£

Impairments User Guide

BuildingEngines

Managing the lifecycle of impaired equipment

www.buildingengines.com | (866) 301-5300 | support@buildingengines.com 4 BuildingEngines



Building Engines Impairments User Guide

Table of Contents

L@ YT YT 3
Configuring the Impairments Module ..o 3
Creating KEY CONEACE ROIES ........uiiriie ittt ettt ettt e ettt et s e ettt ittt ettt et e as e aaeanaaananenns 3
ASSIgNING KEY CONEACE ROIES ...ttt ettt ettt ettt et et e et ettt et et et ea s aeaseaaeanes 4
Creating an IMPaAirmMENT GIOUD .........cuuiue it et s et s et s e e s ea s aansreens 4
Creating @ NOLIfiICAtiON Profil@ ........ .. et ae e eaaenenes 5
Defining IMPEIFTMENTE TYPDES ...ttt ettt ettt e e ae e e e e e e eeaeees 7
Managing the Impairment LIifeCyCle ... e 8
Creating an IMPAIrMENT ........o ettt st st s e s e aaaan e eans 8
Adding a Comment t0 an IMPEITMENTE. ...ttt sttt ea e aeaaeeas 9
Adding a File to an IMPairmENt .........oue et ettt st ea e aeaaeeas 9
Linking a Work Order or Preventive Maintenance Task to an Impairment .............cc.ccoovviiiiiinnnnnns 9
= q=Tale[lale IR=Tal0 [ga] o=l o 0 1=] o1 A 10
ReStoring @n IMPAirmMENTE.........ui et ettt r s e et e s e s s s sa e aans 11
Cancelling a@n IMP@IFMMENE ....... ... ettt st e st sea s eaneneess 11
Impairments Dashboard ........cooiiii e 12
Searching for @n IMPaIrMENE .........o.e et e et e et et e e e e e eeaaanenenenens 12
EXporting @ LiSt Of IMP@ITTNENES. ... ettt e e ettt e e naa s s e ne e e eeaneas 12
Sharing @ LiSt Of IMPAIFTNENTES .......ee et e e ettt e e e et e e e e e e e eaeanenenenens 12

This document is confidential and intended solely for the use of the individual or property
management organization authorized by Building Engines, Inc. Not for public distribution or disclosure.

2  www.buildingengines.com | (866) 301-5300 | support@buildingengines.com 4 BuildingEngines



Building Engines Impairments User Guide

Overview

The Impairments module allows you to configure custom notification profiles,
identify the types of impairments unique to your portfolio, and manage the lifecycle
of a temporarily decommissioned piece of equipment. Once configured, users can
quickly identify impaired equipment, as well as the records associated to
impairment.

Configuring the Impairments Module

Setup and configuration of the Impairments module must be completed prior to
implementing this module. If you are unable to access the Impairments Admin
section, please reach out to Building Engines Support for assistance.

This section describes the process of creating and assigning key contacts, setting
up notification profiles, and identifying the types of impairments unique to your
portfolio.

Creating Key Contact Roles

Key Contacts roles are the role names of the person(s) you plan to notify when a
piece of equipment is temporarily decommissioned. Some examples of Key Contact
roles may include: Property Manager, Fire Chief, and Insurance Agent. In most
cases, the role names in this section should have a vested interest in the piece of
equipment being impaired.

This section describes the process of creating Key Contact roles for your portfolio.
Note: The role names identified in this section are shared across the entire
portfolio.

To create a Key Contact role:

1. Click Admin 2> System Labels.
2. Navigate to and click on the KEY CONTACTS category.

Click the Add Key Contactso.
Use the Add Key Contacts field to enter your key contact role name.
Click SAVE.

(Optional) Repeat steps 3-5 until all Key Contact roles have been created.

