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User's Guide © 2011 Smartware Group

Bigtoot

About this document:

This is not a complete manual. It is designecttoesas a head start on your virtual or
on-site training. Use it as you examine the sardptabases we have provided. This
document contains excerpts from the on-screen filelmcluded with Bigfoot. In order
to save paper, some pageshis document are compilations of several separatesgage
the on-screen version.

You are viewing this with the Adobe Reader; thaanmseyou may print this document in
manageable "chunks' if you wish. Before going fumther, click "view" and then
"reflow.” This applies to both screen & print, aassures that you see things the right
way.

orientation

Bigfoot (SM) is a CMMS (computerized maintenance and mantufeng software) and
an asset management system. It is designed tduBvie, effective, powerful and most
importantly - easy to use.

Most screens have very similar menu options irstimae location on the screen. Once
you are familiar with a few screens, the rest efslistem should be easy to understand.

Bigfoot is designed to meet the needs of almost any tiypperation. Whether you are a
small maintenance department, manufacturing ptergge, golf course, small business,
or anything in between — Bigfooain help you keep important information organized,
keep your equipment properly maintained, and tsaek maintenance and repair costs.

The system centers on the Much of the setup and analysis is based
on individual pieces of equipment. Other partthefsystem function with the equipment
list as a whole. When we say “equipment,” it cbioé something as large as a battleship
or as small as a thimble and anything in betwdeall depends on how you want to

setup and use BigfootLarger pieces of equipment may be broken dowmsections if
desired. Non-equipment items such as windows aébes, turf, parking lots, and
buildings may be listed as items in the “equipmeist”
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planning

Bigfoot is only as beneficial as the information you pubiit. Spending a little extra
time planning the initial setup of your equipmerill pay huge dividends down the road.
Bigfoot will amaze you in its ability to track more inforti@an than ever before and
spend less time doing it.

To help you in your planning, we have included aeofile (BigfootStartupKit.pdfwith
printable templates for your categories, sub-categpand all of the drop-down lists.
Print out what you need, pencil in your ideas, spictad them out on your desk. Check
to see if you've duplicated terms or used ambiguorsls.

We strongly suggest that yeuait until you have completed your first training sessio
before you enter data "for realut if you just can't resist, at least don't waster time
deleting individual pieces of equipment, PM's, worllers, etc. We've got you covered:
Select - this feature is on the option at the
top of the main Bigfoot screen. This will alsogakou through a series of questions to
help you configure Bigfoot. The settings generdigdhe "Wizard" are an
approximation. The guide you are reading, thet@baKit, and the Help File are your
best sources for fine-tuning Bigfoot and tailorthg program for  business.

Litilities fsetup

Blg:ﬁ Setup email system

Email all current procedures

Yiew email log

Impart MACHINES . MDB from Maintenance Manager
End of year utility

Setup Wizard - Clear database 2

@ WARNIMNG! This utility removes all the records in the current database, It is normally used to remove the sample data

that is shipped with new purchases, It is recommended that vaou Firsk back up khe current database before proceeding

(click MO and exit the program ko do so),

Do ywou wank to Remaove all records in the current database right now?
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This "clean sweep" should only be used when yo ianshed evaluating/studying the
trial version, and you have finalized your choigesthe Startup Kit Please see the
at the end of this file for a preview of the Wid'arcoverage.
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As part of your planning, you'll want to determjast who needs full access to the
program. Those people or departments not actimglylved in performing or monitoring
Maintenance may not need the full program. ThddgigRequest Utility provides a
means for any computer on the network to easilgntego problem or make a request.

A full discussion of this auxiliary program is ine help file under "maintenance
requests.” It is an easy-to-use method for sendiggests . That's right
- they sit in a "holding tank” - they don't becomerk orders until  approve them.

Here's how to visualize it:

request is now in
Request Utility Work Orders
Management

approved
Manage
Maintenance request
Requests becomes
Work Order

pending requests
{not yet in Bigfoot)

(Optional e-mail notifies requester)

The Request Utility is yours to use on as many BE€gou need. There are no "unlocks"
and no per-user charges connected with it. Ifwah, you may even email the requester
a confirmation (or denial), and/or let the requekte®w when the work order is

complete.
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main screen work area

The main screen gives you access to all the featnfrBigfoot. We recommend that you
review this section to get a quick understandinthefway this application works.

On the left side of the main screen, you see labalsaccess to all the different screens
such as Equipment Profile or Work Orders. The khain when you select them
(see #2 below). Simply clicking once on any lal#ll take you into the screen.

IMPORTANT: Some areas correspond to the pieagafpment selected in the list
other areas are based on all equipment.

BlngOt for Manufacturing

Equmrrwnt Pro

Equipment Che ; it X
Eguipment PM History/Log Book Weter Readings
=afety and Training

Yiew, change, and print company-wide information; a
y Information

t [nwentory
gment
: Thighlighted) piece of n=-|:|ui|:
Histaory Log and W

1. Equipment Specific Setup - This first secticoesses areas to input or display
information for the corresponding highlighted pi@tequipment.
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Ph P
Eme

nge. and print company-wide information;
Information Printed Reports and Analysis
= shsetup

3. Routine Functions - The third section are tgsk$ormed on a regular basis such as
Work Orders.

Inventary  Manage M 5
nagment

4. Predictive Analysis - individual piece of egunent (highlighted in the right-hand
Equipment List window)
5. Predictive Analysis - all equipment

I||| = =11] d.'
Equipment Log Book

1 all equipment;

In the upper right-hand corner, you see a box Wk Performance Indicators. We will
discuss them in the tutorial section.

