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1.0 Purpose of SOP

1.1 Intended Audience
e Bureau Fleet Managers
e Field Fleet Managers
e Maintenance Planners

e Maintenance Technicians

1.2 Collaboration Team

Identify who collaborated on the development of the SOP and organization

Name Organization
Sandy Waldron FBMS O&M
Judi Lombardi FBMS BP

1.3 Review Team

Identify who reviewed the SOP, Role, and Approved Date

Name Role Approved Date
Ray Cowles FBMS BP
Rob Cox FBMS BP
Don Schroeder FBMS BP
Rhonda Watkins FBMS BP

1.4 Definition of Terms

Include definition of terms if appropriate

Terminology Description
Preventive Maintenance
Work Order

Preventive maintenance is the routine scheduled maintenance
of motor vehicles and includes the inspection of motor vehicles,
tune-ups, oil changes, filter changes, verification and
replenishment of fluids, lubrication, mechanical inspections,
alignments, tire wear, and pressure checks. Good preventive
maintenance will detect many problems before they become
serious. This will reduce the amount of unscheduled
maintenance and repair, as well as the costs and inconvenience
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associated with vehicle downtime.

Corrective Maintenance Work

Order Unscheduled maintenance is a repair to a vehicle caused by

mechanical breakdown or damage. To the extent possible, fleet
managers shall work to ensure maximum vehicle availability for
its operators and customers with minimum interruptions due to
unscheduled repairs and breakdowns.

Maintenance Notification A Maintenance Notification (maintenance request) is a targeted

instruction to the Fleet Manager to perform a service on a piece
of equipment or vehicle (e.g. oil leaking).

The item data provides for additional information of the problem,
the damage codes, and the activities (technical findings) that
were performed.

Standing Order A Standing Work Order exists for the life of a vehicle. Standing

orders are used to collect on-going costs.

Settlement Order A Settlement Work Order exists for the life of a vehicle.

Settlement orders are used to collect on-going costs and settle
them periodically.

Equipment In FBMS, the term equipment means any type of equipment

required to capture financial realization, costs, and revenue. The
term equipment and fleet refer to both Motor Vehicles and
Heavy Duty Equipment.

Vehicle Any vehicle, self-propelled or drawn by mechanical power, which

is designed to be principally operated on highways or to
transport property or passengers. This term includes, but is not
limited to, motorcycles, sedans, trucks, tractors, carryalls,
ambulances, specialized mounted equipment, and truck chassis
with special purpose bodies (i.e., fire trucks, garbage trucks,
etc.)

Release A work order status reflecting when the planning of a work order

is finished with all the necessary operations.

Put in process A work order status reflecting when a work order is released and

the shop paperwork is printed.

TECO A work order status reflecting that the work was performed.

When changing the work order status to TECO, FBMS also
changes the associated notification’s status to complete.

FBMS allows for goods receipts to still be posted to the order,
confirmations can still be entered, and costs can still be applied
to the order.
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The following changes can be made to an order when in TECO
status:

e Post Goods Receipts for the order
e Confirmations can still be entered
The account assignment data entered for the order is fixed and

can no longer be changed. However, incoming invoices can be
posted.

CLSD Business Complete

A work order status reflecting that the work order is complete.
No further costs are expected to be posted to the order.

An order can only have business completion status when:
e It has been technically completed
e It has been settled and the order balance is zero
¢ No outstanding purchase orders (commitments) exist

e All data that refers to the reference object of the
maintenance order is available and correct

e Allrelevant data in the operations is available and
correct

When the order takes on the system status of CLSD:
e ltisindicated as fully complete
e The order cannot receive any more postings
e ltis locked for all collective processing changes

The order can be returned to TECO status, if the business need
requires it.

Fleet Management Fleet Managers have life-cycle management (cradle to grave)

responsibilities for their organization’s fleet assets.
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1.5 Assumptions, Dependencies, and Constraints
This SOP is intended to address the process related to managing work orders in FBMS. This assumes

vehicle records have supporting maintenance plans and measuring documents used by FBMS to
generate preventive maintenance work orders.

1.6 Change / Version Control

Change and version control will be updated by both O&M and Deployment teams. CR's (both PSL and
DSL) that impact the SOP should be captured as well.

No | Date Object Description of change Name

2.0 Standard Operating Procedure

2.1 Process Description

In FBMS, it is important to track all maintenance activities performed on Fleet equipment.

Preventive Maintenance Process

Preventive Maintenance work orders are generated within FBMS using the Maintenance
Schedule created for the Fleet vehicle. For time-based operations, FBMS uses the Start Date on
the Maintenance Plan to generate the work orders. For utilization-based operations, FBMS uses
the ZU_USE table to determine when work orders are required.

When releasing PM orders, you are responsible for determining if additional PM activities should
be performed at this same time. Current utilization readings are found on the Utilization Report
XXXXXXX.

Access Edmunds.com to determine the manufacturer’'s recommended maintenance activities for
the vehicle as it pertains to the current mileage or usage. This is in line with DOI's requirements.

Note: Whenever maintenance or repair work is required for a vehicle or other equipment,
always check to see if a PM work order already exists in FBMS. This eliminates the need for
unnecessary work orders and allows you to use an existing work order more effectively.
This process includes:

e Creating a view to search for all relevant PM work orders

e Managing PM work orders
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e Setting the work order status to Technically Complete (TECO)

Corrective Maintenance Process

2.2

Corrective Maintenance work orders and associated notifications are required when the driver
observes a problem with a vehicle. Typically, the driver takes the vehicle in for repair and submits
the invoice/paperwork to the Fleet Manager. The Fleet Manager is responsible for creating both
the work order and notification.

A work order is used to capture costs and activities associated with the maintenance of an
equipment item. A work completion natification is used to maintain history of the work completed
on a vehicle, parts affected by the work order, and damage codes.
When the work is expected to be more than the credit card threshold (typically $3000.00), a
purchase requisition should be created. A work order should be created and released. The shop
paperwork should be printed and submitted to the vendor’s garage noting what is required to be
repaired.
This process includes:

e Creating a maintenance work order (Work Order type MEQO1)

e Documenting the completion of work (Notification type WC)

e Maintaining history of notification activities

e Setting the work order to a status of Technically Complete (TECO)
The DOI has four plant maintenance value categories that are used to group plant maintenance
work orders during financial posting (transaction code FB0O1). Depending on the GL account

entered, orders are grouped into a value category. SAP has standard key figures that are
mapped to the DOI's value categories as follows:

DOI Value Category SAP Standard Key Figure
Commercial Sources Services costs
Fuel Ext. material costs
Labor Internal Internal wage costs
Supplies and Material Other costs

Note: Work orders are not required for consumables (windshield wipers, etc) or car washes

When the Process is Used

The Preventive Maintenance process is performed weekly to view the upcoming week’s PM work
orders which are coming due. The Maintenance Planner or Fleet Manager may adjust the start
date of the work orders and add more operations based on the vehicle’s mileage.
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The Corrective Maintenance process is performed when the vehicle has a mechanical breakdown
or is damaged.

2.3 Related Processes and other References
¢ Maintenance Planning and Scheduling
e Utilization

e FBMS Charge Card Manual

2.4 Who s involved in the Process

Field Fleet Managers

Bureau Fleet Managers

Maintenance Planners

Maintenance Technicians

2.5 Transactions used in the Process
Access these transactions using the portal path: PROPERTY — FLEET — Maintenance — Work Order
e Display PM Orders
e Create Order
e Change Order
e Print Order

Access this transaction using the portal path: PROPERTY — FLEET — Maintenance — Notification.
You can also access this transaction directly from the work order.

e Change Notifications

3.0 Process Flow

This section describes the steps in the process and could include process flow diagrams, as well
as screen shots of the transactions used in the process.
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3.1 Creating a Variant to View User- Relevant PM Work Orders

1. To create a Variant that displays only those work orders for your functional location, select the
portal path PROPERTY — FLEET — Maintenance — Work Order — Display PM Order to
access the Display PM Order Select of Orders screen.

Note: In addition to creating a variant for viewing outstanding work orders, you can repeat
these steps to create a variant for work orders that are In Process. This allows you to easily
view work orders in process, so that when the work is complete you can easily find the order
and change the status to Technically Complete (TECO).

HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIA] AN WA PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY
... Display PM Order > Fleet Home > Display PM Order > Fleet Home > Display PW Order | History, Back %

Display PM orders: Selection of Orders
I [ System ] | | Execute | [ Get variant...| [ Program Documentation | | Seitlement Receivers |

Order status =
Outstanding Inprocess [ | Completed [ ] Histarical Sel profil ®
Order selection
Order to I &
Order Type to z
Functional location o I
Equipment to I
Material to z
Serial number to z
Addit. device data to =
Notification o z
Main work center o I
Plant for WorkCenter o E
Feriod 08/12/2009 to 09/10/2009
Partners o1
Currency [UsSD
ElrT1 (100

2. Select the checkbox for Order Status Outstanding. Note: You may need to deselect the
checkbox for the other Order statuses.

