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What you need to know: 

a. If the PM schedule is based on a fixed due date, the Actual? box will always be checked.  If the 
PM schedule is based on the last completion date, then the Actual? box should only be checked if 
the schedule date was computed based on the actual completion date of the previous PM.  If the 
PM schedule is based on last completion date, and the work order created by the last scheduled 
PM has not been completed, then the Actual? box should NOT be checked. 

 

PROCEDURE 

1. Open the Facility PMs form. 

 
2. Enter PM Number – Enter the PM number that you want to associate with your facility; the description 

will fill in automatically. 
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3. Enter Location information 

a. Site – required 

b. Building 

c. Floor 

d. Room 

 
4. Click on Options button. 
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a. Select PM Acct Group. 

 
b. Add any additional instructions if needed. 

c. Click OK. 
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5. Enter Next PM date. 

 
6. Close the form. 
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----------------------------------------------------------------------------------------------------------------------------------------- 

To schedule Facility PMs: 

1.   Open the Schedule Facility PMs form. 

 
 

2. Enter the Crew. 

 
3. Click the Schedule button.  The schedule will create new work orders. 
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