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Introduction

This document is designed to serve as a general overview to assist with
common tasks undertaken by a TMS Administrator. This document is
intended to be brief and concise.

It is intended as an informational tool regarding common TMS Admin tasks. It
also serves as great starting place for the most rudimentary tasks of TMS
Administration and a reference to other guides will be listed for further reading
at the end of many topics.

Creating a Group

Groups are created to give groups of people specified permissions and
segment access within the TMS application. Setting permissions will be
covered in detail in the “Setting Group Permissions” section of this document.
To create a group do the following:

Setup > Security > Users/Groups

Select the little paper icon.
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%] [ Favorites

Groups

roup Nam;
# % Biomed Limited
Z X Biomed Users
& 3 System Users (Full Access)
& X TMS Users (Full Access!)
& X Work Order Users (Limited Access) Facilities Segment

Default Segment
Biomed Segment
Biomed Segment
Facilities Segment

Facilities Segment

Records 1 -5 of 5
Users

1

User Name Display Name Default Group Name

& ¥ accruent\JFleming Jason Fleming System Users (Full Access)
Z X ALN Amity Norton TMS Users (Full Access!)
Z % ALNBIO Amity Norton Biomed Users

2 X AMV Alonna Yoegler TMS Users (Full Access!)
Z X AMVEIO Alonna Voegler Biomed Users

7 X ARW Alan Wilcox TMS Users (Full Access!)
Z % ARWBIO Alan Wilcox Biomed Users

7 X BAB Brian Bard TMS Users (Full Access!)

# % BABBIO Brian Bard Biomed Users



A new window will appear.
Here you will select the segments that the group will have access to.

Click Save.

i Group Setup X}

| Group
] Group Code”
|

| Description®

Default Segment”

Segment Permissions
Legend

Segment with Permissions

| save || Cancel Another

Creating a User

Users within TMS will have a username, password, and specified permissions
within the application based on the User Group that they are assigned to. To
create a TMS User do the following:

Setup > Security > Users/Groups

Click on the little paper icon

Groups

Group Name Defauit Segmen
X Biomed Limited Biomed Segmen|

. Biomed Users Biomed Segmen

Enwironmental S|

Facilities Segme

Biomed Segmen

E ental Services Users
* Facilities Admin

* group for but
* One Form Group Facilities Segmer|

X Permissions Test Group Facilities Segmel
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Users
User Name Display Name Default Group Name
* accruenthaagbatekwe Chike Agbatekwe System Users (Full Access)
* accruentyjwarren 1g1g System Users (Full Access)
* accruent\kgeorge Kyle George System Users (Full Access)
* accruentymmiche! Michael Michel Systemn Users (Full Access)
X accruentioves Ryan Bovee System Users (Full Access)
. accruent\rgrippe Ryan Grippe ers (Full Access)

* accruent\wvanhomn Will VanHorn ers (Full Access]
> ALNE Amity Norton Biomed Users
X AMV Alanna Voegler TMS Users (Full Access!)

* AMVBIO Alonna Voegler Biomed Users

N NNN SN NN NN




A new window will appear.
Fill out all the in required including choosing a default group.

Click Save.

| User Setup u

J‘ Main | Resource and Details |

‘ Required Information

User Name”*

[¥] Active
Display Name”™
User Password*

Re-Enter Password™

Default Group”™

| -

i Groups

Name

Save H Cancel H Anather

Password Reset

TMS OnLine clients can reset their own passwords by following the Forgot
Password link on the login page of the TMS Application. A reset password link
will be sent to the email listed in their user info in Setup > Security >
Users/Groups. TMS OnSite users must have their passwords reset by a TMS
Administrator within their organization using the steps below:

Setup > Security > Users/Groups
Click on the pencil icon to the left of user's name. A new window should open.

After changing their password and re-entering it in the field below, click Save.



