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OVERVIEW

Section

Section 1: Overview

This section outlines the purpose of this mannal

Reclamation Facilities it is necessary that many individuals from multiple

departments and companies work together to ensure that accurate and useful
information is obtained about the new assets being installed at the facility. The accuracy
and timeliness in which the information is received and entered into Pima County’s
Computerized Maintenance Management System (CMMS) determines the success of
maintaining and depreciating this new equipment.

D uring large construction projects at the Pima County Regional Wastewater

Actions required by specific personnel are

ICON KEY annotated throughout this manual by the use of
Design Engineer Responsibiliies  icons. An icon key has been provided to the left as
reference to the meanings of these icons.

r— Project Manager Responsibilities

% General Contractor Responsibilities

An index of all responsibilities for individual
X Plant Planner Responsiblities positions is located in the back of the manual for

#” RWRD Finance Responsibilities easy reference.

An example timeline has also been provided in appendix #1 to illustrate at what
phase of the construction that information will be provided, and when data will be
entered into the CMMS.

Examples of spreadsheets and Visio files that are required to be submitted are
included in this manual. Electronic copies of the spreadsheet are on the included disk.




OVERVIEW

Definitions

CMMS (Computerized Maintenance Management System) —

Pima County Currently uses “Oracle Utilities Work and Asset Management” as its CMMS
Program which is commonly referred to as “Synergen” by County Personnel. A CMMS
software package maintains a computer database of information about an organization’s
maintenance operations. This information is intended to help maintenance workers do their
jobs more effectively (for example, determining which storerooms contain the spare parts they
need) and to help management make informed decisions (for example, calculating the cost of
maintenance for each piece of equipment used by the organization, possibly leading to better
allocation of tesources).

Depreciable Asset —
A depreciable asset is any asset whose installed value is greater than $5,000. A skid can be
broken into non-depreciable assets and a depreciable asset with all value assigned to the
depreciable asset.

Design Engineer —
The Design Engineer is the company contracted to complete the design of the new equipment
to be installed.

General Contractor —
The General Contractor is the company contracted to install the new plant equipment. This may
be by construction contract or CMAR (Construction Manager at Risk)

LOV Button —
List of Values Button in Synergen; small grey button located on the far right side of field that
gives a list of acceptable values for the field.

Non-Depreciable Asset —
A non-depreciable asset is any asset whose installed value is less than $5,000. These assets can
have their value assigned to the larger depreciable asset. (See section 4 on depreciable assets)

Plant Hierarchy Diagram —
The plant hierarchy diagram is the visual representation of the plant’s assets showing the parent-
child relationship between the assets.

Plant Planner —
The Plant Planner is the Trade Maintenance Supervisor in the Treatment Division that is in
charge of the CMMS program. He writes all work orders and insutes proper closeout of work
orders and cost assignment for the work. He also oversees all data entry in the system for new
assets added.

Project Manager —
The Project Manager is the RWRD Engineer or RWRD Treatment individual assigned to
oversee costs and proper completion of the construction project.

RWRD —
The abbreviation for the Regional Wastewater Reclamation Department of Pima County

RWRD Finance —
RWRD Finance is the section of RWRD that is in charge of reviewing all depreciable assets to
ensure all expended funds are depreciated.

Virtual Asset —
A virtual asset is a Parent asset in the hierarchy that is used to group assets and collect labor and
repair costs of those assets.




HIERARCH DIAGRAM DEVELOPMENT

Section

Section 2: Hierarchy Diagram
Development

This section outlines how to develop the Plant Hierarchy Diagram and
the responsibilities for each step of its development.

Pima County’s CMMS. It graphically displays the parent-child relationship for all

assets at the individual facilities. Proper development of the hierarchy is crucial to
ensure that plant maintenance costs roll-up to the proper processes. This allows plant
management staff to analyze costs and compare plant processes to ensure proper and timely
maintenance or replacement is performed.

’ I {he plant hierarchy diagram is an integral part of the Asset Management section in

Development of First Level

The first level of the Plant Hierarchy is developed by the Design Engineer early on in the
design process and is submitted for review at 10% design completion. The first level only
needs to be developed if the construction project is an entirely new facility or process on an
existing facility.

If the project is an add-on or modification to an existing facility, the Engineering firm will
obtain the plant’s current hierarchy from the Plant Planner and make modifications to the
existing hierarchy.

Note

An Example of the first level of the hierarchy can be seen in figure 2.1 below and on
the included disk \ Actual Hierarchies\Roger_Example.vsd or Ina_Example.vsd on
the “Main Page” tab.

This level sets the name of the new facility at the top level and the major process system
names as the first level of child assets. The hierarchy shall be developed using Microsoft Visio
Organizational Chart template using the Contemporary theme. The page setup is for 117 x
177 paper in the landscape mode.
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Typical processes used for the first level of the hierarchy are: Preliminary, Primary, Biological,
Secondary, Disinfection, Effluent, Solids, Service Water, Energy Recovery, and
Infrastructure. Where possible, these processes should be used for this level. The Design
Engineer will add or delete other major processes as required. The first level hierarchy will be
submitted to RWRD with the 10% design review, and requires the approval of the Project
Manager and the Plant Planner.

yyyyyyyyyyyyyyyyyy

The top block of the diagram shows the name of the
facility. The top block is formatted using the

Contemporary theme and uses the “Executive” type
Roger Road Wastewater block.

Reclamation Facility

All the process blocks are formatted using the

7002108 Contemporary theme and uses the “Manager” type block.
)

For the fields:

A
\
@ U 4— Blocks #2 & 3 are not used

<«—— Block #1 is set to be “ASSET_DESC”

Roger Road Wastewater

U : 113 ’
eclamation Facilit [— Block #4 is set to be “ASSET_RECORD_TYPE

‘/Q

< D 002108 €——— Block #5 is set to be “ASSET_ID”
A\

Note

A template for the plant hierarchy is located on the included disk
\Templates\Blank_Hierarchy.vsd
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The layout of the subordinates for the first level in the hierarchy is normally set to “Center
Horizontal” or “Double Horizontal” as needed to fit the entire first level on the 117 x 177

page.

Arrange Subordinates
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This level of asset will be a virtual asset. It is not an actual asset with a manufactures name,
model number, serial number, etc... It is used as a bucket to roll up the summaries of
Maintenance and Asset costs. All Virtual assets in the CMMS System are noted with an
ASSET_RECORD_TYPE of “A”. The ASSET_ID is a CMMS generated number and will
not be entered into the hierarchy until after the asset has been added to the CMMS program.
All virtual assets are non-depreciable; they have no actual value in the system. Only bottom
level assets can be depreciable assets, therefore all assets with children are non-depreciable.

The naming convention for the first level of the hierarchy is as follows:

® For the Top level, the actual name of the facility will be used (check with the Plant
Planner on additional processes or facilities at the same plant for the existing Top Level
of the hierarchy).

® The first level of the hierarchy is always named by using the process, a space, a dash, a
space and the short name for the Facility (ie. Roger for Roger Road Wastewater
reclamation facility, Mt Lemmon, Avra Valley, etc...)

After the first level of the plant hierarchy has been approved by the Plant Planner and the
Project Manager, the Plant Planner will enter the virtual assets into the CMMS program by
following the steps outlined in Section 8 “Adding a Virtual Asset”.

If the plant Top Level does not exist it must be entered first and approved prior to the first
level of the hierarchy being entered. This requirement is due to the need of the parent asset
having an ASSET_ID number assigned so that it can be entered into the Parent Asset field
of the child asset.
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Development of the Second and Third Levels

The second and third levels of the hierarchy will be developed and submitted with the 60%
design review. These two levels of the hierarchy set the major buildings and process
equipment within each of the first level processes.

Major categories for these levels are very dependent on the design of the plant and the
Design Engineer will need to work very closely with the Project Manager and the Plant
Planner to define these levels. An example is given below in figure 2.2 of the second and
third levels of the hierarchy.

20d Jevel 3rd Jevel

Figure 2.2

The second level of the hierarchy will be on its own tab separate from the “Main Page”
tab. The first level hierarchy block from the main page will be duplicated on the page for
the second level. A page reference will be added on the main page by using the “Staft”
position type and referencing the tab that the second level can be found. This process will
also be used whenever the second or third levels do not fit on the 117 x 177 page as seen
in figure 2.2 above.

All second level virtual assets will have the same information types as the first level and
since they are virtual assets, they will also have an “ASSET_RECORD_TYPE” of “A”.
The second level blocks are all “Manager” style blocks. Second level assets are non-
depreciable with no value since they always have at least one child asset for each second
level asset.

