Priority, Assigned Engineer, Location, Department, Specialty, Subcode, Labor Employee,
Labor Work Code, and Requester. You must specify either an Issue Date (when the work order
was issued) or Status Date (work order status as of your selected date) for this report.

This report presents both a bar graph that displays pending and closed work orders and a pie
chart that shows the relative number of work orders by summary type by how you have grouped
your report. The second page presents the following information:

e # of WOs: Number of work orders worked on by the technician.

e # of Labor Events: Number of labor entries on the work order.

e Labor Hours: Number of labor hours recorded on work orders.

e Labor Cost: Total labor cost (labor hours times labor rate).

e Lump Sum: Additional labor costs such as overhead or some external cost.

e Total Cost: Total of all labor and lump sum costs.
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Management Reports

HEMS includes the following management work order reports, which are available by clicking the
Management category button at the bottom of the Reports sidebar:

Work Order Response Time (Detail)

The Work Order Response Time (Detail) report shows you how quickly you are responding to
work with details, including the request and/or action. This report can be used for safety com-
mittee and quality control committee meetings. When running the report, you can define the
response time in hours and group by work order type.

This report presents the following information:

WO #: Work order number. This number is unique to each work order in HEMS.
Issue date: Date the work order was issued.

WO Department (Cost Center): Department that requested the work order.
WO Location: Location of the equipment referenced by the work order.
Priority: Work order priority.

Subcode: Code that indicates the preventive maintenance outcome (such as PM Successful),
or the cause of corrective/routine maintenance (such as physical abuse/damage, operator
error, etc.).

Assg Eng: Engineer assigned to the work order.
Responded On: Date and time the technician first responded (first labor entry).
Status: Most recent work order status.

Status Date: Usually the close date of the work order, or, if the work is still pending, the most
recent manually updated date.

Response Time: How long it took to respond to the work order. This is defined as the interval
between the work order issue date/time and the first labor entry for that work order.
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Work Order Response Time (Summary)

The Work Order Response Time (Summary) report shows you how quickly you are responding
to work. This report can be used for safety committee and quality control committee meetings.
When running the report, you can define the response time in hours and can group by Work
Order Type, Work Order Priority, Assigned Engineer, Location, Department, Specialty, Subcode,
and Requester.

This report presents the following information:

e Work Orders Responded Within Defined Time: Number and percent of work orders
responded to within your specified time, in hours.

e Work Orders Responded After Defined Time: Number and percent of work orders
responded to after your specified time, in hours.

e Work Orders Not Responded: Number and percent of work orders not responded to date.

Work Order Close Time (Summary)

The Work Order Close Time (Summary) report shows you how quickly you are completing work.
This report can be used for safety committee and quality control committee meetings. When
running the report, you can define the work order close time in hours and can group by Work
Order Type, Work Order Priority, Assigned Engineer, Location, Department, Specialty, Subcode,
and Requester.

This report presents the following information:

e Work Orders Closed Within Defined Time: Number and percent of work orders closed within
your specified time, in hours.

e Work Orders Closed After Defined Time: Number and percent of work orders closed after
your specified time, in hours.

e Work Orders Not Closed: Number and percent of work orders not closed to date.

Work Order Close Time (Detail)

The Work Order Close Time (Detail) report shows you how quickly you are completing work
with details, including the request and/or action. This report can be used for safety committee
and quality control committee meetings. When running the report, you can define the work
order close time in hours and can group by Work Order Type, Work Order Priority, Assigned
Engineer, Location, Department, Specialty, Subcode, and Requester.

This report presents the following information:

e Work Order #: Work order number. This number is unique to each work order in HEMS.
e Issue Date: Date the work order was issued.

e WO Department (Cost Center): Department that requested the work order.

e WO Location: Location of the equipment referenced by the work order.
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e Priority: Work order priority.

e Subcode: Code that indicates the preventive maintenance outcome (such as PM Successful),
or the cause of corrective/routine maintenance (such as physical abuse/damage, operator
error, etc.).

e Assg Eng: Engineer assigned to the work order.
e Close Date: Date and time the work order was closed.

e Close Time: How long it took to close the work order.

Work Order Summation by Priority

The Work Order Summation by Priority report summarizes the total work order count, percent-
age, hours, and costs by priority. To report on preventive maintenance work orders only, filter
the report by setting the WO Type to Scheduled.

This report presents a pie chart showing a graphical overview of work order statuses and then
presents a breakdown of work orders by hours, percentages, and costs.

You must specify a date range for this report.

Work Order Summation by Department

The Work Order Summation by Department report summarizes the total work order count, per-
centage, hours, and costs by department. To report on preventive maintenance work orders only,
filter the report by setting the WO Type to Scheduled.

This report presents a pie chart showing a graphical overview of work order statuses and then
presents a breakdown of work orders by hours, percentages, and costs.

You must specify a date range for this report.

Regulatory Compliance

The Regulatory Compliance report encapsulates all of the information required for regulatory
compliance, active inventory, and work order costs for user error and/or equipment abuse. This
report lets you look at how your hospital is performing in one click.

This report presents the following information:

¢ Non Life Support: All equipment items not belonging to the Life Support class.

e Life support: All the equipment items belonging to the Life Support class.

e High Risk: All equipment items that meet or exceed your defined High Risk level.

e User Error/EQ Abuse: Work orders with the Operator Error, or Abuse/Physical Damage sub-
codes.

e Recall Alert: Work Orders with the Recall/Alert type.

¢ Device in Use: Work Orders with the Device in Use subcode.
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e Unable to Locate: Work Orders with the Unable to Locate subcode.
e PM Failure: Work Orders with the PM Failure subcode.
e PM: Work Orders with the Scheduled type.

e Unscheduled: All work orders with a type other than, “Scheduled” (such as “Routine,” “Haz-
ard,” “Project,” etc.

e Overtime: Work orders with the Overtime labor entry.

Quality Survey Remarks

The Quality Survey Remarks report shows the remarks submitted by users in response to quality
surveys about the services provided by your department. Surveys are conducted after work is
completed. This report is only available if you have the optional EQ2 Web Enterprise add-on
installed. If you do not have EQ2 Web Enterprise installed, please see “EQ2 Web Enterprise” on
page 285 for more information about this add-on module.

Quality Survey

The Quality Survey report shows the satisfaction level of departments for services performed for
them. This information is based on quality surveys conducted after work is completed. This
report is only available if you have the optional EQ2 Web Enterprise add-on installed. If you do
not have EQ2 Web Enterprise installed, please see “EQ2 Web Enterprise” on page 285 for more
information about this add-on module.
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Equipment Reports

HEMS includes the following equipment reports, which are available by clicking the Equipment
category button at the bottom of the Reports sidebar:

Equipment Detail

The Equipment Detail report provides detailed information about equipment in inventory. You
can sort this report by Equipment Type, Model # + Manufacturer, Manufacturer + Model #,
Manufacturer, Department, Cost Center #, Location, Device Inclusion, Control #, Serial #, ECRI
#, and ECRI Name.

This report presents the following information per matching item:

e Control #: Unique number assigned to each equipment item in HEMS.
e Serial #: Unique number assigned to the equipment item by the manufacturer.
e Risk Score: Level of risk assigned to the equipment item.

e EQ Type: Type of equipment.

e EQ System: Equipment system.

e EQCClass: Equipment class.

e Manufacturer: Equipment manufacturer name.

e Supplier: Equipment supplier (may or many not be the manufacturer).
e Model #: Equipment model number.

e DI: Device inclusion for the current equipment item.

e Department: Department that owns the equipment.

e Cost Center #: Department cost center number.

e Purchase Date: Date the equipment was purchased.

e Purchase Cost: Amount paid for the equipment.

e Warranty Date: Warranty expiration date.

e Service Date: Service contract expiration date.

e Depreciation: Equipment life expectancy.

e Location: Location of the equipment.

e Campus: Campus where the equipment is located.

e Building: Building where the equipment is located.

e Wing: Wing where the equipment is located.

* Floor: Floor where the equipment is located.
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e Room: Room where the equipment is located.

* Space: Space where the equipment is located.

Management Program Inventory

The Management Program Inventory report only covers equipment in the preventive mainte-
nance management program. Management program inventory contains either all equipment
items that have a higher risk factor than the minimum required for placing the equipment into
the management program, or equipment that does not have risk defined. This report compares
the number of preventive maintenance and repair work orders.

This report presents the following information broken down by equipment type:
e Control #: Unigue number assigned to each equipment item in HEMS.

e Department: Department that owns the equipment.

e Location: Location of the equipment.

¢ Annual Frequency: Current preventive maintenance frequency.

e # of PM Work Orders Opened/Closed/Close%: How many preventive maintenance work
orders were opened and closed, and the percentage of opened work orders that were closed.

e # of Failure Work Orders Opened/Closed/Close%: How many corrective maintenance work
orders were opened and closed, and the percentage of opened work orders that were closed

e Risk Factor: Level of risk assigned to the equipment item.

Equipment List

The Equipment List report shows the equipment inventory in list format. Technicians can run this
report for a quick glance at equipment with next due date for preventive maintenance. You can

sort this report by Equipment Type, Model # + Manufacturer, Manufacturer + Model #, Manu-
facturer, Department, Cost Center #, Location, Device Inclusion, Control #, Serial #, ECRI #, and
ECRI Name.

This report presents the following information:

e Control #: Unigue number assigned to each equipment item in HEMS.

e Serial #: Unique number assigned to the equipment item by the manufacturer.
e EQ Type: Type of equipment.

e Model #: Equipment model number.

e Manufacturer: Equipment manufacturer name.

e Department: Department that owns the equipment.

e Location: Location of the equipment.

e DI: Device inclusion for the selected equipment.

t
e Next Date (PM):/QJa%te tES equipme

Preventive maintenance.
HOR _

anthony94122@outlook.com

206 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

e Interval: Preventive maintenance interval.

e Risk Factor: Level of risk assigned to the equipment item.

Equipment Overdue for PM

The Equipment Overdue for PM report displays equipment that is more than 30 days overdue
for preventive maintenance. You can sort this report by Equipment Type, Model Name + Manu-
facturer, Manufacturer + Model Name, Model # + Manufacturer, Manufacturer + Model #,
Manufacturer, Department, Cost Center #, Location, Device Inclusion, Control #, Serial #, ECRI
#, and ECRI Name.

This report presents the following information:

e Control #: Unigue number assigned to each equipment item in HEMS.

e Serial #: Unique number assigned to the equipment item by the manufacturer.
e EQ Type: Type of equipment.

e EQ Model: Equipment model.

e Manufacturer: Equipment manufacturer name.

e Department: Department that owns the equipment.

e Location: Where the equipment is located.

e Last Closed On: Date on which the last scheduled work order for this equipment was closed.
e Last Due From: Date from which the last scheduled work order is due.

e Days Due: how many days overdue the equipment is for maintenance.

e Cnt: Total unclosed scheduled work orders.

Equipment List with Purchase Information

The Equipment List with Purchase Information report shows the equipment inventory in a list
format including purchase information. This report is useful when the owner department needs
information regarding purchasing decisions or equipment age. You can sort this report by Equip-
ment Type, Model # + Manufacturer, Manufacturer + Model #, Model # + Manufacturer, Manu-
facturer + Model #, Manufacturer, Department, Cost Center #, Location, Device Inclusion,
Control #, Serial #, ECRI #, and ECRI Name.

This report presents the following information:

e Control #: Unigue number assigned to each equipment item in HEMS.

e EQ Type: Type of equipment.

e EQ Model: Equipment model.

e Manufacturer: Equipment manufacturer name.

e Serial #: Unique number assigned to the equipment item by the manufacturer.
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e PO #: Purchase order number used to buy the equipment.

e Pur Date: Date the equipment was purchased.

e Pur Cost: Purchase cost of the equipment.

e Service Date: Date that the current service contract expires for the selected equipment.

e Warranty Date: Date that the manufacturer warranty expires for the selected equipment.
o Life Exp: Total life expectancy for the selected equipment.

e Age: Age of the selected equipment.

Equipment Summary

The Equipment Summary report displays summary information about equipment in inventory.
You can group this report by Equipment Type, Model # + Manufacturer, Manufacturer + Model
#, Model # + Manufacturer, Manufacturer + Model #, Manufacturer, Department, Cost Center
#, Location, Device Inclusion, Control #, Serial #, ECRI #, and ECRI Name.

This report presents the following information by group:
e Number of Equipment: Equipment count based on your selected grouping.

o Life Expectancy: Total life expectancy for each equipment model (only displayed if grouped
by type).

e Age Min/Max/Avg: Minimum (newest), maximum (oldest), and average age of the equip-
ment.

¢ Cost Price Min/Max/Avg: Minimum (lowest), maximum (highest), and average cost of the
equipment when you purchased it.

Clicking the arrows at the top of a column sorts the report in ascending (A-Z) or descending (Z-A)
order by the selected column.

Equipment Listing with Schedule Information

The Equipment Listing with Schedule Information report shows the equipment inventory in list
format, including schedule information. This can be used to review equipment schedule informa-
tion with the next due date. You can group this report by Equipment Type, Model # + Manufac-
turer, Manufacturer + Model #, Model # + Manufacturer, Manufacturer + Model #,
Manufacturer, Department, Cost Center #, Location, Device Inclusion, Control #, Serial #, ECRI
#, and ECRI Name.

This report presents the following information by group:

e Control #: Unique number assigned to each equipment item in HEMS.
e EQ Type: Type of equipment.

e EQ Model: Equipment model.

e Manufacturer: Equipment manufacturer name.
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e Serial #: Unique number assigned to the equipment item by the manufacturer.
e Assg Eng: Engineer assigned to the work order.

e Next Date: Date the equipment item is next due for preventive maintenance.
e Int: Preventive maintenance schedule interval.

e Risk: Level of risk assigned to the equipment item. Please see “CHAPTER 8: Managing Risk”
on page 179 for information about managing risk in HEMS.

e Est Hours: Estimated hours for preventive maintenance.