Required Information

User Name”
Tom

Display Name"
Smith

User Password*®

D eeccessee

Re-Enter Password®
ssscceeee

Default Group”

Groups

(E—

Group Permissions

Setup > Security > Permissions

The screen below will enable you to select a group then set permissions per
module/function for all the different segments the group has been enabled to
access. You can learn how to view and edit the segments a group has access to
by reviewing the Group Creation section of this document.
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Selection Settings
Group” O Admin
[¥STM - System Users (Full Access) - O Full Access
Segment” ©) Read Only
[-lw Facilities Segment v:.] O No Access

Permissions ResetAll

4 Root (Mixed)
I Waork Orders (Mixed)
I Assets (Mixed)
Schedules (Full)
- Materials (Full)
" Purchasing (Full)
© Modules (Mixed)
Data Sources (Full)
" Reports (Full)
' Tools (Full)
» Setup (Full)




Creating a Resource

A Resource is an individual at your organization who completes WOs and can
enter Time Charges on WOs. They won't necessarily have access to the TMS
application; users have access to the TMS application. The next section will
cover how to tie a created Resource to a User. To create a Resource follow the
steps below:

Module > Resources > New

On the screen below, you will fill out all the required info on the Resource.

Save created resource by clicking the Save icon (floppy disk) at the top left.
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1B J 7] Edit: Load Form: Resources Master (TMS Enterprise) ~ Is Default 2 Favorites

Resources Master (TMS Enterprise)

Main

Identifcation z Location
Details
Resource Number* Segment”
| 1.- Facilities Segment |
First Name” site

Last Name* Building

( “Je | ( =}

Attaching a Resource to a User

After you have created a Resource and a TMS User, you can tie the two together
by going to:

Setup > Security > Users/Groups, then selecting the pencil icon next to the user.

Once doing so, a new window will appear. Choose the Resource and Details tab
and select the Resource. Click Save.



| Lhar Setup a
| Man | Resolsce and Detals
Recgusned Tnhormstio
o dcten
-
GrE
Kame
S0 CanciEl AT

Code Creation

Codes are created by navigating to Setup > General > Codes.

Choose the Segment, Module, and Code List to enable you to add, edit, or delete
codes used within TMS.

You can click the little paper icon to add codes and the Pencil Icon to edit
codes.

While editing a code you can enable or disable a code to show in New/Edit or
Query modes
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Identification

Segment”

‘ 0 - System - I

Module”

| WO - Work Orders |

Code List”

{Stalus Codes % |

List
B

Code Description Show in New/!

7 ACTIV ACTIVE True
& CANCL CANCELLED True
# CLOSE CLOSED (NO CHANGES) True
& CMPLT COMPLETED True

# PENDG PENDING True



Auto Print Setup

Auto Print enables WOs to print automatically if they meet certain criteria that
you specify.

Setup > Work Orders > Auto Print Setup

Below is a screenshot of the Auto Print Setup. The criteria section enables you
to choose the triggers of the auto print process.

Note that there is a New Status section. When WOs print automatically, the
Status and Sub-status change automatically to the values chosen here.

The Printing section allows you to choose the printer used for this process. If
the one desired is not in the list, then please have your local IT department add
the printer to TMS Print Services using the IP Address. Doing so will enable the
printer to be selected in the setup below.

s
I @ @  Favorites

rrrrrrr

Description”

rrrrrrrr

Sub Status”

sssss

Automatic Schedule Generation

Automatic Schedule Generation enables PM, PE, and Inspection type Work
Orders to generate automatically based on the next generation date specified
on their Schedule. If the next generation date on the Schedule falls within the
Due Date Range in the Automatic Schedule Generation setup, then a WO will
automatically generate and simultaneously update the next due date on the
Schedule.

Setup > PM Schedules > Automatic Schedule Generation



You will see below that you can set the frequency and the time of day that the
Auto Generation occurs.

Also, note that you can enable WOs to automatically print after generation.

The Auto Print Setup in the last section is usually used for Request and
Corrective Maintenance type Work Orders and PM/PE/Inspections usually print
automatically from the Automatic Schedule Generation setup below.
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H®» e 2 Favorites

Scheduling

Segment

2 - Biomed Segment B

[#] Schedule Generation Enabled for this Segment.
Run Date and Time"

-

Frequency”

Due Date Range

Start Date”
End Date
Printing
| Print Schedule Work Orders After Generation
Report

Printer Group

Printer

Custom Forms

Custom Forms enable you to see fields, tabs, and field arrangements in different
modules to meet the preference of your organization. Custom forms can be
created for Work Orders, Assets, Dashboards, PM, POs, etc. Forms can be
created to simplify the use of TMS or enable you to do more advanced queries
and creations.