On the right side of the main screen are four wihtees we call , which contain
major categories, sub categories, master unitsequigpment. When you first start
Bigfoot, you will notice the first item in eachftlis highlighted.
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Key Perormance Indicators
+ Active Ws:E5 * PR WOs [comp)= 1.5
® Ouerdue active WOs=42  ® Completed PMs=3
' OPMWOS [aotivel= 87T # Aotive PMs<B7 o,

Building ‘west Compressed Air System
Lab Cooling Tanks

Muolding Room Curing Tanks

Office Cutters

Production Floor Dust Collectors

Shipping Dock Electrical Service
Extruders

L | Heme | Coleqon | Make

1 it Building E ast Unit 12345 Fioof

2 ckaging Robot Shipping Dock Fiobby Fakzall 45 Loading Dock

3 |Builer Unit 1 Building \West HWar 123456 Aquawarm 9876 3333 Bailer Roam

4 |Cardboard bender Shipping Dock, Shipping Loading Dock

5 |Cardboard cutter Shipping Dock Shipping 45637 Loading Dock

§ [Chiller #1 Building E ast Chillers Trane CentraWaC  TRA453 554321 Curing Roam

7 |Chiller #2 Building \West Chillers Trane CentraisC  TR453 54321 Curing Roam

g |Compressor Production Floor Compressed Air Syst T-150 2215 45678 AirT ool cage

9 |Caoling Tank Production Floor Cooling Tarks Cut Cell 2

10 | Curing Tank Production Floor Curing Tanks Curing Roam

11 |Delivery Truck #1 Shipping Dock Shipping Ford Ford 87 F-150 w0 1FTDR18WwW VKB S7 25, Garage

12 _|Delivery Truck #2 Shipping Dock Shipping Ford 44 F150 Garage

13 |Dust Collector - & Office Dust Collectors Sidekick 73784 “Wentilation Area

14 |Dust Collectar - B Building E ast Dust Callectors Sidekick o o st dBIATEEAD At 0 oiantilation gggq

15 _|Emergency Generator Office Electrical Service o dlitation 45M " e Mattling, b

16 |Extruder-1 Production Floor Extruders e s e . bt -
BRI SN T . _ ol

Using the picture shown as an example, the Catagdkif Major Categoriesthe Sub
Category is All Sub-Categoriesd the piece of Equipment highlighted is Air
Conditioning Unit For some of our clients the term " "is used in place of
"major category,” and " "is used in place of "sub-category.”

The purpose of having categories and sub-categasrtesallow you to narrow down the
equipment list into logical groups, rather thanwiigg one long list of equipment. Some
companies have elected to create a major categdiegc . Unless
management says you're one of those companies badinér to create the category "just
to see what happens..."

" #

$ the entire list of sub-categories does not haapfaly to each Major category.
That is, Major #1 might need subs 2,4, & 5 - wiMajor #2 might use 1,3,4,& 5.
system - we want to provide you with the flexityilio build an accurate model.

There is no right or wrong way to set up your gatees. You may want to group items
by location, function, cost center, departmenpeanhaps by the person who is
responsible for the equipment.

% & " o)
#x 4 "L+ #

*  Bigfoot provides the ability to customize certaaneen (labels) and field names
whatever you would like. For example, maybeaadtof having a screen called
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“Standards,” you rename the label to something mpgicable for your company such
as “Irrigation Plan.” See:

main screen menu

- - contains options for Unlock, Print & Exit

- contains options for Add new equipment, remoya@@ment, duplicate
equipment, sort equipment list and refresh equiprisn

- contains options for utilities setup, setup atsypstem, e-mail current
procedures, view e-mail log, import machines.matlgl, @f year utility and clear out entire
Bigfoot database. These last two items are coviertte help chapter you are now
reading - just click on the ™ to the left of this chapter.

, - contains option for help system as well as thew screen, which contains
product version number.

basic menwptions

Below are some basic commands used throughout @&igfdlot all commands are listed
here; information on specific commands is founchimithe corresponding sections in the
manual.

Throughout the program, take advantage of the gogalendar to select the date and be
aware scroll bars will automatically appear as theyneeded on certain screens

(d PM Procedures: Air Conditioning Unit
File Edit

Bigfoot. PM Procedures

Ei:a'-.-'EeI IIEI Remaove I Copy I F':a:E:tEeI 0 To |:f|'|EIZ:|-:Z|iE:t| Print All I Print EiEeIEel::tEedI Exit Print one reminder per page

- Closes current screen and returns you backetonthin or previous screen.
% - This command creates a new entry within theoueriscreens.

/- Prints a formatted report based on informatiorsoreen.

/ - Prints the screen exactly how you are viewtn®nly the current visible
tab will be printed.

0 & - This option removes the currently selected entry or item.

Bigfoot User's Guide © 2011 Smartware Group p. 8 of 59



Page 9 of 59

0+ " - This option refreshes screen to reinstate nésvnmation or settings.
& - Saves data you have input on the screen.

1%2 " - Selectthis to view a graphical analysis ofdlaéa with predictions for future
events. In some areas, you can select which irgtbom to graph by clicking on the word
"Graph" located in column header.
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trial version

If you like what you see, you can activate it te fhll functioning version at any
time. Thirty days after installation Bigfoot wikvert to a limited version that does not
allow changes, additions, or printing.

) 3+

After you have paid for Bigfoot, you can unlock saftware via phone or you can use
our internet unlock process.

$ )

Launch Bigfoot and click on File menu then* 1

Select "l want to unlock via the Internet" option.
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Type in the Customer # and Password then selgct ) , the software will
connect to the internet and unlock your softwareately.

Note: if you are unable to unlock via the interdeé to issues such as a firewall, please
call the help desk.

r )
If you want to unlock the software via the Phoradl the help desk during normal
business hours (9-5 EST, M-F) at (603) 574-4520.

Launch Bigfoot and click on File menu then Unloakal Version.
Select "l want to unlock via the Phone" option.
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You will be asked to read an Unlock # and Comp#tdisplayed on the screen.
Input the supplied unlock code into the field anert selecClick here to Unlock.