N o n s~ w

(Optional) To remove a Key Contact role, select the box located to the left of

the role name and cIicko.
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Assigning Key Contact Roles

After your Key Contact Roles have been defined and created you need to assign a
staff member or contact to each role. This assignment directs the application to
notify the appropriate person during an equipment Impairment. This section
describes the process of assigning a key contact role.

To assign a user to a Key Contact role:

1. Click Go To - Building List.
2. Select a BUILDING name.

3. Navigate to Key Contacts and click to expand the section.

64 446 9 352 16 1 1

N M

Building Data

Actions

Ownership and Management

Wi Key Contacts ForRom o

TITLE NAME EMAIL PHONE

No matching records found

Notes

History vastactivity: oe

4. Click the Add Contacto.

5. Using the Add Contact pop-up, select a CONTACT TYPE, a CONTACT, and
click SAVE. Note: To assign the role to a non-system user, select Custom
User and enter the required information.

6. Click SAVE.
7. Repeat steps 4-7 until all Key Contact roles have been assigned.

8. (Optional) To assign Key Contact roles for the rest of the buildings, repeat
steps 2-7.

Creating an Impairment Group

Impairment groups allow you to setup unique Notification Profiles and Impairment
Types by building or groups of buildings. This section describes the process of
creating an Impairment group.
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To create an Impairment group:

1. Click Go To 2 Impairments 2> Impairments Admin.

2. Select Create New Group from the dropdown.
3. Enter a GROUP NAME.

(#\ GOTO ADMIN Search for a building Support

Impairments Admin

GROUPS Impairment Groups Create new group

Before you can define Notification Profiles, please create a Group of Buildings to which your profile will apply.
NOTIFICATION PROFILES

GROUP NAME = UNGROUPED BUILDINGS Select All GROUPED BUILDINGS
[New Group e Begin Typing

35 Main Street

Cedar Landings

Berkshire Crossing

Washington Avenue

IMPAIRMENT TYPES

4. Click the building(s) names from the UNGROUPED BUILDINGS column. If
all buildings are part of the group you can alternatively click Select All.

5. Click = to move the building(s) from the UNGROUPED BUILDINGS column
to the GROUPED BUILDINGS column.

6. Click SAVE.

7. (Optional) Repeat steps 2-6 until all groups have been created.

Creating a Notification Profile

The Notification Profile allows you to define the Key Contact Role and Impairment
status(es) that trigger the notification and/or reminder. This section describes the
process of creating a notification profile.

To create a Notification Profile:

1. Click Go To » Impairments > Impairments Admin.

2. Click I

3. Using the Add Profile pop-up box, enter the profile name and click SAVE.

4. Click the down arrow to expose the configurable role and impairment status.

5 www.buildingengines.com | (866) 301-5300 | support@buildingengines.com 4 BuildingEngines



Building Engines Impairments User Guide

(f\ GOTO ADMIN Search for a building

Impairments Admin

NOTIFICATION PROFILES Notification Profiles

IMPAIRMENT TYPES
B .. .

5. Click Add Rule e

6. Select the ROLE and Impairment status that triggers a notification and/or

reminder.
7. Click SAVE.
o ./ Critical [+
DUE OVERDUE BYx
ROLE CREATED | EXTENDED | RESTORED DATE MINS)
Property Manager Ld Ld Ld

8. (Optional) To create additional notification rules, repeat steps 5-7.
9. (Optional) To create additional profiles, repeat steps 2-8.

10.(Optional) To delete a rule, click the check box located to the left of the rule

and clicke.
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Defining Impairment Types

After configuring the Notification Profiles you need to define the types of
Impairments you’ll be tracking. Examples of an Impairment Type may include:
sprinkler maintenance, emergency sign repair, and standpipe maintenance. This
section describes the process of creating Impairment Types and then linking each
to a Notification Profile.