Not all areas will have third level virtual assets. Some second level assets will have children
that are just actual assets. Children under the second level can be all virtual third level
assets, actual assets, or a mixture of both. It is up to the Design Engineer to consult with
the Project Manager and Plant Planner to determine how the structure of second level of
the hierarchy and below is to be arranged.
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Note

The concept of building a plant hierarchy is to mimic the design of the plant in a
“parent-child” relationship of the processes, major components and actual assets.

The naming convention for the second level of the hierarchy is as follows:

* The second level of the hierarchy is always named by using the name of the major
process equipment or building, a comma, a space, the process name from the first level,
a space, a dash, a space and the short name for the Facility (i.e. Aeration, Biological
Process — Roger or Pump Station #4, Biological Process — Roger).

The naming convention for the third level of the hierarchy is as follows:

* The third level of the hierarchy is always named by using the name of the major
process equipment or building, a comma, a space, and then the same information from
the second level (i.e. Methane Gas System, Pump Station #4, Biological Process —
Roger or Compressed Air Systems, Pump Station #4 - Biological Process — Roger).

The layout of the subordinates for the second and lower levels in the hierarchy is set using
“Center Horizontal”, “Double Horizontal”, “Tight Left Vertical” or the two side-by-sides
circled below, as needed to fit the entire first level on the 117 x 17 page. Only these styles are
used to keep the hierarchy tight and fitting on as few pages as possible.

Arrange Subordinates
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After the second and third levels of the plant hierarchy has been approved by the Plant
Planner and the Project Manager, the Plant Planner will enter the Virtual assets into the
CMMS program by following the steps outlined in section 8 “Adding A Virtual Assets”.

The first level assets must be entered first and approved prior to the second level of the
hierarchy being entered. The same applies with the second level of the hierarchy needing to
be entered and approved prior to the third level of the hierarchy being entered. This
requirement is due to the need of the parent asset needing an ASSET_ID number assigned
so that it can be entered into the Parent Asset field of the child asset.

Development of the Forth and Lower Levels

If needed fourth level and lower virtual assets can be added. These levels of the hierarchy will
be developed and submitted with the 60% design review. These are still virtual assets and are
added as deemed necessary to clarify the process of the plant or add more detailed collection
points of costs.

Major categories for these levels are very dependent on the design of the plant and the
Design Engineer will need to work very closely with the Project Manager and the Plant
Planner to define these levels.

The naming convention for the forth and lower levels of the hierarchy are as follows:

* The lower levels of the hierarchy are always named by using the name of the major
process equipment or building, a comma, a space and then the same information from
the parent level (ie. Compressors, Compressed Air System, Pump Station #4 -
Biological Process - Roger).

After the forth and lower levels of the plant hierarchy has been approved by the Plant
Planner and the Project Manager, the Plant Planner will enter the Virtual assets into the
CMMS program by following the steps outlined in section 8 “Adding A Virtual Assets”.

The higher level assets must be entered first and approved prior to the lower levels of the
hierarchy being entered. This requirement is due to the need of the parent asset needing an
ASSET_ID.
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Development of the Bottom Level

The bottom level of the asset hierarchy is where the actual assets reside. This may be 3, 4 or
more levels down into the hierarchy. These are the actual physical components. They have
plant ID numbers, manufacturer names, model numbers and serial numbers. These assets are
either depreciable with a dollar value or non-depreciable with no value. For the development
of the hierarchy it does not matter if the asset is depreciable or not. The bottom level of the
hierarchy should be completed and reviewed at the 90% design review meeting. Changes to
the hierarchy will be made as necessary due to changes in design or change orders as the
construction project is built.

To determine the level of detail that will be set as an individual asset, follow the guideline that
if the item has a plant ID number then it is an asset. For example, a pump skid would break
into multiple assets; the suction isolation valve, discharge isolation valve, discharge check
valve, pump and motor would all be separate assets, whereas items such as the discharge
pressure switch and seal water solenoid valve, would be considered part of the pump asset.
Another way to look at how far to break down the assets would be to what level would the
plant want to track costs, labor and bill of materials. The Plant Planner will assist the Design
Engineer in determining to which level of detail the assets are broken down if necessary.
Also, remember that buildings, pump stations, clarifiers and other major structures are assets
as well. An infrastructure asset will also be provided for all major processes.

In Visio the bottom level assets or actual assets uses the “Position” type block. Unlike the
virtual assets the “ASSET_RECORD_TYPE” is not “A”; see table 2.1 for the correct
“ASSET_RECORD_TYPE” to be used.

ASSET_RECORD_ Description Uses
TYPE
A Parent Asset Used for virtual assets that work orders will not be
written against, just a placeholder to roll up costs.
B Building & Used for buildings and structures, work orders can be
Other written against this type of asset.
Improvement
E Equipment Used for plant equipment, work orders can be written
against this type of asset
F Function Not used for Wastewater Reclamation Department
assets
1 Infrastructure Used for plant yard piping and other infrastructure,
work orders can be written against this type of asset
L Land Used for plant grounds and other real estate, work
orders can be written against this type of asset
P Process Not used for Wastewater Reclamation Department
assets
A% Vehicle Used for Fleet vehicles only, use asset type “E” for

vehicles owned by another department

Table 2.1
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The naming convention for the bottom level of the hierarchy (actual assets) is as follows:

* The bottom level of the hierarchy (actual assets) are named by using the noun, a
comma, adjectives, the plant ID number in parentheses, location, a comma, process, a
space, a dash, a space and the short name for the Facility. (i.e. Valve, Return Sludge
Isolation (PV1-FS10), Pump Station #10, Secondary — Roger)

* Note that all new plants will be using the “smart number”” naming convention and that
plant ID number will be used in the parentheses.

After the hierarchy is complete the Design Engineer will prepare the Microsoft Excel
spreadsheets that the General Contractor will need to use to gather all information needed
for the asset.

The layout of the subordinates for the fourth and lower levels in the hierarchy is set using
“Center Horizontal”, “Double Horizontal”, “Tight Left Vertical” or the two side-by-sides
circled below, as needed to fit the entire first level on the 117 x 17 page. Only these styles are
used to keep the hierarchy tight and fitting on as few pages as possible.

Arrange Subordinates |

Layouts
Horizonkal: Vertical: Side-by-side:

2) [&[F] (&
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= (BT (&
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Preparing the Asset Information Spreadsheet

Using the included spreadsheet \ Templates\Blank_Asset_Info.xls, the Design Engineer will
develop the Asset Information Spreadsheet which will be provided to the General
Contractor so he may ensure all required information is filled out and provided to the Plant
Planner for asset addition to the CMMS. It is also at this point that the determination of
which assets will be depreciable and which are non-depreciable is made.

A depreciable asset is any asset whose installed cost is greater then $5,000. Let’s take for
example a new pump station that is constructed. In this pump station, we have 3 pump
skids, interconnecting pipes, lighting and communication. We would break down the assets
as follows:

10
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* The pump station itself would be listed as a depreciable asset >$5,000.

* In the case of a pump skid which was broken down to the three valves, the pump and
the motor, and whete the overall cost to install the skid is >$5,000; all the costs would
be assigned to the pump and it would be listed as depreciable, whereas the other assets
would be listed as non-depreciable.

* The interconnecting pipes would not be listed as an asset. They would be part of the
infrastructure of the pump station. The interconnecting valves would be listed as non-
depreciable assets. All of the installed value of the pipes and valves would be assigned
to the depreciable infrastructure asset.

* The lighting and communication would be their own non-depreciable assets with their
value being assigned to the infrastructure asset.

Note

Any questions on depreciable assets can be answered by the Plant Planner.

After determining the depreciable status of an asset, the Design Engineer shall fill out the
top four (4) lines of the Asset Information Sheet. A new worksheet will be used for each
different virtual asset that is used as a parent asset. A new column will be used for each
separate actual asset under that virtual parent asset. Table 2.2 shows the top six (0) lines of
the Asset Information Sheet and show how the top four lines should be filled out. The
Plant Planner will fill out lines 5 & 6. (The actual sheet is over 75 lines long — the additional
information will be provided by the General Contractor)

Buildings require different asset information. All buildings will be on the same worksheet
and use the “Building” worksheet from the template.