Note: Both phone and internet unlock are valid/am a single computer. A unique
unlock code will be required for each computer gdingfoot.

Note: If you are replacing an old computer or wislswitch your license to another
machine, thereis@ ) feature found in Utilities.

relock

This relock option transforms the software back ithie ~ version. Use it when you
know you're going to replace a computer, or whasgeel changes dictate that the
program be moved to a different computer. Your 8agflicense limits you to a finite
number of "unlocks"; using the relock process frggsn unlock on your license.

If you have questions, please call.
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Ao (RELOCK NUMBER) will appear._Pleagsemember to write down this
number.

You will need to call the Help Desk and supply Stwvare Group with the relock number
to free upa user license.

Utilities - important settings

These settings allow you to make Bigfoot work theyywou work.

Each one of the items below will be covered indinllly:
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company information

Set up information such as Company Name, Addrdsméand Fax number, E-mail
address, & Primary Contact. Some of this inforarappears on the main screen and in
printed reports. The Company information is alsecufor SM Anywhere, Individual

Site - Inventory Spare Part Search.

The Global Message gets displayed at the lowectaftier of the Bigfoot Main Screen
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preventive maintenance (PM) settings

The PM Settings tab of the Utilities Menu offeregl options for the PM Daily
Reminders:

reminder settings

Show all PM Reminders since the last time Bigfootw  as run

When you visit the PM Daily Reminders area, thedfsPM tasks you need to
perform is based on all tasks since the last timewent into PM Daily Reminders.

For example, say you go into PM Daily Reminderadvionday but have not
visited since the last Friday. If an event fell®aturday or Sunday, you will see it in
the list.

Note: If you exit out of the program entirely, the néxte you visit the PM daily
reminders screen it will reflect only the curreM Basks. Those scheduled for previous
days will now appear in the Not-completed area.
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Show current PM Reminders only

When you visit the PM Daily Reminders area, thedisPM tasks you need to
perform is based on all tasks for the current date.

This option could allow you to miss an event if ydmnot use PM Reminders
every day, skipped days PMs will not accumulattnexShow non-completed screen.

Run PM Daily Reminders when Bigfoot starts
If you would like to be automatically reminded ohat needs to be done each day.
Do not accumulate not-completed PM Reminders

This setting prevents Non-completed PM Daily Reraisdrom building up when you
use the "Show Not-Completed PM" view.ddies not save previous days' not-completed
PM Daily Reminders, so the not completed screehbeiblank.

Store Completed PM Reminders in log file

Security must be on to utilize this option. The log file is calledistproc.txt and is located in
the application folder Bigfoot. Most users writengpleted procedures to the repair and
issue log, this setting is more for a secondargnekc

Skip Saturday & Sunday PM Daily Reminders

This setting will prevent the creation &fily reminders for Saturday and Sunday; this
option is useful for companies that are not in apen over the weekend.

This setting only pertains to Daily PM Procedutss monthly, weekly, quarterly, etc.
procedures will still run on Saturday & Sunday.

Show PMs for only person logged in

Security must be on to use this feature. The pdmgyed in must have at least Access
privileges to view the PM Daily Reminders screen.

This option will show only PMs for the ResponsiBlerson who is currently logged into
Bigfoot on the following screens:

Today's PMs and WO Reminders
PM Balancing and Schedule
Calendar View

The “responsible person” is selected from a drsfpdn the PM Procedure screen.
Create an entry in Equipment History/Log Book autom atically for completed PMs
This setting creates a Log Book entry as each Pddngpleted.

The PM Daily Reminder information will appear iretfitle field, the date completed
will appear in the Log Entry Date field.
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The Person field will reflect the PMs "responsipéson,” usually who completed the
PM. Remember information in this field is depertdgoon your "Use Email" settings - if
you choose not to use it, the field will simply S&pm PM.”

Do not send PMs for equipment with "down" status

If you have this setting selected, PM Daily Remisdgill not run any procedures for
equipment that has a status of "down.”

The equipment status is a shown (and may be chaogdabth the Equipment Profile
and Equipment Status/Asset Inventory screens.

Remember: there is a setting in Utilities you n@ake use of: Maintenance Request
automatically start recording downtime and chargepmment status to down.

Note: the setting does not currently apply to OTG PMs.

send an associated document as an email attachment

If you are emailing pm procedures, there is arsgiti Utilities PM Settings tab that will
send an associated document as an email attachment.

This association process takes place on the PMeBuoe Screen:

PM becomes WO auto complete in PM reminder screen

This setting will automatically mark a PM compléta WO is auto-generated from it.
We urge you to choose this if, in the WO settinyga) indicate you want PMs to
automatically become WO's. This will eliminate tieed to manadaoth the original
PM and the Work Order. If this setting is NOT gau must complete botine PM and
the work order as completing one will not compksie other.
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For more information see: Send to Work Orders \Atodk Order Settings

Include associated documents when printing reminder s

In order for this option to work, the associateduwtnents must have a title of twelve (12)
characters or less (XXXXXXXX.xxx = 12). This seij makes sure that when PMs are
printed from the reminder screen any documentscéegsa with each PM will print as
well. This means thePrint"” option on the "Today's PM and WO Reminders" straet
the "report list of new work orders automaticaligated?" which pops up on exit from
the reminders screen.

Prompt to adjust "Date Expected” if a PM/Work Order is late

This is important onlyf you have enabled converting PM's to Work Ordarghework
Orders Settings TAB .

background: On each PM screen, there is a field labeled '#agt to add for date
expected.” If you know a procedure takes more thraday, the date expected on the
Work Order may be adjusted automatically to reftbet reality. There may be a time
when you need to revise your estimates. If thezesalid expected and completed dates,
and the work order is being saved from active tmgleted, and the number of days late
is greater than or equal to the number of daysadilities, a message will pop up (if the
"prompt to adjust” is enabled) asking you if yowslwio revise your estimate of "extra
days.” If you respond "yes,” you are taken dingtdl the PM - so that you mayjust .