Setup > Custom Forms > New/Edit

You will see below that in the Custom Form editor you can create tabs, move
tabs, add fields, move fields, and delete fields.

The fields available for use will be available to the right. Simply drag and drop
from the right to the area of the form preferred.

Ensure to save all changes when done at the top left.

The editor can be left anytime using the open door icon on the toolbar.
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OEX kwe XOUE=E, o

TESTI Update All Modes: [on ]

X ¥ Main (

68y MR ~) Groups / Fields

%AV Details Required Asset

% A ¥ Child WO WO Number’ Asset Number Asset

A .

| XAV Asignments | || pegcription” Asset Description

X A ¥ Procedures.

% A ¥ Time Charges Account’ Manufacturer Code
Skill* Model Number
[
Type* Serial Number

- ") Total Cost
Status’
( = Requester (] User Defined
Sub Status™ Requester
[ )
priorty” Ph
Pager
Location
Segment" Email
2 - Biomed Segment Sam
site Requester Remarks
{
Buiding
)

( 2 ©) Grids
Location

PM Creation

v) Other Items

PM stands for Preventive Maintenance. PM Work Orders are done at a
scheduled time and in regular intervals. PM schedules generate PM type Work
Orders at intervals specified on the PM Schedule during creation.

PM schedules require an Asset to be chosen.

You will see on the right that if the value “Calendar” is chosen then Next Due

Date and Frequency fields will become available.

Schedules > PM New

Work Orders Assets Schedules Materials Purchasing Modules Data Sources Reports Taols

A2 9 p @ Edit: Load

Form: PM Schedule Master (TMS Enterprise) ~

Is Default

°

Favorites

PM Schedule Master (TMS Enterprise) *

Main
Details Template
| Description”
Test!

Schedule”

| ¢ - calendar

Type"

|A - Active

Category

Asset

Asset Number”

Asset Group

‘Work Order Defaults

Segment”

1 - Facilities Segment

Account”

l

Shop

Priority”

Status”

il

Calendar

Next Due Date”

Frequency’



Manual Schedule Generation

Manual Schedule generations can be performed at any time and for a variety of
reasons.

You can perform a Manual Schedule Generation to get a PM Work Order sooner,
or to receive a PM/PE/Inspection type WO after a failed Auto Generation, or
even just for preference over Auto Generation.

Schedules > Manual Schedule Generation

You will see below many different fields to query schedules by. You can chose
the Schedule Due date fields to capture PM type WOs that would fall between
the chosen ranges.

After choosing the criteria to query, execute the query by selecting the blue
lightning bolt icon.

After executing the query, select the Work Orders you wish to generate. Take
note that you can enable the WO to generate without updating the next due date
among other options.

Click generate to finish the process.
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5 7] orm:  Schedule Generation ~ |Is Default &3 avorites
F Schedule G 11 Defaul @ Favori

Schedule Generation

| schedule Query

Identity - Schedule

Schedule Number [¥] Gnly Include Meter Schedules Due

el

= ) Only List Schedules for Due Dates
Description - Due From Date”

Moddle Due To Date”

\ - =
Schedule

| ~|E Asset

Category Asset Number

\ !

Template Status | Asset Group

[A- Active =B (3

Frequency

[ = Assignment

Assignment
Work Order Defaults

Segment

[1 - Facilities segment ~|@

[Z only List Schedules with Checklist [
Account

( ~|@

Priority

Status
\ B!
Sub Status

| !
Skill
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7 ﬁ‘ E; Z Form: Schedule Generation ~ |Is Default 2 Favorites

et

[ Schedule Generation

I Generation List Options Random Generation |Gene{ate
| Schedule Query | [[] se system date when processing [ Enable Random Generation
Do not update next due date Percentage to Generate
St 3123
Create multiple WOs if Due Date in Date Range
Number of Records to Generate
Sample: 12
|| selectAl || unsetect Al
‘ S8 [ Results Viewer:
["]  Exceptions PM Number
] No 1022

Web Request

Web Requests enable people in your organization to submit unplanned Work
Orders via an external URL.