Equipment Downtime

The Equipment Downtime report lists equipment with its downtime. The equipment is consid-
ered “down” if it is unavailable and the department is open. Downtime does not include hours
when the department is closed, even if the equipment is unavailable during those hours. Equip-
ment is considered unavailable from the time a work order is opened to the time the equipment
is back in service and the work order is closed. To run this report, you must have department
shifts (hours of operation) defined in the Departments Information List. Please see “Depart-
ments List” on page 124 for more information about the Departments Information List.

This report presents the following information for your selected date range:

e Control #: Unique number assigned to each equipment item in HEMS.

e Equipment Type: Type of equipment.

e Model #: Equipment model number.

e Manufacturer: Equipment manufacturer name.

e Serial #: Unigue number assigned to the equipment item by the manufacturer.

e Owner Department: Department that owns the equipment.

e Down Time (hours): How many hours the current equipment item has been down.

e Down Time (%): Percentage of time that the current equipment item has been down.

Clicking the arrows at the top of a column sorts the report in ascending (A-Z) or descending (Z-A)
order by the selected column.

Equipment History

The Equipment History report displays the maintenance history for the specified equipment
item control number. You can specify whether or not to include work order details in this report.
This report includes equipment details, schedule information, contract information (if defined),
work history grouped by scheduled and unscheduled. It also includes graphs for replacement
matrix and cost of ownership.
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Equipment with Parts

The Equipment with Parts report lists equipment items and their associated parts.
This report presents the following information:

e Control #: Unigue number assigned to each equipment item in HEMS.

e Equipment information: This report lists serial #, equipment type, model #, model name,
manufacturer, and department information for each equipment item.

e Part information: This report lists part #, manufacturer's part #, manufacturer, part descrip-
tion, and part type information for each part.

Rate of Occurrence of Failure

The Rate of Occurrence of Failure report identifies what equipment is failing most frequently
according to unscheduled (repair) events. Failed equipment slows production and incurs costs.
Failures are a metric for management to review and determine wither preventive maintenance
must be increased, equipment replaced, etc. This is the other side of the Maximum Expenditure
Limit report. You can group this report by Department, EQ Type, or None. Selecting None groups
the report by control number.

This report presents the following information by group:

e Control #: Unigue number assigned to each equipment item in HEMS.

e Serial #: Unique number assigned to the equipment item by the manufacturer.
e Model #: Equipment model number.

e Manufacturer: Equipment manufacturer name.

e Equipment Type: Type of equipment.

e Department: Department that owns the equipment.

e EQ Purchase Date: Date the current equipment item was purchased.

e §# of Failures: Number of times the current equipment item has failed.

e ROCOF: Rate of Occurrence of Failure for the current equipment item.
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Maximum Expenditure Limit

The Maximum Expenditure Limit report lists equipment items with life expectancy, purchase,
and purchase price defined. This report provides a baseline for establishing a equipment replace-
ment program. If the Repair Cost is more than the Maximum Expenditure Limit (MEL) then it is
time to purchase new equipment. The new cost that appears in the report is a straight line calcu-
lation that adds 3% to the equipment’s original cost per annum.

- Note: The fact that a piece of equipment is approaching or beyond its projected
E useful life expectancy is not by itself a sufficient reason to replace the item.

This report presents the following information:

e Control #: Unigue number assigned to each equipment item in HEMS.

e Equipment Type: Type of equipment.

o Life Exp: Total life expectancy of the current equipment item, in years.

o Useful Life Left: Remaining useful life of the current item, in years.

e Hours Spent: Total number of hours spent on work orders for the current equipment item.
e # of WOs: Number of work orders opened for the current equipment item.

e Repair Cost: How much has been spent to repair the current equipment item during the cur-
rent year.

e Max Exp Limit (MEL): Remaining value of the current equipment item.

e Exceeded MEL by: How much the equipment repair cost exceeds the Maximum Expenditure
Limit.

e Exp Cost for New Equipment: Expected equipment replacement cost.

e P: Prohibited

e 0O:Obsolete

e Support End Date: Date that manufacturer or vendor support expires for the current equip-
ment item.
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Closed Percentage per Month

The Closed Percentage per Month report only covers equipment in the preventive maintenance
management program. This report shows the count of scheduled equipment in the preventive
maintenance program per month per priority and the count of equipment closed within that
month

This report presents a bar graph with work order close percentages by month and then a month-
-by-month list with the following information:

Month: Calendar year by month. The current year displays through the current month.
Priority: Work order priority.

Total WOs: Total number of work orders opened.

WOs Closed: Total number of work orders closed within the month.

Close %age: Percentage of work orders closed. This is obtained by dividing the number of
closed work orders by the total number of work orders.
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Schedule (PM) Reports

HEMS includes the following preventive maintenance schedule reports, which are available by
clicking the Schedule (PM) category button at the bottom of the Reports sidebar:

Procedure Review

The Procedure Review report displays a procedure and its associated tasks in sequence. This
report also shows all of the equipment associated with the procedure, if selected. You can sort
this report by Procedure Name, Procedure #, Specialty + Procedure Name, Specialty + Proce-
dure Number, Procedure Type + Procedure Name, and Procedure Type + Procedure #.

This report presents the following information for each procedure:

Procedure Name: Name of the maintenance/repair/etc. procedure.
e Proc #: Number assigned to the procedure.

e Procedure Type: Type of procedure.

e Specialty: Maintenance specialty.

e Source: Where the procedure originated (such a ASHE).

e Task Sequence: Order in which the tasks are performed.

Then, for each task in the procedure, the report displays:

e Task name: Name of the task.

e Task #: Unique number associated with each task.

e Interval: The interval of the task.

e Est Hrs: Estimated hours.

Preventive Maintenance Summary

The Preventive Maintenance Summary report lists preventive maintenance schedules based on
your search criteria.

This report presents the following information by equipment type:

e Control #: Unique number assigned to each equipment item in HEMS.

e Equipment Type: Type of equipment.

e Maintenance Procedure: Procedure performed for preventive maintenance.
e Priority: Work order priority.

e Assg Eng: Engineer assigned to the work order.

e Department: Department that owns the equipment.

e Next Date: Date the equipment item is next due for preventive maintenance.
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e |nterval: Preventive maintenance interval.

e Risk: Level of risk assigned to the equipment item.

Annual Schedule Load

The Annual Schedule Load report allows you to review your scheduled load to see equipment
scheduled per month and estimated hours per month. You can group this report by Assigned
Engineer, Specialty, Equipment Type, Department, Location, Priority, and Procedure. You can
also sort this report by Issue Date, Assigned Engineer, Procedure, Specialty, Department, Loca-
tion, Priority, or Control #.

The summary version of this report presents bar graphs showing the number of equipment items
due by month, the total estimated hours per month, and the overall equipment count and esti-
mated hours count for the selected time frame.

The detailed version of this report presents the above information plus the following detailed
information for each piece of equipment grouped according to your selected criteria:

e Issue Date: Date the work order was issued.

e Control #: Unique number assigned to each equipment item in HEMS.
e Equipment Type: Type of equipment.

e Department: Department that owns the equipment.

e Location: Where the equipment is located.

* Procedure: Maintenance procedure name.

e Specialty: Maintenance specialty.

* Employee: Assigned engineer.

e Est Hrs: Estimated hours.

e |nt: Preventive maintenance interval.

PM Parts Due - Shortage

The PM Parts Due - Shortage report lists parts that need to be ordered to cover the selected pre-
ventive maintenance period. HEMS calculates the shortage by subtracting stock on hand from
the parts required for preventive maintenance for the selected period. You can group this report
by Department, Equipment Type, Location, Model # + Manufacturer, Part Manufacturer, Part
Type, and Part #.

The summary version of this report presents the following information:
e Part #: Part number entered into HEMS by the user.
e Part Type: Type of part.

e Manufacturer: Manufacturer that makes the part.
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Quantity Needed: How many parts are needed to complete preventive maintenance for the
selected date range.

On Hand: How many of the particular part you have on hand.

Shortage: Difference between the number of parts you have and the number of parts you
need for the selected date range.

Last Price: Most recent price paid for this part.

Purchase Budget: Total cost to purchase all of the parts needed for the specified date range.

The detailed version of this report presents the summary information plus all of the equipment
that needs each of the parts:

Control #: Unique number assigned to each equipment item in HEMS.

Serial #: Unique number assigned to the equipment item by the manufacturer.
Equipment Type: Type of equipment.

Model #: Equipment model number.

Manufacturer: Equipment manufacturer name.

Due Date: Date the equipment item is next due for preventive maintenance.

PM Parts Due

The PM Parts Due report lists parts required for preventive maintenance without considering
stock on hand. You can group this report by Department, Equipment Type, Location, Model # +
Manufacturer, Part Manufacturer, Part Type, and Part #. Then, based on the selected group, the
report displays the part quantities needed by your selected date and both estimated cost by
group and the total estimated cost for all groups.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

Copyright 2010, EQ2, Inc. All rights reserved. | 215



CHAPTER 10: Reports

Risk Reports

HEMS includes the following risk reports, which are available by clicking the Risk category button
at the bottom of the Reports sidebar:

Risk Interval

The Risk Interval report displays preventive maintenance intervals and priority based on risk fac-
tor. It uses several ranges of risk factor scores and displays the interval and priority for each
range.

Risk Category

The Risk Category report displays risk statements sorted by risk category and decreasing risk fac-
tor. The risk categories are:

e Equipment Function
e Clinical Application
e PM Requirement

e Likelihood of Failure

e Environment of Use

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

216 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

Other Reports

HEMS includes the following additional reports, which are available by clicking the Other cate-
gory button at the bottom of the Reports sidebar:

Parts with Equipment

The Parts with Equipment report lists parts and their associated equipment. You may group this
report by Equipment Type, Model # + Manufacturer, Part Manufacturer, Part Type, and Part #.

For each part, the report shows the following information:

e Part #: Part number entered into HEMS by the user.

Part Type: Type of part.

e Part Description: Description of part.

e Part Manufacturer: Manufacturer that makes the part.

e Last Price: Most recent price paid for this part.

e On Hand: How many of the current part you have on hand.

The report then lists the equipment that uses that part, including:

e Control #: Unique number assigned to each equipment item in HEMS.

e Serial #: Unigue number assigned to the equipment item by the manufacturer.
e Equipment Type: Type of equipment.

e Model #: Equipment model number.

e Manufacturer: Equipment manufacturer name.
Equipment with Network Information

The Equipment with Network Information report is a sample custom report with custom fields
pertaining to network information defined in the equipment inventory.
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CHAPTER 11:
Finding Data
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Finding Your Work

The HEMS Find and Filter functions are available in HEMS dashboards, windows, and Information
Lists to help you quickly locate the information you’re looking for. The Find function provides a
context sensitive set of fields that allow you to enter your desired search criteria. For example,
you can search the Work Orders dashboard for a single work order or a range of work orders by
control numbers, specific date or date range, status, priority, and more. Search results appear in
the same window for fast viewing, editing, and other functions. The Filter function lets you cre-
ate custom searches that can go beyond the options available using the Find function.

- Note: The Find and Filter functions retrieve information from the HEMS server
E every time you run a search.

Search results are available until you run another Find or Filter search that overrides your previ-
ous the first group of search results.
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The Find Function

The HEMS Find function automatically appears when you open a HEMS dashboard, window, or
Information List. To use the Find function, enter your desired search criteria in the Search Area of
the current window. Please refer to the instructions for your current window. If you are using the
Work Orders dashboard, please see “The Work Orders Dashboard” on page 17. If you are using
the Equipment inventory dashboard please see “The Equipment Inventory Dashboard” on

page 22.

When using the Find function:

e In general, most fields return matches that begin with the text entered in that field. For
example, entering “def” retrieve both “defib” and “defibrillator.” The EQ Type and ECRI fields
return results that contain the text entered in those fields. For example, entering “fib” will
return “defibrillator.”

e If you enter search criteria in more than one field, the Find function will return only those
results that match all of your search criteria in all fields that contain text.

e To return all records, click the Search button without entering anything in the search fields.

e By default, the Find function in the Work Orders and Equipment Inventory dashboards is
Pending and Active, respectively. To return all work orders, clear the Pending checkbox; to
return all equipment, select Both Active and Inactive.

The Find Window

The following security-related windows use the Find window to locate information:

e Users Window: Please see “User Management” on page 242 for more information about
managing users in HEMS.

e Passwords Window: Please see “Password Management” on page 249 for more information
about managing passwords in HEMS.

e Control Permissions Groups: Please see “Control Groups” on page 252 for more information
about managing Control Groups in HEMS.

* Menu Permissions Groups: Please see “Menu Groups” on page 257 for more information
about managing Menu Groups in HEMS.

e Errors Window: Please see “Error Logs” on page 267 for more information about finding and
viewing HEMS errors.

The Find window displays the most commonly used search fields appropriate to the current win-
dow.

You can open the Find window at any time when in any of the above-listed windows by clicking
the Find button in the Toolbar. Please see “Toolbar” on page 37 for more information about the
Toolbar.
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Filters

At times, you may want to refine your search or search by using fields that are not available in
Find mode. The HEMS Filter function lists all available fields for the window or list you are in,
which allows you to narrow your search results even more.

Filters list field headers (in light gray) and all fields available for the window you are in. Be careful
to select the correct Field header and then the field. For example, Initials is under the Assigned
Engineer header, and Labor Initials is under the WO Lbr Entries header.

- Note: The remainder of this section capitalizes the words “Field,” “Value,” “Con-
E dition”, and “Operator” to indicate specific filter components.

Toggling Filters
By default, HEMS operates in Find mode.

e To switch to Filter mode, click the Switch to Filter Mode button, which appears as a small
funnel in the current window.

e To switch back to Find mode, click the Switch to Find Mode button, which appears as a small
magnifying glass in the current window.

Filter Components

A Filter is made up of one or more Conditions. A single Condition compares a Field to a specific
Value using an Operator that determines the comparison that will be made. For example, “Work
Order Status Date is greater than or equal to 05/01/2009” is a Condition where:

e Work Order Status Date is the Field.
e Greater than or equal to is the Operator.
e 0501/2009is the value.

This Condition only allows those work order records with a Status Date greater than or equal to
05/01/2009 to be part of the subset.