3. Enter the Functional Location where location where your vehicles reside.

Note: if you manage vehicles in numerous FAST locations, you can enter the Functional
Location using an asterisk (*) after the appropriate level. For example, to bring up all work
orders for an office location, add the asterisk after the Office code (e.g. 1400-LO00-NMOQO-
A20000%*).

4. Remove the Period From and To fields. If you leave the default dates populated, your variant will
always display those dates and you would need to remove them and enter the new dates for your
search.

5. Select | Save AsVariant. | e Save As Variant button.
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- *..‘“:. A e Welcome ZTRN200

FBMS FBMS Help | Personalize | Log Off
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY
ASSET | FL.™T | PROPERTY ORG | DISPLAY

Home > Asset Hge > Fleet Home > Display PM Order | History , Back Forwa

Display PN orders: Selection of Orders
| b Systemn ] | [ Execute | | Get Variant Program Documentation | | Settlement Receivers

Ordersia =
D In process [] Completed [] Historical Selprofil l:l X

Order selection L
Order ‘ to | z

Order Type “ to :l I
IFunctluna\ location -L000-MM00-220000* 1 =

Equipment o 3

Material to =

Serial number to =

Addit. device data to =

Notification ‘ to | z

Main work center to I

] P - =]

Period | to | l

Partners =]

Currency El =

[[RT1 (110) E

6. On the Variant Attributes screen, enter the Variant Name and the Meaning to define your
search.

Note: As mentioned in step 1, you can create a variant for all ‘Open’ work orders and
separate variants for ‘In Process’ and ‘Completed’ work orders. The variant name and
meaning should reflect this difference.

7. Optionally, select the Protect field checkbox for Functional Location. Selecting this option will
prevent any changes to the Functional Location when using this specific Variant.

8. Select the Save button.

JTRMON Welcome ZTRN200 vy
FBMS Help | Personalize | Loq Off ‘
TRAVEL EMIS PROPERTY
Home > Asset Home > Fleet Home > lay PM Order | History, Back Forwa
Variant Attributes
4L i [ System | | [ Copy Screen Assignment | [ Information about variant atiributes
Variant Name I 220000 |
Meaning \_G_pen ‘W0Os in Socorro FO ‘ Scrn Assignm.

Created |Selection Scins

[] Only for Backaround Processing 1000
[ Protect Variant O 0100
[] Only Display in Catalog O 0200
EIE]E=
Objects for selection screen
Selection ScmElFlaId name rType ‘ Protect field | Hide field | Hide field 'BIS* Save field without values | Switch GPA ofl
1,000 Completed P O O O O O .
1,000 Historical P O O [ O O
1,000 Selection Profile P (] O O O O
1,000 Order s O O O O m =
0 O O O O
T — e C C :
1,000 Equipment 5 | O O O O
1,000 Waterial s O O O O O -

»
B[RT1 (1103 Z
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Note: FBMS returns to the Display PM Orders screen. The Functional Location field is
grayed out and the Period To field defaults to 12/31/9999.

e .
- . S Welcome ZTRN200

FBMS FBMS Help
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT N TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY

«.. Display PN Order > Fleet Home > Display P Order > Fleet Home > Display PM Order | History , Back Forwa =
Display PM orders: Selection of Orders
|2 | system | | [ Execute | | Get variant... | | Program Documentation | | Setlement Receivers |

Order status —
Outstanding [ In process [] Completed [ Historical Sel.profil I:l X
Order selection
Order to z 7
Order Type :l to :l z
Functional location [#] 1200-Looo-IMO0-A20C 0 =
Equipment to =
Material 0 =
Serial number to =
Addit device data o =
Notification to =2
Main wark center to z
Plant for WorkCenter :l to :l z
Period to 12/31/9999
Partners -1
Currency El
[@ Variant A2 NM OPEN saved [>[RT1(110) (F]

9. Change the Period to and From Dates for your required search. To view upcoming work orders,
change the To date at least one week from today’s date.

10. Select the Execute button.

e N
- - ‘\ na Welcome ZTRN200
FBEMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCL DATA MANAGEMENT FINANCIAL ASSISTAN TRAVEL
ASSET | FLEET | PROPERTY ORG | DISPLAY

.. Display Pl Order > Flest Home > Display P Order > Flest Home %\ Display PM Order | History, Back Forve
Display PM orders: Selection of Ordely
|2 [ System ] | [Execute | [ Get Variant . | [ Program Documentation | [ Settlement Receivers |

Order status
Outstanding [] In precess [] Completed [ Histerical Sel.profil I:l x

Order selection

Order | to | E
Order Type :l to :l I
Functional location =l [1400-Lo00-1mM00-2200t0 3
Equipment to o
Waterial to =
Serial number to =
Addit. device data to =
Notification | to | I
Main work center to z
Plant for WorkCenter [ w [&]
Feriod ng/01/2009 to 09/18/200%

Partners [-1]

Currency El

[ VariantA2 NM OPEN saved BIRTIC10)EE [ ]}

Note: FBMS displays all Outstanding work orders for the Functional Location and Dates
selected.
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INTERIOR N
- .S P - Welcome ZTRN200

FBMS FBMWS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL l TRAVEL EMIS PROPERTY

ASSET | FLEET | PROPERTY ORG | DISPLAY

-.. Asset Home > Fleet Home > Display PM Order > Fleet Home > Display PM Order | History , Back Forwa
Display PM orders: List of Orders

| b | cancal | [ System | || | Details | | Change <-= Display | | Update | [ Select &Il | | Deselect Al | [ Sort in Ascending Order | | Sortin Descending Order | | Wore__ )

[E[= Torder [pescription Type | “Totsum (actval)|  “Total setlement] ActTotCost WBS element [costcents] | -
4001144 MNLPO1 Tire Rotations VEQ1 0.00 0.00 0.00 LW.MV.01060000 LLUTCO1D!
4001145 MNLPO4 Oil Change MEQ1 0.00 0.00 0.00 LW.MV.01060000 LLNMLODO| |

|| 4001148 MNLF55 Synthetic 0il Chg MEO1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOODf | ¥

| | 4001147 MNLP77 Syn Oil Change MEQ1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD!
"
4 » .

F[RT1 (1) [E -

3.2 Managing Preventive Maintenance Work Orders

1. To display work orders, select the portal path PROPERTY —» FLEET — Maintenance —» Work
Order —» Display PM Order to access the Display PM Order Select of Orders screen.

2. On the Display PM orders Select of Orders screen, select LS81VaMant... | ihe Get Variant button.

g Welcome ZTRN200
- - * -
FBMS FBMS Help | Personalize | Log Off

HOME ACQUISTION CORE FINANCIALS DATA MANAGELJENT FINANCIA
ASSET | FLEET | PROPERTY ORG | DISPLAY

TRAVEL EMIS PROPERTY

«.. Fleet Home > Change Equipment > Display PM Order > Fleet Home > Display PI\0Order
Display PM orders: Selection of Orders
[+ [ System ] | [Execute | | Get Variant . | [ Program Documentation | | Setilement Receivers |

| History,,

Order status
Quistanding In process [] Completed [ Historical Sel.profil - ® .
Order selection v
Order to z
Order Type :l to :l E -
Functional location to =
Equipment to & ~
Waterial 10 =
Serial number 10 = N
Addit. device data 1o =
Notification to E
Wain work center :l to :l E "
Flant for WorkCenter :l to :l E
Period 06/12/2009 to 109/10/2009 -
Fartners =] :l
Currency El .
B[rT1 (11002 -
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Variant name

3. On the Variant Directory of Program window, highlight YOO OPEN your Variant Name and
select E| the Continue button.

IE?"AEIAP: Variant Directory of Program RIAUFKZ0

=Y i [ =)

Wariant catalog for program RIAUFKZ0

ariant name Short description
AZ NM OPEN 42 WM Outstanding

MM AZ0000 Open WOs in Socorro FO
SAPETCODE_EETDefault for 1S-U W MiniApp
TEST test for portal

U_TRAIM Training

Note: FBMS returns to the Display PM Orders screen and populates the fields with your
Variant set up.

“ T S, - Welcome ZTRN200

FBMS FBMS Help | Personalize

HOME A 10N CORE FINANCIALS DATA MANAGEMENT
ASSET | FLEET | PROPERTY ORG | DISPLAY
.- Display PM Order > Fleet Home > Display PM Order > Fleet Home > Display PM Order

Log Off

PROPERTY

EMIS

FINANCIAL TRAVEL

ANCE

| History, Back

Display PM orders: Selection of Orders
Ib | [Execute | [ GetVariant... | | Program Documentation | | Settlement Receivers

Order status -
Outstanding [ ] In process [ ] Completed [ ] Historical Sel.profil | [9[Adar %
Order selection
Order \ to \ E
Order Type L] to L | [=]
Functional location [#] 1400-Looo-mM00-2200to =
Equipment to =
Waterial to =
Serial number to =
Addit device data to =
Notification ‘ o ‘ E
Wain work center o E
Plant for WorkCenter L] o | [ =]
Period ] o [12/31/29%3)
Pariners =]
Currency Il
B[RT1(110) 2] =l

4. Enter the Period From and to dates for your search. For example, you may want to search for
orders generated the first of last week through Friday of next week.