Don't worry about leaving the work order - rememlbieis is triggered when you have
marked it as completand are ready to saute

When a PM becomes a WO, put "estimated hours" in bo  th estimated and "other" fields

This setting refers to the estimated hours fignithe original PM._This should be of
interest only to established usefsBigfoot who wish to continue treating the "othe
hours as hours actually worked.

Allow this PC to convert PMs to WOs when PM Reminde  rs screen opens

At least one PC in the network must have this turned on.

Generate work orders automatically for each PM Remi  nder

We suggest that you use this option. It does namexery single reminder will be
converted to a work order. It causes a check b@ppear on them screen : "Send to
work order?" It is at thipoint that you actually make the decision to cohkeminders
for this specific PMo work orders. We suggest that you check "Semdark orders"
for most, if not all, of your PM's and (in PM Satis) "auto complete” those PMs.
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If you have the optiosend to Work Orders selected on the PM Procedures
screen, each cyclefitst displayson the PM Daily Reminders screen, a new work
order will be created in the work order system.

The general information describing the PM Procedvilleautomatically be
entered into fields in the work order.

If there is a Responsible Person assigned to th&@Ridedure their name will
automatically write to the Assigned to field in #é&rk Order detail screen.

In order for a work order to be generated autoraliyiédor each PM Procedure the
PM Daily Reminder screen must be run.

Note: If you are generating Work Orders from PM DailgrRinders we recommend
using the PM Setting "If PM becomes a WO auto detegn PM reminders screen.”
This setting will eliminate the need to mark bdik PM and work order as complete.
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work order settings

Use automatic numbering for Work order numbers

Bigfoot will generate a unique number automaticédiywork order system if this is
checked. If you choose to use you own numberistesy, you MUST make sure each
number is unique. The maximum number for auto renmlg is 200000000.

To "reset" your work order numbering back to lanother number:

1. You will need to turn automatic numbering off.

2. Then you will need to delete all the sample daté/ork Orders, don't forget to
check those in completed and archived work orders.

3.  Alternatively, adjust any existing work order nunmgbgou may have already
entered to the number you would like to begin with.

E

Exit program, create new work order if you do neeéady have any in the system,
assign the number you would like to begin with.

5. Now turn Use automatic numbering for work order ivens back on.
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Create an entry in Equipment History/Log book autom atically for completed work orders

At the point you specify a work order is completdét program will create
a log entry if this option is enabled (we recomméhd

Do not use the "Send to Log" option in the Work €@rdetail screen if you utilize
this option or you will create duplicate log enstie

Thewo# appears at beginning of the Log entry title.

The Work Order field€ompleted by & Date Completed write to thePerson &
Log Entry Date fields in the History/Log screen.

The Work Ordersotal Work Order Cost  writes to theentry Cost field on
History/Log Screen.

Display User Stamp at top of work order

Security must be on to use this feature.

The Stamp will appear at the top of a work ordeiaating the originator, date,
and time created.

Show hourly rate information for job classes

Within a work order, there is a Labor tab.

There may be cases where pay information suchayhrate, shift premium,
and overtime may need to be confidential. it isdisplayed by default.
Use this setting to view this information; it istrisplayed by default.

Force Security Checkpoint to Complete a Work Order
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Security must be on to utilize this setting.

This setting forces a user without full securityhts to get a supervisor to enter
his security code before a work order can be maasecbmpleted.

The user marking the work order complete must lzveast editapabilities.

Show Work Orders only for person who is currently | ogged in

Security must be on to use this setting.

This option will show only Work Orders for the "Ageed to" who is currently
logged into Bigfoot.

On opening PM reminders screen, show due/overdue wo  rk orders

You are not required to view late/overdue work osden the Today’s PMs and
WO Reminders screen.

Whether or not a work order is Due or overdue iemheined by the date expected
field.
Only admin users can edit most WO fields

Security must be on to use this setting. Thisrgpts separate from employee
security privileges.

If a non-admin (they do not have full rights toaléas of the program) employee
logs into Bigfoot and tries to edit an existing warder they will not be able to edit
certain fields.

These "locked" fields will appear in red.

Show Work Order Cost information on work order deta il screen

This setting allows you to hide or show work ordest information and is a PC-
specific setting.

When on, the work order cost information is displdypn the General
Information tab.

When off, the work order cost is hidden.

This is a screen setting only - materials cost still print.

For work order invoice: ~ Set the default markup percentages for work aréferoice
(materials and labor cost) markup percentages here.
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Which quick dates do you want to use for active ord ers?

Which quick dates do you want to use for completed orders?

Both of these preferences are set from a drowvlistthe following choices:

You may also specifiyhat you first see  when you land on the Work Order Management
Screen; activer completedvork orders.

Automatically archive complete work orders if older than days.

TIP: When done changing dates on the WO Management Screen, be sure to click the "refresh ”
button (auto-refresh would make you crazy - trust us on this one...).

See Alsowork order management
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Database & Security
Use security

This will turn on the security system, discussedrlan more detail.

Require additional login to the Work Order system

If you would like an extrdayer of security for your work order system, yoaym
select this setting.

You must activate the masecurity system for this to work.
# of Digits in Security Code
This allows user to define the number of digitsise for a security code, up to eight
digits.
Create copy of Bigfoot database when exiting progra m
This option will create a backup of your databaseheime you exit the system.

It makes a copy of the Bigfoot database named dmaéb.

We do not recommend this asabstituteo a network backup routine.
Directory where Bigfoot Database is located

This path to the network databases should benget you are using the network version
of Bigfoot.
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Directory where Bigfoot custom reports are located

This path is to the "Reports” folder containing thenl reports created with the optional
VS Report Designer.

backup databases

Your network administrator should create a dirgcfor the Bigfoot data that is included
in your company'’s backup routines.