Note

A template for the asset information is located on the included disk
\Templates\Blank_Asset_Info.xls

11
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Asset Description

Motor, Fine Bar
Screen #1,
Headworks,

Preliminary - Roger

Screens, Fine, Bar
#1, Headworks,
Preliminary - Roger

Motor, Fine Bar
Screen #2,
Headworks,

Preliminary - Roger

Screens, Fine, Bar
#2, Headworks,
Preliminary - Roger

Added to Hierarchy? Yes Yes Yes Yes
Depreciable? No Yes No Yes
Asset Record Type E E E E
Asset ID Number
Added to Synergen?

Table 2.2

Due to change orders, value engineering and other issues the bottom level of the hierarchy
and the Asset Information Spreadsheet is subject to change and will be updated as needed
by the Design Engineer. The Project Manager will coordinate any changes made between
the Design Engineer and the General Contractor.

12
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Section

Section 3: Asset Information
Gathering

This section outlines the responsibilities, methods and timelines for
gathering asset information

he Asset Information Sheet is the heart of the data needed for the CMMS. Accurate

information is vital for the success of developing work orders and timely repair of the

equipment. It is also one of the more time consuming portions of the process. Great
care should be taken to ensure that the information provided is accurate and received in a
timely manner.

Information Required on the Datasheet

The datasheet used for the collection of asset information is over 75 lines long and as
previously stated, the Design Engineer will fill out the top four (4) lines of the sheet and the
Plant Planner will fill out lines 5, 6 and 9 through 11 under Purchasing Information, after the
sheet has been returned from the General Contractor. All other lines will be filled out as
applicable by either the General Contractor or their subcontractor, but it is still the
responsibility of the General Contractor to ensure all information is provided.

Note

This section does not cover buildings. See the next section for information required for
assets which are buildings.

Table 3.1 below shows all lines of the spreadsheet. It is mandatory to fill out lines 12 and 15
through 17 except for large infrastructure such as piping or clarifiers. Lines 20 through 23
should be filled out for any electrical equipment. Lines 20 through 39 will be filled out as
completely as possible from the name plate data for a motor asset. For a pump asset lines 42
through 48 will be filled out. A valve would require that lines 51 through 61 be filled out and
instruments will use lines 64 through 78.

13
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Asset Description
1
2 | Added to Hierarchy?
3 | Depreciable?
4 | Asset Record Type
5 | Asset ID Number
6 | Added to Synergen?
7
8 | Purchasing Information
9 | Method of Acquisition
10 | Source of Funding (i.e. Grants, Bonds, etc.)
11 | Purchase Document Number
12 | Stationary or Mobile
13
14 | Manufacturer’s Information
15 | Manufacturer's Name
16 | Model Number
17 | Serial Number
18
19 | Motor/Electrical Information
20 | Voltage
21 | Amperage
22 | Frequency
23 | Phases
24 | HP
25 | Frame
26 | RPM
27 | Power Factor
28 | Max KVAR
29 | Nominal Efficiency
30 | Rating
31 | Design
32 | Enclosure
33 | Code
34 | Insulation Class
35 | Max Ambient Temp
36 | Service Factor
37 | Grease
38 | DE Bearing
39 | OE Bearing
40
41 | Pump Information

14




ASSET INFORMATION GATHERING

42 | GPM

43 | Pump Type

44 | Pump Size

45 | Number of Stages

46 | Impeller Diameter

47 | Rotation

48 | Seal Type

49

50 | Valve Information

51 | Valve Rebuilt Kit No.

52 | Valve Size

53 | Valve Body

54 | Valve Plug Type

55 | Valve Plug Face Type

56 | Valve Seat Type

57 | Valve Temperature Rating
58 | Valve Flange Type

59 | Valve Flange Material

60 | Valve Material

61 | Valve Liner

62

63 | Instrument Information

64 | Instrument Measurement Type
65 | Instrument Unit of Measure
66 | Instrument Element Type
67 | Instrument Range

68 | Instrument Proof Pressure
69 | Instrument Maximum Measurement
70 | Instrument Material

71 | Instrument Deadband

72 | Instrument Output

73 | Instrument Software Revision
74 | Instrument Flange Type

75 | Instrument Flange Material
76 | Instrument Liner

77 | Instrument Accuracy

78 | Instrument Readability

Table 3.1

15
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When construction is nearing completion at any major area of the plant, those sheets will be
turned into the Project Manager in electronic format for review. It will be determined by the
General Contractor, the Project Manager and the Plant Planner what is considered to be a
major area (usually a pump station or similar area). This information needs to be completed
and turned in as quickly as possible. The process for entering the asset information into the
CMMS is time consuming and eatly completion of these spreadsheets will ensure that the
assets are entered into the CMMS program and are approved and ready for use at the time of
substantial completion (depreciable assets will not be available until later — see the depreciable
asset Section #4).

The Project Manager will review the spreadsheet for accuracy by checking the information on
the sheet to the actual equipment installed in the field. This can be performed while the
Project Manager is verifying that all equipment that was specified was correctly installed by
the General Contractor. The spreadsheet pages will then be turned over to the Plant Planner
in electronic format.

The Plant Planner will then start entering all the non-depreciable assets into the CMMS
System by following the instructions for entering a non-depreciable assetfound in Section 9.

Information Required for Buildings

The datasheet used for the collection of asset information for a building is different then the
one used for other equipment. The Design Engineer will fill out lines 1 through 4 and 15
through 16 at 100% design. There is no data to be collected by the General Contractor and so
the electronic sheets will be turned into the Plant Planner directly.

1 | Asset Description
2 | Added to Hierarchy?
3 | Depreciable?
4 | Asset Record Type
5 | Asset ID Number
6 | Added to Synergen?
7
8 | Purchasing Information
9 | Method of Acquisition
10 | Source of Funding (i.e. Grants, Bonds, etc.)
11 | Purchase Document Number
12 | Section
13 | Township
14 | Range
15 | Square Footage
16 | Number of Stories or Levels

Since buildings will always be depreciable, entering of the building assets will be handled at
the end of construction (see section 4 on “Adding Depreciable Assets”).

16



DETERMINING DEPRECIABLE ASSET VALUE

Section

Section 4: Determining Depreciable
Asset Value

This section outlines how to caleulate the value to be entered into the

CNMS for depreciable assets.

associated with the project from design to construction to internal labor must be used
to calculate the final depreciated value of the assets. In the end, all the values of the
deprecated assets must be equal to the entire cost for the project to the penny.

( : alculating the costs for depreciable assets is a time consuming process. All costs

Methodology for Determining Value

Since the Project Manager is the only individual with the big picture view of the budget and
costs of the project, they will be the only ones able to determine the value of the depreciable
assets. They will need to work very closely with the General Contractor to determine what
the final costs are for the installed equipment. The Design Engineer, Plant Planner and
Project Manager have already determined which assets would be depreciated, so this section
will now explain how to determine the value of those assets.

Below is an example of a methodology used to assign values to depreciable assets. Every
parent virtual asset with a depreciable asset as a child will also have an infrastructure
depreciable asset as a child asset. This infrastructure asset is to be used to capture the costs of
the infrastructure of the process and to be used as a place to estimate final costs. This way all
the depreciable equipment assets can be entered with set values, so they can be active as close
to substantial completion as possible. The infrastructure asset stays open with an estimated
value until the final invoices are paid and then adjusted up or down to get the values of the
assets to exactly equal the actual cost of the project. This means the infrastructure assets will
not be available until long after the new process is in service, but because the Work Orders
and Preventive Maintenance are written on the depreciable and non-depreciable equipment
assets, they are available early enough to keep accurate records in the CMMS Program.
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DETERMINING DEPRECIABLE ASSET VALUE

Example 4.1:

Our new construction project will build a new pump station with 2 pumps skids. We will keep things simple
Jor this example; a real system would have a multitude of assets in each building and a multitude of areas in
one project.

The construction costs (including purchasing the equipment) for the pump station was §500,000.
We would break the costs down as follows:

Each pump skid in the pumps station would be broken into multiple assets. The suction valve, the discharge
valve, the discharge check valve and motor would all be listed as non-depreciable and the pump would be the
depreciable asset. Al the costs of the non-depreciable items would be rolled up to the depreciable pump asset. So
let’s say that was $100,000. We would then have two depreciable assets at a cost of $100,000 each. The cost
of the pump station structure wonld all go to the depreciable pump station asset, so let’s say that that was
$250,000. Al the interconnecting piping and valves, the lighting and commmunications would be listed as non-
depreciable and their valne would roll into the depreciable infrastructure asset, which means that that wonld
have cost us §50,000 and so our initial construction value for the infrastructure wonld be $50,000. If our final
construction bill came in and we found out that the costs on the pumps were less then we expected e wonld just
adjust the infrastructure asset construction valie.