5. Select | Execute | the Execute button.
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- Sy = Welcome ZTRN200

FBMS FBNS Help | Personalize | Log Off )

HOME ACQUISITION CORE FINANCIALS - AGEMENT FINANCIA| AN TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY

--. Display PM Order > Fleet Home > Display PM Order > Fleet Home | History, Back Forwa

Display PM orders: Selection of Ordeyg
I} | [Execute | | Get Variant... | [ Program Documentation | [ Settlement Receivers

Display PW Order

Order status
Outstanding [ In process [] Completed [] Historical Selprofl | | [Addr |%
Order selection '
Order \ to \ E
Order Type [ ] o =3
Functional location [#] [1400-L000-1M00-R204t0 =
Equipment to =
Waterial to =
Serial number to =
Addit. device data to =
Notification \ to \ E
Iain work center o E '
Plant for WorkCenter ] o [ ] E3
Period m‘ to
Partners g
Currency pso_ |
I
[RT1 (110) (] =

Note: FBMS displays all work orders that meet your search criteria.

INTERIOR N
- 4 iy A - Welcome ZTRN200

FBMS
HOME ACQUISITION CORE
| FLEET | PROPERTY ORG | DISPLAY
.. Display PM Order > Flest Home > Display P Order > Fleet Home > Display PM Order | History, Back Forwarc
Display PM orders: List of Orders
[k Cancel | | System | | [ Details | [ Change == Display | [Update | [ Select All| [ Deselect All | [ Sortin Ascending Order | [ Sort in Descending Order
5 |Omer ‘Descnpuon hype ‘ TTotSum (actual)| TTotal sememem‘ AclTotCost MES element ‘CUET Cente;
4001144 MNLP01 Tire Rotations MED1 0.00 0.00 0.00 LVW.MV.01060000 LLMTCO10
| | 4001145 MNLP04 Oil Change MED1 0.00 0.00 0.00 LW.MV.01080000 LLMMLOOD
4001148 MNLP55 Synthetic Oil Chg MED1 0.00 000 0.00 LW MV.01060000 LLNMLOOO
4001147 MNLP77 Syn Oil Change MED1 0.00 0.00 0.00 LW.MV.01060000 LLMMLOOD
[l »
FRT1 (110 (]

6. Select the box to the left of the first work order you want to manage. Notice the row is highlighted.
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' n:z . e Welcome ZTRN200

FBMS EBMS Help | P
HOME ACQUISITION CORE FINANI ATA M G \ TRAVEL PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY
.. Display P Order > Flest Home > Display P Order > Fleet Home > Display PM Order | History, Back Forwa
Display PM orders: List of Orders
| ¥ [ System ] | | Change == Display | | Update | | Select All | | Deselect All | [ Sortin Order | [ Sortin D Order |
S |Order ‘Descnmmn |Type | “TotSum (ax:lual)l TTotal senlemem‘ AciTotCost MES element |Cust Cente
4001144 MNLPO1 Tire Rotation MED1 0.00 0.00 0.00 LW.MV.01060000 LLMTCO10i
4001145 MNLP 04 Oil Change MEO1 000 0.00 0.00 |LW.MV.01060000 LLNMLOOD
4001146 MNLP55 Synthetic Oil Chg MED1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD!
4001147 MNLP77 Syn Oil Change MED1 0.00 0.00 0.00 |LW.MV.01060000 LLNMLOOD!

E[RT1 (110) 2] |

7. Select L Change =-= Display | the Change <-> Display button to activate the Change function.

Note: When selecting the Change <-> Display button, the screen title that you are in will also
change to reflect whether you are in change mode or display mode.

8. Double-click the Order number field.

Welcome ZTRN200

DATA MANAGEMENT N TRAVEL EMIS PROPERTY

lay PI Order > Fleet Home > Display P Order > Fieet Home > Display PM Order | History , Back

} System ] | [ Details IChange =—=D\sp|ay| Update | [ Select All | [ Deselect All | | Sortin Ascending Order | | Sortin D Order |

8 |On ‘Des:mpnon rTypa | TTotSum (adua\)| T Total sememem‘ ActTatCast|WElS element |Ca5! Cente:
v 4007144 MNLPO1 Tire Rotations MEO1 0.00 000 0.00 LW.MV.01060000 LLMTCO10
4001145 MNLP04 Qil Change MED1 0.00 0.00 0.00 |LW.MV.01060000 LLNMLOOO!
4001146 MNLP55 Synthetic Oil Chg MEO1 0.00 000 0.00 LW.MV.01060000 LLNMLODO!
4001147 MNLP77 Syn Oil Change MEO1 0.00 0.00 0.00 |LW.MV.01060000 LLNMLODO!

[>[RT1 (110) 5]

Note: FBMS displays the Change Maintenance Order Header screen.
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Welcome ZTRN200

INTERIGR
- . * s
FBMS

TIoN

| FLEET | PROPERTY ORG |

PROPERTY

| History, Back o

... Change Maintenance Plan > Display PM Order > Fleet Home > Change Order > Display PM Order

Change Maintenance Order 4001144: Central Header ]
System ] | [Release | | Putin process... | [ Schedule | | Determine costs | [ Material availability, overall | | Pagingicommunication

Order bE01 (4001144 | MNLPO1 Tire Rotations e =
Sys.Status  [CRTD MRNC MMAT

W HeadeDala Lo (€ | Costs | Parner | Objects , AddifionalData | Location | Flanning | Control

Person responsible Notifetn 10000984

PlannerGrp [L01]/ [Looo| BLM Fleet Costs usn
Mn.wic ctr BLW Work Center FhlActType EM | Preventive Mainter

SystCond. :|

Address il
Dates
Bscstat  [oas09/2009 Priority z
Basicfin.  |os/09/2009 ] Revision |

Reference object

Func. Loc. 14DO—LODD—NHOD—AEOﬂ LD Truck 4X4/LD SUV 4x4 =
) I | ;IJ

15

B[RT1(110)E] |

9. On Change Maintenance Order, select Menu - GoTo — Assighments —» Funds Management.

Welcome ZTRN200

==
- * P
EB

«.. Change Maintenance Plan > Display PM Order > Fleet Home > Change Order > Display PM Order | History , Back Forward E
[

i Change Maintenance Order 4001144: Central Header

| [Release | [ Putin process. | [ Schedule | [ Determine costs | | Material availability, overall | | Paging/communication
7] =

MMNLPO1 Tire Rotations

Investment program..

4001144

’

Emvironment  » | Nofification Shift+F1

System + | Settlementrule Clrl+F8
v

Help Permits. Ctrl+F8
Partner overview Notifetn 10000384

FlannerGrp 10§ — Costs UsD
Mnwketr  BDY Graphic » hter PMACtType  [PM | Preventive Mainter

Real estate object | Additional Data | Location | Planning |, Control

Logs b SystCond ]
Planning board sddess i
Back F3
Dates
Bsc start 09/09/2009 Priority a
Basicfin.  [09/09/2009 | Revision |

Reference object

Func Loc LD Truck 4X41LD SUV 4x4
P m— U hd
I | _>H

s

Note: FBMS displays the Funds Management window.
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III:' Object Assignment: Funds Management
Obj.cat. Order
Ohject 4001144

Commitment ltem

Funds Center LIMTCO1000
Fund
Functional Area

Funded Program LWMVO1060000

10. On the Object Assignment Funds Management window, type your Functional Area.

Note: For some Bureaus, the Fund is derived from the Functional Area. If your Fund is not
derived, you will need to enter it in this window.

11. Select E the Continue button.

II:E:’ Object Assignment: Funds Management
Ohj.cat. Order
Ohject 4001144

Commitment ltem

Funds Center LIMTC01000
Fund
“Funl:tinnal.&rea £.93100000.130000](F]|

\ Funded Program LWMV01060000
Ny

Optionally, you can verify your Fund information populated by going back into the Funds
Management window as shown in step 9.

