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I. INTRODUCTION

Thank you for choosing e-workordersplus for your CMMS needs.  These instructions will walk you through generating, downloading and importing your Work Order and Preventative Maintenance reports.

There are two types of reports - standard reports and month end reports.  

Standard reports are generated as either HTML documents viewable by any current web browser or as excel documents.  These .xls files are different from the Month end reports in that they are just a table with the information organized within and do not contain graphs or other visual interpretations.

Month End reports include much more data and once imported into Excel, using our template, provide graphs for easy interpretation of the data.  

II. WHAT YOU NEED

In order to get the reports on your computer, you will need:



1. An active internet connection and web browser (IE 5 or later recommended)



2. A working copy of MS Excel (2003 or later recommended)



3. An active user account on e-workordersplus.com (contact us if you need this)

Once you have these you are ready to begin.

III. GENERATING THE REPORTS

1. To generate standard/custom reports

· Login to e-workordersplus.com using your login information (If you have forgotten this, please contact us to get it again)

· On the main screen, in the reports section click on the type of standard report you want

· On the main PM or Work Order report screen the first two fields list saved reports that are either only viewable by your login (personal) or are available to any login for your client name (everyone). These saved reports do not contain the data but rather are a saved list of criteria for generating a report so if one of the criteria is selected but not constrained, using this same report at a different time can generate different information. Using one of these saved reports is just like generating a custom report, you just already have specific options checked and criteria input. Follow the instructions for generating a custom report and be aware that certain options may have been checked that you don't know about.  If there is nothing in the first two fields, then there are no saved reports on our server that you have access to.  You will have to generate your own custom report.

· Click on the Custom Report link (or the name of the saved report)

· Select the criteria for the report.  By default no criteria are selected.  To select all click the Check All link at the top of the page.  You do not have to input data into the fields unless you wish to constrain the scope of the report. Any blank fields will select all available data for that criterion.

· Click next

· The Sort Order page allows you control how the data is arranged within the report. If you leave these fields blank, the report will follow its default arrangement.  If there are no options in the fields then no criteria were selected, go back to the previous screen (back on the browser) and make sure at least one criterion is checked. 

· Report format allows you to select either HTML or Excel.  HTML will generate a table that can be viewed on any current web browser.  Excel will generate an .xls file that can be viewed in Excel.

· The save report checkbox allows you to save the criteria you have input for future access.  It does NOT save HTML reports on to your computer.  If you do wish to save this report for future use, make sure the save report checkbox is checked and put in the name you wish to save your report settings as when you come back.  The Personal option will allow only your login to see this saved report while the Everyone option will allow everyone with your Client Name to see this saved report.

· Click next

· If you selected HTML format the page displayed will contain your report.  If you wish to save it to your computer, in the menu click File/Save as and save it into the location you wish.  Opening this file on your computer will open your default web browser.

· If you selected Excel format you will be prompted with a file download window.  Select save and choose the location you wish the file to be.  Once the download is complete, you will still have the sort order window visible.  You can now open this file from Excel.

· Click Home in the upper left hand corner to return to the main screen.

E-workordersplus generates Month End reports for import into Excel.  These are not .xls files that can be directly opened but are .txt files that must be parsed into Excel by our Template (See section V. THE TEMPALATE).  

2. To generate Month End reports: 

· Login to e-workordersplus.com using your login information (If you have forgotten this, please contact us to get it again)

· From the main screen click on administrative tasks

· In the reports section, there are two options: Export data for month end reporting and Download Excel Report Template.  You only need to download the template once, it is then re-used to import and view the reports you generate.  See more about this template in section IV.  

· To generate the report, select the year you wish to view. and click go.

· There may be a pause (for up to a couple of minutes) while our system generates your report

· Once the page finishes loading, there will be at least two links on the left side of the screen.  The first two links (the only links if you have not used portfolios) include all the data for your client broken down into work orders and PMs.  The remaining links include all the data for specific portfolios with two links each, one for work order data and one for PM data.

· To download these, right click on the link and select save target as.  

· Depending on the browser and operating system (Win xp with IE must do this!) you need to change the extension on the file.  Certain browsers will automatically force the .html extension.  It needs to be .txt. 

· In the Save as type:  field, select All Files from the pull down list.

· In the main save as window, navigate to C:\ and make sure the html extension is changed to .txt (you may have to change it manually) do not otherwise alter the filename, however, as this may complicate the data import into excel.

· Click save

· To view the information in the reports, you must first import the data into excel using our template.

IV. IMPORTING THE MONTH END REPORTS INTO EXCEL


In order to view the data in a month end report, you must first have downloaded our template onto your machine

· Login to e-workordersplus using your login info

· click on Administrative tasks

· In the reports section, right click on Download Excel Report Template and select Save Target As...

· Depending on the browser and operating system (Win xp with IE must do this!) you need to change the extension on the file.  Certain browsers will automatically force the .html extension.  It needs to be .xls. 

· In the Save as type:  field, select All Files from the pull down list.

· In the main save as window make sure the html extension is changed to .xls (you may have to change it manually)

· Navigate to where you wish the template to be.  This file does not need to be in the root (C:\) but it is recommended for simplicity

· Click save

Once you have downloaded the template and have generated and downloaded the Month End reports as .txt files, (see section III part 2) you need to open the template in Excel.  You can double click the .xls template or choose file/open from within Excel.  If the file gives you a Macros error, please read the Notes on Macros section.  

When you have the template open and the report files are in the root directory (C:\) (*see macro notes in section V)

· At the bottom left corner of the screen in excel is a bar for navigating the tabs across the bottom.  Click on the right most button in this bar to go to the last tab, Lookup.  Click on this lookup tab.

· In the first set of highlighted fields labeled Raw Datafiles you will need to change the filenames on the right to the names of the .txt files you downloaded from the site.  If you have done this before, you may not need to do it again.  

· Select the first field with the cursor (wo_abc.txt is default) and change the name at the top of the screen and press enter.  Be sure to include the .txt file extension.

· repeat for the second field (pm_abc.txt is default)

· If you wish to view the data for just one portfolio, use the names of the files associated with the portfolio you wish to view.

· go back to the Main Menu using the button at the top of the screen*

· click on the Import Data button*

· The screen my flash to several different screens while the template is updated

· Once the report is imported into Excel choose file/save as and save the file under a different name in whatever location you wish.  If you save it as Report.xls you will overwrite the template and the data will be overwritten when you import again.  Once the file has been saved as a normal .xls file, it can be used as any other excel file.

· To import a different file, go back to the lookup tab and change the filenames to the new .txt files you wish to import.

V. MACRO NOTES IN EXCEL

Our Excel template uses macros to automate the process of importing .txt files downloaded from our site.  Security settings within Excel may prevent our template from working properly.

In Microsoft Office 2003 or later, a component checks all XML files that have references to XSL files for script that could be unsafe. If macro security is set to High, running this script is disabled. If macro security is set to Medium, the user is asked whether or not to run script in XSL files. If macro security is set to Low, the script is run.

Under all settings, if antivirus software that works with Microsoft Office 2003 is installed and the file contains macros, the file is scanned for known viruses before it is opened.

In order for our template to run, security must be set to Medium (recommended) or lower.

· On the Tools menu, click Options. 

· Click the Security tab. 

· Under Macro Security, click Macro Security. 

· Click the Security Level tab, and then select the security level you want to use. (Medium)

The Medium security level will prompt you when you open the report template or reports saved from the template and ask you if you wish to enable macros, click enable macros to allow the buttons and importing to work.