A Filter can have more than one Condition. In this case the Filter compares each Condition using
Connectors that specify how any given Condition should be compared to the next Condition in
the Filter.

HEMS Filter syntax is therefore:

¢ Single-Condition Filter: Condition (where Condition equals Field + Operator + Value).
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e Multi-Condition Filter: Condition + Connector+ Condition, or (Field + Operator + Value) +
Connector + Field + Operator + Value).

- Note: A Filter can have an arbitrary number of Conditions. HEMS processes Con-
E ditions in the order they appear in the Filter window. Values that pass the first
Condition are then evaluated against the second Condition and so forth until all
Conditions have been processed. Think of a Filter as a progressively finer sieve
where each Condition further refines the resulting subset.

Operators

Operators compare Fields and Values to determine whether a given record should be included in
the subset. HEMS includes several Operators, described below. Some Operators use more than
one Value. For example, “is between” requires two Values (as in “Status Date is between 0501/
2009 and 06/01/2009”). Other Operators do not use any Value; for example, “Requester is blank”
is either true or not without needing a Value. Some Operators are only available for certain
Fields.

Equals

The data stored in the Field must exactly match the specified value.

e Sample Condition: REQUESTER INITIALS equals “TBN.”

The resulting subset will only include records with “TBN” as the requester initials. Records with

“TB”, “BTN”, and “NT” will not be included.

Does Not Equal
The data stored in the Field may be anything but the value you specify.
e Sample Condition: DEPARTMENT does not equal “DIETARY.”

The resulting subset will only include records that do not have “DIETARY” as the department.

Begins With

The data stored in the Field must begin with the specified value.

e Sample Condition: CONTROL NUMBER begins with “AC.”

The resulting subset will include records that have “AC017”, “AC060”, “AC035”, and “AC200”, etc.

as the control number.

Contains
The data stored in the Field has the specified value anywhere in that Field.
e Sample Condition: REQUEST TEXT contains “TELEPHONE SWITCH INSTALL.”

The resulting subset will include records that have “TELEPHONE SWITCH INSTALL” as part of the
request text.
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Does Not Contain

The data stored in the Field does not have the specified value anywhere in that Field.
e Sample Condition: REQUEST TEXT does not contain “TELEPHONE SWITCH INSTALL.”

The resulting subset will include records that do not have “TELEPHONE SWITCH INSTALL” as part
of the request text.

Is Unknown

The data stored in the specific Field has an unknown or null value.
e Sample Condition: PRIORITY is unknown.

The resulting subset will include records that do not have a specified priority.

Is Not Unknown

The data stored in the specific Field has a known value.
e Sample Condition: PRIORITY is not unknown.

The resulting subset will include records that have a specified priority.

|s Greater Than

The data stored in the Field has a value that exceeds the specified value.
e Sample Condition: STATUS DATE is greater than 5/01/2009.
The resulting subset will include records that have dates later than 05/01/2009 as the start date.

ls Greater Than or Equal
The data stored in the Field has a value that exceeds or equals the specified value.
e Sample Condition: STATUS DATE is greater than or equal to 501/2009.

The resulting subset will include records that have dates later than or equal to 05/001/2009 as the
start date.

Is Less Than

The data stored in the Field has a value that is less than the specified value.
e Sample Condition: STATUS DATE is less than 501/2009.
The resulting subset will include records that have dates earlier than 05001/2009 as the start date.

s Less Than or Equal
The data stored in the Field has a value that is less than or equals the specified value.
e Sample Condition: STATUS DATE is less than or equal to 501/2009.

The resulting subset will include records that have dates earlier than or equal to 05/001/2009 as
the start date.
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|s Between

The data stored in the Field has a value that is more than the specified minimum and less than
the specified maximum.

e Sample Condition: STATUS DATE is between 501/2009 and 07/01/2009.
The resulting subset will include records that have dates between (but not equal to) 05/01/2009
and 07/01/2009 as the start date.

|s One Of

The data stored in the Field has a value that is equal to one of the specified possible Values. This
Operator can process up to 10 separate “equals” operations at once.

e Sample Condition: DEPARTMENT is one of, “SPECIALTY CLINIC,” “HEALTH CLINIC,” or “DENTAL
CLINIC”

The resulting subset will include records where the department equals any one of the above

three Values.

Is Yes

The data stored in the Field has a value of (or equal to) Yes.
e Sample Condition: ACTIVE equals, “YES.”

The resulting subset will include all active records.

Is No

The data stored in the Field has a value of (or equal to) No.
e Sample Condition: ACTIVE equals, “NO.”

The resulting subset will include all inactive records.

Satisfied

The data stored in the Field has a value equal to Satisfied.
e Sample Condition: SATISFACTION LEVEL equals, “SATISFIED.”

The resulting subset will include records where the Satisfaction Level Field has the value, “SATIS-
FIED.”.

E

Note: This Operator is only available for the Satisfaction Level Field.
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Not Satisfied

The data stored in the Field has a value equal to Not Satisfied.
e Sample Condition: SATISFACTION LEVEL equals, “NOT SATISFIED.”

The resulting subset will include records where the Satisfaction Level Field has the value, “NOT
SATISFIED.”

E

Can'’t Say
The data stored in the Field has a value equal to Can’t Say.

e Sample Condition: SATISFACTION LEVEL equals, “CAN’T SAY.”

Note: This Operator is only available for the Satisfaction Level Field.

The resulting subset will include records where the Satisfaction Level Field has the value, “CAN'T
SAY”

E

Connectors

A described above (see “Filter Components” on page 222), Connectors connect Operators. In
general, a Connector can be either an “AND” or an “OR.” An AND Connector means that both of
the Conditions it connects must be true in order to include a record in the subset. An OR Connec-
tor means that either one or both Conditions can be true in order to include a record in the sub-
set. For example:

e If Condition A is “LEAD ENGINEER EQUALS JG” AND Condition B is “STATUS EQUALS OPEN”
then a record must have LG assigned as the Lead Engineer and a Status of OPEN in order to
be included in the subset. Records where LG is not the Lead Engineer and/or where the Sta-
tus is not OPEN are not included in the subset.

e If Condition A is “LEAD ENGINEER EQUALS JG” OR Condition B is “STATUS EQUALS OPEN”
then a record must have either LG assigned as the Lead Engineer or a Status of OPEN in order
to be included in the subset. Records where LG is not the Lead Engineer but where the Status
is OPEN or records where LG is the Lead Engineer but where the Status is not OPEN are
included in the subset.

Note: This Operator is only available for the Satisfaction Level Field.
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The words, “and” and “or” can be confusing when discussing Filters because their meaning can
be the opposite of how they are used in normal English. For example, if you want to print out
work orders requested by both the DIETARY CENTER and the DIALYSIS CENTER, common sense
says that you should use an AND Connector. The problem with this approach is that using an AND
Connector in this case will search for work orders that were requested by both departments and
return no results because work orders can only be requested by one department. In this case,
using an OR Connector will return work orders that have been requested by either the DIETARY
CENTER or the DIALYSIS CENTER, which matches your search for.

You can avoid confusion by remembering that the Filter checks each record for each Condition.
In this example, it is impossible for the DEPARTMENT to have more than one value per record; an
OR Connector is therefore the correct one to use.

HEMS includes the following Connectors:
e A and B: Both Condition A and Condition B must be true to return a matching result.
e A or B: Either Condition A or Condition B can be true to return a matching result.

¢ A and not B: Condition A must be true and Condition B must be false in order to return a
matching result.

¢ Not A and B: Condition A must be false and Condition B must be true in order to return a
matching result.

e Not A and Not B: Both Condition A and Condition B must be false in order to return a match-
ing result.

e A or Not B: Either Condition A must be true or Condition B must be false in order to return
matching result.

¢ Not A or B: Either Condition A must be false or Condition B must be true in order to return a
matching result.

e Not A or Not B: Either Condition A or Condition B must be false in order to return a matching
result.

You may use parentheses to nest search criteria and form even more complex search queries. For
example:

e Status=Open OR Status=Pending AND Initials=JDH: In this example, HEMS searches the Filter
in the order it is written and returns all work orders that are open OR those that have a status
of Open with JDH's initials.

e (Status=Open OR Status=Pending) AND Initials=JDH: In this example, adding the parentheses
forces the Filter to first search inside parentheses to return open or pending work orders that
are assigned to JDH.
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Creating a Filter

When creating a Filter, there is a
slight difference between adding
the first Condition and any subse-
guent Conditions.

Adding the First Condition

To add the first Condition to the Fil-
ter you are creating:

1. Click the Switch to Filter Mode
button (funnel) in the window
you are currently working in to
switch the Search Area into Fil-
ter Mode.

2. Inthe Search Area, click the Fil-

B Address 1 begins with 123

l Add... H Delete H Count J

A
l Edit... H Clear J| More >>» |

ter button to open the Filter window.

3. Click the Add button to open the Filter Condition window. Please see “Filter Components”
on page 222 for more information about Conditions.

4. Select the Field to base the Filter on using the Field pull-down menu.

5. Select the Operator using the Operator pull-down menu. Please see “Operators” on page 223
for more information about Operators.

6. Enter your desired value in the Value Field by either: =

- Manually entering text into the Field, or

- Clicking the Value... button (if enabled) to open
the Select Values window where you can select a
predefined value and then click OK to place your
selection in the Field. This is a great way to speed
up Filter creation and reduce errors.

7. Click OK to close the Filter Condition window and add
your selected Condition to the Filter window.

Field Operator
v [equais 3
oK I [ Cancel
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Adding Conditions to a Filter
To continue adding Conditions to a Filter:

1. Click the Add button in the Filter win-

- . ) ¥ Filter Condition
dow to open the Filter Condition win-  [. = = Obarator
dow. BTl v | | Action Text v | |equals v

2. Select the Connector that will be used
to connect the Condition you are creat-
ing to the previous Condition in the
current Filter using the Connection
pull-down menu. Please see “Connec-
tors” on page 226 for more information
about Connectors.

3. Select the Field to base the Filter on
using the Field pull-down menu.

4. Select the Operator using the Operator
pull-down menu. Please see “Opera- ok [ cancel
tors” on page 223 for more information
about Operators.

5. Enter your desired value in the Value Field by either:
- Manually entering text into the Field, or

- Clicking the Value... button (if enabled) to open the Select Values window where you can
select a predefined value and then click OK to place your selection in the Field. This is a
great way to speed up Filter creation and reduce errors.

6. Click OK to close the Filter Condition window and add your selected Condition to the Filter
window.

7. Repeat this procedure for any additional Conditions you want to add to the current Filter.

Counting Records

You can get a quick idea of how well your Filter is working by counting the number of records
that match the Filter Conditions. To do this, click the Count button in the Filter window. The
result appears in a HEMS pop-up window.

Running the Filter

Clicking OK in the Filter window closes the window and displays the records that match your cur-
rent Filter in the Search Results Area of the window you are currently working in.

You may reopen the Filter window at any time by clicking the Filter button in the Search Area of
the window you are currently working in. The Filter window appears with your Filter informa-
tion, allowing you to edit, store, or clear the Filter.
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Editing Filters
You can edit Filters in the Filter window using any combination of the following methods:

e Select the Condition you want to edit and then click the Edit... button to open the Filter Con-
ditions window with the current Condition. Alter the Connector, Field, Operator, and/or
Value and then click OK.

e Reorder the Conditions by clicking and dragging them up or down in the Filter window.

- Note: Remember that HEMS processes Conditions in the order they appear in
E the Filter. Reordering Conditions can therefore alter the subset of records
returned by the Filter. Click the Count button to see how reordering Conditions
is affecting the number of matching records. Also, keep in mind that you may
need to edit the Connectors after reordering the Conditions.

e Delete a Condition by selecting it and then clicking the Delete button.

e (Clear all Conditions by clicking the Clear button.

Managing Filters

HEMS allows you to store and retrieve Filters for repeated use. You can also use stored Filters as
the basis for new Filters by retrieving a stored Filter and then editing it as described above. You
can also store the edited Filter using the same name (to overwrite the old version of the Filter) or
using a different name (to store the new version of the Filter without overwriting the old ver-
sion).

Storing a Filter

Tostore  Fiter

1. Inthe Filter window, click the More >> Address 1 begins with 123 o
button.

2. Click the Store... button to open the
Save Filter window.

3. Enter a name for the Filter in the Name
Field. If you are editing an existing Filter
and keep the same name, then this will
overwrite the previous version of the

Filter. You must change the Filter name _— :

to save it without overwriting the previ- TR mmrm FERE

ous version. [eoe. [ cesr J{ Lsss<e ]
4. Enter a description of the Filter in the [ swre. | [Revieve.. | [Remove.. |

Description Field. e

5. Click OK to store your Filter and close

the Save Filter window.
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Retrieving a Stored Filter
To retrieve a stored Filter:

1. In the Filter window, click the More>> button.

2. Click the Retrieve... button to open the Select Filter

window, which displays a list of all the currently stored TR -
Filters. NURSERY ACUTE WORK ORDERS
o]:]

3. Select the Filter you want to retrieve and then click OK | 0 bevammtnr searcs
to close the Select Filter window and return to the Fil- | o8 destsearn
ter window with the retrieved Filter loaded. fest

WEB v

Removing a Stored Filter

To remove (delete) a stored Filter:

1. In the Filter window, click the More>> button.

2. Click the Remove... button to open the Select Filter window, which displays a list of all the
currently stored Filters.

3. Select the Filter you want to remove and then click OK to close the Select Filter window and
remove the selected Filter.
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CHAPTER 12:
Printing & Exporting
Data
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Printing

HEMS allows you to print report data from reports generated using either the Reports sidebar or
by clicking one of the buttons (such as List Report, Detail Report - All, or Detail Report - Current)
in the dashboards, Information Lists, etc.).

To print HEMS data:

1.

Launch the report you want to run. See “CHAPTER 10: Reports” on page 195 for more infor-
mation about HEMS reports.

In the browser window, select your desired filter criteria and then click the View Report but-
ton.

When your report appears, click the Print icon next to the Export link (not in your
browser toolbar).