12. Select (L OPEIAHORS | o Operations tab to add specific maintenance operations according to
the Manufacturer’s recommendation.
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Welcome ZTRN200
EBMS Help
PROPERTY

‘"““:2' -

Personalize | L

FBMS
HOME ACQUISTION CORE FINANCIALS
ASSET | FLEET | PROPERTY ORG | DISPLAY

DATA MANAGEMENT FINANCLA| TRAVEL EMIS

| History , Back Forwar

«.. Flest Home > Change Order > Display PM Order > Fleet Home > Display PM Order

Change Maintenance Order 4001144: Central Header BE
| b | System ] | |Release | [ Putin process... | | Schedule | | Determine costs | | Material availability, overall | | P: nunication |
Order b 001124 | MNLPO1 Tire Rotations 7 =
SysStatus  [CRTDWANC AT 1]
(IPRer e | Operations | Components , Costs , Pariner , Objecls | . Location , Planning , Control
Person responsible Motifctn 10000984
PlannerGp (Lol ) 000 | BLM Fleet Costs UsD
Mnwicclr  [pisicor |/ [Laoo | BLM Work Center PMACtType  [BM | Preventive Mainter
SystCond. :|
Address L]
Dates
Bscstat  |oss09/2009 Priority =]
Basicfin.  [o3/09/2009 Revision
Reference object
Func.Loc.  [1400-Looo-me0o-Azof LD Truck4X4ILD SUV 4xd -
S S, =
I ' ‘ | ;H
B[RT1 (110)

13. On the Operations tab, enter each recommended operation from Edmunds.com in the Operation
short text fields.

Note: you can use 2 the Long Text (LT) functionality to add detailed information for a
specific operation.

14. Select [PUtin process... | the put in process button.

ASSET | FLEET | PROPERTY ORG | DISPLAY

| History, Back Forwa

.. Flget Home > Change Order > Display PM Order > Fleet Home > Di y PM Order
Change Maintenance Order 4001144: ration Overview

=g

| ¥ | system ] | [Release | [ Putin process... | | Schedule | | Determine costs | | Material

., overall | | Pagina/communication |

Order P01 001122 ]

[MNLPO1 Tire Rotations

iz

Sys.Status  [CRID MANC NMAT

1]

HeaderData ‘mm C

| Costs | FParner | Objects | Additional Data | Location | Flanning | Contral

op...[80p [Work ctr_ [Plant|Co... [StText [} Operation short text | LT fvork Jun . Jour. Jun Jockey [actryp [Re
_U[HEI LMAINTO1|LO00 |PM11 Replace air and cabin filters Iﬂl =] =
0020 BLIMWCO1/L000 PM11 Inspect Brakes: all components HR HR =]
| |ooz0! BLMWCO01|L000 |PM11 Inspect fluids and steering system HR HR B
[ Jooa0 BLMWC01L000 PM11 Rotate tires HR HR ]
| |ooso BLMWC01/L000 PM11 Change oil and filters HR HR ]
[ Joos0 BLMWC01L000 PM11 HR HR =] =
| |oo7o BLMWC01/LO00 PM11 HR HR =] -
— 1 | _’,_1
General H Internal H External ‘| Dates H Act Data || Enhancement | @" Ex Factor H Catalog

15. On the Order Put in Process window, select the appropriate radio button and select E| the

Continue button.

B[RT(110)
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III?Order: Putin Process

(%) Printwio online window
7 Print with online window
O Wio print

The three (3) ways you can put the order in process include:

e Print w/o online window — use this radio button when you want the work order to print
directly to your default printer. This option will not bring up the Select Shop Papers
window.

e Print with online window — use this radio button when you want to select the printer
where the work order will print. This option allows you to preview the work order shop
paperwork before printing.

e W/o print — use this radio button when you do not want the work order to print. You have
the option to print the work order at a later time. To print the shop paperwork at a later
date, select Menu — Order — Print — Order.

16. Select the Print with online window radio button.

17. Select @ the Continue icon to view the Select Shop Papers window.

IlI?'Order: Putin Process

) Print wio online window
[ @ Print with online window |
O Wi print

18. Optionally, select | Print Preview | e print preview button to view the work order shop
paperwork.
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III? Select Shop Papers

e}

Sh... |Descripti0n OutputDevice | |Nu | | | | |S |O |Recipientnumber |Co|
2030 DOl Job Ticket LOCL 1 (I | EN o
| [1030 | Notification Overview LOCL 1 O

[ PrintFax | Multiple Fax|[¢R) Print Preview |{E]

=]

Note: The shop paperwork includes information such as the vehicle’s license plate number,
last counter reading, functional location, order type, work order start date, and the list of
specified operations.

License Plate:
FORD MOTOR CO

Make:
Model:
Year:

MNLPO2

VIN: VN6252GP060

Miles/Hours (Last Counter Reading):

SAP Equipment:

10001002

500.0 MI Date: 06/01/2009

MV SEDAN MIDSIZE, HYBRID

Functional Location Description: LD Truck 4X4/LD SUV 4x4

order: 4001144 MNLPO1 Tire Rotations
Oorder Type: MEOl Maintenance Order

Maint Act Type: PM Preventive Maintenance

Work Order Start Date: 09/098/2009

Priority:

Operation 0010 Operation 0010

Work center LMAINTO01 MMS Work Center
Operation 0020 Replace air and cabin filters
Work center BLMWC01 BLM Work Center

Operation 0030 Inspect Brakes: all components
Work center BLMWC01 BLM Work Center

Operation 0040 Inspect fluids and steering system
Work center BLMWCO01 BLM Work Center

Operation 0050 Rotate tires

Work center BLMWC01 BLM Work Center

Operation 0060 Change oil and filters

Work center BLMWC01 BLM Work Center

19. On the Print Preview of LOCL window, select M the Back button.

Prigt Preview of LOCL BE
(Menu [N [Back] [ Cancel | [ System J |
B A0 & [ Y ® oo A D@ i- -
~
Page 1
License Plate: MNLPO2
Make: FORD MOTOR CO
Model:
Year:
VIN: VN6252GP060
Miles/Hours (Last Counter Reading): 500.0 MI Date: 06/01/2009
SAP Equipment: 10001002 MV SEDAN MIDSIZE, HYBRID
Functional Location Description: LD Truck 4X4/LD SUV 4x4
Order: 4001144 MNLPO1l Tire Rotations
Order Type: MEOl Maintenance Order
Maint Act Tvoe: PM Preventive Maintenance A4
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20. Select the Print/Fax button to print the work order shop paperwork.

II:D Select Shop Papers

Sh... |Descripti0n CutputDevice | |Nu | | | | |S |O |Recipientnumber |Co|
| _|2030 DOI Job Ticket LOCL 1 OO EN =
| |1030 Notification Overview LOCL 1 O
[~]

|_Q Print/Fax ||Mu|tip|e Fax” Print Preview |

Note: FBMS displays a message on the bottom left of the page, “Order XXXXXXX saved with
Notification XXXXXXXX.”

21. Repeat steps 8 through 19 on all orders requiring attention.

22. Select Iﬂ the Back button when you are finished.

Welcome ZTRN200
FBMS Help | P
NCE TRAVEL EMIS PROPERTY

ACQUISTTION CORE FINANCIALS DATA MANAGEMENT FINANCI
ASSET | FLEET | PROPERTY ORG | DISPLAY

| History, Back Forws

Chan@g PM Orders: List of Orders
13 | Change <-= Display Select All | | Deselect All| [ Sortin Ascending Order | [ Sortin Descending Order

S [orger Description [rpe [ “Totsum (actuan|  ~Total settiement] ActTotCostWBS element [costcente
v 4001144 [AWNLPO1 Tire Rotalions MEDT 0.00 0.00 0.00 LWIV.01060000 LLNTCO10
4001145 MNLP04 Oil Change WEO1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOO
4001146 WINLP58 Synthetic Oil Chg MED1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD
4001147 WNLP77 Syn Oil Change MED1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD
4000808 Leaking Radiator MEO1 0.00 0.00 0.00 LW.MV.01060000 LLUTCO10

>

|

B[RT1 (110 [E]

@ Order 4001144 saved with notification 10000984
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3.3  Setting the Work Order status to Technically Complete (TECO)

This process assumes you already have a variant created to display all your work orders in ‘In Process’
status. If you do not have a variant created, use the task Creating a Variant to View User- Relevant PM
Work Orders and change the order status selection to ‘In process’.

1. To display work orders that are currently In Process, select the portal path PROPERTY — FLEET
— Maintenance — Work Order — Display PM Order to access the Display PM Order Select of
Orders screen.

Note: When the work is complete on the vehicle, you need to change the work order status to
TECO.

2. On the Display PM orders Select of Orders screen, select L2&1Vanant... | he Get variant button.

Welcome ZTRN200

FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGE 1ENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY

ASSET | FLEET | PROPERTY ORG | DISPLAY

Home > Asset Home > Fleet Home > Display PM Order | History, Back
Display PM orders: Selection of Orders

I | system | | [ Execute | [ Get variant . | [ Program Documentation | [ Setilement Receivers |

Order status -
Outstanding In pracess [] Completed [] Histarical Sel profil ®
Order selection
Order to I
Order Type to I
Functional location to E
Equipment to z
Material to z
Sefial number to I
Addit device data to I
Motification to I
Main work center to z
Plant for WorkCenter to z
Period 06/13/2009 to 09/11/2009
Pariners =]
Currency UsD _
B[RT1(110)E]

Note: FBMS displays the Variant Directory of Program window. If a large number of variants

exist for this program, you can use I@ the Search icon to locate your variant.