So now we have determined construction costs but the value of the assets include all costs for the project so we will
need o look at other costs also.

Construction

Depreciable Asset Cost

Pump Skid #1 $100,000

Pump Skid #2 $100,000

Pump Station Structure $250,000

Infrastructure $50,000
Totals: $500,000

We also need to look at design costs. For onr exanmple the design cost will be $50,000. We can just spread the
design cost over the assets proportionally to their construction costs. For excample Pump Skid #1 was 20% of
the construction cost so we can assign 20% of the design costs, or $10,000 to Pump Skid #1. If onr final
design bill came in and we found out that the costs were more or less then we expected we would just adjust the
infrastructure asset design value if the equipment assets had already been entered.

% of
Construction Construction
Depreciable Asset Cost Cost Design Cost
Pump Skid #1 $100,000 20% $10,000
Pump Skid #2 $100,000 20% $10,000
Pump Station Structure $250,000 50% $25,000
Infrastructure $50,000 10% $5,000
Totals: $500,000 100% $50,000

18



DETERMINING DEPRECIABLE ASSET VALUE

We also need to look at other costs. For our example we may have had cultural resources at $25,000 and
internal labor at §5,000. We could just spread these costs over the assets proportionally to their construction
costs unless the Project Manager knows that a specific portion of one of the costs was for just one of the assefs.
So if we kenow that all the internal labor was for inspections on the pump station structure, all the costs wonld
be added to that asset. The Cultural resources could just be spread ont proportionally as was the design costs
For example Pump Skid #1 was 20% of the construction cost so we can assign 20% of the Cultural
Resonrces costs, or $5,000 to Pump Skid #1. If our final internal labor or Cultural Resources bills came in
and we found out that the costs were more or less then we excpected we would just adjust the infrastructure asset
design value if the equipment assets had already been entered.

Total Value
% of of

Construction Construction Design Internal Cultural Depreciable

Depreciable Asset Cost Cost Cost Labor Resources Asset
Pump Skid #1 $100,000 20% $10,000 $0 $5,000 $115,000
Pump Skid #2 $100,000 20% $10,000 $0 $5,000 $115,000
Pump Station Structure $250,000 50% $25,000 $5,000 $12,500 $292,500
Infrastructure $50,000 10% $5,000 $0 $2,500 $57,500
Totals: $500,000 100% $50,000 $5,000 $25,000 $580,000

Grand Total Cost of Project: $580,000

All these calculations should be made based on common sense and the knowledge the
Project Manager has for their project. All explanations and calculations for how the
depreciable values were determined will be provided by the Project Manager on an Excel
Spreadsheet to the RWRD Finance and Plant Planner.

This spreadsheet will be reviewed by RWRD Finance Department to ensure the
methodology is correct and the final numbers match with the actual cost of the project.

Note

A spreadsheet showing how depreciable values were determined is required to be
submitted for review to RWRD Finance. A sample spreadsheet can be found on the
included disk at \ Templates\Depricable_Value.xls

To expedite getting the depreciable assets entered so that work orders and preventive
maintenance can be written on the depreciable assets when the project is turned over to the
plant these calculations must be completed prior to receiving final billing. The Project
Manager will coordinate with the Plant Planner to lock in values for the non-infrastructure
depreciable assets as soon as possible using projected cost for the project. Those assets will be
entered into CMMS as soon as possible. The infrastructure assets will be entered with their
values adjusted to match true project costs when final billing has occurred. See section 10 for
details on how to add depreciable assets to the CMMS program.
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PREVENTIVE MAINTENANCE SCHEDULES

Section

Section 5: Preventive Maintenance
Schedules

This section outlines the requirements for Preventive Maintenance

Schedules

that a Preventive Maintenance Schedule is developed in a timely manner so that none
of the required maintenance is missed a coordinated effort must be made between the
Design Engineer, General Contractor and Plant Planner.

I ) reventive Maintenance (PM) is the cornerstone of reliable plant operations. To ensure

While developing the O&M Manuals, the General Contractor shall have a section outlining
the manufacturer’s recommended Preventive Maintenance. This table shall be developed and
turned in to the Plant Planner in electronic format prior to substantial completion.

The Plant Planner will setup PM schedules as deemed necessary from the table provided by
the General Contractor. See instructions outside of this manual for setting up PM Masters
and schedules in the CMMS program.

Note

A sample table can be found on the included disk at \'Templates\PM_Schedule.doc
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OPERATION & MAINTENANCE MANUALS

Section

Section 6: Operation & Maintenance
Manuals

This section outlines the delivery requirements of OSM Mannals and
where to enter them in CMMS.

employees and need to be readily available. By attaching the O&M to specific assets in

I )lant Operation & Maintenance (O&M) Manuals are an important tool for all
CMMS, they can be easily be retrieved by all personnel when needed.

Delivery Requirements of O&M Manuals

The General Contractor shall supply all O&M manuals in electronic format along with the
required hard copies. The Technical Manuals, Repair Manuals, Cut Sheets and any other
equipment manuals shall also be provided in electronic format. The preferred format for all
electronic copies of the manuals is *.pdf files from adobe.

The General Contractor will provide a cross reference for all equipment manuals showing
which manuals are associated with which pieces of equipment. This is to allow support
personnel for the Plant Planner to easily determine which manuals are attached to which
assets.

Attaching O&M Manuals in CMMS

This section gives the details on how to attach electronic manuals into the County’s CMMS
program (Synergen).

Note

File size may not exceed 4.0 MB (4,096 KB) per file. You can attach multiple files
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Equipment manuals will be attached to the actual equipment assets in CMMS. The O&M
manuals will be attached to the virtual parent asset which the O&M manual covers.

1. Initiate the WebScan program from your Synergen home page in the LINKS portal
by clicking on the WEBSCAN link once.

& & 4

App Map Mavigator Approval Charts Reports Inbox  Help

ORACLE’

Favorites option=s | | Alerts (Unread) Option= | | Company News Options
« Blanket Contracts - Parts have been received for Work Order 0713305 04 | |+ Processing Changed for Finished Work Orders
« Blanket Contract to PO * Change Request 0900621 has been Approved ! Online Vendor Registration is Now Required

» Requisition » Change Request 0900608 has been Approved

- Asset - Change Request 0802556 has been Approved [Litrkes Options

« Work Request » Change Request 0801829 has been Approved g - WebScan

« Work Order » Chanoe Reauest 0804359 has heen Approved \wmum

« Work Order Task 1 Click h _w_\ud/' + Asset

» Change Request . Cck on the tproved  rePortal - Reports

» Scheduling -Workweek . “Webscan” hnk pproved

» PM Route - Display Schedule . pproved N

= PM Master . bproved ‘ gles Sotione |
« Purchase Order View All (23] [N data to display |
Work Planning option= | | Saved Searches Cption= | LTip of the day
= PLANNING (116) - My Requisition Search ° Approval Titles tell the system which users have
[ ACTIVE (266) » My Change Request See;rch 4 :}P\we auth‘ogty to a;‘)jpmv?ycertain recfo:ls Wh”?

) = - pproval Routes identify a series of Approva

FINISHED (338) :\::ulgl‘:ir?lfe?liesggeérch . Titles that must review the record for approval.
Approval Summary =« Approved WR for Roger Rliad (A

Document Type Past Due Due Total Eendllndgvi\\,apfmvsl WR fR[” l:;ugf[ Road ( -
No data to display reate or “oger Road

‘Bnokmarks Options |
‘Nn data to display |

2. You will be taken to the following screen in your browser.

ES;PI&:.? fyramaEn Tape

3. Click on the "Select Synergen Type ..." drop-down, and click on the type of record
you are attaching to. (Asset)
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4. You will now be given two fields to fill in. The "Synergen Number" and “Asset
Record type”.

5. Once you have filled in all the fields, press the TAB key, and you will be ready to start
listing files to attach.

Note

Even though the program is called WebScan — You do not need to print and scan the
documents you can just attach the original electronic files.
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6. Click on the Browse button and select the file you want to attach. After selecting a
file, type in a description. Ensure you put the manual title in the description block. —
If you leave the description block blank a default description will be used and what is
attached will be unclear. If everything looks ok, click the Add button. If not, click the

Remove button and start again.

