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Start-up Kit    
 
How to use it:  
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     This kit contains: 
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Notes: On the Received By, Assigned To, & Completed By droplists, do not  include employee names you already entered in 
Utilities/Setup.  Those names will be merged temporarily with ones on theses three lists.  On Assigned & Completed, enter 
contractors, vendors, etc. Even non-specific terms like "city trash pickup"  or "mfg warranty dept"  will be helpful.  In the 
Utilities/Settings worksheets, On-the-Go, Web Interface, & KPI's are not covered. 
 
If you need help: 
The help desk may be reached at (603) 574-4520.   It is live from 9:00 to 5:00 E.T., but voicemails may be left at any time. 
Please be sure to leave your name, company, phone number, software version number (located on the "About" menu option 
from the main screen), and a brief description of how we can help you.  You may also get answers to questions by e-mailing us 
at7�support@BigfootCMMS.com ���
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� MAJOR 
# 3 

MAJOR 
# 2 

MAJOR 
# 1 

MAJOR 
# 4 

SUB   “A” SUB   “B”  SUB   “C”  SUB   “D”  

SUB   “E”  SUB   “F”  SUB   “G”  SUB   “H”  

MAJOR #1 
Uses Subs 

B 
D 
F 

MAJOR #2 
Uses Subs 

A 
B 
D 
E 
F 

MAJOR #3 
Uses Subs 

G 
H 

MAJOR #4 
Uses Subs 

A 
B 
C 
D 
E 
F 

What you see above is a listing of categories. The chart below shows what 
we mean by “not every major category uses all the sub-categories.” In this 
case, sub-categories G & H only exist to organize major category #3, but 
they are part of the LIST of sub-categories. 

      Categories 
 
The purpose of having categories and 
sub-categories is to allow you to narrow 
down the equipment list into logical 
groups, rather than viewing one long list 
of equipment.  You are not required to 
use the categories and sub-categories.   
 
To setup categories , go to Utilities and 
select Manage Drop Lists.   This is 
where you will set up the categories and 
sub-categories, to select when setting 
up an equipment profile.   
 
Note: The main screen will show ONLY 
those categories and sub-categories 
that have been used in an equipment 
profile.  Categories & sub-categories will 
not appear on the main screen until they 
have been selected during the creation 
of an  equipment profile. 
 
If you prefer to see one list of equipment 
with no categories or sub-categories, 
simply leave those fields blank when 
setting up the equipment profile.  There 
is no right or wrong way to set up your 
categories.  You may want to group 
items by location, function, cost center, 
department, or perhaps by the person 
who is responsible for the equipment. 



 
  Bigfoot Start-up Kit © 2011 Smartware Group                                                                          p. 3 of  27 

Master Units & Sub-assemblies  

In addition to assigning a major category and a sub-category to a piece of equipment, we may designate it as a "Master” unit so 
that we may associate other pieces as sub-assemblies (either physical or conceptual).  It is not necessary to classify any of your 
equipment with these terms; we offer them as an alternative way for you to see your equipment.  Establishing a Master-Sub 
relationship does not necessarily mean one "contains" the other.  It does not mean that the condition of the master will trigger off a 
PM on the sub.  What it does mean is that when you are looking at an extensive equipment list, it is now easier to see a "family:" 

 
 
In the individual Equipment Profile, when we designate a unit as a master, it is added to a drop-list for future reference.  When we 
introduce other units as a “sub-assemblies,” that drop list appears so that we may indicate a unit’s “master.”  Some of our clients 
refer to "Line #1," "Line #2," etc.  When we get the grand tour, we see a formidable conglomeration of machines - each dedicated 
to a particular operation, but all contributing to a finished product. The "production line" is a concept , but there is certainly value in 
listing it as a Master Unit .  In general, if an item requires specific PMs, it should be listed as a separate piece of "equipment," 
even if it is a component of a larger unit. 
 
(Tip: There are no templates for master/sub.  The number of subs will vary widely.  Index cards are always appropriate… and 
easily shuffled as you fine-tune your perceptions.) 
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Major Categories 
 
 
 

Sub-Categories 
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Acme Foods is planning to implement Bigfoot ; here's one way for the company to set up its categories.  Some 
planners refer to the majors as locations  and the subs as systems . 
 

Notice that some sub-categories will be used in all major categories (Safety , HVAC, etc.), while 
Forklifts/Pallet Jacks  will only apply to the Warehouse . 