Yariant name ]
¥ IMPROC

3. On the Variant Directory of Program window, highlight

“your Variant Name and
select E| the Continue button
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I':D'AEIAF':VariantDirectory of Program RIAUFKZ0

&= [m[E][g]

ariant catalog for program RIAUFK20

Wariant name Short description
AZ MM IN PROC  FAZ2 MM In Proc ready 2 Complete
AZ MM OPEN AZ MM Outstanding

MM AZ0000 Open WOs in Socorro FO
SAPETCODE_EET Default for I5-U W MiniApp
TEST test for portal

U_TRAIM Training

N

N

Note: FBMS returns to the Display PM Orders screen and populates the fields with your
Variant set up.

4. Select the Execute button.

' INTERIGR Welcome ZTRN200

EBMS Help | Personalize | Log Off
HOME ACQUIS CORE FINANCIALS ATA M ! HAN NCE TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY

Home > Assel Home > Flest Home > Display PM Order | History, Back Forva
Display PM orders: Selection of Ordg
| b [ Save As variant Get Variant...| | Program Documentation | | Setilement Receivers

Order status

[ outstanding [ In process [] Completed [ Historical Selprofl | |3 Addr. |%

Qrder selection

order | to | (=]
Order Type L] o | =2
Functional location 5] 1400-L000-1M00-220(t0 3
Equipment to e
Waterial to =
Serial number to &
Addit device data to =
Notification | to | [ =]
Main work center to I
Plant for WorkCenter [ ] o | [ =]
Period L ] to [12/31/8929 |

Partners ]

Curmrency El

ErRT1(110) (5]
Note: FBMS displays all work orders that meet your search criteria.

5. Select the box to the left of the first work order you want to manage. Notice the row is highlighted.
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*m:mn . e Welcome ZTRN200
Log Off

TRAVEL EMIS

HOME AcCQuIs] RE FINAN ATA M MEN FINANCIA|
ASSET | FLEET | PROPERTY ORG | DISPLAY

| History, Back Forwa =

Home > Asset Home > Fleet Home > Display PM Order

Display PM orders: List of Orders
|k | Gancel | [ system | | [ Details | | Chanae <+ Display | [ Update | | Select All | | Deselect All| | Sortin Ascending Order | | Sort in Descending Order |

[E[ S ‘Ordar |Descnptmn I‘I’ypa | TTotSum (adua\)‘ "Total sememem| AdiTotCost IWEIS element ‘Cost Cente]
4001144 MPMLPO1 Tire Rotations MEOD1 0.00 0.00 0.00 LW.MV.01060000 LLMTCO10
4001145 MMLPO4 Qil Change MED1 0.00 0.00 0.00 [LW.MV.01060000 LLMNMLOOD

|| 4001148 MMNLP55 Synthetic Oil Chg MED1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOO

: 4001147 MMNLP77 Syn Oil Change MED1 0.00 0.00 0.00 LW MV.01060000 LLNMLOOO!

[[RT1 (110) (2]

6. Select [Change == Display| yhe Change <-> Display button to activate the Change function.

Note: When selecting the Change <-> Display button, the screen title that you are in will also
change to reflect whether you are in change mode or display mode.

7. Double-click the Order number field

G
‘A -

FBMS
ACQUISTION

Welcome ZTRN200
FBMS Heip

Log Off

CORE FIMANCI DATA MANAGEMENT TRAVEL

HOME

ASSET | FLEET | PROPERTY ORG | DISPLAY
. Display PW Order > Fleet Home > Display PM Order 3> Fleet Home > Display PM Order | History, Back Forwa
ge PM Orders: List of Orders
m m m m mlchange <-=Display IUpdate Select All | | Deselect All | | Sort in Ascending Order | | Sortin Descending Order
s Ord ‘Descr\plmn rType | TTotSum (amua\)l T Total settlement ActTntCnstIWES element |Cnsl Cente|
4001144 WMNLPO1 Tire Rotations MEQ1 0.00 0.00 0.00 LW.MV.01060000 LLMTCO10
4001145 MHLP04 Oil Change MED1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD
4001146 MNLPSE Synthetic Oil Chg MEO1 0.00 0.00 0.00 LW.MV.01060000 LLNMLOOD
4001147 MMNLF77 Syn Qil Change MED1 0.00 0.00 0.00 |LW.MV.01060000 LLNMLOOD

3

F[RT1 (110)F

Note: FBMS displays the Change Maintenance Order Header screen.

8. Select | Complete (technically) e Complete (technically) button.
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Note: If the Complete (technically) button is not listed on your menu bar, select M the
More button and then select Complete (technically).

Welcome ZTRN200

INTERIOR
e Yy -
FBMS Help | Personalize | Log Off

FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
ASSET | FLEET | PROPERTY ORG | DISPLAY
.. Fleet Home > Change Mai Plan > Display PM Order > Change Order > Display PM Order \ | History, Ba B
Change Maintenance Order 4001144: Central Header I

i3 | Cancal | | System | | [ Schedule | | Determine costs | | Material availability, overall | | Paging/communication | [ Complete (technically) f| More. J§

TRAVEL PROPERTY

Order pEcifaoo11a2 | MNLPOA Tire Rolations 24 -
Sys.Stalus |[REL PRI MANC NMAT SEIC 5]
HeaderData Operations | G | Costs | Parner , Objects | Data | Location , Planning  Control
Person responsible Notifctn Lo0ooses
PlannerGrp Lol / Looo | BLW Fleet Costs l0.00 UsD
Mn.wk.ctr BLM Work Center FWACIType |PM | Preventive Mainter
SystCond :l
Address ]
Dates
Bsc start 09/14/2009 Priority ]
Basicfin \09/14f2009| Revision |
Reference object
Func Loc.  1400-L000-WM00-220] LD Truck 4X41LD SUV 4x4 -
A—— TS I P =
1 | LH
[>[RT1 (1100 [E

9. On the Complete window, enter the Reference Date and MalfEnd Date as appropriate. If the
work is started and completed on the same day, you must enter a time.

10. Select |ﬁ| the Continue button.

I@ Complete

Referance Date 09/14/2009

Reference time 11:20:48

Complete notifcins

Notification
Malfnctn data Damage , Motif. dates
Malfstart  |o9/10/2009 | [15:14:13 | [] Breakdown

MalfEnd  [p9/1472009)|Fp:00:00| Breakdown dur.

| Create Measurement Documents || Cancel|

Note: FMBS displays the message ‘Order XXXXXXX saved with Notification XXXXXXXX' in
the bottom left hand corner of the window.
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11. Process additional work orders as necessary.

12. Select | Back| the Back button when complete.

3.4 Creating a Corrective Maintenance Work Order/Notification

When a vehicle has an emergency repair, this process is initiated after the work is completed. It is
important to update all information to support FBMS reporting requirements.

1. To create a new corrective maintenance work order for a vehicle or a piece of equipment, select
the portal path PROPERTY — FLEET — Maintenance —» Work Order — Create Order to
display the Create Order Initial screen.

Welcome ZTRN200
FBMS Help | Personalize | Log Off ¥

... Fleet Home > Display PM Order > Flest Home = Display PIM Order = Create Order | History,, Back
Create Order: Initial Screen
| System | || [ Header data | | Refresh

Order Type |
Priarity =]
Func. Loc.
Equipment
Assembly
Ping plant
Bus. Area
Reference
Order
@ Fillin all required entry fields i)‘R'M (110)[E]

2. On the Create Order Initial screen, enter the following information:
e Order Type = MEO1

o Equipment = ###H#HHH#

Hint: Use the search icon to find your vehicle’s license plate number in order to bring
back the correct Equipment number. Make sure the search category field is ‘Equipment by
Fleet Identification Data’.
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AIN‘YEmI ' e Welcome ZTRN200
FBMS Help | Personalize | L

FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIA| TRAVEL
ASSET | FLEET | PROPERTY ORG | DISPLAY
e Fleet Home > Display PM Order > Fleet Home > Display PM Order > Create Order | History, Back Forward
Create Order: Initial Screen

(e ] | [z [ Gancer ] Systom; | [easer e [ Ravesn]

PROPERTY

Order Type

Priority =]

1

Equipment 10001077 l
Assembly

Plng plant
[ ]

Bus. Area

Reference

E[RT1 (110 E

3. Press the Enter key on your keyboard

Note: FBMS displays default information that is pulled from the vehicle’s equipment record.

|

‘A"‘"E“ S Welcome ZTRN200 (i )
FBMS Help | Personalize | Log Off S 3

FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIA TRAVEL
ASSET | FLEET | PROPERTY ORG | DISPLAY
.. Flest Home > Displa P Order > Flest Home > Display Pli Order > Creat Order | History, Back Forva
Create Maintenance Order : Central Header
I} | [Release | [Putin process... | [ Schedule | | Determine costs | | Material availability, overall | | Paging/communication

Order bEo1 [s00000000001| | |1 =

SysSlatus  [cRTD MaNC NTUR =

PROPERTY

HeaderData Operations | Components | Costs , Pariner , Objects | Additional Data | Location , Planning |, Control