WebScan Application for Synergen

Select Synergen Type Asget 'l
Enter Synergen Mumber 00000001 Enter Asset Record Type IE

. Size -
e o | e

WebScan Documentation

|L|-\Bgnk1 xls nma ISpreadsheet with asset info.

él Add Remove

I Browse | I

él Add Remove

7. After clicking on the Add button, you can put another file in on the next row. Once
you have listed all the files you want to attach to this Synergen number, click on the

Submit button.

Once you click on the Submit button you will see the status appears on the right

hand side. You can then close WebScan, or clear the fields and start a new upload

sequence.

WebScan Application for Synergen

Select Synergen Type Asset -
Enter Synergen Number 00000001 Enter Asset Record Type E

Clear form to start another upload |

|u YBook1 xls ons |Spreadsheet with asset info

WebSean Docurnentation

Book1.xls was
successfully uploaded

Note

You do not need to enter the manual again for each asset. Entering a manual a second
time will result in twice the space used on the server. Once the manual has been enter it
can be attached to each separate asset (see copying attachments below) as many times as

necessary without taking up extra space.
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Copying Attachments from One Asset to Another

1. Go to the Synergen record which has the file attached you wish to copy and click on
Attachments under the Views pane on the left side of the screen. When a record in
Synergen contains an attachment there will be an asterisk that appears next to the
word Attachments.

Eile Edit Views Actions Favorites Go Help ‘Window

R E D —"

Goto Maduls
<| »|Change Request 0805230 Attachments

Search Options Stachment D Revision  Type =
Recue [pan221935520080515 Jooou

CrnosREtee Inwnice 527481 =

<| >
Motes™ 24 = | |

Attachments® ‘

Approval Log
Analysis

I

Where Used = | |
Agzet Change (List)

Asset (Mew) ‘
Agzet (Change)
Asset (Dispose) = Lﬂ | |
Asset (Configure) ‘

s

Aceat (Rawaliatinn!

Ll

<
Create Bookmark it
Audit Log (Header) ‘ 4_” l l

Copy Record —1

Ll

Account Log JM

Create Document Rect 4l | _»’_J

R P A e e

2. Copy the ID Number you wish to copy by highlighting it and pressing Ctrl-c.

Eile Edit Views Actions Favorites Go Help ‘Window

oracLe| Al Bl Al 5] x| 7] 8 3| 5| @
| »|Change Request 0805230 Attachments

Search Options sttachment [ — Revision  Type =

Recue Sacument [Da0221935520089512 Jooou

ShacREaRa Invoice 527481 \/ =
<[> =
Motes™ 24 = | |
Attachments®
Approval Log ‘
Analysis

I

Where Used = | |
Agzet Change (List)

Asset (Mew) ‘
Agzet (Change)

Asset (Dispose) = Lﬂ | |
Asset (Configure) ‘

s

Acest (Bowaliationt T

Ll

<
Create Bookmark 2 J_” | |
Audit Log (Header)

Copy Record = ‘

Ll

Account Log JM

Create Document Rect 4l | +

R P A e e
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3. Open the attachment view of the asset for which you want to add the attachment.

4. Select “Document” from the menu for attachment type and then paste the
Attachment ID into the ID field by selecting the field and pressing Ctrl-v.

File Edit Wiews Actions Favorites Go Help ‘\Window

Y f = gl =l =
S T = I i I e
ORACLE = Soto Modle
4| »|Asset E 08000480 Attachments
Search Options Aftachment D Fevision _Tyne =
Results = B
e Chemicsl Label = ™ wor [ Print?
Procedurs
MNaotes Specification
Attachments Stanclard Mate T B ]
Depreciation =
Accounts
Inspection Log .ﬂ‘
Manufacturer Data = rwor Foeie
hdanufacturer Warranty ‘ —
Additional Accounts
Period Costs = P
Cost Sumrmary = L Y
G| | | £ wver m
Create Bookmark = =
Audit Log (Header) ‘ B oo it
Asset Reliability -
Components
Camponent Tracking L Ve _’L‘
p gt Ll | »
Attachment Type

5. Repeat as necessary for each attachment required to be copied.




SPARE PARTS

Section

Section 7: Spare Parts Received
from the Contractor

This section outlines how spare parts purchased through the construction
contract will be turned over to the plant.

the end of the project to the plant. These parts will need to be added to inventory and

Bill-of-Materials (BOM) for the assets for which they are associated. Proper
documentation of what the patts are, where they are for and their value is very important to
keep all of the County’s financial records straight.

: ; pare parts are often purchased through the construction contract and turned over at

The General Contractor will fill out the Spare Parts Spreadsheet provided. All the
information listed is required to be filled out. This information is required to add the parts to
the CMMS inventory system.

Note

A blank template of the Spare patts is located on the included disk
\Templates\Spare_Parts.xls

Table 7.1 below shows the information that is required on the spreadsheet

Part Description
Vendor

Vendor Part
Number

Manufacturer

Mfr Part Number
Quantity

Per Unit Value
Total Value
Associated Assets

Table 7.1
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The Project Manager will review all the spare parts and verify that those parts are turned over
to the plants that are listed on the spreadsheet.

The Plant Planner will oversee the creation of new catalog items if necessary for the spare
parts turned over from the General Contractor. Instructions for Catalog additions are outside
of this manual.

The Plant Planner will then add the stock codes to the BOM for the associated assets for the
parts.

This is done by pasting the inventory number into the BOM item field on the appropriate
BOM.

ile Edit Wiews Actions Favorites Go Help \Window

09 Ja 9

oracLe| 2 B ol o x| ¥ E| 4] 5 el sl

<| »|Bill of Material 0000000046 BOM List

Search Options BOMID ReferenceBOMID || =
Results Description Wiy, Pump, Chemical Metering, 5.00 GPH, L %]
Bill of Material £
e B Foe ‘
Gbtes Marwfacturer [MLTON ROY [MLTON RO ]

Jrawing Documents Manutacturer Part o, [C731-31851 |

4ssociated Assets

4ssociated Components BREAKDCHWWN for 1000000045 TOP Level ] i Cnedevel J
BOM It Type  Seq ftem Description (i} Quartity
% (00000015617 B = IMIT, SPARE PARTS - [Ex 1
o C = -
—  —— =
=
A
=
cions B2 |
Create Bookmark =
%udit Log (Header) || -
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Section

Section 8: Adding a Virtual Asset

This section outlines the details on how to enter a virtual asset into Oracle

(Synergen).

his section will provide you step by step instructions on how to add a virtual asset into
Oracle (Synergen). This section is provided as a reference but also outlines standards

used by RWRD to ensure consistency between the facilities.

Writing a Change Request for Virtual Assets

Oracle Utilities Work and Asset Management V1.7.15.3 {v1.7.15.3.2(

ORACLE

Application Map

RESOURCE

« Account

« Area

« Asset

+ Asset Activity Log

» Asset Class

+ Asset Inspection Data
+ Asset Navigator

« Asset Reliability

+ Bill of Materials

s T
+ Compatible Units

+ Component 1D

« Component Tracking Log
« Department

+ Document Cantral

+ Document Log

« Employee

« Function

+ Job Hazard

« Keys and Locks

« MSDS

« MS0S Chemical Label

M Ilanzger

App Map Navigator Approval

MAINTENANCE

» Account Distribution Template

<Tatalog
« Change Request leet Reservation
B « Fleet Work HisTo

$ & a3

Charts Reports  Inbox

PURCHASING
« Blanket Contract Log

» Blanket Contract to PO
= Blanket Contracts

- Account Log

« Activity Tracking

. Benchmark Work Orders

- Compatible Units Field Request . Change Orders

« Cost Adjustments
. Expedite PO

» Invoice Batch

« Crew

« Crew Activity Log
« Direct Charges

« Direct Charges Log « Invoicing
« Fleet Asset

« Fleet Benchmark Werk Order
« Fleet PM Control

« Purchase Order
« Purchasing Log
« Request for Quotes

Help

INVENTORY
. Checkout Requests

» Checkout Ti ion Log

SYSTEM
ADMINISTRATION

TIMOTHY HARMON | syndemo | Logout

Account Structure
A ing Periods

» Consumables

« Material Disposition

+ Physical Inventory

« Property

+ Property Inventory

+ Property Log

« Receiving

+ Receiving (Multi-Step}
« Receiving Log

Review
H 113
Click on the “Change Wemo
« Fleet Work Order eckout
2% 1;
« Leave Request RequeSt link nsfer
- PM Events
- PM Master
« PM Route - Create Schedule
« P Route - Display Schedule  E\TERDRISE
= PM Route Flanning « Asset Type Analysis CUSTOMER
= Payroll Log « Company « Customer

