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1 INTRODUCTION

1.1 Document Purpose
The purpose of this training document is to provide steps on how to enter/maintain
Assets and process transactions on the NetSuite system.

1.2 Scope

The focus of the training will be on the below functions in NetSuite:
e User and User Groups
e Data Maintenance

e Reports
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1.3 Process Flow

Flowchart Legends

The following are the flowchart symbol legends:

Flowchart Symbol Legend

Automated
Process

¢

Process

Flow
_ >
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The following figure shows the Technical Assets Management Process Flow:

SAWS — Technical Assets Management
PROCESS ROLE INPUT PROCESS OouTPUT
Message to
Close the
Notification notification
originator
R o Break Create
eques down Notification
E
\ 4
Approved | Create Work Work Order Work Order ‘Work Order
Notification Order Planned Scheduled completed
Work Order
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2 TECHNICAL ASSETS MANAGEMENT

2.1 Users and User Groups
2.1.1 Add User

e (o to Settings > Users > New.

OUTH AFRICAN WEATHER SER... B
o & Import || (& Bxport || & Print Show Video Hel
® oeshooard i .
Users with status:  sctive v
¥ Maintenan
. Businesses Email Address Full Name. Telephone User Name Groups.
@ Notifications
_ o Guest Guests
Wl Assets
o sipho, bandaiieoh.com Sipho Banda 0718769527 sBanda Purchasing, Managers,
™ Training1 Training1 wanagers, Technicians
o Training2 Training2 WManagers, Technicians
o Training3 Training3 Managers, Technicians
o Tralningd Trainingd Managers, Techniclans.
o Training5 TrainingS Managers, Technicians
o Trainingé Trainings Managers, Technicians
o Tralning? Tralning? Managers, Technkians
o Training8 Trainings Wanagers, Technicians
™ Trainings Trainings wanagers, Technicians
Connect Management
v~ ™ Training10 Training10 Managers, Technicians
L o Training11 Training11 Managers, Technicians.
Tralning12 Training12 Managers, Technicians.
o Training13 Training13 Managers, Techniciens.
-~ Trainina14 Traininn14 Mananers. Tachnicians
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o Enter values for the following fields on the Account tab:
o Full Name — Training21

Title — Trainee

Email — Training21@weathersa.co.za

Telephone — 012 655 1589

Address - Doornkloof 391-Jr

City — Pretoria

State — Gauteng

Postal Code — 0157

Country — South Africa, Republic of

Hourly Rate — 150

User Name — Training21

O O OO OO0 OO0 0 Oo

4 Back Save And Create Another Show Video Help

User: New User #U28

| Inactive | 3
| Trainee |
Account Groups Reports To Messaging Files Certifications Log
Contact Information
[rraining21@weathersagco.za |
Telephon Teleph
Jo12 655 1589 |
|Doornkioof 391-3¢ |
City Stal
= astructure LPretoria ] [cauteng |
ors7 | [South Africa, Republic o v
Batch Meter Reading Ll south Africa, Republic o |
|10 ] [Eeuth African Rand | R
Locale Preferences
Logir
Dashboard
Root Template -
Security and Access
[raining2: |

No access Manage API access

Log OFf
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e Select the role on the Groups tab e.g. Technicians.

& Back “ Save And Create Another Show Video Help

User: New User #U28

Full Nam
Training21 Inactve | 3¢

Personnel Cod T

U8 Trainee

Account Reports To Messaging Files Certifications Log

T J s @ memt of the following user group:

Administrators
Technicians
Managers
Guests
Logistics
Purchasing
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e Click the Report To tab then add button

Bk Save And Create Another | | Show Video Help

User: Training21

Full Name

frraining21 inactive | 3
Personnel Code Title

uzs Trainee

Account Groups Reports To Messaging Flles | Cestifications Log

Manager
Reports To
Batch Meter Reading | =
No records

e Enter the managers name e.g. Trainingl then click the OK button.

REPORTS TO USER

User
New User #U28

Reports To
I?r’;iningl I hd

‘ Show Video Help ‘
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User: Training21

uz8 Trainee

Account | Groups | Reports To Messaging Files
Email messages & alerts
’ v

Work Orders & Work Requests

Batch Meter

Show Video Help

Inactive

Certifications Log

Click the Inactive button to activate the user profile.

User: Training21

Training21

Personnel Code

128

Account Groups Reports To Messaging
Email messages & alerts
v Fl

Work Orders & Work Requests

Batch Meter Reading
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Show Video Help

i
Trainee

Files Certifications Log

x

—_~—

South African
Weather Service

Page 11/19



®

A

South African
Weather Service

e Select the User must set password via email when this account is activated
option or Set password manually then Click the OK button.

CHANGE USER PASSWORD

@® User must set password via email when this account is activated.

[t possword manually

New Password Repeat New Password

@ Click Here For Password Requirements

¢ Click the Save button

SOUTH AFRICAN WEATHER SER.