Person responsible Nofifctn lsooo00000001 [ 2]
PlannerGrp Lot |/ [Looa| BLM Fleet Costs usD
BLM Work Center PMActType El Corrective Mainter
systcond. | |
Address il
Dates
Bscstart  |09/11/2008 Priority 2
Basicfin.  [0s/11/2008 | Revision
Reference object =
I - - = | _»]J

ElRT1 (1) E]

[ Catalog profile copied from equipment

4. Complete or verify that the following information is in the Work Order Header:
e Work Order Description = To make it easier to identify your work order, you should
enter the license plate number of the vehicle at the start of the work order description

field (i.e. 1457768 Repair Radiator) and then enter meaningful data regarding the
problem.

e PMActType =CM

e Bsc start = date the work started
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e Basic fin. = date the work finished

Welcome ZTRN200

PROPERTY

«.. Fleet Home > Display PM Order > Fleet Home > Display PM Order > Create Order
Create Maintenance Order : Central Header

1} | [Release | [Putin process.. | [ Schedule | [ Determine costs | [ Material overall | [P ]
Order JE01 [s00000000001 | | MINLP77 Emer Repair - from Fire E -
Sys.Status [CRTD MANC NTUE

HeaderData Operations | Components | Costs | Pariner | Objects , Additional Data | Location , Planning , Conirol

Person responsible

Notifctn £00000000001
PlannerGp Lot |/ Looo] BLM Fleet Costs
M wicctr BLW Work Center PMACIType  [c

SystCond.

Address lis]
Dales
Bscstat  09/11/2009 Priority =]
Basicfin. 108/11/2009| Revision

Reference object
Func Loc
Equipment 10001077

. )
|

LD Truck 4X4/LD SUV 4x4
MV SEDAN MIDSIZE, HYBRID

5. Select Menu —» Goto —» Assighments — Funds Management.

Welcome ZTRN200

PROPERTY

-.. Fleet Home > Display PM Order > Fleet Home > Display PM Order > Create Order
Create Maintenance Order : Central Header
Release | [ Putin process._.| [ Schedule | [ Determine costs | | Material availability, overall | | Paging/communication | [ W

MNLP77 Emer Repair - from Fire [z =

Investment program

| History, Back

s00000000001

Reference object
Func. Loc.
Equipment

|

1400-1000-1M400-220
10001077
S—————

LD Truck 4X4/LD SUV 4xd
MV SEDAN MIDSIZE, HYBRID

Environment Notification Shift+F1 | Real estate object.. AderainaEl discmonl drErmngl dcowesl
System Setflement rule CHrl+Fs | Join e - - - -
PlannerGrp o1 Costs :ugg
Mnwker  BIN Graphic » pter PliAcType [ | Comeciive Mainter
Logs b systcond. | |
Planning board s =
e Back F3
Bscstat  [03/11/2002 Priority ]
Basicfin.  [08/11/200% ] Revision |

6. FBMS Display the Object Assignment Funds Management window.
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I@Objec‘[.&ssignment Funds Management
Obj.cat. QOrder
Object %%00000000001

Commitment ltem

Funds Center LLNMLOOOOQ
Fund
Functional Area

Funded FProgram LWMV01060000

7. On the Object Assignment Funds Management window, type your Functional Area.

Note: For some Bureaus, the Fund is derived from the Functional Area. If your Fund is not
derived, you will need to enter it in this window.

8. Select E the Continue button.

IEU Object Assignment: Funds Management
| Obj.cat Order
Object 500000000001

Commitment ltem

Funds Center [LLNMLO0000

Fund

Functional Area L93100000.130000 l
Funded Program LWMVO1060000

Optionally, you can verify your Fund information populated by going back into the Funds
Management window as shown in step 5.

9. Select the Costs button.

Page 29 of 42 Date 5/12/2010




DOl Financial Business Management Systems (FBMS)

INTERIOR

- M

FBMS DOI FBMS Standard Operating Procedure (SOP)

Department of the Interior

SOP:AA-XX [ Title

- ‘ |:vs:2| ' e Welcome ZTRN200

PROPERTY

«-- Fleet Home > Display Pl Order > Fleet Home > Display P Order > Create Order | History, Back Forward

Create Maintenance Order : Central Header
13 [Putin process... | | Schedule | [ Determine costs | [ Material availability, overall | [ Paging/communication

Order 01 k00000000001 | [MNLP77 Ngner Repair - from Fire [z a
Sys.Stalus  [CRTD MANC NTUP \ G}
W HeadeDala [ (e | Costs | Parner | Objects , Location , Planning | Control

Person respansible Notifn  [soonooooooon
PlannerGrp 101/ .00 | BLM Fleet Costs usp
Mnwker BLSCOL |/ BLI Work Center PMAciType [ | Carrective Mainter

Systcond. | |

Address lisl
Dates
Bscstat  [09/11/2008 Priority B
Basicfin.  [pa/11/2008] Revision |

Reference object

Func Loc. LD Truck 4X41LD SUV 4x4

WV SEDAN HIDSIZE, HY2RID
S —1

|

B

10. Enter the costs from the invoice in the detailed costs window.

B S N Welcome ZTRN200
FBN

PROPERTY

ACQUISITION coi
| FLEET | PROPERTY ORG |
Flest Home > Display PM Order > Flest Home > Display P Order > Greats Order

Create Maintenance Order : Cost Overview

| History, Back fo

I | [Putin pracess.. | [ Schedule | [ Determine costs | [ Waterial availability, overall | | Pagingicommunication

Order 01 500000000001 [MNLP77 Emer Repair- from Fire (=]
Sys Stalus [cRTD MANC NTUR |15
’ |48 mlpmloml | Location | Planning ; Control
Estimatedcosts  [0.00  |usD
USD
[ Rep. Plan/Act | [ Rep. Budgevcommit. |

mml Quantities | Keyfigures.

[ Jvaiue cat. descript costs lanned costs [Actual costs: [crey
Senvices 175.00, 0.00 0.00USD ||
Supplies and Materia 200.00; 0.00 0.00|USD
[ELCategory

Note: you will need to use the scroll bar to the right of the cost window to display the various
Value Category Descriptions.

Note: FBMS updates the Estimated costs field with the combined costs for each value
category.
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Create Maintenance Order : Cost Overview
i3 [Cancel] [System | | [Release | [Putin process... | [ Schedule | [ Determine costs | | Material availability, overall | [F

Order ME01 [s00000000001]  |MNLP77 Emer Repair - from Fire [z
Sys.Status  [cRTD ESTC MANC NTUP =

HeaderData | Operations | Components fSF Parner | Objects | AdditionalData | Location ; Planning | Control

| Estimated costs  375.00 |usD || UsD
UsD

[ Rep. PlaniAct | [ Rep. BudgetCommit. |

mmmlmym

alue cat. descript. |E5tirnated costs |Planned costs P«dual costs |Crcy |
| [Services 175.00 0.00 0.00USD | -]
| |Supplies and Materia 200.00 0.00 0.00|USD |

[ELCategory

11. Select BalEEEUREIEN the HeaderData tab, select the create notification icon to the right of
Motifctn £00000000001 | the Notifctn field.

Welcome ZTRN200

- 4 P -
B Perso Log 0%

FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLA N TRAVEL WIS PROPERTY

ASSET | FLEET | PROPERTY ORG | DISPLAY

.. Assel Home > Fleet Home > Display PM Order > Change PM Order > Create Order
Create Maintenance Order : Central Header

| b Cancel | [ System | || |Release | | Putin process... | | Schedule | [ Determine costs | | Material availability, overall | | Paging/communication

Order hn:ol ||%00000000001 | |MNLP77 Emer Repair - from Fire = HE\ o
Sys.Stalus  [CRTD ESTC MANC NTUP [

| History, Back

[r——— - -
HeaderData Operations | Components | Costs | Parner |, Objects | Data , Location , Flanning , Control

Ferson responsible I Notifctn £00000000001
PlannerGrp 101 |/ Looo| BLH Fleet Cosls 375.00 150
Win wk ctr BLW Waork Center PMACtType El Corrective Mainter
systcond. | |
Address Ji=]

Dates
Bscstat  |03/14/2009 Priority a

Basicfin. \09/14/2009| Revision

Reference object

Func.Loc. [1400-L000-WM00-200 LD Truck 4X41LD SUV 4x4
Equipment 10001077 | MV SEDAN MIDSIZE, HYBRID -
; ; ==
« | ;H

12. Note: FBMS displays the Create PM Notification Work Completion screen.
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- ‘ P
FBMS

HOME ACQUISITION CORE FINANCIALS.
ASSET | FLEET | PROPERTY ORG | DISPLAY

DATA MANAGEMENT

FINANCIAL ASSISTANCE TRAVEL

-.. Fleet Home > Display PM Order > Fleet Home > Display P Order > Create Order
Create PM Notification: Work Completion

b | [ Display object | | Partners | | Address... | | Paging/communication | | Default values

Notification 200000000001 [ [MNLP77 Emer Repair - from Fire i
Status NOPR ORAS 5]
Order 200000000001 7]

AT, s s

EMIS

Welcome ZTRN200
FBMS Help [
PROPERTY

| History, Back forward

Personalize

1 3

Reference object

Functionalloc.  [1200-L000-1400-2200 LD Truck 4X4/LD SUV 4x4
Equipment 10001077 MV SEDAN MIDSIZE, HYERID
Assembly |

Responsibilities

Plannergroup (L0l BLM Fleet

Main WorkClr  BLMwcoL BLM Work Center

Reported by Motif date 08/11/2009 | [11:43:30
StarvEnd Dates

Required Start 09/11/2009 | [00:00:00 | Priority =]

Required End [o9/11/2008 | [22:00:00| [] Breakdown

][

[>[RT1(110)

13. Scroll to the bottom of the window to see the ltem information section of the window.

[tern

Object part [ T[]

.