The database names that are need to go in thigalyeare:SMDB.mdb and
SM_inventory.mdb andSMRU.mdb .

Do thisin addition to the option of creating a backup of program uexit

security privileges

The security privileges only apply to systems whielve Use security " checked in the
Database & Security section of the Utilities.

To assign privileges, double click on an employeei¢w details. As you can see from
the table on the next page, you can fine-tune gxattat each employee can and cannot
do for each major module within Bigfoot. If Sedwris turned on, every employee must
have a code to “log-in” to Bigfoot.

Remember the number of digits to use is set intldsland is limited to 8.

TheManage Maintenance Request module uses the same security settings for
Work Orders.

TheEquipment Status/Asset Inventory andTool Crib/Equipment Management
screens use the same security settings axjth@nent Profile  screen.

TheDowntime Analysis Screen uses the same security settingseastive
Maintenance .
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using e-mail system

You can turn e-mail system off and on in Utiliti€&smail can be a very helpful method
of delivering PM reminders, work orders and/or nase orders to employees. You need
to setup employees who can receive e-mail first.

See: set up employees

Note: Users running MS Exchange Server may need to ldadrthe latest version of
AspEmail.dll found at:

http://www.aspemail.com/download.html

After the component file aspemail.dll has beenated, you can move it to another
machine and register it using the regsvr32 comniigeddtility. The "Host Server" in e-
mail setup is where you put the name of your MShaxgje Server (or the IP address).

email - basic options
Use e-mail system

If this is on, various screens will display e-m@jtions.
If not, the e-mail options will not appear.
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Setup e-mail system
This is where you will set up e-mail sender andesuigor information.

Note: if you are emailing pm procedures, there istargein Utilities PM Settings tab
that will send an associated document as an emtadhanent.warning : if your attached
documents are large, they may slow down the enggilincess.

View E-mail Log

This log stores the history of all e-mails sentirBigfoot.

It contains information such as date/time, persmeiving the email, equipment
name, how many procedures e-mailed to person dssvahy error messages.

This includes e-mail log entries for PM Daily Rewhéns, Work Orders, Purchase
Orders as well as Request Utility automated e-mails

The log willnot have entries for those messages ger¥lS Outlook.

In order to use the below settings, the user musr@an e-mail address on the original
maintenance request generated frosuest Utility, as well as select the check box "e-
mail me status of request.” See alg@omating Maintenance Request e-mails

Send e-mail when a maintenance request is converted to a work order or denied

This will send an e-mail to the originator of a ntanance request.
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The e-mail will contain information from the mainence request as well as a
work order # if it was converted to one or the ogaa request was denied.

Send e-mail when a request that was converted toa  work order is tagged as completed

This will send an e-mail to the originator of a mtahance request.

The e-mail will contain the work order number adhas information on date
completed, completed by, etc.

When sending e-mails:

The choices in this grouping allow an unprecedeleeel of flexibility...if you need it. If
you select MS Outlook, you will need imm MS Outlook andhoose to send materials.
There will be no entry in the Bigfoot E-mail Log.

Work Order e-mail content .

You may send full details, or omit materials & lal§oours/rates) from the order.

populating the system

PM Daily Reminders, Work Orders, Purchase Ordedsnaaintenance request response
can be e-mailed in Bigfoot. E-mail names and asldre originate in th&stup Employee
feature inutilities . This process is discussed in detail later ahismmdocument.

responsible person - recipient

This person is assigned to each PM Daily reminddrvaill be emailed their task from
the PM Daily Reminders screen. The person uswuallyperform the preventive
maintenance chore. These name and e-mail addigssate from thesetup Employee
feature in Utilities.

Note: In order to view the Responsible Person dropni$tM Procedures, the e-mail
system must be on.

See alsobasic PM information
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sender

The e-mails originate from this person, this isadign by station setting.
Usually this person sets up or distributes the PAyCReminders.
It is important you use valid e-mail address.

Your ISP sets the “Host Server,” your network adstmator can usually tell you
what this is.

Check with your IT department to see if you neexldptional settings.

You may set the hour and time you would like tooagsgnd PM Reminders
emails. Make sure you specify AM or PM.
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Note: Beginning with version 5.4 of the softwaf@ito-send PMs is only run
from one station The first user to run the new version will reeethe following
message:

You also can include daily PM Procedures with yeumail by selecting the
checkbox.

supervisor

Three supervisors can optionally receive a copgnoé-mail listing non-acknowledged
procedures. You can set the option to notify thgesusor after X many days of any not
acknowledged procedures.

automating Maintenance Request e-mails

In order to receive the two types of e-mails désatibelow, the person using the Request
Utility must enter his e-mail address on the maintenaateest, and select the check
box "e-mail me status of request.”
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In Utilities , undere-mail System tab, you will see:

Send e-mail when a maintenance request is converted to a work order or denied

This will send an e-mail to the originator of a ntahance request.

The e-mail will contain information from the mainence request as well as a
work order # if it was converted to one or the ogaa request was denied.

Send e-mail when a request that was convertedto a  work order is tagged as completed

This will send an e-mail to the originator of a ntahance request.

The e-mail will contain the work order number adhas information on date
completed, completed by, etc.

e-mail work orders & purchase orders
When you are in the work order management screenmay e-mail a copy of the order.

Select person you would like to e-mail work ordefrom the drop

list.

Move your cursor over the text label that readspéil this work orderto  :" - you can
tell that option is now active becausehitnges color .

Click on "E-mail this work order to: " - your work order is sent.

E-mail Purchase Order:  When on the Purchase Order Screen, as above, geqmtrson
you would like to e-mail from the drop list and thelick on the text (it will turn green)
label that reads="mail this PO to "
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See alsopurchase orders

custom settings

Customized Fields

Allows customized fields to be changed/displayed.