To create an Impairment Type:

1. Click Go To » Impairments - Impairments Admin.
2. Click IMPAIRMENT TYPES.

3. Click Add Typese.

4. Enter the Impairment Type NAME, select a NOTIFICATION PROFILE, and
click SAVE.

9) Impairments Admin @
Impairment Types

MPAIRMENT TYPES

ey Edit Impairment Type (f} ftical (D)
NAME
NOTIFICATION PROFILE
4 itical @
al @

SAVE CANCEL

5. (Optional) To create additional Impairment Types, repeat steps 3-4 until you
have all of your types entered and linked to the appropriate Notification
Profile.

6. (Optional) To delete an Impairment Type, click the box located to the left of

the type, and cIicke.
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Managing the Impairment Lifecycle

The Impairments module allows you to manage the lifecycle of a decommissioned
piece of equipment. This section describes the process of creating, extending, and
restoring an equipment impairment.

Creating an Impairment
This section describes the process of creating an impairment.
To create an impairment:

1. Click Go To - Impairments - Create Impairment.

2. Select a BUILDING, IMPAIRMENT TYPE, and use the SYSTEM(s) field to
enter in the specific system being decommissioned.

Create Impairment @

BUILDING = START DATE «
Select Building 03/08/2016 09:56 AM
IMPAIRMENT TYPE = DURATION =
Select Hours Mins
SYSTEM(S) # DESCRIPTION =
B I U & & Q o &5 1. [ B I U & & Q % |5 I [
& i

Characters (including HTML): 0 {Limit: 4000) Characters (including HTML): 0 {Limit: 4000)

LINKED TasK (1)

SAVE

3. Use the calendar icon to select a START DATE and time.
4. Enter the Impairment DURATION and DESCRIPTION.
5. (Optional) To link the Impairment to an existing work order or preventive
maintenance task, enter the number in the LINKED TASK field and click
to validate.
6. Click SAVE to create the impairment.
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Adding a Comment to an Impairment

This section describes the process of adding a comment to an existing equipment
impairment.

To add a comment to an impairment:
1. Click Go To 2 Impairments 2 Impairments Dashboard.
2. Use the SEARCH and/or column filters to locate the impairment.

3. Click the impairment number.

4. Cick X

Adding a File to an Impairment

This section describes the process of adding a file to an existing equipment
impairment.

To add a file to an impairment:

1. Click Go To 2 Impairments 2> Impairments Dashboard.

2. Use the SEARCH and/or column filters to locate the impairment.
3. Click the impairment number.
4

. Navigate to the Files section of the impairment and click Upload New File

L+

5. Using the Upload New File(s) pop-up box, either click ADD FILES to
attach the file, or drag and drop the file into the pop-up box.

6. Click SAVE.

Linking a Work Order or Preventive Maintenance Task to an Impairment

This section describes the process of linking a work order or preventive
maintenance task to an existing equipment impairment.

To link a work order or preventive maintenance task to an impairment:

1. Click Go To - Impairments - Impairments Dashboard.
2. Use the SEARCH and/or column filters to locate the impairment.

3. Click the impairment number.
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4. Click Add Linked Task.

({y ©coTO ADMIN Search for a building Support

#459484370 - Sprinkler Maintenance

Berkshire ng
CREATED BY: DATE CREATED: 03/08/2016 09:45 AM
Carl Dahl START DATE: 03/08/2016 09:45 AM
BUILDING Berkshire Crossing RESTORED: 03/08/2016 02:08 PM
IMPAIRMENT TYPE: Sprinkler Maintenance DURATION: 4H 14M
STATUS: Completed
LINKED TASK: Addlinked Task
System(s): Sprinkler system maintenance Description: Clean sprinkler heads on 1st floor

5. Enter the work order or preventive maintenance number in the LINKED

TASK field and click f£:)to validate.
6. Click SAVE.

Extending an Impairment

In some instances, equipment impairments may last longer than originally
expected. When this occurs you can prevent the impairment from going into an
overdue state by adding a time extension. This section describes the process of
extending an impairment.