Text | |
Cause text | |

Entry 1

14. Select the search button to the right of the Object part field.

ltem

Object part I] |

Damage | |

Text | |
Cause text | |

Entry

1 frm

frm

5]

[

[»]

=

15. On the Catalog Selection screen, locate the Object Part used on the vehicle or piece of
equipment.
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IE? Catalog Selection

\ * SJ0bject part Objectparts
» CIMvo00005 AIC SYSTEM
» CIMvoooa1oAIR EMISSION SYSTEM
» CIMV000015 AXLES
» CIMvaoonzo BODY
b CIMv000025 BRAKING SYSTEM
» CIMvoo0030 CHASSIS
» CIMvo00035 CHECK EQUIP FOR SERVICEABILITY
» CIMvooo040 DELIVER TO OR FROM WORKSITE
» CIMvooo004s ELECTRICAL SYSTEM
» CIMV000050 ENGINE COOLING/MHEATING SYSTEM
v CIMv000055 ENGINE FAILURE
» CIMv000060 ENGINE LUBRICATION SYSTEM
b CIMv000065 EXHAUST SYSTEM
» CIMvoooo70 FUEL TANKS / LINE
» CIMv000075 GLASS
v CIMvoo00s0 HYDRAULIC SYSTEM
» CIMvo00085 MO PROBLEM FOUND
b CIMvo00090 SPECIAL EQUIP INSTALL
» CIMvoo0a9s STEERING SYSTEM
» CIMvooo100 TIRES -]

| choose |2 & [x]

[»

16. Select * the arrow to the left of the Object Part to display more detailed object parts.

17. Double-click on the detailed Object Part or highlight the object part and select the
Choose button.

I@Catalog Selection

v 9 Object part Objectpars =
¥V000005 AIC SYSTEM
MV000010 AIR EMISSION SYSTEM
MV000015 AXLES
¥v000020 BODY
MV000025 BRAKING SYSTEM
MV000030 CHASSIS
7000035 CHECK EQUIP FOR SERVICEABILITY
¥v000040 DELIVER TO OR FROM WORKSITE
MV000045 ELECTRICAL SYSTEM
0005  ALTERNATOR —
0010  BACK UP ALARM
0015 BATTERIES
0020  BATTERY JUMPER SYSTEM
0025 BRAKELIGHTS/SWITCH /BULBE
0030  CAP ROTOR POINTS
0035  COOLING FAN MOTOR RELAY
0040  DUAL BATTERY ISOLATOR
0045  FIBER OPTIC CONTROL SYSTEM
0050  FLASHING YELLOW CAUTION LIGHT
0055 FUSE PANELS [~

{ v vwwvwvwww
oo

14
4
»
1 4
4
»
1 4
14
4
1 4
4

18. Select the Search button to the right of the Damage field.
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ltern

Object part MV000045 0015 | BATTERIES EI
IDamage I [=]

Text ]

Cause text

Entry 1 frm 0

19. Double-click on the appropriate Damage Code or highlight the code and select the
Choose button.

IE? Catalog Selection

* 9 Damage Overview of damage &
* ] MV-CODES Motor Vehicle Damage Codes
p 0005 A/C SYSTEM
p 0010 AR EMISSION SYSTEM
p 0015 AXLES
p 0020 BODY
p 0025 BRAKING SYSTEM
p 0030 CHASSIS
p 0035 CHECKEQUIF FOR SERVICEABILITY
p 0040 DELIVER TO OR FROM WORKSITE
p 0045 ELECTRICAL SYSTEM
p 0050 ENGIME COOLING/MHEATING SYSTEM
p 0055 ENGIME FAILURE
p 0060 ENGINE LUBRICATION SYSTEM
p 0065 EXHAUST SYSTEM
p 0070 FUEL TANKS /LINE
p 0075 GLASS
p 0080 HYDRAULIC SYSTEM
p 0085 NOPROBLEMFOUND
p 0080 SPECIAL EQUIP INSTALL
p 0085 STEERING SYSTEM j

|o# Choose |/

20. Enter the Cause text field.

Note: You may want to reference the Incident ID where the damage occurred.
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— ‘ n:z'n:u . e Welcome ZTRN200

FBMS B

HOME ACauisi CORE FINANCIA DATA MANAGEMENT FINANCIA] N TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY

.. Flest Home > Display PM Order > Flest Home > Display PM Order > Create Order | History,, Back Forward
Create PM Notification: Work Completion
|2 System | | | Display object | | Pariners | | Partner | | Address... | [ Paging/communication | | Default values

Functional loc. 1400-L000-MMA0-R20 LD Truck 4X4/LD SUV 4x4 B
Equipment 10001077 1V SEDAN MIDSIZE, HYBRID
Assembly

Responsibilities
Planner group ﬁ‘ ! [Looo BLM Fleet

Main WarkCtr M‘ BLM Work Center

Reported by ] Notif.date [o3/11/2009 ] 11:43:30]

StartEnd Dates

Required Start 09/11/2009 | 00:00:00 | Priority ]
Required End |os/11/2008 | [24:00:00] [ Breakdown
Itermn

Object part Mvanoo4s BATTERIES

Damage MV-CODES ELECTRICAL SYSTEM

Cause text rip or Fire #5###% was cause for failure

[

Entry 1 frm 0 . ,ﬂ

21. Select E‘ the Create Item icon to enter additional Object parts and Damage codes as required.

Note: the example below shows that three (3) separate items were repaired or replaced on
this vehicle or equipment record.

— ‘ I:’Eﬁ‘l ' - Welcome ZTRN200

EBMS Help | P

CORE FINAN
PERTY ORG | DISPLA’

... Fleet Home > Display P Order > Fleet Home > Display P Order > Create Order
Create PM Notification: Work Completion

| History, Back Fo

| System ] | [Display object| [ Partners | [ Partner | [ Address... | [ Pagi imunication | [ Default values |
= — — o
Equipment 10001077 1V SEDAN MIDSIZE, HYBRID =
Assembly
Responsibilities
Planner group Lol | ! [Looo BLM Fleet
Main WorkCtr BLMWCO1 BLM Work Center
Reported by | MNotif.date 08/11/2009 | [11:43:30
StartEnd Dates ==
Required Start 0971142009 | (00:00:00 | Priority =]
Required End |o9/11/2009] [24:00:00| [J Breakdown
Item
Object part Mva00045 BATTERIES O
Damage Mv-conES ELECTRICAL SYSTEM i]
Text | P4
Cause text Trip or Fire #5## was cause for failure ] Iz

=
] | o

22. Select | 8MS the |tems tab to display additional data input information. (You may need to scroll
up to view this tab).
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- . P - Welcome ZTRN200
Ei 0

FBMS
HOME ACQl 0 CORE FI N N PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY
.. Flest Home > Display PM Order > Fleet Home > Display PM Ordsr > Create Order | History, Back Forward [F
Create PM Notification: Work Completion
I Systen ) | | Display object | | Pariners | | Pariner | | Address... | | Paging/communication | | Default values
Motification $00000000001 ”ﬂc ||MNLP77 Emer Repair - from Fire H@‘ r
Status NOFR ORAS
Order 200000000001 |7
MR, octoncaal o]
Reference object
Functional loc LD Truck 4X41LD SUV 4x4 F
Equipment WV SEDAM MIDSIZE, HYBRID
Assembly
Responsibilities
Planner group Lol BLM Fleet
Main WorkCtr BLMWCOL BLM Work Center
Reported by J Notif date 09/11/2009 | [11:43:30
StartEnd Dates
Required Start 09/11/2009 | [00:00:00 | Priority =]
Required End |oss11/2008 ] |24:00:00] [ Breakdown
< Fol

23. On the Items window, highlight a row.

INTERIOR

Welcome ZTRN200

PROPERTY
| FLEET | PROPERTY ORG |

... Fleet Home > Display PM Order > Fleet Home > Display PM Order > Create Order
Create PM Notification: Work Completion

| History, Back

[} tem ] | [Display abject Address...| [ Partners
Notification £00000000001 e |MINLP77 Emer Repair - from Fire & =
Status NOPR ORAS
Order [£00000000001 [#]
| Location Data

fit.. Tassembly [xssemblyDescriptn

MY000045 0005 ALTERMATOR MV-CODES{0055 ENGIME FAILURE

S

V0000800035 LINES [ HOSES MV-CODE$0080 HYDRAULIC SYSTEM

24. Select [ AEMILES " 1o Activities tab.

25. Highlight the Code gr field and select the search button.
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m‘wﬁl . e Welcome ZTRI-IZDID