4+ Back | Save Save And Create Another | | Show Video Help

User: Training21

Full Name

[rraining21 | o | Actve

Personnel Code Tite
u28 Trainee

Account. Groups Reports To. @m Files Certifications | Log I
Email messages & alerts

@ Emall All Messages

| Mail All Messages @ Push Notification Messages
Work Orders & Work Requests

@ Pending @ Active @ Closed

| fot the following assets:

) All Assets @ Assets I am assig ts in the facilities that I manage

Batch Meter Reading | ~

e, but the ne

work order is not created because active work order
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2.1.2 Add User Groups

o Go to Settings > User Groups > New.

&3 Export || & Print Show Video Help

User Groups
Full Name
Administrators
Technicians
Managers
Guests.
Logistics
Purchasing

Workflows
urity & Infra

Batch Meter Reading -

o oo | R | 5o vocoren

User Group: New User Group #R29

Users. Assigned Assets Menu Permissions Page Permissions Purchasing Permissions Api Applications API Permissions

sets assiar

Code Name
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e Under the Menu Permission, select permissions

SOUTH AFRICAN WEATHER SER... )
& Back She

User Group: New User Group #R29

¢ Video Help

Planners
Users Assigned Assets Menu Permissions Page Permissions Purchasing Permissions Api Applications

Can See 'Settings' Top Menu
Can See 'Users' Menu Item
Can See 'User Groups” Menu [tem
Business
Import Can See "Business’ Menu Item
Cmims S ] Can See "Import’ Menu Item
Can See 'Cmms Settings’ Menu Item

Can See "Notification Templates' Menu Item

Localization Can See 'Connect Management' Menu Item
Audit Log

Can See "Localization' Menu Item
Workf]

o i Lot
Security & Infrastructure TR el

Can See "Workflows' Menu Item
Can See "Security And Infrastructure’ Menu Ttem
Can See 'Help' Top Menu
Can See 'Log Off Top Menu
Can See 'Dashboard' Top Menu
Can See 'Dashboard’ Menu Item
Can See "Calendar’ Menu Ttem
Can See "Asslgned Assets’ Menu Item
Can See 'Assigned Work Orders' Menu Item
Can See "Submit Work Request’ Menu Item
Can See "My Purchase Requests’ Menu Item
Can See 'Submit Purchase Request' Menu Ttem
Can See 'Maintenance’ Top Menu
Can See "Work Orders' Menu Item

Can See 'Scheduled Maintenance' Menu Item e

51 record.
Log OFf
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e Under API Permissions, select permissions then save.

SOUTH AFRICAN WEATHER SER...
& Back Show Video Help

@ oeshboard

32 Maint

@ notifications
'} A

Supplies

User Group: New User Group #R29

W Purchasing Users. Assigned Assets Menu Permissions Page Permissions Purchasing Parmissions Apl Applications

O Fiix Mc

7 Infer API Permi

jons from Pag

No records

Notification Templates

i Maanet Class Add Find Change Remove

Account
Asset
Audit Log
Workflc

AssetBusiness
nfrastructure AssetCategory %
AssetConsumingReference

AssetEvent

AssetEventType

AssetEventTypeAsset

AssetOfflineTracker

AssetUser

BillingTerm

Business

BusinessClassification v
CalendarEvent v
ChargeDepartment

Country v
Currency =

CycleCount

File
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API Permissions

d ather applications use the following API permissions. The button below is a convenient tool that will infer those permissions from the Page permissi
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2.2 Data Maintenance

To update or add maintenance types

¢ Go to Settings > Cmms Settings > Lookup Tables then click the add button
on maintenance types table. Enter the name and description.

MAINTENANCE TYPE

Name
New Maintenance Type #8

Description

Color
FFFFFF

p—

Technical Assets Management Training Manual Page 16/19



)

South African
Weather Service

To update or add work order statuses

¢ Go to Settings > Cmms Settings > Lookup Tables then click the add button
on work order statuses table. Enter the name and description.

WORK ORDER STATUS

Name Control
New Work Order Status #8 Pending ¥

—
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2.3 Reports

To run a Work Order Cost Detail Report:
e Go to Reports > Work Order Cost Detail Report

3 MNew Import Show Video Help
B x| oftype: -
T OGO S ST O S TV TG Dy oot S ST e S 1 SHGC T B DTG TGV T2
Asset Reports [FIDX] List of meter readings added to an asset This reportlsts all meter readings added to an asset fitered by asset, assel
Asset Reports [FIDX] List o offine assets This reportlsts all assets. which are offiine. You can filter the report by locat
Asset Reports IFIDX] List of offine assets (Improved Version) The report shows the lst of offine assets along with the details for the lates.
Open Work Order Reports [FLIX] Open PM Work Orders List Repart “This report displays the st of all open PM work orders assined to a mainte.
Open Work Order Reports [FILX] Open Work Order Graph Report This graphical report shows the split of work onders by maintenance type fo...
Open Work Order Reports [FLIX] @pen Work Orders Detail Repart “This report displays the detailed It of all open vork orders assigned 1o a m
Open Vicrk Order Reports  [FIIX] Gpan Wark Orders List Report This report displays the st of 2l open work orders assigned to a maintenan
Open Work Order Reports [FITX] Qverdue Wark Orders Detail Report. List of open wark orders that passed expected completion date.