Modules > Web Request > New/Query
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AEAxXO 25 0@ & a | Edit Load Form: Web Request =

‘ Web Request

| List

| Maiiry Required

( T URL

| Work Order Settings r

—_ | http://aussuptmsdb0l.accruent.com/PRO17510/webrequest/default.aspx?p=18&s=7M45E6s]IZrvEZKgO1gs00AEOUT4AS|
| Asset settings Baoaliis? — = il 01

|Fort Wayne Hospital

Description”

Facilities - Requires asset and email address. No asset. No asset search.
Segment

1 - Facilities Segment

Status”

(acTy - Active

[ Require User Login
Authenticate only via Active Directory

Show Remember Me Checkbox at Login




When editing (or after creating a Web Request page) you can choose to have
users log in before gaining access to the Web Request page, or leave it
accessible to anyone with the URL.

After clicking the Work Order Settings tab, then the Field Designer, you are able
to add, remove, hide, and move available fields to Query and Create work orders
via the Web Request URL.
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HoX0 8 e Q@ & # o ki Load Form: Web Request v [spefaut| & @  Favorites

Web Request Web Request: Fort Wayne Ho

 List

i Details | Field Designer
| Main

| Work Order Settings Work Order Field Designer Update All Modes:
| Asset Settings

i . ~) Fields

WO Number* ) Asset

™| Complete

™) Custom Fields

T Location

| - ) Requester

skil” = Required

™) Schedule

(
. =
[ = : ™) User Defined

All the fields available for use can be found on the right hand side. You can
choose to only edit New or Query by disabling “Update all modes” at the top
right.

Please note that this area is one of the few times in TMS that you can right click
fields. If you right click any field in the Web Request editor, you will open the
field's properties to further edit the functionality.

You can preview your Web request any time by clicking on the paper icon with
the magnifying glass over it.

Always remember to save after making changes.



Data Sources

Data Sources contain information for retrieving a subset of data from the TMS
database. Data Sources enable users to choose what fields are shown, and
what criteria must be met for items to be listed. Data sources can be built for
almost every module in TMS: Work Orders, Assets, Resources, etc. Data
Sources can be exported via Excel, PDF, or added to a dashboard after creation.
Data Sources are one of the deeper areas of TMS. For this reason, it is highly
advisable to review our TMS Data Sources Guide for a more in-depth exploration
of the functionality and breadth of the Data Sources module.

Data Sources > New

Data Source - New]
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A ) 9 @ Edit: Load Form: Data Source - |IsDefault, @ Favorites

Data Source

(Main

Required Classification
Name* Segment"
| | 1 - Facilities Segment

Description” Category

Sub Category

| AcTiv - AcTIvE

Type”

Module”

Saved Query

Query Text

Dashboards

Dashboards enable quick viewing to Data Sources. Data Source items can be
double clicked to open in a child window.

Different Dashboards can be opened by choosing the dashboard name in the
Form field on the toolbar.

To add a tab, click Add Tab on the toolbar. To add a Data Source to the current
tab, click Add Widget. You will then be prompted to choose the Type.

Multiple data sources can be added to a single tab. After more than one Data
Source is added to a tab, you can click the Gear Icon on the tab to enable you to
choose the formatting of the Data Sources. Data Sources can be dragged and
dropped up/down or left/right to your desired location.



Please review our TMS Dashboards Guide for a more in depth explanation of all
the additional Dashboard functionality.

Modules > Dashboards

IR TS Onsite Version 2017.5.10.5 - Uason]
Work Orders  Assets Schedules Materials Purchasing Modules Data Sources Reports Tools Setup  Help

QX 88 AddTab Add Widget Form: Jason - IsDefault &%  Favorites
Active WO PM Schedule & | WO Completion & | PM Completion @ | Work Order Statistics @ | RSS Feeds @ [ Bookmarks and Links & |

(Active PM WO Report

Date Field: [Date Needed v | @[f] | Updated @
‘ July, 2017 g September, 2017 October, 2017 November, 2017
SuMo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su M
1 12 3 4 5 | : i 28 &

2 3 4 5(6)7 8 6 7 8 91011123 456 7 8 9 1 23 4567 567 8 9101 3 4
9 10 11 12 13 14 15 13 14 15 16 17 18 19 10 11 12 13 14 15 16 & 9 10 11 12 13 14 12 13 14 15 16 17 18 10 L
16 17 18 19 20 21 [B8) 20 21 B8 23 24 25 26 17 18 19 20 21 22 23 15 16 17 18 19 20 21 19 20 21 22 23 24 25 17 L