To extend an impairment:
1. Click Go To 2 Impairments 2> Impairments Dashboard.
2. Use the SEARCH and/or column filters to locate the impairment.
3. Click the impairment number.
4. Click EXTEND.

(#{y ©oTO ADMIN Search for a building Support

#459484894 - Exit Sign Repair (Single)
Be e Cro

CREATED BY- DATE CREATED: 03/08/2016 02:54 PM

Carl Dahl START DATE: 03/08/2016 02:54 PM
BUILDING Berkshire Crossing EST. RESOLUTION: 03/08/2016 03:54 PM
IMPAIRMENT TYPE: it Si ir (i ESTIMATED

Exit Sign Repair (Single) DURATION OH 59M

STATUS: Submitted
LINKED TASK: Add Linked Task
System(s): 2nd Floor Exit sign Description: Change bulbs

EJ ADD COMMENT of RESTORE
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5. Enter the EXTEND DURATION, a COMMENT regarding the extension, and
click SAVE.

Restoring an Impairment

After a piece of equipment has been re-commissioned you need to confirm its
restoration. This section describes the process of restoring an impaired piece of
equipment.

To restore an impairment:

1. Click Go To - Impairments - Impairments Dashboard.

. Use the SEARCH and/or column filters to locate the impairment.

2
3. Click the impairment number.
4. Click RESTORE.

({y coT0 ADMIN Search for a building
#459484894 - Exit Sign Repair (Single)
Berkshire g
CREATED BY: DATE CREATED: 03/08/2016 02:54 PM
Carl Dahl START DATE: 03/08/2016 02:54 PM
BUILDING Berkshire Crossing EST. RESOLUTION: 03/08/2016 03:54 PM
. - e ESTIMATED
IMPAIRMENT TYPE Exit Sign Repair (Single) DURATION OH 59M
STATUS: Submitted
LINKED TASK: Add Linked Task
System(s): 2nd Floor Exit sign Description: Change bulbs

[© wocomion | O oo [/ esro |

5. (Optional) Enter a comment.
6. Click SAVE.

Cancelling an Impairment

If a scheduled Impairment is created in error or is no longer relevant you have the
ability to cancel it before it begins. Note: Once an Impairment begins the cancel
button is no longer displayed. This section describes the process of cancelling an
Impairment.

To cancel an Impairment:

1. Click Go To - Impairments - Impairments Dashboard.
2. Use the SEARCH and/or column filters to locate the impairment.

3. Click the impairment number.
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4. cliok NS

Impairments Dashboard

The Impairments dashboard provides a user friendly way of organizing, exporting,
and sharing impairment lists with colleagues. This section describes the process of
performing each of these actions.

Searching for an Impairment

This section describes the process of searching for an existing equipment
impairment.

To search for an impairment:
1. Click Go To > Impairments > Impairments Dashboard.

2. Click SEARCH.

3. Select the BUILDING, TYPE, and DATE START (if known) of the
impairment you are searching.

4. Click SEARCH to execute the search.

Exporting a List of Impairments

Lists of Impairments can be exported via a few different formats. This section
describes how to export a list of impairments.

To export a list of impairments:
1. Click Go To 2 Impairments 2> Impairments Dashboard.
2. Use the SEARCH and/or column filters to filter the impairment list.

3. Check the boxes that correspond to the impairments you want to send, click
SHARE, and select your preferred format.

Sharing a List of Impairments

Lists of Impairments can be shared amongst colleagues and staff via a few different
formats. This section describes how to share a list of impairments.

To share a list of impairments:

1. Click Go To - Impairments - Impairments Dashboard.
2. Use the SEARCH and/or column filters to filter the impairment list.

12 www.buildingengines.com | (866) 301-5300 | support@buildingengines.com 4 BuildingEngines



Building Engines Impairments User Guide

3. Check the boxes that correspond to the impairments you want to send, click
SHARE, and select your preferred format.

4. Complete the required information on the Message widget, and click SEND.
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