If customized fields are used/changed, you ne@théak this flag.
Otherwise, the default Bigfoot field titles are dse
For details, seeustomizing Fields

Highlight customized fields on screen

If customized fields used or changed, this flag shlow customizable fields with a red
dot next to them.

Set Color Scheme

This dropdown list allows you to change the backgrband text colors to
something besides the default black/white.

When changing this color scheme, a prompt appeasst Bigfoot for changes to
take effect. All data saves in this process.

Allowed major category
This setting is intended for those facilities whidfoose to block access to data.

It is only really effective when security is turned, and the PC that is limited does not
have the authorization to change Ultilities/Setup.
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Other Settings
Described in detail ©ther Settings

Many of the field names in Bigfoot can changeydé do not like the way we have
labeled something, in many cases you can change it.

1. At the Custom settings tab,Allow customized fields  to be changed/displayed
checkbox is checked.

2. Next, you need to checkHighlight customized fields on screen . This will show
you what fields are customizable.

3. Now you will see a red dot next to any label thert be customized:

4. Right-click with your mouse on an item that canchetomized, you will see the

following:

5. Change the text to whatever you want (in this casajal #* becomes "Grand
List #").

6. If you leave it blank, the default field title ised, but not until the next time you
run Bigfoot.

7. Once you finish customizing your fields, turn O tCustomized Fields —
Highlight customized fields on screen” in Utilitise you do not see the red dots
throughout the screens.
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Another advantage is the ability ®#DE a customized field.

This in turn makes the module entirely disappedakingathe portion of system
inaccessible.

Simply type the WordHIDE in the field.

To "un-hide,” you need to right click on the veegftlhand side of where this text
formerly appeared or just to the right of the red dot and enter taid the line.

every day view

This option changes the main screen to show featissed most often and removes the
predictive analysis screensvote: the Customized Fields on main screen will not
appear until you exit out of the program and redtegfoot
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Requests

Auto-check for Maintenance Requests for today

Bigfoot will automatically (and continuously) check fonm&laintenance
Requests sent from the Request Utility

This feature is for network version users only.
A message will appear on the Bigfooain screen indicating:
"Requests Pending "

This message will appear for argquest; the custom options for equipment/categori
are fordisplay only.

In Maintenance Requests, allow to convert to multip  le work orders

You may receive maintenance request that have thareone request in them,
this option allows you to convert the request tdtipke work orders

Show only requests associated with equipment

This will block general janitorial requests which dot reference a specific piece
of equipment.

Maintenance Requests automatically start recording downtime and switch equipment
status
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This is helpful for a fewof our clients. We do not recommend it as a ganer
practice. Do not check it unless you are absofigete that everybody authorized
to make maintenance requests understandsithatatus of the equipment will

be changed to "down.” Also, please seeote aboutOTG three sections below.

In Meter Readings, if a reading is outside an accep table tolerance, prompt to make a new
request

This is significant: It means that as soon as an employee enters a reatkng
above or below user-defined limits, he has thdtghd issue a Maintenance
Request and transmit notes about the meter readimgdiately - right from that
screen. This one feature may save your compamsémals of dollars.

When a request confirmation is sent when WO is comp  leted, include "action,” "equipment
name,” and "completed by"

this may be of use to the party who requested thré w

If a request comes in with a complete/"stop time" ( OTG), automatically convert it to a work
order

For those situations where an employee finds al@noland fixes it on the spot,
OTG now allows a user to create a Maintenance Rstqud mark it as
"completed.” These request will automatically lbewerted to work orders, but
they must be accessed through Work Order Managetméfibalize"” their
completed status.

note: if you have selected the option, "Maintenance Rstgugutomatically start
recording downtime and switch equipment statugdmapleted-on-the-spot request is
still going to change the equipment status to "down.’ké/&ure you change it back to
"on-line" as you save the completed Work Order.

Make a sound when a new maintenance request comesi n

This causes a chime to sound when Bigfoot receiveswn maintenance request. The
chimes will continue one per minut@til you have acted upon the requeisto-tone
option: The supplied sound file is "balo.wav,” found in @BaProgram Files\Smartware
Group\Bigfoot directory. You may add a second sbfile (in the same directory) to
signify only "high" priority requests

This feature is for network version users only.

See alsomanage maintenance requestS
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manage drop lists

Drop down lists, found throughout Bigfoot make dadry easier. Theanage Drop
Lists feature allows you to customize (edit,add,deldte)items in the drop lists. In
several modules such as Equipment Profile, you'jcamp” to the manage drop list
screen without going totilities/Setup .

To set up a description for a drop list

1. Select the drop down list you want to modify on lgfe hand side, such as Work
Order Status.

N

On right hand side of screen, type in the Desaniptf the drop list into the
available cell.

3. You canRemoveitems or even clear the whole list.

4. Clicking Sort will put the list in alphabetical ordevote: Before you click "sort,”
make sure that your cursor is out of the last eyiry made (click on a blank row or
hit "Enter").

5. Once you are satisfied with the items in the Bgtyeit and revisit the area where
you are doing the data entry.

6. You will see your new items in the drop list.

N

You mayPrint the drop list for your records.
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Note: On the Manage Work Orders screen, the drop hstsappear forcompleted by ,
assigned to , andreceived by are actually a "blend"” fromvo places:

Whatever you type in those lists (while workingMianage Drop Lists) will be
supplementethy the Employee list. In other words, in ManageLists, you are
entering NON-(listed)-EMPLOYEES who may be involiadsarious stages of the work
order. For example, those who work on a piecegafment sent out for repaseg the

list above) - Seewarranty information to find out why it pays to spend some time devielgp
these droplists.