3|
The Windows Print window appears, allowing you to specify such options as:

- Which printer to print to.

- Which page(s) to print.

- How many copies of the report to print.

- Other advanced options (by clicking the Properties button).

Select your desired print options and then click the Print button.
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Exporting

HEMS allows you to export report data from reports generated using either the Reports sidebar
or by clicking one of the buttons (such as List Report, Detail Report - All, or Detail Report - Cur-
rent) in the dashboards, Information Lists, etc.).

To export HEMS data:

1.

Launch the report you want to run. See “CHAPTER 10: Reports” on page 195 for more infor-
mation about HEMS reports.

In the browser window, select your desired filter criteria and then click the View Report but-
ton.

When your report appears, select your desired export format

. . . Select a format v || Export |
using the Export pull-down menu. The available options are:

- XML with report data

- CSV (comma delimited)

- TIFF

- Adobe Acrobat (PDF)

- Web archive

- Microsoft Excel (1997-2003 format)

Click the Export link, which highlights once you select your desired export format. 3 |
The Windows File Download window appears, allowing you to specify the drive/folder ™
in which to save or open the exported data.
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CHAPTER 13:
Administration
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HEMS Security Modes

HEMS can operate in one of two security modes:

e Network Security: Network (Windows LDAP) security mode allows a user to connect to
HEMS Server using her or his Windows login.

e HEMS Security: HEMS security mode allows a user to connect to HEMS Server using a user
name and password that is unique to HEMS.

Note: The security mode used by your HEMS system was determined before HEMS

E was installed.
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Admin Toolbar

The Toolbar contains buttons that provide quick access to commonly used functions. The but-
tons included on the Toolbar vary depending on whether the Toolbar is in Normal or Admin
mode. Please see “Toolbar” on page 37 for information about the Toolbar buttons available in
Normal mode.

The Toolbar contains the following buttons when in Admin mode:
Exit HEMS First Previous New Copy Delete Close

\EL Q\ ; \\\ 4 o

+ Bl i« « » »l DiEyX ) Rl¢
AN = b AN

Find List Next Last Save Refresh

- Note: For clarity, this image shows all Toolbar buttons active. The active buttons
E you will actually see depend on the functions available at the moment. Unavail-
able buttons will appear grayed out.

Exit HEMS Button

Clicking the Exit HEMS button logs you out of HEMS and exits the application.

Find Button

Clicking the Find button opens the Find window, which allows you to search for the desired
record. Please see “CHAPTER 11: Finding Data” on page 219 for more information about finding
data in HEMS.

List Button

Last Name 1] o
Clicking the List button opens the List window, which displays a list of all Jagmin
. . . Saunders ASaunders
of the records in the current list (such as HEMS users). To use the List G0ULD BG0ULD
WlndOW: CORNELL c;:;::arl
GuestP
1. Use the Utilities menu to open your desired window. HECIMANN Kheckmann
GILLOTTE LGILLOTTE
2. Click the List button in the Toolbar. MoEy |
I« >
3. Scroll through the list to find your desired entry. You can sort the col- Cox ] (o)

umns by clicking the column headers.

4. Click the entry and then click OK to open your selected entry in the window you are working
in. You may now edit, copy, or delete this entry.

First Button

Clicking the First button opens the first record of the type you are looking at (such as users).
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Previous Button

Clicking the Previous button opens the previous record of the type you are looking at (such as
users).

Next Button

Clicking the Next button opens the next record of the type you are looking at (such as users).

Last Button

Clicking the Last button opens the last record of the type you are looking at (such as users).

New Button

Clicking the New button creates a new record of the same type you are currently working with.

Copy Button

Clicking the Copy button creates a copy of the record you are currently viewing. You can then
edit this record as needed. This can speed repetitive tasks such as adding multiple pieces of the
same type and model of equipment to your inventory.

Delete Button

Clicking the Delete button deletes the record you are currently viewing. A confirmation dialog
appears, asking you to confirm or cancel the deletion.

- Note: You cannot delete any record that has had an action performed on it or that
E has been used in HEMS because it is part of your history. You can deactivate a
record by clearing the selected record’s Active checkbox, and can configure HEMS
to not display inactive records. Please see “Deactivating Equipment” on page 119
for more information.

CAUTION: DELETED RECORDS CANNOT BE RECOVERED. DO NOT DELETE
A RECORDS UNLESS YOU ARE ABSOLUTELY SURE THAT THEY SHOULD BE PERMA-
NENTLY REMOVED FROM THE HEMS DATABASE.

Save Button

Clicking the Save button saves the record you are currently working on to the HEMS database.

Cancel Button

Clicking the Cancel button cancels your most recent action.
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Refresh Button

Clicking the Refresh button refreshes the record you are currently viewing with the most recent
information from the HEMS database.

Close Button

Clicking the Close button closes the window you are currently viewing. You will be prompted to
save any unsaved changes.

CAUTION: UNSAVED CHANGES ARE PERMANENTLY LOST AFTER THE RECORD IS
{ j ! CLOSED.
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User Management

This section describes how to add, edit, deactivate, and delete HEMS users.

- Note: You should create Control Groups and Menu Groups before adding users to
E HEMS. Please see “Control Groups” on page 252 for more information about Con-
trol Groups and “Menu Groups” on page 257 for more information about Menu

Groups.

Adding a User

Your HEMS system includes one Administrator login (user name and password) that is used to log
into HEMS for the first time and begin adding users.The process you use to add a new user to
HEMS depends on whether HEMS is set up to use Windows or HEMS security.

Before adding a person as a HEMS user, that person must already be entered as an employee in
the Employees Information List. Please see “Employees List” on page 126 for more information

about the Employees Information List.

Windows Security
To add a user to HEMS using Windows security:

1. Contact your Information Services department to add the user to the HEMS network security

group.

2. Select Utilities>Security>Users to open the Users window.

MAKE CHANGES TO THE RECORD THAT APPEARS WHEN YOU FIRST OPEN THE

f CAUTION: THE USERS WINDOW OPENS IN EDIT MODE. BE CAREFUL NOT TO

WINDOW.

3. Either click the New button in the Toolbar or
press [CTRL]+[N] to add a new user to the sys-
tem.

4. Enter the new user’s HEMS user name in the
User Name field.

5. Use the Default Service Area pull-down menu
to select that user’s default Service Area.
Please see “Service Area Configuration” on

Identification
User Name adnin
Default Service Area

CLINICAL ENGINEERING DEF

Employee |ADMIN
First ADHIN
Middle

Last

v

Permissions

Control: Group Permissions...

Password Login
Temporary [Cstatus
Last Change Multiple

Period (days) [¥] Security

page 263 for information about configuring Service Areas.

6. Select the employee who will use this user account using the Employee pull-down menu. The
First, Middle, and Last name fields will automatically fill with the selected employee’s infor-
mation. These fields use values from the Employees Information List. Please see “Employees
List” on page 126 for more information about the Employees Information List.
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7.

9.

10.

11.

Control permissions regulate the actions (i.e. what a user can do) available to a given HEMS
user or group of users. If you know the Control Group you want to add the user to, enter that
group name in the Control Group field, or click the Permissions button to open the Control
Permissions window. Grant the new user the proper control permissions necessary to com-
plete her or his work. Please see “Control Groups” on page 252 for more information about
control permissions in HEMS.

Menu permissions control the menu options available to a given HEMS user or group of
users. If you know the Menu Group you want to add the user to, enter that group name in
the Menu: Group field, or click the Permissions button to open the Menu Permissions win-
dow. Grant the new user the proper menu permissions necessary to complete her or his
work. Please see “Menu Groups” on page 257 for more information about menu permissions
in HEMS.

The Login Status button appears checked when the selected the user is currently logged into
HEMS. This allows the administrator to see who is logged into HEMS at any given time.

The Multiple Login checkbox is checked by default. This allows the user to log into HEMS
from more than one computer at the same time.

Checking the Security checkbox gives the selected user access to the HEMS security func-
tions (Users, Passwords, and Permission Groups). Clearing this checkbox denies the selected
user access to these functions.

USERS WITH A VALID NEED TO ACCESS THOSE FUNCTIONS, IN ORDER TO

c CAUTION: RESTRICT ACCESS TO THE HEMS SECURITY FUNCTIONS TO THOSE

ENHANCE SECURITY AND DATA INTEGRITY.

Note: The Password Area of the Users window is disabled when using Windows

I% security.

HEMS Security

To add a user to HEMS using HEMS security:

1. Contact your Information Services department to add the user to the HEMS network security
group.

2. Select Utilities>Security>Users to open the Users window.

CAUTION: THE USERS WINDOW OPENS IN EDIT MODE. BE CAREFUL NOT TO
MAKE CHANGES TO THE RECORD THAT APPEARS WHEN YOU FIRST OPEN THE
WINDOW.

3. Either click the New button in the Toolbar or
press [CTRL]+[N] to add a new user to the sys- o C:enrlr:::sion;mp o]
tem. Default Service Area

CLINICAL ENGINEERING DEPRS Menu: Group Permissions..
4. Enter the new user’s HEMS user name in the o — i e gl
User Name field. Eet T Temporary [ status
Middle LastChange [12/15/2002 [¥] Muttiple
(i Period (days) 0 [¥] Security
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10.

11.

12.

13.

14.

Use the Default Service Area pull-down menu to select that user’s default Service Area.
Please see “Service Area Configuration” on page 263 for information about configuring Ser-
vice Areas.

Select the employee who will use this user account using the Employee pull-down menu. The
First, Middle, and Last name fields will automatically fill with the selected employee’s infor-
mation. These fields use values from the Employees Information List. Please see “Employees
List” on page 126 for more information about the Employees Information List.

Control permissions regulate the actions available (i.e. what a user can do) to a given HEMS
user or group or users. If you know the Control Group you want to add the user to, enter that
group name in the Control Group field, or click the Permissions button to open the Control
Permissions window. Grant the new user the proper control permissions necessary to com-
plete her or his work. Please see “Control Groups” on page 252 for more information about
control permissions in HEMS.

Menu permissions control the menu options available (i.e. where a user can go) to a given
HEMS user or group of users. If you know the Menu Group you want to add the user to, enter
that group name in the Menu: Group field, or click the Permissions button to open the Menu
Permissions window. Grant the new user the proper menu permissions necessary to com-
plete her or his work. Please see “Menu Groups” on page 257 for more information about
menu permissions in HEMS.

Enter the user’s temporary password in the Temporary Password field. Passwords are case-
sensitive. When the user enters HEMS Enterprise for the first time, s/he will be prompted to
enter a new password of her or his choosing.

If applicable, enter the date that the user’s password was last changed in the Last Change
field in MM/DD/YYYY format.

Enter the number of days that a password will be valid before HEMS will prompt the user to
set a new password in the Period field. This number does not affect the temporary password,
which the user will need to change the first time s/he logs into HEMS. HEMS users and
administrators can change passwords at any time. Please see “Password Management” on
page 249 for more information about managing passwords within HEMS.

Checking the Login Status button indicates that the selected the user is currently logged into
HEMS. This allows the administrator to see who is logged into HEMS at any given time. Clear-
ing this checkbox indicates that the selected user is not currently logged into HEMS.

Checking the Multiple Login checkbox allows the user to log into HEMS from more than one
computer at the same time. The user can also reenter HEMS if the application terminates
abnormally (such as if the power goes out).

Checking the Security checkbox gives the selected user access to the HEMS security func-
tions (Users, Passwords, and Permission Groups). Clearing this checkbox denies the selected
user access to these functions.

USERS WITH A VALID NEED TO ACCESS THOSE FUNCTIONS, IN ORDER TO

2 CAUTION: RESTRICT ACCESS TO THE HEMS SECURITY FUNCTIONS TO THOSE

ENHANCE SECURITY AND DATA INTEGRITY.
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Editing a User

To edit a user:

1. Select Utilities>Security>Users to open the Users window.
2. Find the user you want to edit by either:

- Clicking the Find button in the Toolbar and entering the desired user’s Last Name and
First Name and/or ID in the Find User window and then clicking OK, or

- Clicking the List button and using the List window to find the desired user. Please see “List
Button” on page 239 for information about using the List button and window.

3. The selected user’s information appears in the Users window. Edit the user’s information as
needed.

4. Save your work by clicking the Save button in the Toolbar.

Deleting a User

Deleting a HEMS user denies that person access to HEMS. It does not remove that person from
the Employees Information List because this information is part of your organization’ history.
Please see “Employees List” on page 126 for more information about the Employees Information
List.

The process of deleting a user depends on whether HEMS is set up using Windows or HEMS
security.

Windows Security

Users who need to be removed as HEMS users must be deactivated by your Information services
department. Once deactivated, this person will no longer be able to access HEMS.

HEMS Security
To delete a HEMS user using HEMS security:

1. Select Utilities>Security>Users to open the Users window.
2. Find the user you want to edit by either:

- Clicking the Find button in the Toolbar and entering the desired user’s Last Name and
First Name and/or ID in the Find User window and then clicking OK, or

- Clicking the List button and using the List window to find the desired user. Please see “List
Button” on page 239 for information about using the List button and window.

3. The selected user’s information appears in the Users window. Edit the user’s information as
needed.

4. Click the Delete button in the Toolbar to delete the selected person. You are prompted to
confirm the deletion.
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Contiguring User Defaults

HEMS allows individual users to configure their own report and work order defaults by Service
Area. Setting up your own report defaults reduces clutter in the Reports sidebar by displaying
only those reports that you need to run. Setting up your own work order defaults makes opening
work orders faster and more accurate by having certain fields (such as Requester, Location,
Assigned Engineer, Priority, etc.) automatically filled in every time you open a new work order
from the Work Orders dashboard. HEMS customizes work order defaults by Service Area; if you
have access to more than one Service Area, you will need to set your defaults for each Service
Area you have access to.

- Note: HEMS overrides the department, location, and assigned engineer work
E order defaults when opening work orders from the Equipment Inventory dash-
board because work orders created from that location are associated with equip-
ment.