» Permit Templates + Enterprise Asset

= Permits « Enterprise Catalog
« Project/Subproject
« Runtime Entry

2 ing - Daily

. Organization
« Plant

+ Service Request

. Application Security
- Approval Limit

» Business Rules

« Charts Administration
« Code Tables

+ Data Dictionary

« Event Queue

. FGA Responsibility

+ Graphs Administration B

« Installation Parameters

. Job Manager Log

» Metrics Administration

« Modules Administration - SIA
. Pay Pericds

« Responsibility
- Routing List

Auditing

Buyers

Configuration Guide

Help Form

Messages

Modules Administration - Forms

Report Administration

Humbers b

Falam oo

Open the “Change Request” module by clicking on the link in the Application Map or
by clicking on the link in your personalized favorites on your home page.
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Edit YViews Actions Favorites Go Help Window

ORACLSE

06 Janual

I

Go fo Module

R RERED

h for Change Request

Search Options

Results

Change Request

@ Refine your search. Inclu

Search 2
Save Search

Select from t list of personal saved searches:

Search for |

L; Search

SearchIn * S2sgches [T Exact Match

7 Bookmarks 7 plerts

specific items in your search:

Change Reguest Mo I:U Record Type x

Request Status |
StetusDate [ | Click on the
mpprovelFode [ | “New Record”

Required == I:l 1
o 1con
Gess [ ]

Initistor | |

Created == | |<= ‘
dustcation [ |

Custom SQL Description |

Clear Fields <
Save Default Fields 4] L‘_‘l
Change Reguest Mumber.
Hecorﬁ: 10 .. ListofValu.. <08C>= )

Create a new Change Request by selecting the “New Record” icon in the menu bar.

Clicking on the “New Record” icon will open the “Change Request” screen shown

below.

File Edit Yiews Actions Favorites Go Help Window

oracLe| Jl 8| A| o] x| #|

I

G to Maoddule

<| »|Change Request

Search Options Reuest || Status [Crested =l
Resulte wel[ ] Reureaty [ |
> Intiatar TMOTHY HARMON | Phone 5200407 3700 | Department |:|
Record Type =
Description %1
Justification ‘ ﬂ
Impact ‘ ﬂ
e
Duplicate Last Record
| | ;’J
|Change Request Nurmber,
|Record: 171 | <0SC>
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£ | http:f{sppimacras3.central pima, gov:3093/synergen/navigator. jsprtat=callFormsaworkflow_id=5395708plant=01 R

File Edit Wiews Actions Favorites Go Help Window

1. Select
“ASSET” for

type

6. Save the
tCCOtd 06 January 2009

Go to Module

Change Request

N .. PEES

2. Select “Create
Asset” for class

Request Statuz |Created LJ :j
ReouredBy [ |

Approval Route
Initistor” TTMOTHY HARMOMN | Phone [s20)407-3700 | Department
d Type &

4, Write a short
description for the
change to include

project code and
“Virtual parent asset”

R
Description = 5. Enter
= “WWFASSET” in
Justification ] Approval Route
3. Select a
ol “ASSET” for -
record type -

4

{Record: 141

Change Reguest Mumber.

=05C=

Next, fill in the Change Request as follows:

1.

2.

In the “Type” field, select “ASSET””.
In the “Class” field, select “Create Asset”.
In the “Record Type” field, select “ASSET”.

Write a short description in the “Description” field. Ensure that the description
includes the project code for ease of searching later. Also, include the statement that
these are “Virtual Parent Assets” to speed along the approval process. More detail
will be entered on other sheets; this just needs to be a shott title for the request.

In the Approval Route field, enter “WWEFASSET”.

Save the record by clicking on the “Save” icon on the menu bar.
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Note

Multiple virtual assets can be entered on one Change Request as long as none of the assets
are the parent assets of other assets on the request.

Select the “Asset Detail (New)” link in the Views pane.

ORACLE’

Search Options

Results

Change Request

Attachments
Approval Log
Analysis

Where Used
s5et Change (]
Asset (New)

Select the “Asset Asset (Disposs)
Asset (Configure)

Detail (New)” fczot (Revaliation
link T —

Create Bookmark
Audit Log (Header)
Copy Record

Account Log
4

FRM-40400: Transaction comp

Clicking on the “Asset Detail (New)” link will open the “Asset Change Item New
Detail” screen shown below.

| & httpijisppimanras3. central. pima.gov:8093(synergen/navigator. jspPtgt=calFormsaworkflow_id=5998708plant=01
p:fisppi pima.g ynerg; igatar. jsp7tgt i

File Edit Wiews Aclions Favorites Go Help ‘Window

oracLe| Bl Bl A of x| ¥ H 8] & @ 9]
- |Change Request 0900982 Asset Change ltem New Detail

Search Optians Update Option [CREATE NEW ASSET EffectiveDate | | [ Postto Prior Year =
Results sost I ] TrensectonType

Change Request

Dascription

mesetType || crfiealty || Parent Aaset
e Process
ssetcmssType [ | Spectficstion
Detirea [ | | Bom I

Account Mo, |

Attachrents
Approval Log
Analysis
Wihere Used
Asset Change (List)
Asset (Mew)

hore Data

Manufacturer Warrant R I:I:l SOhproEct Aokl Amolnk
Asset (Change) _]L[ pote [ ] Ordersd Cty
‘ 5

il

them Mo, Met Recaived Gty
=i Invoiced Amount 400 Invoiced Oty
Create Bookmark — Depreciation

A Log (Header) Propetylntte. [ usefulite [ [veaRs ]
Copy Record Method |Straight Line - Acouistion Reading
oqustoncot [ | acqustionate [ | T contriuted

Account Log i i In Service Date
4

FRM-40350: Query caused no records to be refrieved.

Record: 171 .. Listofvalu... <08C>

.
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http: lsppimaoras3.central.pima.gov: 8093 synergen/navigator . jsprtat=callFormsaworkflow_id=599870&plant=01

|
E

ile Edit Views Actions Favarites Go Help ‘Window

ent

2. Enter an

1 Enter “A"in REEZRE I E T i

Asset Type NChange Request 0900982 Asset Change ltem New

Upclate Ot CREATE MEWY AZSET | Etfective Date

Results Aszet ’ Tranzaction Type |

™ Postto Prior Year

A\ N

4

Change Req

3. Enter “Parent” in
Transaction Type

e
L Description
4. Enter the description

information sheet

Azzet Class |

Where Used Dept.itrea | [

from hierarchy or asset | e D
Asseat Type Criticality |:| Parent Asset T
el Asset Class Type | | Specification I:l
| e aa—

Aszget Change (List) e |
CCoul 0.

Asset (Mew)
Maore Data
Manufacturer Warran

Next fill in the Asset Change Item New Detail as follows:

1. Since this is a virtual asset enter “A” in Asset Type

A — Parent Asset

Project | Subproject Actual Smount I:I

Asset Change) =] Rokes| ] Orceres aty
ol 1o baombin || Mot Pacsivad oo |l

|- |8 ] ]

Used for virtual assets that work orders will not be written against, just a placeholder

to roll up costs.

2. Enter an Effective Date by double clicking in the field and selecting a date from the
calendar. Typically, the current date is used for virtual assets.

3. In the Transaction Type field, enter “Parent” for this virtual asset.

4. Enter the description from hierarchy.
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£ | http: fisppimacras3.central pima. gov: 8093/ synergen/navigator jsprhgt=calFormsBasarkflow_id=5998708plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

08 Jant

6. Criticality not =
5. Select — @ :Iﬂ
C “PARENT” i Goto Module
. n Change Request 0900981 ————bm New Detail
[ sset Type tlate Optior, [CREATE NEW ASSET | EffectiveDate | | [ Postto Prior Vear =
Results Asset H_l l Tranzaction Type |
Change Req t /
Descriptiyn =)
9. Enter “NON- =
DEPRECIABLE” Lt Azzet Type Criticality Parent Azset
Asset Class Field \_»
Azzet Class | Process
5! Azset Class Type h | Specification I:I 7_8 Enter Parent
Whars s ot | | | N — Asset ID
Asset Change (List) i | |
Lo 0.
Asset
:f;e 10. Asset Class Type
Man WlH ﬁﬂ in piect | Subproject Actusl Amount I:I
Accat automatically Mo l:l Oroered Gty
1 — merh o, l:l Mt Received Gty
=1l Irvvoiced Amount Inoiced Gy
Create Bookmark — Depreciation

5. Inthe “Asset Type” field, enter “PARENT”.

6. RWRD will not be using the Criticality field on the asset record. Criticality will be
determined on the Work Order.

7. In the first box of the parent asset, enter the parent asset type. This should be an “A”
due to all virtual assets that have children are listed as ““A” types. If the parent asset is
not an “A” type do not associate a child record to that asset.