Note: The Purchase Order -Vendors drop down no longer originates in Manage Drop,List
but from the General Inventory-Vendors area, tieeelink to General Inventory at
bottom of Manage Drop List screen.
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Set Up Employees

If you need it, Bigfoot has a powerful and flexilskecurity system. You can control
access, add, edit, and delete privileges to alleyeps for most modules in Bigfoot. In
this section, we'll cover the basics of the emposeeord; we'll cover security in a few
pages.

Select thesetup Employees option from the top of the screenuriiities .

To add new employees to the list setest. Please note below - not every entry is an
individual - this list is not for payroll, it's teelp you run your business the way you
want
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Enter a security code.

Enter employee name (or group name).

If you intend to email PM's and/or Work Orders,eznh E-mail address.

Space is provided for department and notes. Tharttepnt field is for your
convenience, it is not a system drop-down list.

Be sure to selectave when done.
You can also remove and modify people from thissar

Tip: A great way to duplicate an employee’s secuetyisgs to another employee is to
open an existing employee and edit the securitg engnber, which creates an entirely

new employee.
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Note: If you are using multiple email addresses, sapdlem by a comma. Look at the
"employee" record for the Assembly Team:

security privileges

The security privileges only apply to PCs whichd&&we security " checked in the
Database & Security section of the Utilities.

To assign privileges, double click on an employeei¢w details. As you can see, you
can fine-tune exactly what each employee can andatalo for each major module
within Bigfoot. Every employee must have a codédg-in” to Bigfoot.

Remember the number of digits to use is set intldsland is limited to 8.

TheManage Maintenance Request module uses the same security settings for
Work Orders.

TheEquipment Status/Asset Inventory andTool Crib/Equipment Management
screens use the same security settings axjth@nent Profile  screen.
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TheDowntime Analysis Screen uses the same security settingseastive
Maintenance .

You may also keep track oértification and/ortraining information for each employee.
This is optional, and for your reference only. fhiss no logical (programming)
connection between an employee's certificationeapndpment or tasks; that is, there's no
buzzer that goes off if you assign Evel Schlenudbke the new delivery truck for a test
drive... We do, however, put up a red flag if apisation date has passed.

The Help File has complete instructions for usimg feature.
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set up labor

From the Utilities area, click ogetup Labor to setup the labor information to be
used in the work order system.

Setup the types of labor associated to work orders.

These items will be displayed in the drop downwen specifying labor in work
orders.

For each labor description, you must enter anlizoate, shift premium, and
overtime factor.

Remember to seletve.

Some descriptions on each field:

Labor description — this can be any text to desctiite labor.
Hourly rate — this is the base hourly rate.

Shift premium — This additional dollar amount candalded to the labor line
item. Normally this is $0.

Overtime factor — this should be "1" unless thetadescription is actually
overtime. Note the example above - 1.5 is “timd a half,” 2 is “double time,” etc.
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KPI's
Key Performance Indicators are available on youm\&reen.

KPI thresholds are set in Utilities.

Simply input the threshold value and select theckl®mx under "show" if you want them
to appear on the main Screen:
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reset customizable fields

This option resets all fields you may have cust@uiikack to the original state. You
must exit and restart Bigfoot.

tutorial

The quick start tutorial will help new users genflar with some of the fundamental
features of the product. This section is a conmise between not reading the manual at
all and devoting time to thoroughly comprehendrtease understand this section will
not transform you into a Bigfoot expert, but witbpide you with a basic orientation to
the product. There are many more features andislgtai will discover by using the
software and referring to this guide.

The following steps WI|| help get your company hiegdn the right direction. At this
time, % % " in Bigfoot and test some of your own
equipment (not too much, becaubis sample data will be completely wiped out when
you start “for real”

Smartware Group offers onsite training as weliastraining via Internet and phone,
contact us at56 789 97:5 for more information.
step 1 - look at the sample data in the system

On the left side of the main screen, there are describing all the different functions
you can perform in Bigfoot. To access any of tresas, simply click on the text or
label.
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On the right side of the main screen, you will Bae boxes: categories, sub-categories,
master units, and equipment list. You should weitk the largest box, which lists the
entire samplequipment list . Themajor category andsub-category boxes divide your
equipment into logical groupings such as departieaation, cost center, and so on.

Go into the various areas and look at the sampkemltavided; "playing” with the
software is a great way to learn it. Since thisist sample data, feel free to make
changes to information and add new items wherevercan. Most screens have a menu
near the top with consistent functions suchgas, % , and.

step 2 - set up data & adjust settings in Utilities

Before completing the remaining steps, we recomnysanidvisit or setup data within a
few areas oUtilities. Knowing where information originates will helpuy further
understand how the different areas of Bigfoot wiodether.

One of the most important sections to preparedtiganization of equipment into
major andsub-categorytypes, displayed on the main screen.

The more accurate the process of classifying tlugetent into categories, the easier it is
to navigate in the program. Categories and/orcsiidgories can be: buildings, floors,
departments, HVAC, electrical systems, Hydraulistems, personnel, cost centers, or
whatever makes the most sense for your company.

To reach Utilities either select the link from timéddle left section of main screen or
select the Utilities menu at the top of the scraed then select

We recommend you enter information in the followargas: Company Information,
Setup Employees, E-mail System, Setup Labor andalylarop Lists. Detailed
information is available in thBtilities chapter of the help file

step 3 - input a piece of equipment

We recommend entering information on the most figant pieces of equipment first.
That is, equipment which has the most impact orstloeessful operation of your
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company. When down, these pieces of equipmenthertompany the most when
factoring in cost of downtime and loss of produatio

1. On the main screen click o , this is located just above the equipment list.

2. Input the basic information about your equipmehtld as much or as little detail as
you want here.

3. If a field does not apply to a particular pieéequipment, simply leave it blank.

4. Click on the various tabs to enter informatintoithe different screens.

(Category Set Upis where you assign a major category and/or stdgoay to
equipment)

5. When done make sure to click @ at the top of the screen.

6. Next click on  and you will return to the main screen.
7. You will see your new equipment in the equipnient See Also: Equipment Profile

Tip: When you select the optia@uplicate, the Equipment Profile, PM Procedures,
Equipment Checklist and Meter Reading Titles apeaéuced

step 4 - setup & check preventive maintenance (PM)  procedures

The next important step is to develop preventivinieaance (PM) procedures for each
piece of equipment. The procedure details showdhlide specific systematic actions that
apply to the tasks.