Reports Sidebar Defaults

To customize the Reports sidebar:

* User Configuration @@@
1. Select Utilities>User Configura- Reports Sidebar | Work Order Defaults
tion to open the User Configu-
ration window. EIR WO Responss(D)
FR WO Response(s)
2. Select the Reports Sidebar tab EIR WO Closed (8)
. . E R WO Closed (D)
to view all available HEMS ER W0 Summ (P)
reports in a hierarchical (tree) ER WO Surmm (D)
g g EIR CEMR
format with individual reports @R Quality Survey Remarks
grouped under their respective ER Quality Survey
. + B Eguipment
categories. + Schedule (PM)
- & Risk
3. Expand and collapse report cat- !R Biskirtenel
egories to view the report(s) ER Risk category and statements

+ Global

you want to include or exclude || "

in the Reports sidebar:

- To expand a collapsed
report category, click the +
icon next to the category l
you want to expand.

[ Set Reports Order ‘ [Resei to default

save || cancel |

- To collapse an expanded report category, click the - icon next to the category you want to
collapse.

4. Select which report(s) you want to include or exclude in your Reports sidebar:

- Toinclude a report in your Reports sidebar, check the checkbox next to the selected
report.

- To exclude a report from your Reports sidebar, clear the checkbox next to the selected
report.
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5. Select areport category and then click the Set Reports

Order button to open the Configure Reports Sidebar

K . . Management
window V\{Ith all of the reports in the current report ¥0 Response(D) =
category listed. W0 Response (S)
WO Closed (5)

6. Arrange the reports in the order you would like them

[_|vo closed (D)
to appear by clicking the button next to the selected —

WO Summ (P)

WO Summ (D)

CEMR

Quality Survey Remarks
Quality Survey

report and dragging it up or down.

7. Repeat Step 6 for each report in each group that you
want to reorder, until you have all of the reports
arranged as you would like them to appear in the
Reports sidebar.

8. Close the Configure Reports Sidebar window.

9. Save your changes by clicking the Save button at the
bottom of the User Configuration window.

To restore the HEMS reports defaults, click the Reset to Z
Defaults button in the User Configuration window and
then click Save. Reports will now appear as configured in
the Reports sidebar.

Work Order Defaults
To customize your work order R s riGonfiiration W=
1. Select Utilities>User Configura- _
tion to open the User Configu- | feduester  (wowE M| Oepariment |wour ¥
ration window. Location | NONE v Specialty SR BMET v
Subcode NONE ~i Type ROUTINE v
2. Select the Work Order Defaults o 1 i
i X Priority STANDARD S Status OPEN N
tab to view a list of work order | sccignes A = :
. . 0 NONE v . Hours 0.00

fields with the current default EnpInAse :

. Request Text | NONE ™
values displayed.
3. Select the first field you want to

modify and then either:

- Click the arrow next to the | — 3
selected field to open a list =
of available values for that
field, or

save || cancel
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- Press [F2] or right-click the selected field to open the Search window for the selected
field, which allows you to find and select a value. Please see “Find Button” on page 239
for more information about the Search window.

- Note: Selecting default values for some fields will automatically set defaults for
E other related fields as well. For example, customizing the Requester field auto-
matically customizes the Location and Department fields as well.

4. Repeat Step 3 for each of the fields you want to customize.
5. Click Save when finished to save your changes.

If you want to customize your work order defaults for a different Service Area, you must first
change Service Areas by selecting Activities>Change Service Area. Please see “Change Service
Areas” on page 27 for more information about changing Service Areas.

You must either restart HEMS Enterprise or change Service Areas by selecting Activities>Change
Service Area to save the default settings.

User Reports

Selecting Utilities>Security>Users Report opens a separate browser window with a report that
lists the User ID, Name, Default Service Area, Control Group (see “Control Groups” on
page 252), and Menu Group (see “Menu Groups” on page 257) of all current HEMS users.

You can print and/or export this report. Please see “CHAPTER 12: Printing & Exporting Data” on
page 233 for more information about printing and exporting HEMS reports.

Note: This report is only available if you are using HEMS security.
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Password Management

This section describes how to manage passwords in HEMS, if you are using HEMS security. See
“HEMS Security Modes” on page 238 for more information about HEMS security modes.

Viewing and Changing Passwords

You can view and or change an individual user’s password and default Service Area, which is use-
ful in case of a lost or forgotten password. The user must already be a valid HEMS user who has
been entered as an employee in the Employees Information List (see “Employees List” on

page 126) and who has a HEMS user account (see “User Management” on page 242). To view
and change a user’s password:

1. Select Utilities>Security>Passwords to open the Passwords window.

CAUTION: THE PASSWORDS WINDOW OPENS IN EDIT MODE. BE CAREFUL NOT
TO MAKE CHANGES TO THE RECORD THAT APPEARS WHEN YOU FIRST OPEN
THE WINDOW.

2. Find the user whose password you want to .

VieW or edit by either: Identification

Default Service Area |[CLINICAL ENGINEERING UserName  admin

- Clicking the Find button in the Toolbar and
entering the desired user’s Last Name and
First Name and/or ID in the Find User win-
dow and then clicking OK, or

Mame Fassword

First ADMIN Password | supex
Middle Last Change | 10/26/2009

Last [Faccess

- Clicking the List button and using the List
window to find the desired user. Please see
“List Button” on page 239 for information about using the List button and window.

3. The selected user’s information appears in the Passwords window.
4. To edit the user’s password, enter the new password in the Password field.

5. Checking the Access checkbox grants the user access to this function; clearing it denies
access.

6. Save your work by clicking the Save button in the Toolbar.

- Note: This function is only available when using HEMS security. Contact your
E Information Services department for password help when using network security.
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Controlling Password Usage

You can specify HEMS passwords requirements for all HEMS users using the Password Setup win-
dow. To do this:

1.

Select Utilities>Security>Password Setup to
open the Password Setup window.

Set the following values: Waming Days [l & MinimupLengin} ) &8

" Password Setup

MNew Password

Change Character 2 Maximum Length |10 £

Warning Days: The Warning Days field dis-
plays the number of days in advance to DiFazsvordNalD RdfResaworts| |
warn a user before her or his password
expires. The warning appears when the
user logs in and allows them to change
their password immediately.

[ ok ] [ cancel

Change Character: The Change Character field specifies the character that users can use
to change their password at any time by appending that character to their password in
the Login window. For example, if the selected character is “?” and a user’s current pass-
word is “hello” then entering “hello?” allows the user to change her or his password
immediately.

Password No ID: Checking the Password No ID checkbox prevents HEMS users from using
a password that is the same as their user ID. Clearing this checkbox removes this restric-
tion.

Minimum Length: The Minimum Length field contains a number from 1 to 10 that speci-
fies the least number of characters that can make up a password.

Maximum Length: The Maximum Length field contains a number from 1 to 10 that spec-
ifies the greatest number of characters that can make up a password.

Prior Passwords: The Prior Passwords field contains a number that specifies how many
prior passwords will be checked to prevent duplicate entry. For example, a value of 1
means that the user cannot reuse her or his current password; a value of 5 means that
the user’s current and previous four passwords cannot be used.

Click OK to save your changes and exit the Password Setup window.

E

Note: This function is only available when using HEMS security. Contact your
Information Services department for password help when using network security.
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Password Report

Selecting Users>Security>Passwords Report opens a separate browser window with a report
that lists the User ID, Name, and Password (see “Viewing and Changing Passwords” on
page 249) of all current HEMS users.

E

f CAUTION: ALLOWING UNAUTHORIZED PERSONNEL TO ACCESS THIS REPORT

Note: This report is only available if you are using HEMS security.

CAN COMPROMISE THE SECURITY AND CONFIDENTIALITY OF HEMS DATA. KEEP
ALL PRINTED OR EXPORTED COPIES OF THIS REPORT SECURE FROM UNAU-
THORIZED ACCESS.

You can print and/or export this report. Please see “CHAPTER 12: Printing & Exporting Data” on
page 233 for more information about printing and exporting HEMS reports.
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Permissions Management

HEMS security allows you to define what users can do (such as adding, copying, editing, or delet-
ing) in the Control Group and where users can go (such as which Service Areas and security
options they can access) in the Menu Group. Permissions are assigned by creating Control and
Menu Groups and then assigning permissions to each group. You can then assign users to differ-
ent groups. This allows you to quickly and easily assign the appropriate level access to multiple
HEMS users at once.

Control Groups

HEMS Control Groups control access to different HEMS functions. Every HEMS user is assigned to
a Control Group, which makes adding or removing permissions for a groups of employees fast
and easy for HEMS administrators. Different Control Groups have access to different functions,
which boosts security by allowing HEMS administrators to grant employees only those functions
they need to do their jobs.

HEMS includes the following default Control Groups, which may be copied and edited as needed
to meet your requirements:

e ADM: Administrator

e SUP: Supervisor

e WCO: Work Coordinator

e MWR: Maintenance Worker

e CCR: Call Center

e GEN: Read-Only

The spectrum of access to HEMS functions is as follows:

e No access: The function cannot be accessed at all.

e Read-Only Access (RO): Users can read information but cannot alter it.

e Add/Edit Access: Users can read, add, and edit information but cannot delete it.
e Edit Access: Users can read and edit information but cannot add or delete it.
¢ Full Access: Users can read, add, edit, and delete information.

The table on the following page lists the HEMS Control Groups and the permissions assigned to
each group by default. You can edit permissions for a given Control Group and can also add, edit,
and delete Control Groups.
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The following table uses the following notation:
e ADM: Administrator group.

e SUP: Supervisor group.

e  MW?P: Maintenance worker - Plant.

e MWB: Maintenance worker - Biomed.

e GEN: Read-only group.

e X:Full access.

e A: Add access.

e E: Edit access.

e RO: Read-Only access.

e Blank: No access.

Action ADM SUP MWP MWB GEN
Full Access X
Partial Access X X X X
Activities X
Change Service Area X X
Assign Work Orders X X
Contracts X
Equipment Inventory X A/E RO A/E
Generate Scheduled Work Orders X X
Parts Inventory X A/E A/E
Part Transactions X A/E A/E
Quick Equipment Activities X X X
Quick Work Orders X X X
Schedules X
Work Orders X A/E A/E
Information Lists X
Departments X RO
Device Inclusions X
Employees X RO
Equipment Classes X A
Equipment Groups X A/E
Equipment Models X A/E RO A
Equipment Systems X A
Equipment Types X RO A
Locations X A/E RO RO
Maintenance Specialties X
Part Types X A/E
Predefined Text X RO RO
Procedures and Tasks X AJE RO RO
worroren rchase Orders e X oo ot E onkostss@ontoo
AHTHOREB-BYANTHONY-HERNANDEZ —(4451786-2684—anthony 422 @ottookeom
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Action

>
)
<

SUP MWP

MWB

GEN

Seasons

Shifts

RO

Subcodes

RO RO

RO

Vendors

A/E RO

Work Order Codes

Work Order Priorities

Work Order Status

Work Order Types

medTester

Utilities

Replace Values

Security

Service Area & Specialty Rates

Equipment Management

Service Area Configuration

User Configuration

X X[ X| X| X[ X| X| X[ X[ X[ X|X|X|X|X|X

Adding a Control Group
To add a Control Group:

1. Select Utilities>Security>Control Permission Groups
to open the Control Permission Groups window and a
Find window that helps you select an existing Control

Group.

Group Code | MWR

Comments

2. Click Cancel to close the Find window. I

3. Click the New button in the Toolbar and then enter

the following information:

- Group Code: Enter a 3-character code for the Con-
trol Group you are creating in the Group Code

field.

" Control Permission Groups

Permissions..

Description Maintenance Worker

- Description: Describe the Control Group you are creating in the Description field.

- Comments: Enter any additional information in the Comments field.

* Control Permissions @

Click Permissions to open the
Control Permissions window,
which contains the following

information:

- Forms/Controls: The
Forms/Controls column
contains a detailed break-
down of the HEMS forms
and controls.

AUTHORED BY ANTHONY-HERNANDEZ—(415)/86-2084—anthoryd4422@

Forms § Cantrols Denied

&
Delete X
New X
Audit Trail
Delete X
New X
Buildings
DELETE
EDIT MODE
NEW
Campuses
DELETE
EDIT MODE v

Grantto All

Deny to All

Copy Perm...

OK

Cancel

il
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6.
7.

- Denied: The Denied column displays an X for each form and control that is not available
to the current Control Group.

Specify the permissions for the current Control Group using any combination of the following
methods in any order:

- Double-clicking an allowed control permission denies the selected control permission
from the current Control Group and places an X in the Denied column.

- Double-clicking a denied control permission allows that control permission to the current
Control Group and removes the X from the Denied column.

- Clicking the Grant to All button grants all available HEMS control permissions to the cur-
rent Control Group.

- Clicking the Deny to All button denies all available HEMS control permissions to the cur-
rent Control Group.

Click OK to close the Control Permissions window.

Click the Save button in the Toolbar to save your new Control Group.

Copying a Control Group

saves time when you want to add a

. . Copy F!
new Control Group that is slightly skl
. O User (®) Group
different from a current User or
Control Group. To copy a Control e Oroups
Group: ~ |
AAA  Administrator
1. Select Utilities>Security>Con- ADE. Administracor troup
.. Javm BI0O Biomedical Admin group
trol Permission Groups to open _ CCR Call Center
the Control Permission Groups _ CEH Read.(nly Group
A . . MWR. Maintenance Worker
window and a Find window that v| |5UP Supervisor Group v
helps you select an existing _
Control Group. [ com | [_Conce
2. Select the Control Group you

o v M Ww

want to copy and then click the Copy Perm... button to open the Copy Permissions window,
which allows you to copy the permissions that are currently assigned to an existing User or
Control Group.

Check the User or Control radio button, as appropriate.
Select the existing group to copy.
Click Copy to copy the selected permissions and close the Copy Permissions window.

Follow Steps 4-7 of the Add Control Group procedure, above.
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Editing Control Groups

To edit a Control Group:

1.

3.

Select Utilities>Security>Control Permission Groups to open the Control Permission Groups
window and a Find window that helps you select an existing Control Group.