 
The Maintenance Department also performs janitorial duties; Acme Foods plans to use the sub-category 
Interior  for windows, doors, floors, and walls. 
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Equipment: 
Major Categories 
Please refer to the diagram 
showing the relationship of 
categories & sub-categories 
 

Equipment: 
Sub-Categories 
 

Equipment: 
Condition 
This list is positioned here to save 
paper.  It has no bearing on the lists to 
the left. 
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Equipment: 
Location 
 
 
 
 
 
 

Purchase Order: 
Cost Center 

Purchase Order: 
Fund Source  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

Note: The droplist for "Periodic Maintenance Repair Type" does not apply to you, the new user.  It is not listed here.  It is a courtesy to some very old clients. 
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Tasks: 
Category 
 
these are components or stages of a work 
order, i.e. Repair, Replace, Clean, Calibrate, 
Inspect, etc, 
 
 
 

Work Order: 
Assigned To 
 
do NOT include names already on the 
employee drop list  that you made during 
setup 

Work Order: 
Cause Code 
 
(don't forget to include "scheduled 
procedure") 
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Work Order:  
Completed By 
 
do NOT include names already on the 
employee drop list  that you made during 
setup  
 

Work Order: 
Cost Center 
 
(remember you may rename this 
field to suit your situation) 
 

Work Order: 
General Code 1 
 
(This is sometimes used to note the 
order was triggered by a maintenance 
request.  Avoid using it if you can.)  
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Work Order: 
General Code 2 
 
(Before you start making a list, be sure we 
don’t address your concern somewhere 
else.  Give the Help Desk a call to check.) 
 
 

Work Order: 
Location  

Work Order: 
Order Type  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 



 
  Bigfoot Start-up Kit © 2011 Smartware Group                                                                          p. 10 of  27 

 

Work Order: 
Priority      (and value to add 
                    to date expected)  
    Make sure to use the same list  
      In your Request Utility 
description                            value 
                                          

Work Order: 
Problem Code 
 
most people like to include "scheduled 
procedure" (there  is  no problem ) 

Work Order: 
Received By 
 
do NOT include names already on the 
employee drop list  that you made during 
setup  
 

 
 

  

 
 

  

 
 

  

 
 

  

NOTE: this list is best set up 
 

  

just like the example below:  
 

  

00-urgent                           0 
 

  

01-high                               1 
 

  

02-medium                         2 
 

  

04-low                                 4 
 

  

14-whenever possible      14                           
 

  

note that code #'s match value on  right 
 

  

this way, you may sort by priority 
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Work Order: Status 
 
 
 
 

 
spare  

 
spare 

 
note: this list must contain the 

  

 
word, "completed"    

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

(most maintenance departments will 
applaud the inclusion of “waiting for parts” in 
this list) 
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General Inventory: 
Location 
 
 
Click "General Inventory " on the 

General Inventory: 
Category  

General Inventory: 
Part List Category 
 

 
Main Screen, then "Utilities .” 

  

 
Under "Tasks ,” you will find 

  

 
"Manage Drop Lists .” 
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General Inventory:  
"How inventoried"  
These are units of measure. Please check 
the Inventory Detail screen, "Part Usage 
& Cost Info" tab to get the full picture.  
 

General Inventory: 
"How used" 
These are units of measure. Please check 
the Inventory Detail screen, "Part Usage 
& Cost Info" tab to get the full picture.  

General Inventory: 
"How purchased" 
These are units of measure. Please check 
the Inventory Detail screen, "Part Usage 
& Cost Info" tab to get the full picture.  
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Maintenance Requests: 
Location 
 
 
 
 
 

Maintenance Requests: 
Type 
 

Maintenance Requests: 
Department 
 

 
The Request Utility drop lists are 
available 

  

 
when you select "Administrative " 

  

 
at the top of the Request Utility. 

  

(this document is not an appropriate 
place to list the password for Admin) 
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Maintenance Requests: 
Priority 
 
Be sure that this list matches the one 
you made for Work Orders on page 10 
 
 

                                                       spare                                                        spare 
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    Inventory  -Vendor Entry  
 
 
________________________________ 
Name 
________________________________ 
Address 
________________________________ 
City 
________________________________ 
State  Zip 
________________________________ 
Phone 1 
________________________________ 
Phone 2 
________________________________ 
Fax 
________________________________ 
Contact 1 
________________________________ 
Contact 2 
________________________________ 
Email Address 
________________________________ 
Vendor Code 
________________________________ 
Vendor ID 
________________________________ 
Vendor Website 
________________________________ 
VendorUserName 
 

    Inventory  -Vendor Entry  
 
 
________________________________ 
Name 
________________________________ 
Address 
________________________________ 
City 
________________________________ 
State  Zip 
________________________________ 
Phone 1 
________________________________ 
Phone 2 
________________________________ 
Fax 
________________________________ 
Contact 1 
________________________________ 
Contact 2 
________________________________ 
Email Address 
________________________________ 
Vendor Code 
________________________________ 
Vendor ID 
________________________________ 
Vendor Website 
________________________________ 
VendorUserName 
 