Bigfoot will remind you viaa ;/ <0 screen, every day of any
preventive maintenance procedures you need torperfdhey can occur daily, weekly,
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monthly, quarterly, annually, yearly, hourly, etSee also: Set Up Preventive
Maintenance Procedures

B Gather information for the PM procedures fromesal places such as:
manufacturer recommendations, equipment historyeamgloyee contribution.

11

1. From the Equipment List on the Main Screenhlnggt piece of equipment you want
to assign a PM Procedure to.

2. On the left-hand side of the Main Screen, ctiok/ /

3. When the / Screen appears, click o .

Observe changes on the screen because this is BMew

4. Enter a brief description of procedure

5. Select the type of procedure, and the speafigghen it occurs.

6. If you checked "Use Email System" in the Ugk{Setup, your PM screen will have
access to the responsible person field. Othenthedfjeld will not even appear on your
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screen. Select the responsible person, if appkc#dso enter in estimated hours.

7. For seasonal procedures use the FanthTo date rage, to specify when a procedure

is scheduled to run.
8. Enter in detailed description of the proceduartne large white text box.

9. You can add as many procedures for the cupiene of equipment as you like.
10. Make sure you clicks.  when finished

11. To enter in more procedures, simply continumesing the New option and saving
your changes

12. When done, click on to go back to the main screen.

If the From and To date fields are left blank pinegram will ignore the fields and
the procedure will run as normally scheduled.

"I o=> 0

1. To see all current preventive maintenance pha@s, from the main screen, click on
/> 0 .

2. Any PM Procedures tasks scheduled for the ntidate will be in the list.

3.From here, you can click to look at the detailthe procedure, print out the list, and
perform other tasks.
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4. Another option is to have these procedures iethto different people in your
company.

5. Depending on how you have setup Bigfoot, yostnagknowledge,)

a procedure or it will remain in the list until ti@dlowing day when it is written to the
“Show not-completed PM” screen.

step 5 - create an equipment checklist (optional)

Tip: If you already have list documents, you cattdch” them to the equipment profile
or to a PM procedure . This is now the preferred method.

The equipment checkilist is not connected in any teahe workings of Bigfoot; it
cannot be “attached” the way a Word, Notepad, aeEgdocument can.

1. From the Main Screeen, select piece of equiprfnem the equipment list.

2. Now click on. ") (upper left of Main Screen).

3. Input information into the cells of the spreagkshand then&
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4. When done, click on to return to the Main Screen.

step 6 - create a PM History-Log book entry

1. From the Main Screen, click on a piece of eougpt you'll want to log issues on in
the future (or you may want to enter some importastory from the olden days - before
you had Bigfoot...)

2. Nowselect 1/, = 3) from Main Screen.

3. If records exist for the selected item, a mgssaill prompt you to selects and
create one.

4. Fill in the appropriate information and seleet .

Bigfoot User's Guide © 2011 Smartware Group p. 51 of 59



Page 52 of 59

*  You may skip this step easily! Completed PM'd Whork Orders can automatically
be recorded in the Log Book. Check the = : and

step 7 - set up company-wide information

Several information screens in Bigfoot are indegenaf any specific piece of
equipment and allow you to record company-widernmfation, such as Standards and
Facility Information.

1. From the Main Screen, click en $+

2. Input the appropriate information on each add tab.

3. Make sure to click ore.  when done.

4. Click on Exit to return to the main screen.

5. After you have looked at Facility Informatiagg into Standards and perform the same
steps.

*  Bigfoot provides the ability to customize certasreen (labels) and field names
whatever you would like. For example, maybeaadtof having a screen called
“Standards,” you rename the label to something rapmicable for your situation such
as “Irrigation Plan.” You might even use one of iteeens as a list: "Emergency Phone
Numbers.” See;

step 8 - set up & monitor a work order

Select the option) < and you will see the Summary screen. Shown
below is a list of all “Active” work orders in Bigbt.

You can sort them in a variety of ways and choosadw active work orders, only
completed orders, active and completed or onlyieechorders.
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If you want to examine or edit the details of arkvorder,_double cliclon a work order
in the spreadsheet.

There are many fields on the detail screen; usgtbel fields applicable to the method
your company performs work orders. A more detailescription is explained later in
the Help file. (see: Work Order Management)

1. If you want to make a new work order, cliek either on work order summary or
detail screen.

2. You have a choice as to whether or not ysigasNork orders to a specific piece of
equipment.

3. Fill out all applicable information and beeto click on & when done.

4. Click on.  from this screen to return to the main work orsl@mmary screen.

step 9 - printed reports & analysis

From the Main Screen, click on the menu optiono 2 . You can click
on as many reports as you want to print.

Smartware Group also offers a report writer so gau create and run custom reports;
contact us at 866-858-7800 for more information.
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Some reports are based on the you have highlighted on the main
screen; some are based on )
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appendix - Setup Wizard

The Setup Wizard is available on the Utilities Mextihe top left of the main screen.

Before you start entering information about your own company, you need to clear
out the sample data (not applicable to SQL installations).

When you've got a “clean slate,” you may either:
answer the questions posed by the Wizard
or
use the Startup Kit and transcribe your choices to the tabs in the
Setup/Utilities screen (recommended).

The Wizard is not as thorough , and only sets about half of the options , but
it's enough for those of you who only need the basic functionality of Bigfoot.
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