Enter the Control Group’s 3-character code in the Control Group Code field and then click OK
to close the Find window and place the desired Control Group’s information in the Control
Permission Groups window. You may also leave the Control Group Code field blank and click
OK to retrieve all of the Control Groups, and then select the one you want to edit.

Follow Steps 4-7 of the Add Control Group procedure on page 254.

Deleting a Control Group

To delete a Control Group:

1.

3.

Select Utlities>Security>Control Permission Groups to open the Control Permission Groups
window and a Find window that helps you select an existing Control Group.

Enter the Control Group’s 3-character code in the Control Group Code field and then click OK
to close the Find window and place the desired Control Group’s information in the Control
Permission Groups window. You may also leave the Control Group Code field blank and click
OK to retrieve all of the Control Groups, and then select the one you want to delete.

Click the Delete button in the Toolbar. You are prompted to confirm the deletion.

HEMS.

f CAUTION: DELETED CONTROL GROUPS ARE PERMANENTLY REMOVED FROM
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Menu Groups

HEMS Menu Groups control the windows users have access to, such as Service Area, Activities,
Information Lists, and Security. Every HEMS user is assigned to a Menu Group, which makes add-
ing or removing permissions for a group of employees fast and easy for HEMS administrators.
Different Menu Groups have access to different functions, which boosts security by allowing
HEMS administrators to grant employees only those functions they need to do their jobs.

Adding a Menu Group
To add a Menu Group:

1. Select Utlities>Security>Menu Permission Groups to
open the Menu Permission Groups window and a
Find window that helps you select an existing Menu
Group.

2. Click Cancel to close the Find window.

3. Click the New button in the Toolbar and then enter
the following information:

- Group Code: Enter a 3-character code for the
Menu Group you are creating in the Group Code
field.

Menu Permission Groups

Group Code TCH

Description | Technician Group

Comments

- Description: Describe the Menu Group you are creating in the Description field.

- Comments: Enter any additional information in the Comments field.

4. Click Permissions to open the

Menu Permissions window,
which contains the following

information: bier Lrope

- Menu Field: The Menu field | |comobox
displays the current HEMS b

menu. Combobox | Add New
Combobox |Edit
Combobox | Picklist

- Menu Options: The Menu Designer|

Designer |---—-----—-—~

Options column contains a Edsebox|

detalled breakdown Of the Editbox |Help - Field Description

Combobox |Help - Field Description

Menu|Checkbox Shortcut

Denied

Checkbox | 2

Checkbox |Help - Field Description

v

HEMS forms and windows. [

I [ Cancel_l

(@ Grant
O Deny

- Denied: The Denied col-

umn displays an X for each form and control that is not available to the current Menu

Group.
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6.
7.

Specify the permissions for the current menu by using any combination of the following
methods in any order:

Double-clicking an allowed menu permission denies the selected menu permission from
the Menu Group and places an X in the Denied column.

Double-clicking a denied menu permission allows that menu permission to the Menu
Group and removes the X from the Denied column.

Selecting a menu permission and checking the Grant or Deny radio button adds your
desired permission to the selected menu position.

Clicking the Next Menu button moves to the next HEMS menu and allows you to grant or
deny individual permissions for that menu.

Clicking the Previous Menu button moves to the next HEMS menu and allows you to
grant or deny individual permissions for that menu.

Clicking the Grant to All button grants all available HEMS menu permissions for all menus
to the Menu Group.

Clicking the Deny to All button denies all available HEMS menu permissions for all menus
to the Menu Group.

Click OK to close the Menu Permissions window.

Click the Save button in the Toolbar to save your new Menu Group.

Copying a Menu Group

saves time when you want to add a

new Menu Group that is slightly dif- copEen
O User (®) Group
ferent from a current User or Menu
Group. To copy a Menu Group: fiber oroups
N . ~ |

1. Select Utilities>Security> Per- AMA ‘Aduinistrator

mission Groups to open the DM Administrator Group

e e . lavn BI0O Biomedical Admin group
Control Permission Groups win- _ CCR Call Center
dow and a Find window that _ CEH Read.(nly Group
L. MWR. Maintenance Worker
helps you select an existing v| |SUP Supervisor Group v
Control Group.
| Copy | . Cancel

2. Select the Menu Group you

want to copy and then click the

Copy Perm... button to open the Copy Permissions window, which allows you to copy the

permissions that are currently assigned to an existing User or Control Group.
3. Check the User or Control radio button, as appropriate.
4. Select the existing group to copy.
5. Click Copy to copy the selected permissions and close the Copy Permissions window.
6. Follow Steps 5-7 of the Add Menu Group procedure, above.
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Editing Menu Groups

To edit a Menu Group:

1.

3.

Select Utlities>Security>Menu Permission Groups to open the Menu Permission Groups
window and a Find window that helps you select an existing Menu Group.

Enter the Menu Group’s 3-character code in the Menu Group Code field and then click OK to
close the Find window and place the desired Menu Group’s information in the Menu Permis-
sion Groups window. You may also leave the Control Group Code field blank and click OK to

retrieve all of the Menu Groups, and then select the one you want to edit.

Follow Steps 5-7 of the Add Menu Group procedure on page 257.

Deleting a Menu Group

To delete a Menu Group:

1.

Select Utlities>Security>Menu Permission Groups to open the Menu Permission Groups
window and a Find window that helps you select an existing Menu Group.

Enter the Menu Group’s 3-character code in the Menu Group Code field and then click OK to
close the Find window and place the desired Menu Group’s information in the Menu Permis-
sion Groups window. You may also leave the Control Group Code field blank and click OK to

retrieve all of the Menu Groups, and then select the one you want to edit.

Click the Delete button in the Toolbar. You are prompted to confirm the deletion.

HEMS.

f CAUTION: DELETED MENU GROUPS ARE PERMANENTLY REMOVED FROM
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Equipment Management

Selecting Utilities>Management Tools>Equipment Management opens the Equipment Man-
agement window, which allows managers to update multiple equipment items (such as updating
scheduling information) at once.

E

Note: The technician’s Quick Equipment Activities window includes a subset of
the functions available in the Equipment Management window. Please see
“The Quick Equipment Activities Window” on page 101 for more information
about the Quick Equipment Activities window.

The Equipment Management window appears as follows:

Search Area

Equipment Management

Scheduled 7 Active [ Exact

Search | - — v mweom v Qe (Gl - Selection

Bearch result Selected equipment items

Resu |tS ontrol #_EQ Type Model#  Seral#  Manufathurer | |contal# £ Type Model#  Senal#  Manufacturer all_—" Area
Y 1022 |PACEMAKER, EN53752  |sisls  |MEDTRONIC

Area \ Clw3o  |pacemaxer, esarsz  |sex  weoRone| | —— 1T )
1031 |PACEMAKER, E5375-2  |kokoky  |MEDTRONIC »
o3z PACEMAKER, EX5375-2  [igigd  |MEDTRONIC a1
|3000  |oRiLL DENTAL |CC 174-2301 [FOREDOM — |
CJzo0  |castcurTEr [g125  [a13806e [sTRYKER r 1]
C|a005  |keraD K-20F (721673 |AMERICAN W 1
"|z008 -PAD K20F  [721672 | 110
TJzoor  |none NONE bl |1
|2008 MONE NONE i
. _|3008 OPHTHALMOSC{747107 | « |4
Actl on C|a010  |oPHTHALMOSCYTATIO7 L]
3011 [NOME NONE v
Area |[" A :
1- 80014028 IDNED BDIEE 1 ftem selected
Selnct Schedula By & & Add Tent .
Schedule By v | Depatment S gl —alTop Se I eCtI on
oty | | cancel Buttons

To use the Equipment Management window:

1. Search for the equipment item(s) you want to update using the Search Area.

2. Select the equipment item(s) to update in the Search Results Area and then move that infor-
mation to the Selection Area using the following Selection buttons:

Clicking the >> button moves all of the equipment item records in the Search Result Area
to the Selection Area.

Clicking the > button moves the currently selected equipment item record in the Search
Result Area to the Selection Area.

Clicking the < button removes the currently selected equipment item record from the
Selection Area back to the Search Results Area.

Clicking the << button removes all of the equipment item records in the Selection Area
back to the Search Results Area.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

260

| January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

Update the equipment item(s) by using the Selection pull-down menu to select the informa-
tion you want to update and then updating that information in the field(s) that appear. Avail-
able options are:

Activate: Activate the selected equipment item(s).

Add Equipment Text: Add notes to the Equipment Text field in the selected equipment
item record(s).

Add Work Order Notes: Add text to the Work Order Notes field. This text will appear in
the work order Request Text field.

Assigned Engineer: Assign an engineer to the selected equipment item(s). This option
uses values from the Employees Information List. Please see “Employees List” on
page 126 for more information about the Employees Information List.

Deactivate: Deactivate the selected equipment item(s).
Department: Department the selected equipment item(s) belong to.

Device Inclusion: Device inclusion for the selected equipment item(s). This option uses
values from the Device Inclusions Information List. Please see “Device Inclusions List” on
page 126 for more information about the Device Inclusions Information List.

Equipment Model: Model of the selected equipment item(s). This option uses values
from the Equipment Models Information List. Please see “Equipment Models List” on
page 131 for more information about the Equipment Models Information List.

Note: When replacing one model with another, it is recommended that you run
the impact report by clicking the Run Impact Report button. The report lists all of
the equipment for the selected model to allow you to review the impact on sched-
uling before making this equipment model change.

Location: Where the selected equipment item(s) are located. This option uses values
from the Locations Information List. Please see “Locations List” on page 140 for more
information about the Locations Information List.

Ownership: Who owns the selected equipment item(s).
Purchase Cost: How much each of the selected equipment item(s) cost to purchase.
Purchase Date: Date the selected equipment item(s) were purchased.

Retire: Retire the selected equipment item(s) and assign an engineer to perform retire-
ment maintenance on those items. Please see page 263 for information about assigning a
default retirement procedure for the Service Area.

Schedule by Date: Indicates where the schedule date is defined (such as by equipment
type, model, or item).
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- Schedule Date for Multi Year Schedule: The seed date for multi year scheduling when
you want to override the default date that comes from an equipment item’s Placed in
Service Date or Purchase Date. For example, you may need to inspect batteries annually
and replace them every three years

- Service Expiry Date: Date the service contract ends for the selected equipment item(s).

- Storage In: Date the selected equipment item(s) were moved into storage, and the loca-
tion they were moved to.

- Storage Out: Date the selected equipment item(s) were moved from storage, and the
location they were moved to.

- Supplier: Supplier who provides the selected equipment item(s). This information is
drawn from the Vendors Information List. Please see “Vendors List” on page 153 for more
information about the Vendors Information List.

- Warranty Expiration Date: Warranty expiration date for the selected equipment item(s).

Checking the Add Text at Top checkbox adds text to the top of the work order Request Text
field.

Either click the Apply button or press [CTRL]+[S] to save your updates to the selected equip-
ment item record(s).

The Report/Print buttons provide quick access to relevant reports. From the left to right, the
buttons are:

List Report: Clicking the List Report button opens a summary report for all of the equipment
items in the Selection Area.

Detail Report - All: Clicking the Detail Report - All button opens a detailed report for all of
the equipment items in the Selection Area.

Detail Report - Current: Selecting an equipment item in the Selection Area and then clicking
the Detail Report - Current button opens a report that provides detailed information about
the currently selected equipment item.

Reports appear in a separate browser window. You can print and/or export these reports, as
described in “CHAPTER 12: Printing & Exporting Data” on page 233.

AUTHORED BY ANTHONY HERNANDEZ - (415)786-2081 - anthony94122@outlook.com

262 | January 2010 - Revision 1.0



HEMS Enterprise 5.x User & Administrator Guide

Service Area Contiguration

HEMS allows you to configure general, pager/email, and labor rate settings for each Service Area.
You can configure your current Service Area only; to configure a different Service Area, you must
first change Service Areas by selecting Activities>Change Service Areas. Please see “Change Ser-
vice Areas” on page 27 for more information about changing Service Areas.

General Service Area Options
To specify general Service Area options:

1. Select Utilities>Management
Tools>Service Area Configura-

* Service Area Configuration

. . General [ PagerfEmail Seftings
tion to open the Service Area '
Configuration WindOW Wlth the Administrator/Coordinator RMS v
General tab selected. oeiogiiputor | R g2
Retirement Procedure \RETIREMENT 8]
2. Select the Service Area Adminis- Schedule By Date

trator/Coordinator for the cur- ) None OEQType O Manfiodel & Department O Location O Equipment

rent Service Area by selecting
the appropriate user in the
Administrator/Coordinator

Preferences for drop down lists
Show anly active items in the lists.

Preferences for WO department and location (from Work Order dashboard)

) g . 1 [IManually Specify Disable auto updating of WO's deptilot in Edit mode
field. You must define this per- 2 [JFrom Control #
son in order to enable auto- 3 [“AFrom Requester
matic pager/email work order 4__From Defaut Values
" P g o Preferences for Closed Work Orders
notifications. This field uses val- Lock closed work orders after 999 3| days
ues from the Employees Infor- Preferences for equipment Service Expiration date
mation List, which is described [“1Use contract end date as the equipment service expiration date.
in ”Emp|0yees List” on | NOTE: You must either restart HEMS Enterprise or change -
page 126. sewvice area for some ot these settings to take effect. oKk | ’ Cancel ]

3. Select the default incoming
inspection procedure for all equipment added to the Service Area inventory using the Incom-
ing Inspection field. This field uses values from the Procedures Information List, which is
described in “Procedures List” on page 146.

4. Select the default retirement procedure for all equipment being removed to storage in the
Service Area using the Retirement Procedure field. This field uses values from the Proce-
dures Information List, which is described in “Procedures List” on page 146.
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10.

Select the default source for the schedule date for the current Service Area by checking the
appropriate Schedule By Date radio button. The available options are:

- None: No schedule by date default.

- EQType: The default schedule by date is defined in the Equipment Types Information
List, which is described in “Equipment Types List” on page 134.

- Manf/Model: The default schedule by date is defined in the Equipment Models Informa-
tion List, which is described in “Equipment Models List” on page 131.

- Department: The default schedule by date is defined in the Departments Information
List, which is described in “Departments List” on page 124.