23 24 25 26 27 28 29 27 28 29 30 31 24 25 26 27 28 29 30 22 23 24 25 26 27 28 26 27 28 29 30 2 2
30 31 29 30 31 31
(Oroday: 7/6/2017

wo # Description skill Priority Created
5312 Q- MONITOR, FETAL 810 4 7/1/2007 200 PM
5314 Q- MONITOR, FETAL 810 4 7/1/2007 200 PM
5315 Q- MONITOR, FETAL 810 4 7/1/2007 200 PM
5316 Q- MONITOR, FETAL 810 4 7/1/2007 200 PM
5322 Q- MONITOR, FETAL 810 4 7/1/2007 200 PM
5277 M - CT SCANNER 810 4 7/1/2007 200 PM
5279 M - CT SCANNER 810 4 7/1/2007 2:00 PM
5282 Q- CT SCANNER 8I0 4 7/1/2007 200 PM
5287 M - CT SCANNER 810 4 7/1/2007 200 PM
5294 Q- X-RAY, FLURO 810 4 7/1/2007 200 PM
5306 Q- MONITOR, BLOOD PRESSURE, INDIFBIO 4 7/1/2007 200 PM
15410 Q- BED INSPECTION - NEB 810 4 6/2/2017 905 AM

Reports

Reports in TMS are either Designer type or Standard type. Standard Reports are
based on Data Sources within TMS. When creating a Standard Report, after
saving the first screen a “Report Layout” tab will appear on the left hand side.
This tab will enable you to move labels and fields around as desired. Reports
can be exported as PDF or Excel files using the corresponding icons on the
toolbar. Designer Reports are built then uploaded into the TMS system via the
File Path field when creating the Report.

Reports > New

B TMS OnSite Version 2017.5.10.5 - [Report Definition - New]
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A\ ‘o‘ Edit: Load Form: Report Definition - s Default‘ 2 Favorites

Report Definition

| Main

Required Classification
Name” Segment”

‘ 1 - Facilities Segment
Description” Module ID

Category
Sub Category

Status”

* ACTIV - ACTIVE
Type




Email Response

Email Response enables the TMS System to automatically send out Work Order
Status updates to the Requester of the Work Order. When creating the Email
Response you will be prompted to choose a Data Source. The Data Source
selected will serve as the formatting for the email that is sent. The “From”
address does not need to be a valid email.

It can be a DONOTREPLY @organization.org for instance. After selecting the
SAVE icon a “Details” tab will appear. The Details tab enables you to choose the
Status/Sub-Status combinations that trigger the Email Response.

Modules > Email Response > New

B T™S OnSite Version 2017.5.10.5 - [Email Response - Edit] - Email Response: dfjhdf
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| |/ D |k L7] it: 0a orm: Email Response - s Default |54 @ avorites
A Ed Load F Email R Is Defaul 4 F

‘ Email Response

‘ Main

1 Details

Status List Selected Sub Status List
Status

|acTv - acTive -

# ACTIVE PRIORITY ESCALATED

® ACTIVEISSUED, BEING WORKED ON

® ACTIVE AWAITING PARTS

* ACTIVE READY TO ISSUE

™ ACTIVENOT ISSUED

™ ACTIVE FAILPM

> ACTIVE PARTS RECEIVED




Email Reports

Email Reports enable users to have the TMS System automatically generate and
email-out specified Reports to specified users at specified intervals. After you
fill out the information on the first page and select save, other tabs will appear
on the left hand side.

The Content tab will enable you to select the reports that will be sent.

The Addresses tab will enable you to choose the emails that the Email Report
will be sent to. Please separate the emails with a semi-colon.

The Schedule tab will enable you to choose the interval that the report will
generate on.

Reports > Email Reports > New

l TMS OnSite Version 2017.5.10.5 - [Email Report - Edit] - Report: test
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| &/ ¢ & L7] it: 03 orm: Report x |Is Default L24 il
A& e : Ed load _ = Form: R [1s Defaut 154
Email Report
| Main
| content il QOptions
| Addresses % ; [ Skip 1f Empty
- —
| Messages Frequency’ || Skip Weekends

| Schedule ‘ =
Interval”

Last Sent

Exceptions

]

Start Date End Date
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