   Inventory  -Vendor Entry  
 
 
________________________________ 
Name 
________________________________ 
Address 
________________________________ 
City 
________________________________ 
State  Zip 
________________________________ 
Phone 1 
________________________________ 
Phone 2 
________________________________ 
Fax 
________________________________ 
Contact 1 
________________________________ 
Contact 2 
________________________________ 
Email Address 
________________________________ 
Vendor Code 
________________________________ 
Vendor ID 
________________________________ 
Vendor Website 
________________________________ 
VendorUserName 
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    Inventory Detail 
����� 
����
����
�������
(remember: we can automatically 
generate part #s if you don't already have 
a system) 
 
______________________________ 
Part# 
 
______________________________ 
Name 
 
______________________________ 
Description 
______________________________ 
Category 
______________________________ 
Location 
 
 
______________________________ 
How Used               unit of measure  
 
______________________________ 
How Inventoried     unit of measure  
 
______________________________ 
How Purchased      unit of measure  
 
______________________________ 
On Hand      purch. unit of measure  
 
______________________________ 
Cost Per      purch. unit of measure  
 

    Inventory Detail 
����� 
����
����
�������
(remember: we can automatically 
generate part #s if you don't already have 
a system) 
 
______________________________ 
Part# 
 
______________________________ 
Name 
 
______________________________ 
Description 
______________________________ 
Category 
______________________________ 
Location 
 
 
______________________________ 
How Used               unit of measure  
 
______________________________ 
How Inventoried     unit of measure  
 
______________________________ 
How Purchased      unit of measure  
 
______________________________ 
On Hand      purch. unit of measure  
 
______________________________ 
Cost Per      purch. unit of measure  
 

    Inventory Detail 
����� 
����
����
�������
(remember: we can automatically 
generate part #s if you don't already have 
a system) 
 
______________________________ 
Part# 
 
______________________________ 
Name 
 
______________________________ 
Description 
______________________________ 
Category 
______________________________ 
Location 
 
 
______________________________ 
How Used               unit of measure  
 
______________________________ 
How Inventoried     unit of measure  
 
______________________________ 
How Purchased      unit of measure  
 
______________________________ 
On Hand      purch. unit of measure  
 
______________________________ 
Cost Per      purch. unit of measure  
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extras 
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P 
M 

 Show all PM Reminders since last time Bigfoot was run 
 Show current day's PM Reminders only 
 Run PM Reminders when Bigfoot starts 
 Do not accumulate "not completed" PM reminders 
 Skip Saturday and Sunday daily PM reminders 
 Show PMs only for person who is currently logged i n (security must be on) 
 Create entry in the "Equipment PM History/Log book " automatically for completed PMs 
 Do not send PMs for equipment with status of "down ,”"retired,” or "in storage" 
 Send doc. associated with a PM as an email attachm ent if emailing PM procedures 
 If a PM becomes a WO, "auto complete" in the PM re minders screen 
 When printing PMs in "Today's daily reminders,” in clude any associated documents 1 
 If a PM converted to WO is completed late, prompt to adjust the date in PM Procedures 
 Default 'responsible person' to person from equipm ent profile based on warranty info 
 When a PM becomes a WO, put estimated hours in bot h WO estimated and other 
 Allow this PC to convert PMs to WOs when Reminder Screen opens ( see NOTE) 
 Generate work orders automatically for each PM rem inder note 
 1  titles must be 12 characters or less - see manual 
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W 
O 
 

 Use automatic numbering for work order numbers      |    | Make work order numbers read-only 
 Create an entry in the "Equipment PM History/Log bo ok" automatically for completed WO's 
 Display original creator "stamp" at top of work ord er screen  (requires security set on) 
 Show hourly rate info for job classes in label or e ntry spreadsheet ( work order detail screen ) 
 Force security checkpoint to "complete" a work orde r (security must be on ) 
 Show work orders only for person who is currently l ogged in (security must be on) 
 On opening PM reminders screen, show due/ overdue w ork orders  
 Once a WO is created, only admin users can edit mos t fields (security must be on) 
 Once a WO is created, prompt to make equipment stat us "down" and "up" when completed  
 Show WO Cost in formation in WO detail section  
 Default 'assigned to' to me (security must be on) 
 When decrementing inventory from parts used in a WO , also include 'active' work orders 
 Markup % for WO invoice:     Material |           |   Labor  |             |  Other cost  |             | 
 Going into WO summary, start with:   |    | active          |     | completed 
 (choices for below)  all-time - last 7 - last 30 - week to date - month to date - yr to date 
 Quick Dates for active WO: 
 Quick Dates for completed WO: 
 Automatically archive completed WOs if older than |        | days 
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E 
M 
A 
I 
L 
 