- Location: The default schedule by date is defined in the Locations Information List, which
is described in “Locations List” on page 140.

- Equipment: The default schedule by date is defined by each equipment item recorded in
the Equipment Inventory window, which is described in “The Equipment Inventory Win-
dow” on page 89.

Check the Show only active items in the list checkbox if you only want to see active elements
in the HEMS Information Lists.

Set your preferences for work order department and location information when creating new
routine or corrective (unscheduled) work orders from the Work Orders dashboard. The avail-
able options are, in order of preference:

Manually Specify: Manually enter work order department and location information.
- From Control #: Location and department information are based on the equipment item.
- From Requester: Location and department information are based on the requester.

- From Default Values: Location and department information are based on the work order
defaults.

- Disable auto updating of Work Order department and location in Edit Mode: Checking
the Disable auto updating of WO’s dept/loc in Edit mode checkbox prevents the work
order department and location from being overwritten by the system. You can manually
update this information if needed.

Select how many days work orders may be edited before they are locked to prevent any fur-
ther changes by entering a number in the Lock closed work orders after field. The default
value is 9,999 days.

For equipment items that are on a service contract, you can specify whether or not to auto-
matically use the contract end date (in the Contracts window) to automatically fill the Equip-
ment Service Exp Date field by checking or clearing the Use contract end date as the service
expiration date checkbox. Please see “CHAPTER 9: Managing Contracts” on page 183 for
more information about working with contracts in HEMS.

Either click Save to save your changes, or select the Pager/Email Settings tab to continue set-
ting up the current Service Area’s notification settings.
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Pager/Email Service Area Options

To specify pager and/or email noti-
fication options for the current Ser-

“ Service Area Configuration @I_D?ﬂ

. General ... PagerEmalSetings
vice Area:
L. Configuration
1. Maker sure that the Adminis- Server Address
trator/Coordinator has been http: //168. 112. 56. 94 [FlEmail  []Pager

defined in the General tab, as
described in “General Service
Area Options” on page 263.

Information to be sent to the engineer

[¥] Requester [¥] Department [V]Request [CIwo Type [¥] Location

[ specialty [ Priarity [[] Estimated Hours [[] Subcode

2. Select Utilities>Management
Tools>Service Area Configura-
tion to open the Service Area
Configuration window.

3. Select the Pager/Email Set-
tings tab.

4. Enter the server address of the
i H NOTE: You must either restart HEMS Enterprise or change
pager/emall address _Or namein senvice area for some ot these seftings o take effecl. [
the Server Address field. For
example, if your pager address
is (415)555-1212@mypagerservice.com”, then enter “mypageraddres.com” in this field.

ok | [ cancer |

5. Specify whether you want email and/or pager notification by checking the Email and/or
Pager checkboxes, as appropriate.

6. Select the information that will be included in notifications to maintenance engineers/tech-
nicians by checking the appropriate Information to be sent to the engineer checkboxes. You
may include any combination of the following:

- Requester: Checking the Requester checkbox includes the name of the person requesting
the work order in the notification.

- Department: Checking the Department checkbox includes the name of the department
requesting the work order in the notification.

- Request: Checking the Request checkbox includes the text of the work order request in
the notification.

- Work Order Type: Checking the WO Type checkbox includes the work order type in the
notification.

- Location: Checking the Location checkbox includes the location of the equipment that
needs servicing in the notification.

- Specialty: Checking the Specialty checkbox includes the maintenance specialty required
for the work order in the notification.

- Priority: Checking the Priority checkbox includes the work order priority in the notifica-
tion.
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- Estimated Hours: Checking the Estimated Hrs checkbox includes the estimated number
of hours required to perform the preventive maintenance in the notification.

- Subcode: Checking the Subcode checkbox includes the work order subcode in the notifi-
cation.

7. Either click Save to save your changes, or select the Pager/Email Settings tab to continue set-
ting up the current Service Area’s notification settings.

Service Area and Specialty Rates

You may define a standard Service Area labor rate and Specialty Rates. If both are defined, the
Specialty is the labor rate default, otherwise, the Service Area Standard Rate is used. If neither
are defined, the employee's labor rate is used (if defined in the employee's record).

To specify a Service Area rate and/or Specialty Rates:

1. Select Utilities>Manage-

" Service Area and Specialty Rates

ment>Service Area and Spe- e N =
cialty Rates to open the Service BIOMED ENG 50.00]
Area and Specialty Rates win- s e
dow for the current Service ngSTPF;ACCl:fTi *12333
Area with all of the specialties NOT FOUND $0.00
from the Maintenance Special- RAD TECH $O.00
. . i SMS- BIOMED $0.00
ties Information List and a stan- SREBMET $0.00
dard rate for the Service Area. STANDARD RATE Lo
2. Click the Edit button.
3. Click the rate to change in the
Hourly Rate column that corre-
sponds to the correct specialty
or standard rate, and then enter
the correct rate. I =5
4. Repeat Step #3 for all of the [(preview | [ Eat ]
rates you Wa nt to Specrfy. Motes: If you don't specify a rate for specialty, then standard rate for that service area will be considered.

5. Click the Save button to save
your changes. Clicking the Preview button opens a separate browser window with a report
that displays the specialty and standard rates.
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Error Logs

HEMS maintains error logs that you can send to EQ2 Technical Support upon request to help
diagnose any problems that you may be experiencing with HEMS. To retrieve an error log:

1.

Select Utilities>Errors... to open a Find window that lets you specify the following informa-
tion:

Click OK to open the Errors win-
dow with the most recent error

that matches your search crite- Saol (s

ria displayed. App Prefix ENS

You may use the List button in
the Toolbar to display other

. M ith OPAGE - Width : P b
errors. Please see “List Button” R eifrmeicamon el B
on page 239 for more informa-
. . Program |PROCEDURE PROAPP.EQZERRORHANDLER ~
tion about the List button. C: \EQZDEV\HEMSENT\VPHE 7\ VFMAPF ., VCT 3

You have the following options cote &
for each error:

From Date: Enter the earliest date for which you want error information in the From Date
field.

To Date: Enter the most recent date for which you want error information in the To Date
field.

Check the appropriate Users radio button to specify whether you want the error informa-
tion to include data from the Current user or All users.

Check the appropriate Applications radio button to specify whether you want to the
error information to include the Current HEMS application or All HEMS applications
(including the optional add-on modules described in “CHAPTER 15: Add-on Modules” on
page 281).

Ermor#|1881

Date/Time 10/26/2009 01:57:55 &M

View a memory dump in a
separate window by click-
ing the Memory button.

Line # 24 Control LastKey, 19

Top Window

View the error’s current sta-
tus by clicking the Status button.

Copy the error log to the Windows Clipboard for pasting into another application (such as
Microsoft Word) by clicking the To Clipboard button.

Close the Errors window when you have finished viewing HEMS errors.
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Data Management

Over time, data can get cluttered because of typos, variant spellings, etc. For example, variant
vendor spellings may include, “HP”, “Hewlett Packard”, “Hewlett Packard, Inc.”, etc. HEMS allows
you to replace terms that you don’t want or use with terms that you do want and use. You can
replace values in the following Information Lists:

e Accounting Subcodes

e Departments

e Device Inclusion

e Employees

e Equipment (EQ) Types

e Equipment (EQ) Models
e Locations

* Maintenance Specialty
e Part Types

e Priority

* Procedure Types

e Procedures

e Purchase Orders

e Seasons

e Task Types

e Tasks

e Vendor Suppliers

e Vendor Manufacturers
e Work Order (WQ) Codes
e Work Order (WQO) Status
e Work Order (WO) Types

PROCESS CANNOT BE REVERSED. ALWAYS MAKE A BACKUP OF YOUR HEMS

f CAUTION: REPLACING VALUES PERMANENTLY ALTERS YOUR HEMS DATA. THIS
DATA BEFORE REPLACING VALUES.
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Replacing Values

To replace values:

1.

Select Utilities>Replace Values>List (where List is the Information List that contains the val-
ues that you want to replace. For example, to replace Vendors text (i.e. to replace multiple

variant spellings of a vendor such as “Gen Elec,” “GE,” etc. with one standard such as “Gen-

eral Electric”), select Utilities>Replace Values>Vendors. This opens the Replacement Mod-
ule window.

Search

Replacement Module

Area Department Cost Center # Initials First Mame Last Mame

\ Active Only v

The changes you are making are permanent. Pleass plan and review your changes accordingly

Please ensure that you have a complete backup before replacement. Oexact [Qsearch| | ¥ Reset

Actre

Search result
|Depariment A |Selected Departments A
6TH FLOOR MEDICAL CLINIC (BTH FLOOR MEDICA)

ACLS (68116)

ADMISSIONS (68550)

AM ADMISSIONS UNIT (B6207)
AMBLILATORY CARE CENTER (67020)
AMESTHESIA (67040)

BIRTHING SUITE (67000)

BLOOD BANEK (67080)

BORDEMNTOWN OUTREACH CLINIC (68770)
CARDIAC STEPDOWN UNIT (66100)
CARDIOLOGY (CARDIOLOGY)
CARDIOTHORACIC CARE UNIT (66021)
CARDIOVASCULAR DIAGMNOSTICS (67115)
CARES (CARES)

CENTER FOR DIGESTIVE DISEASES (67251)
CENTRO MEDICO (67766)

CHEMISTRY (67063)

CHEMOTHERAPY (CHEMO)

CLINIC (57508)

CLINICAL ENGINEERING (6847 4) v

Search
Results
Area

N

Selection
Area

/

pinjninia

il I R I B I O R -3

Selection
Buttons

e Y ey e e e o e e [ e

|

o

-

>

1-1090f108 1 item selected

)
B
B

| Use the selected item as replacement |

[ Delete the items after repl
|| Gleoz:l R:nl:c: SR Apply Cancel
\ Replacement Value Area

Search for the value you want to replace using the Search Area. The available Search Area
fields will vary depending on the type of value you are replacing.

Move the selected value(s) to the Selection Area using the following Selection buttons:

- Clicking the >> button moves all of the values in the Search Result Area to the Selection
Area.

- Clicking the > button moves the currently selected value in the Search Result Area to the
Selection Area.

- Clicking the < button removes the currently selected value from the Selection Area back
to the Search Results Area.

- Clicking the << button removes all of the values in the Selection Area back to the Search
Results Area.
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4. Select the value in the Search Results Area that you want to use as the new replacement
value by either:

- Right-clicking the value you want to use as the replacement value and then selecting Use
as Replacement, or

- Clicking the value you want to use as the replacement value and then clicking the Use the
selected item as a replacement button.

5. Check the Delete the items after replace checkbox if you want to automatically delete the
values you replaced (because of typos, bad entries, etc.). Clear this checkbox if you want to
preserve the old values for future use.

6. If available, check the Global checkbox to make your changes across all Service Areas. Clear-
ing this checkbox replaces values for the current Service Area only.

Note: You cannot delete system values.

- Note: When replacing models and types, it is recommended that you run the
E impact report by clicking the Run Impact Report button. The report lists all of the
equipment for the selected model/type to allow you to review the impact on
scheduling before making this equipment model/type change.

7. Click Apply to make the replacement. You are prompted to confirm your decision.

8. When you are finished, click Cancel to close the Replacement Module window.
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Reports

You can run HEMS reports from the Utilities menu in addition to from the Reports sidebar. To run
a report from the HEMS Utilities menu:

1. Select Utilities>Reports to open the Reports window.
2. Expand and collapse the report categories to locate the report you want to run:

- To expand a collapsed report category, click the + icon next to the category you want to
expand.

- To collapse an expanded report category, click the - icon next to the category you want to
collapse.

3. Select the report you want to run by double-clicking it to open the selected report in a sepa-
rate browser window.

Please see “CHAPTER 10: Reports” on page 195 for more information about HEMS reports.
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CHAPTER 14:
Help & Support
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Frequently Asked Questions

This section answers some of the most frequently asked questions that HEMS users submit to
EQ2 Technical Support.

I added a new user to both the Employees Information List and the User window but s/he can-
not log into HEMS.

e Make sure that s/he has typed your password correctly; remember that HEMS passwords are
case sensitive.

e Check with your Information Services department to make sure that the new user has been
added to the HEMS network group.

e If you are using Windows security, check with your Information Services department to make
sure that the user’s Windows Login Account is not locked.

o Verify that your Windows password has not expired by logging out of Windows and then log-
ging back in.

If you still cannot log into HEMS after checking all of the above, please contact EQ2 Technical
Support as described in “Technical Support” on page 280.

| am trying to access a report but see a window telling me that, “the server requires a user-
name and password.” Why am | getting this prompt?

e If you are using Windows security, check with your Information Services department to make
sure that the new user has been added to the HEMS network group.

e If you are still seeing this message, use this procedure to log into the server:

1.
2.

Log into HEMS with the affected user's HEMS user name and password.

Open a report in a separate browser window and then click Cancel when you are
prompted to enter a user name and password.

In the browser window, select Tools>Internet Options>Security and then click the Local
Intranet icon.

Click the Sites button to open the Local intranet window and then click the Advanced
button.

Enter the report server address in the Add this website to the zone field (such as http://
hemsserver/) and then click Add.

Click Close.
Click OK.
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e If you are still seeing being prompted to log into the server:

1.
2.

6.
7.

Log into HEMS with the affected user's HEMS user name and password.

Open a report in a separate browser window and then click Cancel when you are
prompted to enter a user name and password.

In the browser window, select Tools>Security Options>Security and then click the
Trusted Sites icon.

Click the Sites button to open the Trusted sites window.

Enter the report server address in the Add this website to the zone field (such as http://
hemsserver/) and then click Add.

Click Close.
Click OK.

If you still cannot log into HEMS after checking all of the above, please contact EQ2 Technical
Support as described in “Technical Support” on page 280.

My report is not displaying results that | know are stored in the HEMS database. | see the mes-
sage, “Cannot read the next data row for the data set graph (rserrorreadingnextdatarow).”

e Check for bad dates in the Work Orders dashboard, such as 0/01/8200 by performing the fol-
lowing searches one at a time and correct any results you find:

1.
2.
3.
4,

WO Issue Date: >01/01/ of the year after the current year.
WO lIssue Date: <01/01/1960.