Inventory Cantrol Reports IFIIX] Parts inventary wark shest, filtered by location an... ~ Lists inventory informetion far all parts and supplies filtered by location, and...

Scheluled Malntenance [FIIX] Plarned Maintenance List Per Site This report lists all the SH's with thelr detalls associated with the particular s
Forecasting Reparts [FILX] Planned Maintenance Tvro Week Lookout This report shows the Upcoming planned malntenance for a particular paren.
Closed Work Order Reports  [FIIX] Projects Report with Work Grder details This report lists the WO and total cost related details for each Work Order 1
@pen Werk Order Reports [FIIX] Requested Wiork Grders List Report This report shows the list of requested work arders.

Open Werk Order Reports [FITX] Shift Report This lsts all the werk oeders modified an a specific date, fitered by asset ea
Scheduied Maintenance IFITX] Site Asset & SM Summary Report This report lists the assets in the facility and their corsponding SMs.
Scheduied Malntenance [FIDX] Skipped PM's Report by Site by Maintenance Type  When scheculed maintenance s due, the new work order is not crested ffa
Forecasting Reports [FIDX] Upcoming Scheduled Malntenance Detall Report  This report lsts all of the upcoming active scheduled maintenances that wil
Forecasting Reports [F11] Upcoming Scheduled Maintenance List Report This report lsts all of the Upeoming active scheduled maintenances that wil
Forecasting Reports [FID] Upcorming scheduled maintenance with stock fore...  This report lists all of the upcsring active scheduled maintenances, fitered
User Reports [FID] User Certifications Report (by Liser Group) This report shows the certfications of all users in the systern as well as their
Business Metrics. [FIIX] Work Order Gost Detail Report This report totals up the labor, and parts casts associated with closed work
Business Metrics. IFIIX] Work Order Cost List Report This report lists the laber, parts and misc cost associated with work arders.
Inventory Control Reparts. [nen] List of recelpts, recsived between two dates This lsts el necelpts In your system, between two dates, as well s the Indlv..
Inventory Control Reparts. [new] Work order part usage history, created between t...  Lists all work orders that have consumed a part, between two work order cr...

e Click the Run button.

SOUTH AFRICAN WEATHER SER...

Sipho Banda e

& Run Show Video Help

0 Dashboard
‘% Maintenance

@ nNotifications Name .
[FIIX] Work Order Cost Detail Report

Report: [FIIX] Work Order Cost Detail Report

WY Assets
Supplies
Definition Schedulin
W pyrchasing 9
Reports ~ Description
This report totals up the labor, and parts costs associated with closed work orders,
Reports for assets at a particular point in the hierarchy.
L+ settings This report can be copied and modified using the report writer.
Instructions
Batch Meter Reading Click 'Run’ and choose the relevant parameters
Report Category

Business Metrics
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Enter values for the following values:
o From Date (datetime) e.g. Ju 01, 2019
o To Date (datetime) e.g. Aug 01, 2019

Then Click the Run button.

REPORT PARAMLTLRS

Instructions
Click 'Run’ and choose the relevant parameters
Render In Format
POF
From Date (datetime)
Jul 01, 2019 01:33:00 AM
To Date (datetime)
Aug 01, 2019 01:33:00 AM
Asset (link)
I v
Asset Category (link)
Al v

S Run | | | Show Video telp |

Review the Work Order Cost Detail Report

South African Weather Service

South Atrcan
Wasther Servica

[FIIX] Work Order Cost Detail Report

This report was run on: Aug 01, 2019 01:37:50 AM
with the following parameters

Jul 01, 2019 01:40:00 AM
Sep 01, 2019 01:40:00 AM

“All"
Asset Category: "All"
‘Asset Code Asset Name
WO Code Description Labor Cost Parts Cost Misc Cost Total Cost
58 Breakdown
Asset Code Asset Name
A13 26062
WO Code Description Labor Cost Parts Cost Misc Cost Total Cost
47 Test. 30.00 30.00
89 Notification Test
7 Testing
3000 30.00
Asset Code Asset Name
AT A290007
WO Code Description Labor Cost Parts Cost Mis Cost Total Cost
63 There is a crack on wall. 400.00 400.00
400.00 400.00
‘Asset Code Asset Name
A29 A290008
WO Code Description Labor Cost Parts Cost Misc Cost Total Cost
78 Testing
Asset Code Asset Name
Ad6 24324
WO Coda Description Labor Cost Parts Cost Misc Cost Total Cost
67 There is a breakdown.
80 Radar is down. 160.00 600.00 1.000.00 1,760.00
16000 60000 1.000.00 1.760.00
Assel Code Asset Name
A1 FAMO035150
WO Code Description Labor Cost Parts Cost Misc Cost Total Cost
86 The radar is down again. 240.00 30.00 1.000.00 1.270.00
240.00 30.00 1.000.00 1.270.00
800.00 660.00 2,000.00 3,460.00
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