 
  
 Use e-mail system  
  
 Send e-mail when a maintenance request gets conver ted to a work order or denied  
  
 Send e-mail when a request converted to a work ord er gets tagged as completed  
  
 Send e-mail when a request converted to a work ord er has a 'status' change  
  
  
 for work orders:                   |    |  internal  / no prompt                                 |    |   MS Outlook 
  
 for purchase orders:           |    |  internal / n o prompt                                 |    |  MS  Outlook  
  
 for PMs:                                 |    |  in ternal / no prompt                                 |    |  MS Outlook  
  
 WO email content:           |     |  all fields           |      | simplified fields 
  
 Subject line for WO email:  |                                                                                               | 
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                                                                             E-mail Set-up screen 

Sender name  

E-mail address  

Host server (SMTP or MS Exchange/compatible)  

Host server Port (25 is default) 

Host server login (optional) 

Host server password (optional) 

PMs auto-send time 

|___|       Include daily pm procedures 

 

|___|  E-mail supervisor of not completed procedure s       notify the after "X" number of days   |___|  

Supervisor name  E-mail address 

Supervisor name 2 E-mail address 2 

Supervisor name 3 E-mail address 3 
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C 
U 
S 
T 
O 
M 
 
 
S 
E 
T 
T 
I 
N 
G 
S 
 

 Allow customizable fields to be changed and displa yed  
 Highlight customizable fields on screens  
 Make main screen every day "view" 
 Allowed major category (or "all"):  |                                                                                      | 
 Show printer dialog when printing  
 In meter readings hide the average and total lines   
 Major category "Unassigned" is hidden on most scre ens ( restart if you change this ) 
 Display menu tool bar 
 Use specified sub-category for tool crib:_________ __________________________ 
 Check for meter readings to import every |           | minutes 
 Save deleted work orders and equipment to log file  
 Update inventory/equipment data going into “Genera l Inventory” 
 Purchase Order title for report: |                                                                                               | 
 Use automatic numbering for purchase order numbers   
 Which quick dates do you want to use for Executive Summary? |____________________|  
 Show legacy info: RFID field, checklist, Controls Interface tab, etc.  
 Show color coded equipment status on main screen 
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Setup Employees     NOTE: print 1 of these for each 

employee 
                Security Privileges View  Add  Edit  Delete General Employee/Contractor Info: 

Equip Profile/Equip 
Status/Asset Inv. 

    code (numbers only) : 

PM procedures     name: 

Equipment checklist     type (employee/contractor) 

Equipment PM History/Log 
Book 

    email 

General Inventory     Dept  

Vehicle maintenance     notes 

Work Orders Management     address: 

Maintenance Requests     city 

Purchase Orders     state 

Emergency/Lockout-Tagout     zip 

Troubleshooting     phone 

Today's PM and WO Reminders      phone 2 

PM balancing and schedule     fax 

Utilities/Setup  �  Admin 
needs this!  

     

Printed Reports and Analysis      

Facility Information     company 

Standards     contract start 

Meter Readings     contract expiration 

Safety & Training     contract amount 

Predictive Maintenance      

      

 
Certification / Training Credentials (include anniversary or expiration dates) 
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                            Labor description Hourl y rate Shift 

premium 
Overtime 
factor 
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R 
E 
Q 
U 
E 
S 
T 
S 
 

 Bigfoot Request Utility settings  
 Auto-check for maintenance requests for today - ne twork only  
 In maintenance requests, allow to convert to multi ple work orders  
 Show only requests associated with equipment  
 Maintenance requests automatically start recording  downtime and switch equipment 

status  
 Meter Readings - if reading is outside acceptable threshold, prompt to make request 
 Include: action, equip. name , & completed by  when sending completion confirmation 
 If a request comes in with complete/"stop time"(OT G), auto-convert it to a work order 
 Make a sound when a new maintenance request comes in 

  (below: specifiy complete path of wav file)  i.e.     Q:\equip_info\sounds\wipeout.wav 
 non-high priority sound: 
 high priority sound: 
 List below major categories allowed to display main tenance requests on this computer  
 (remember: one computer must allow ALL)  
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D 
A 
T 
A 
B 
A 
S 
E 
 
& 
 
S 
E 
C 
U 
R 
I 
T 
Y 
 

 

  
 Use security 
 Require additional login to access work order syst em (Work Order Summary screen)  
  
 Save logins and logouts to log file 
  
 # of digits in security code  |       | 
  
 Create copy of Bigfoot database when exiting progr am 
  
 Directory where SMDB.MDB is located  (blank if non -network - do not include filename ) 
  

 Directory where Bigfoot custom reports are located   
  

 
 