WO Status Date: >01/01/ of the year after the current year.
WO Status Date: <01,/01/1960.

e For labor dates, set the following filters. Please see “Filters” on page 222 for more informa-
tion about filters.

1.
2.

WO Lbr Entries/Start Date: >01/01/ of the year after the current year.
WO Lbr Entries/Start Date: <01/01/1960.

If you are still getting this error after checking all of the above, please contact EQ2 Technical Sup-
port as described in “Technical Support” on page 280.

My monthly scheduled preventive maintenance work orders did not print. How can | print

them?

1.

2
3.
4

Open the Work Orders dashboard.
In the WO Type field, enter “Scheduled” (or “Sch”).
Enter the appropriate dates in the Issue Date To and Issue Date From fields.

Make sure that the Pending checkbox is checked.
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5. Click Search.

6. Print from the Work Orders dashboard by clicking the Print Technician’s Copy (Actual) -
All button above the Search Results Area.

How can | email a report?

1. Export the report to your desired format after running it. Please see “Exporting” on
page 235 for information about exporting reports.

2. Inyour email application, attach the exported report to an email message and send the
email when ready.

How do | look up equipment history?

There are three ways to do this.

e To view a dynamic interactive history that you can review, update work orders, or print:
1. Open the Equipment Inventory dashboard.
2. Enter the control number for the desired equipment item and then click Search.

3. Click the H button in the Action Area to open the Equipment History window for the
selected equipment item.

4. Resize or sort the columns by dragging the headers.

5. Double click any work order or select it and then click the Edit button to update, edit or
close the selected work order.

6. Print the history by either clicking the appropriate Report Type radio buttons (List
Report, Actual (Technician’s Copy), or Summary) and then clicking the Preview button,
or by running a report and then printing that report, as described in “Printing” on
page 234.

e To view an equipment item’s entire history in a report format that includes equipment infor-
mation, work order summaries, and graphs, open either the Equipment Inventory or Work
Orders dashboard, and then click the blue Control # link.

To view an equipment item’s history with additional work order details or that falls within a cer-
tain date range, click the Work Order button in the Reports sidebar, and then select the WO
Equipment Review (Detail) report.

Why | am | seeing more or fewer records than | expect after entering search conditions?

e HEMS displays 50 records at a time, which means that your result(s) may be on subsequent
page(s). If you are seeing too many results, navigate through the pages to find the informa-
tion you are looking for using the Navigation (arrow) buttons. If you are still seeing too many
results, narrow your search criteria.
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e If your search returns too few results (or no results), you may have additional search condi-
tions left from your previous search. To clear these extra conditions:

1. Click the Reset button to clear your search.
2. Double-check your spelling and then click Search.

3. By default, searches return only active records. Select either Inactive Only or Both Active
and Inactive to include inactive records in your search, if needed.

If you are still having this problem after checking all of the above, please contact EQ2 Technical
Support as described in “Technical Support” on page 280.

Why am | getting a semiannual scheduled preventive maintenance work order for a piece of
equipment that is scheduled annually?

e Run the Schedule report from the Equipment Inventory dashboard by clicking the S button
in the Action Area. This report will display the source of the semiannual scheduling (Risk,
Department or Location).

I need to update several scheduled work orders with the same Action Text and Labor entries,
except that each labor entry has different times. What is the most efficient way to update
these work orders?

1. Open the Quick Work Orders window and the locate the work orders you want to update.

2. Select one of the work orders and make your desired changes, then click Apply to move the
work order back to the Search Results Area and highlight it in blue.

3. Select the next work order. The changes made to the previous work order will remain, until
you click the Reset button.

4. Change the labor start time and/or total time, and then click Apply.

5. Repeat Steps 3 and 4 until all of your work orders have been updated.

Why isn’t the assigned technician receiving pager notifications for her or his assigned work
orders?

e \Verify that the pager number for the affected technician is defined in her or his employee
record using the Employees Information List. Please see “Employees List” on page 126 for
more information about the Employees Information List.

e Verify that the work coordinator is defined for the Service Area and that s/he has a valid
email address specified in her or his employee record in the Employees Information List.
Please see “Service Area Configuration” on page 263 for more information about adding a
work coordinator to a Service Area and “Employees List” on page 126 for more information
about the Employees Information List.

e \Verify that the pager server address or name is correctly specified by selecting Utilities>Man-
agement Tools>Service Area Configuration, as described in “Pager/Email Service Area
Options” on page 265.
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e \Verify that the pager is working properly by sending a message to that pager from your email
client.

If you are still having this problem after checking all of the above, please contact EQ2 Technical
Support as described in “Technical Support” on page 280.

Why do | get an error message that says, “Unable to load client print” when | try to print a

report?

This can happen for several reasons:

e When HEMS was installed on your desktop computer, your Information Services department
forgot to install the RSClientPrint (ActiveX) component. This control can be installed by log-

ging on to your desktop with local administrator rights and then printing any one report.
Once this is done, you can log on to your desktop normally and reports should print normally.

* Your desktop computer was updated with a security patch released in late 2008 but the
server was not updated with the required patch. Contact your Information Services depart-
ment to install the patch on the server where the Reporting Services are installed.

How can | check equipment items that are not scheduled but that have risk greater than the
minimum risk value to fall under the equipment management program, and also include the
unscheduled equipment items with undefined risk?

Click the Equipment button in the Reports sidebar, and then select the Management Program
Inventory report.

| use the same incoming inspection procedure for most of my equipment items. How can |
quickly specify that procedure in HEMS?

Specify the incoming inspection to use by selecting Utilities>Management Tools>Service Area
Configuration, as described in “General Service Area Options” on page 263.

| use the same retirement procedure for most of my equipment items. How can | quickly spec-
ify that procedure in HEMS?

Specify the retirement procedure to use by selecting Utilities>Management Tools>Service Area
Configuration, as described in “General Service Area Options” on page 263.

How can | attach file types that are not listed in the File Types list?

You can attach non-supported file types by ZIPping the file you need to attach and then attaching
the ZIP file.
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The document | am trying to attach is too large.

By default, the maximum size of files that can be attached in HEMS is 3MB. If you need to
increase this size, contact EQ2 Technical Support.

- Note: HEMS restricts file attachment size to conserve hard drive space. EQ2 will
E verify that your Information Services department has sufficient space to store
larger attachments and that adequate low drive space notifications are in place
before increasing the default limit.
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Technical Support

EQ2 offers three levels of HEMS technical support. Telephone and email support is free to users
who are on one of the following service plans, subject to the limits described below for each
plan.

Bronze Plan

The EQ2 Bronze support plan includes the following coverage:

e All HEMS maintenance releases.

e Telephone support is available Monday-Friday from 9:00AM until 5:00PM Eastern.
e 24-hour response time.

e Two custom reports.

Silver Plan

The EQ2 Silver support plan includes the following coverage:

e All HEMS maintenance releases.

e All HEMS 5.x upgrade releases (such as 5.1, 5.2, etc.).

e Telephone support is available Monday-Friday from 8:00AM until 6:00PM Eastern.
* 4-hour response time.

e 10 Custom reports.

Gold Plan

The EQ2 Gold support plan includes the following coverage:
e Al HEMS maintenance releases.

e All HEMS 5.x upgrade releases (such as 5.1, 5.2, etc.).

e All HEMS full-version upgrades (such as 5.x to 6.x).

e Telephone support is available Monday-Friday from 8:00AM until 6:00PM and Saturday on
call from 11:00AM to 3:00PM. (All times Eastern.)

e 1-hour response time.

e 20 Custom reports.

Contacting EQ2 Technical Support

You may contact EQ2 Technical Support by phone at (802)865-0920 ext. 2 or by emailing sup-

port@eqg2.com.
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EQ2 medTester Interface

HEMS Enterprise works with the Fluke Biomedical medTester to ensure the smooth and predict-
able evaluation and testing of critical equipment. The HEMS-Fluke connection combines the
medTester’s automated, paperless testing with the intuitive and predictable HEMS Enterprise
Interface to save time while increasing accuracy, reliability, and quality of care. Medical equip-
ment professionals need only interpret the various data provided by the medical equipment
rather then trying to synchronize test auto sequences or results.

Some key features of the HEMS-medTester connection include:

One-click connection to send work orders to the medTester directly from the HEMS Home
screen.

Ability to quickly find which work orders to send.

Automated, logged communications between HEMS and however many medTester units you
have, simultaneously.

All work orders are automatically checked for compliance with applicable rules and then
transmitted to the medTester(s). You can see which medTester has received each work order.

One-click connection to receive work orders from the medTester from the HEMS Home
screen.

Automatic processing of work orders received from the medTester includes entering detailed
test results, automatic closing, equipment history updates, and logging time spent on each
work order.
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EQ2 Mobile

Today’s care environment means hundreds of scheduled equipment work orders spread across
the hospital, several physician office buildings, and cross-town surgery centers. EQ2 Mobile
makes tracking completed work and failure documentation fast, efficient, and paper-free.

EQ2 Mobile provides wireless real-time work progress tracking and reporting on facilities and
biomedical equipment activities to technicians in the field. Installing EQ2Mobile on a Pocket PC
device provides health care equipment professionals with an easy-to-use but powerful tool for
capturing data and reviewing historical information while continuing to work on site. Information
can be saved electronically with a stylus click and updates are instantly ready for review, report-
ing, and action with no delay and no paperwork required.

EQ2 Mobile is a Microsoft-certified “Designed for Windows® Mobile™for Pocket PC” product
that meets this challenge using the Microsoft Windows® Powered Pocket PC platform. As part of
the HEMS Enterprise family of products, EQ2 Mobile is based on Microsoft's SQL Server CE and
SQL Server 2008.
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EQ2 Alert & Recall

Multiple manufacturers and device type classifications make it difficult to identify, track, and
take action on equipment alerts and recalls. EQ2’s Smart Alert Search (SAS) process provides fast
inventory searching with a single click that looks across manufacturer ownership trees and ECRI’s
UMDNS device type classifications to eliminate unnecessary information. This search enables a
complete view of all alert/recall candidates with just two clicks, even if they are currently owned
by non-nameplate companies. If you'd like to dig deeper, the Advanced Search and Find feature
can narrow or broaden the search to meet your particular requirements.

EQ2’s Alert and Recall add-on gives you all alert information right on the same easy-to-read,
color-coded window; no need to open multiple windows to deal with one or several alerts/
recalls. You can label alerts Applicable, Not Applicable, or Not Reviewed for easy tracking and
follow-up. After reviewing equipment and alert, a single click issues the workflow and notifies
department managers or sets the Alert/Recall status. From there, EQ2’s Alert Report puts action-
able information at your fingertips. Need a progress update or more details? Select an alert to
review the activities and information associated with it. Both company-wide and individual hos-
pital alerts are visible on the same window, making safety committee reports faster and easier to
compile.

Access to ECRI Institute Alerts/Recall information is provided by ECRI Institute. EQ2 uses the ECRI
Institute Subscription Web Service as the delivery of this critical information, which require ECRI
Institute subscriptions.
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EQ2 Web Enterprise

Today’s care environment means that work requests are constantly arriving from across the hos-
pital, physician office buildings, and cross-town surgery centers. EQ2 Web Enterprise harnesses
the power of the web to connect work requesters to HEMS Enterprise. Requests are as easy as
logging into a secure web page and creating an electronic work request. EQ2 Web Enterprise
automatically saves the requester’s name, telephone number, department, and location, then
emails both the requester and work coordinator confirming acceptance of the work request.
HEMS Enterprise automatically generates a work order, emails and/or pages the work coordina-
tor, and then prints that order on the specified printer. You can even configure HEMS to notify
work coordinators if any equipment warranty and/or service deadlines are approaching.

Once a work order has been created, EQ2 Completion Reporter then tracks the status of the
work order. When this work is completed, EQ2 Completion Reporter sends an email to the work
requester notifying him/her that the work has been completed. Requesters can check the work
order status at any time. Engineers can assign and close requests with just a few clicks. HEMS
Web Request eliminates paperwork, phone calls, and guesswork. After the work has been com-
pleted, HEMS automatically forwards a customer satisfaction form to the work requester and
tabulates the result in a result.

Engineers can review pending work, quickly update and/or close their work orders, and open
work orders. In addition, they can locate parts across the organization and run key reports.
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EQ2 HEMS Best Practice

Adhering to corporate best practices and standardized equipment and maintenance lists is cru-
cial for success, especially in multi-hospital groups. Standardizing lists reduces confusion and
helps ensure apples-to-apples comparisons of various metrics to ensure success.

EQ2 HEMS Best Practice automatically ensures compliance with your best practices and stan-
dardized lists. EQ2 Best Practice tracks new additions to the equipment type, inventory, manu-
facturers, and any other list you want to standardize. It even ensures that the fields you require
are entered before the equipment is approved for inclusion in active inventory. Your lists stay
standardized because EQ2 Best Practice approves nothing until you or your designated staff have
reviewed and approved it.

EQ2 Best Practice also standardizes the relationship between equipment inventory and risk by
using industry standard questions and values to assign a risk value to each type or model. Risk
values are checked to determine the minimum interval for preventative maintenance scheduling.
Scheduling and procedure assignment occur automatically with no guesswork or paperwork
required on your part.
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EQ2 HEMS RFID/RTLS

HEMS 5.0’s RFID/RTLS integration is an easy to implement and easy to use solution that increases
patient safety and quality of care while significantly reducing equipment downtime and mainte-
nance issues. Clinical equipment managers can now better manage technician assignments and
performance, initiating service within minutes or hours instead days or weeks.

Work requesters simply switch the RFID tag on malfunctioning equipment to automatically gen-
erate a work order that includes the equipment location. The appropriate clinical engineer
receives an email from HEMS with the work order attached.
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EQ2, Inc.

Mailing address:
P.O. Box 1483
Burlington, VT 05401

Technical Support: (802)865-0920 ext. 2 or support@eg2.com

Sales: (888)312-HEMS or sales@eq2.com
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