FBMS FBMWS Help | Personalize

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
ASSET | FLEET | PROPERTY ORG | DISPLAY

TRAVEL PROPERTY

... Fleet Home > Display PM Order > Fleet Home > Dizplay PM Order > Create Order
Creare PM Notification: Work Completion
|+ [system ] | | Address__| [ Partners |

| History, Back

Motification 300000000001 WC MMLP77 Emer Repair - from Fire
Status NOPR ORAS
Order $00000000001

Nofification | Location Data

ltems Causes

Foritem 1
Object part MV000045 | 0015 | BATTERIES
Damage MV-CODES | |0045 | ELECTRICAL SYSTEM
Text
Activities for Item
Mo. §Caode gr. h hcﬂ\tlry code text }Acﬂwtytext h ‘Q |Start date hlme ‘Enn date IT\me |createﬂ by Created on |Cre |Ch
I| 00:00:0 00:00:( 00:00:0  ~]
00:00:( 00:00:( oo:0o:t
00:00:( 00:00:( 00:00:( -
4 | j_‘

5 Entry 1 of D

Note: For each Object Part that is on the Notification, you must add an Activity Code that

identifies whether the item was adjusted, replaced, or repaired. If it is decided to run the part
to failure, you can select that activity code.

26. Double-click the activity code or highlight and select o Choose | ine choose button to select
the activity code used for the object.

I@'Catalng Selection

v Snctivity PM Activities (FM) -
» S ACTIVITY DOI Activity Codes
p 0005 ADJUST
p 0010 RUM TO FAILURE
p 0015 REFLACE
p 0020 REFAIR
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Note: Repeat steps 22 — 25 so that each object on the Notification has as associated activity.

27. When all the ObIject parts and Damage codes are entered, and the associated activities are
updated, select | Back | the Back button to return to the corrective maintenance work order.

Welcome ZTRN200

e
- ‘s P g
EBMS Help | Personalize og Off

FBMS

HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCLA
ASSET |, FLEET | PROPERTY ORG | DISPLAY

... Fleet HAge > Display PM Order > Flest Home > Display Pl Order > Create Order

CreatpM Notification: Work Completion

TRAVEL PROPERTY

| History, Back

13 | System ] | | Display object| | Partners | | Partner | [ Address...| [F inication | [ Defaultvalues |
Notification 00000000001 [#C [MNLP77 Emer Repair - from Fire =]
Status NOPR ORAS =
Order z00000000001 [2]
_ AT, cocsonvsa  wems
Reference object
Functional loc. 1400-1000-1M00-320 LD Truck 4X4/LD SUV 4x4
Equipment 10001077 1MV SEDAN MIDSIZE, HYBRID
Assembly
Responsibilities
Plannergroup L1 BLM Fleet
Main WorkCtr [BLMWCO1 BLM Waork Center
Reported by Motif.date 09/11/2009| [11:43:30
StartEnd Dates
Required Start 09/11/2009 | |00:00:00 | Priority ]
Required End lnar11/2008] [24:00:00| [ Breakdown
< | LH

Note: FBMS returns to the Change Maintenance Order screen.

28. Select LPutin process... | the put in process button.

- A"‘fﬂ' P - Welcome ZTRN200
FBMS Hel Personalize | Log Off

TRAVEL EMIS PROPERTY

HOME AL ON CORE FINANCIALS JATA MANAGEMENT FINANCIAL

ASSET | FLEET | PROPERTY ORG | DISPLAY
«.. Asset Home > Fleet Home > Display PM Order > Change PM Ord¥¢ > Create Order

Creatre Maintenance Order : Central Rg
¥ | Cancel | [ System | | [Release | [Putin process... | |

Order ME01 [s00000000001 | [MMLP77 Emer Repair - fram Fire & =
Sys.Stalus _|cRTD ESTC MaNC NTOR =]

| History, Back

| [ Material availability, overall | | Paging/communication |

| [ Determine costs

HeaderData Wmlmmlmlpmlnmlmnmllmlmlmm

Person responsible Notifctn 500000000001
PlannerGrp - BLM Fleet Costs 375.00 USD
Mnwietr  Emcol |/ [Logo | BLM Work Center PMAGType |4 | Corecive Mainter

SystCond. ]

Address ]
Dates
Bscstat  [0s/14/2009 Priarity )
Basicfin.  03/14/2009 | Revision

Reference object

Func. Loc. 1400-Lnnn—wnn—;\:nﬂ LD Truck 4X4/LD SUV 4x4

Equipment 10001077 1V SEDAN MIDSIZE, HYBRID

‘ ‘ | JJ

1icEi[Ed

4

29. On the Order Put in Process window, select the W/O print radio button and then select ¥ the
Continue button.
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(= Order: Putin Process

) Printwio online window
) Print with online window

&) Wio print

Note: A work order must be placed in process before the status can be changed to
Technically Complete (TECO).

FMBS returns to the Create Maintenance Order Initial Screen.

Welcome ZTRN200
FBMS Help | Personalize
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY
«.. Fleet Home > Display PM Order > Fleet Home > Display PM Order > Create Order
i Create Maintenance Order: initial Screen

I+ [ System | | [Header data | [ Refresn |

| History, Back [

Order Type MEOL
Priority

)

Func. Loc.
Equipment
Assembly
Ping plant
Bus. Area

Reference
Order

[@ Order 4001149 saved with notification 10000989 i)lRT‘I (1102

30. To complete the work order, select the portal path PROPERTY — FLEET — Maintenance —»
Work Order —» Change Order to access the Change Order Initial screen.

31. Enter your work order number in the Order field.

Note: FBMS defaults the last work order you were working with into the Order number field.
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A

FBMS

HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY
.- Display PM Order > Fleet Home > Display P Order > Create Order > Change Order | History, Back Forwa

Change Order: Initial Screen
| b [Back| [Cancel | [ System | | [Header data | | Operations | [ Components Additional data | [ Flanning Settlement rule

Order 001149 |

ElrRT1(110)(E]

32. Hit the Enter key on your keyboard to display the Change Maintenance Order screen.

33. Select L Complete (technically) e Complete (technically) button.

Note: If the Complete (technically) button is not listed on your menu bar, select M the
More button and then select Complete (technically).

"‘“‘2:'4 -~ Welcome ZTRN200

EFBMS FBMS Help | Personslize | Log Off

HOME ACQUISITION CORE FINANCIALS

ASSET | FLEET | PROPERTY ORG | DISPLAY

... Display PM Order > Fleet Home > Display PM Order = Create Order > Change Order \ | History, Back Forwa E
Change Maintenance Order 4001149: Central Header

|+ | Cancel | [ System | | [ Schedule | [ Determine costs | | Waterial availability, overall | | Pagingicommunication | | Gomplete (iechnically) | | More... |

PROPERTY

TRAVEL

EMIS

DATA MANAGEMENT FINANCIAL ASSIS

Order ME01 [4001149 | MNLP77 Emer Repair - from Fire &l =
Sys.Stalus REL ESIC WMAT SEIC [5]]

_ ACTTTRERY Operstions | Components | Costs ; Pariner | Objects ; Additional Data | Location | Planning ; Control

Person responsible Notifctn 10000389 Ed
PlannerGrp Loi |/ Looo| BLM Fleet Costs 375.00 usD
Mn.wi.ctr - BLM Work Center PMACtType CM | Corrective Mainter

SystCond :l

Address il
Dates
Bscstat  |08/11/200% Priority ]
Basicfin.  |0s/11/2009] Revision |

Reference object
Func.Loc.  |1400-LO00-NMO0-A20! LD Truck 4X4/LD SUV 4x4
Eguipment 10001077 MY SEDAN MIDSIZE, HYBRID

-
4 ) | D

[=[RT1 (1103 E]

H)

34. On the Complete window, enter the Reference Date and MalfEnd Date as appropriate.
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35. Select M the Continue Button

[ Complete

Reference date 09/14) 2009
Reference time 13:26:57

Complete notifcing

Motification

Malfnctn data Damagel Motif. dates

Malf.start 09/11/2009 | |11:43:30
MalfEnd

\

Note: FBMS displays the message ‘Order XXXXXXX saved with notification XXXXXXXX on
the bottom left side of the window.

[] Breakdown
Breakdown dur.

HR

4.0 Troubleshooting/Common Errors

Error message/Action/Examples — common transaction errors, BP questions
Error

Description Resolution
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5.0 SOP Approval

Besides the relevant deployment and O&M team members (approvals noted in previous section), SOP's
should be reviewed and approved by the BP Team lead and the Production Support lead.

Name Role Approved Date
FBMS PMO - Business
Process Team Lead
FBMS PMO - Production
Support Manager
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