8. In the second Parent Asset field, click on the pull-down menu and select the parent
asset for the new asset, such as 05000051.

9. TFor virtual assets enter “Non-depreciable” under “Asset Class”.

10. Asset Class Type will fill in automatically.
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ADDING VIRTUAL ASSETS

11. Enter the Specification Number. To obtain a Specification Number see the next part
of this section.

£ | http://sppimacras3.central. pima,gov: 8093/ synergenynavigator  jspPtgt=calForms2smorkflow_id=5998702plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

06 Januar

e E R —

» |Change Request 0900982 Asset Change Item New Detail

Search Options Updlete Option [CREATE NEW ASSET | EffectiveDate | | [ Postto Prior Vear =
Results Azzet H_l 1 Transaction Type | |
Change Req t
Description = 11. Enter
Mates = 1 Specification
Attachments AssatTiie | crticaity [ perentasset [ | / Number as described
Approval Log Asset Class | | Process
AnalYSIS Azset Class Type | | Specification
e . Dept ftrea | [ | Bom ID
Asset Change (List)
Account Mo |

Asgsat (New)

More Data
Manufacturer YWarrant RPQjECt :I:I Subproject Actusl Amourt
Asset (Change) A"_v_| PO Mo l:l Crdered Gty
4 1 3

ttem ko, l:l Met Received Gty

Iresoiced Amount Inoiced Gy

iation

g

=l

Create Bookmark — Depr

How to enter a specification

1. Double click in the Specification field, this will open the “Search for Specification”
screen below:

2. Click on the “New Record” icon from the menu bar.

File Edit Views Actions Favorites Go Help ‘YWindow

Y1715

R —

earch for Specification

ORACLE’

Search Options ct from your list of personal saved searches:
Resutts | search
Specification Search In * Searches " Bookmarks " slerts ™ Exact Match
M’: Refing your search. Include specific items in your search:
e}
2. Click \
th o |
€ [ ]
<
‘New
5y [P [specitication |
Recor
con
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ADDING VIRTUAL ASSETS

You should see the new specification screen shown below.

3. Inthe “Type” field, enter “ASSET”.
4. In the Category field, select “EQUIPMENT” .
5. In the description field, enter “Virtual asset for use as a Parent Asset - 7 and then
paste the description from the Asset Description on the change request.
6. Save the record by clicking on the “Save” icon on the menu bar.
g http:jfsppimaoras3, central.pima. gov: 8093/ synergen/navigator.jsp2tat=callFarmswaorkflow_id=5998708plant=01 T -
File Edit Views Actions Favorites Go Help Window 4,Select
B “EQUIPMENT” [
= al t= @ ] in the Category
ORACLE —JLJ —J—J to Mo
<| »|Specification e field
6. Save the ons specificationi [ | 5 =
ICCOId Type Categary

3. Enter
“ASSET” in
Type field

Descriptior ﬂ
=
pecification Attribute Sp;cmcatlon allg Source Information
I\ I

and then paste the description from the Asset
Description on the change request

5. Enter “Virtual asset for use as a Parent Asset - ”

=l

Duplicate Last Record
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After the record has been saved, the screen will appear as shown below.

7. For virtual assets, do not fill in any information in on the Specification sheet.

8. A Specification ID number will now be assigned to the record. Highlight this number

and copy by pressing ctrl+c on the

9. Close the Specification screen by clicking on the “X” on the blue bar with the

specification number.

keyboard.

File Edit Wiews Actions Favorifes Go Help Window

C)R’ACE' ﬂJ x| %

<| »|Specification 0900003223

i

Goto Module

Search Options

Categary |[EQUIPMENT

“irtual asset for uze as Parent asset - "Copied description from asset”

<||»

9. Close the
record

Specification YWalue

Source Information

Results
Specification
8. Copy the
Nete number using
Eo. Mo, Specification Attribute
ctrl-c [Methad of Acquisition

ISource of Funding (i.e. Grants, Bonds, B

IPurchase Documernt Mumber

Serial Mumber

hodel Murmber

hanufacturer

B3

Stationary or Mobile

Create Bookmark
Audit Log (Header)

Copy Specification =1
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Finishing the Change Request

1. On the Asset Change Request, paste the specification number in the specification
field by using cttl-v on the keyboard.

2. Enter approptiate Department/Area:

For Ina Road:
Department: “WW TRT INA” Area: “WW INA MNT”

For Roger Road:

Department: “WW TRT ROG” Area: “WW RGR MNT”
For Outlying Facilities:

Department: “WW TRT OLF”

Area:

Avra Valley: “WW AVRA MN”
Corona De Tucson: “WW CDT MN”
Green Valley: “WW GV MN”
Marana: “WW MAR MN”

Mt. Lemon: “WW MTLM MN”
Randolph: “WW RND MNT”

3. Press the LOV button for Account No. and it will fill in automatically.

4. Bill of Materials are not used on virtual assets.

File Edit Views Actions Favorites Go Help Window

& Change Request 0701101

k |
Ertt: EIME 48} 13 March 2007
| &] | 5] x| 7| 51 ] JE——

|_~|Change Request 0701101 Asset Change Item New Detail

Search Options Updlate Option [CREATE NEW ASSET | EffectiveDats [ | [ PosttoPrior Year
iy . Azzet |_| I Transaction Type | |
2. Fill in '
Department & |t
Area [ > Description 1. Paste
% Specification
Attachments Azzet Type I:I Criticality l:l Parent Asset number in field
Approval Log Azset Class | | Process
Analysi
\n":ha YSIZ 4 Azzet Type | | Specification
ere Use
Asset Change (List) Dept iarea | | | Bam/D: q 4. BOM not
Agset Chanoe (Mewd Account No. | | used on virtual
3. Account No. | assets
Wlﬂ ﬁH in Project l:l:l Subproject Actual Smount
tomatically | e creacty
o fterm Mo. l:l Met Received Gty
with the LOV
utton
— Depreciati
| Audit Log (Header) PropertyUnitmo, [ | Usetul Life | [vEARS




ADDING VIRTUAL ASSETS

Do not enter any project or accounting information.

The Property Unit field will auto fill with “NON-DEPRECIABLE” when LOV

button is pressed.

In Acquisition Cost field, Enter .00

In the Acquisition Date field, enter the same date as the Effective Date.

The In Service Date will auto fill.

10. When all fields are completed, click on the “Save” icon on the Menu Bar.

11. Click on the “More Data” link in the Views pane.

File Edit Views Actions Favorites Go Help Window

x| %

| ICnge Request 0701101 Asse

10. Save the
record

Search Options

Results

Change Request

Update Option |CREATE MEW ASSET

Detail

il L —
Goto Module

[ Post to Prior vear

Aszet |_| I

| Tranzaction Type |

<|»>
Motes i

11. Click the “More
Data” link

JAsset Change (List)

Asset Change (Mew)
ore Datg )

Asset Change (Change

Asset Change (Dispos _
_Actions

Create Bookmark
Audit Log (Header)

Account Log

6. Property Unit will
auto fill with “NON-
DEPRECIABLE”
when LOV button is
pressed

Description

Azzet Type I:I Critical

5. Do not enter
project or accounting

|

8. Acquisition Date is
always same as Effective
Date

sssdcioss [ | information I
Aszzet Class Type ’7 T RIS |:|
Deptarea | | | Bom D |:|
Accourt ko, | |
h 4
Project | Subproject Actual Smount
PO Na. |:| Orclered Oty
ttem Mo l:l Met Received Gty
Irvoiced Amount Invoiced Giy
— Depreciati //
Propetylnggp. [ ] Useful Life [vedrs

9. In service date will
auto fill

sthod |Straight Line

Salvage Yalue E
Replacement Yalue [

;I Acguisition Reading
Acquisition Date
In Service Date

Retiremert Date

7. Enter Acquisition
Cost of .00

Contributed

g
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You will now see a window as seen in the screen shot below. The top section (Asset, type
and Description) will be filled in automatically from the information entered on the last
screen.

1. Since this is a virtual asset leave the Location section blank.
2. Only fill out the Planner code for the appropriate Plant Planner.

1. “WWTRP1” is used for Roger Road

i. “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv. “WWTPP1” is used for Plant Services

File Edit Wiews Actions Favarites Go Help ‘Window

etail More Data

06

x| % H| 4l e |«
P~ X| ¥ | 8] = @ =
1. Leave Location CEle
. Change Request 0900982 Asset Change ltem New Detail More Data

blank =

Azzet |A I | Tranzsaction Type |PARENT | =

Results Description vuirtual asset demo it
Change Request l =

<) [ owmon

Basis . Paint ID
Motes = o
Attachments Ellbing | |
Approval Log Room | |
Analysis Losation | |
Where Used Postion | |
Aseet Change (i) S e 7 Y I
Asset (New) tetiwe [ ] tonghute [ ]

More Data
2. Enter Planner
Code WO,
—> Plariner l:l rSafety ™ Environmentsl
T WorkRegusstRouts [ | ™ 150 Related I Run ta Failure
Create Bookrmark l:l - |
. Backlog G
Audit Log (Header) SEEEREOR Hesith
Copy Record
— Depreciation A its and Exp Codes
Account Log Asset Cost [S0050300100- - | fre00s rv—l
2| 2
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3. If additional Assets will be entered under this change request (i.e. multiple virtual
asset for this level of the hierarchy), click on the “Asset Change (List)” link in the
Views pane.

4. Click the “New Record” icon on the menu bar. Enter data as directed in the steps
above.

| 8| x| 7|

e Request 0900982 Asset Change ltem New Detail More Data

Goto Module

ORACL

Search Options PO l Transactinn Type [PARENT |
Results peseription | 4, Click the “New Record” A
Change Request icon on the menu bar x
— ek
Basziz Paint IC
Motes = | |
Buildi
Attachments i
Approval Log Ragm | |
Analysis Location | |
YWhere Used Posttion | |
< §Sset Change (Listj> Breaker I:I Breaker Azzet D |
Asset (New] tetiwie [ ] tongiue [ ]
More Data
Manufacturer Warrani
3. If more assets ate to be
Asset (Change) x o
. | » ¥ added to change request: = =
“ Click the Asset Change (list) sany S el
" s I 150 Related I Runto Failure
reate Bookrmatl
. L Health
Audit Log (Header)
Copy Record
— Depreciation Accounts and Exp Codes
Account Log Asset Cost [S005W300M00- - | [1sos
ol




ADDING VIRTUAL ASSETS

When all assets have been added to the Change Request, change the status of the
request from “Created” to “Pending Approval”.

http: fisppimaoras3,central. pima. gov: 8093/ synergen/navigator . jsprtgt=calFormsaworkflow_id=5998708&plant=01

5
File Edit Wiews Actions Favarites Go Help ‘Window

oRACLE xol sl

<| »|Change Request 0900

i v

Goto Module

Search Options Request Spétus =
Results
ChanaE Renaat Zendlng .:pproval
o Pprove
Initizt TIMOTHY HARMOMN
. e
Motes &|  Record Type iAsset & \ Cancelled
Attachments Description virtual asset dema Rejected =
Approval Log W =
Analysis Justification d
Where Used
. When all assets have been
Asset Change (List) Impact dded he Ch
Asset (New) addea to the ange
Asset (Change) Request, change the status )
Asset (Dispose) = from “Created” to “Pending
Asset (Configure) Approval”
Acooat (Hevaluatinn
L

Create Bookmark
Audit Log (Header)
Copy Record

Account Log

| | L‘L‘

Synergen will ask you if you want to save changes. Click on the “Save” icon.

& You have changed the status. Do you wantto Save the

change?

Cancel | Help

Save the
record

Note

After the Asset has been approved, remember to go back and update the hierarchy with
the proper Asset ID number.




ADDING NON-DEPRECIABLE ASSETS

Section

Section 9: Adding a Non-Depreciable

Asset

This section outlines the details on how to enter a non-depreciable assetinto

Oracle (Synergen).

his section will provide you with step by step instructions on how to add a non-
depreciable asset Into Oracle (Synergen). This section is provided as a reference but
also outlines standards used by RWRD to ensure consistency between the facilities.

Writing a Change Request for Non-depreciable Assets

Oracle Utilities Work and Asset Management V1.7.15.3 {v1.7.15.3.200805161002}

orAaCLE B % & i J @

App Map Navigator Approval Charts Reports  Inbox Help

Application Map

TIMOTHY HARMON | syndemo | Logout

SYSTEM

RESOURCE MAINTENANCE PURCHASING INVENTORY ADMINISTRATION
« Account = Account Log = Blanket Contract Log « Checkout Requests « Account Structure
+ Account Distribution Template  « Activity Tracking « Blanket Contract to PO + Checkout T Log Periods
« Area = Benchmark Work Orders = Blanket Contracts » Consumables « Application Security =
« Asset « Compatible Units Field Request « Change Orders « Material Disposition « Approval Limit
+ Asset Activity Log « Crew + Cost Adjustments + Physical Inventory + Auditing
. AssetClass « Crew Activity Log « Expedite PO « Property « Business Rules
+ Asset Inspection Data « Direct Charges + Invoice Batch + Property Inventory + Buyers
+ Asset Navigator « Direct Charges Log « Invaicing + Property Log + Charts Administration
« Asset Reliability « Fleat Asset » Purchase Order « Receiving « Code Tables
+ Bill of Materials « Fleet Benchmark Work Order  » Purchasing Log + Receiving (Multi-Step} + Configuration Guide
“Tatalog « Flest PM Control « Request for Quotes « Receiving Log » Data Dictionary
‘w;:::; Review « Event Queue
. PatiteSTacture « Fleet Vot Chck on the “Change Memo . FGA Responsibility
» Compatible Units = Fleet Work Order 59 1: eckout » Graphs Administration |
+ Component 1D « Leave Request RequeSt link nsfer + Help Form
+ Component Tracking Log . PM Events + Installation Parameters
« Department « P Master « Job Manager Log
+ Document Control « PM Route - Create Schedule + Messages
» Document Log = PM Route - Display Schedule ENTERPRISE » Metrics Administration
+ Employes « PM Route Planning + Asset Type Analysis CUSTOMER + Modules Administration - Forms
+ Function « Payroll Log + Company . Customer + Modules Administration - SIA
» Job Hazard » Permit Templates + Enterprise Asset + Service Request . Pay Pericds
+ Keys and Locks « Permits . Enterprisa Catalog + Report Administration
. MSDS « Project/Subproject . Organization « Responsibility
. MSDS Chemical Label - Runtime Entry « Plant - Routing List
i Manager N ing - Daily . Humbers b
- P

Open the “Change Request” module by clicking on the link in the Application Map or
by clicking on the link in your personalized favorites on your home page.
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Edit YViews Actions Favorites Go Help Window

ORACLSE

06 Janual

I

Go fo Module

R RERED

h for Change Request

Search Options

Results

Change Request

@ Refine your search. Inclu

Select from t list of personal saved searches:

Search for |

L; Search

SearchIn * S2sgches [T Exact Match

7 Bookmarks 7 plerts

specific items in your search:

Change Reguest Mo I:U Record Type x

Request Status |
StetusDate [ | Click on the
mpprovelFode [ | “New Record”

Required == I:l 1
o 1con
Gess [ ]

Initistor |

Created == |

== |

Search 2
Save Search

Custom SQL Description |

Clear Fields <
Save Default Fields 4] L‘_‘l
Change Reguest Mumber.
Hecorﬁ: 10 .. ListofValu.. <08C>= )

Create a new Change Request by selecting the “New Record” icon in the menu bar.

Clicking on the “New Record” icon will open the “Change Request” screen shown

below.

File Edit Yiews Actions Favorites Go Help Window

O I —"
10 8| ol 0| x| 2| d 8] 5 e -
orAcLe| Hl B sl g
<| »|Change Request
Search Options Reuest || Status [Crested =l =
Resulte wel[ ] Reureaty [ |
> Intiatar TMOTHY HARMON | Phone 5200407 3700 | Department |:|
Record Type =
Description %1
Justification ‘ ﬂ
Impact ‘ ﬂ
e
Duplicate Last Record
| | ;’J
|Change Request Nurmber,
|Record: 171 | <0SC>
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£ | http:f{sppimacras3.central pima, gov:3093/synergen/navigator. jsprtat=callFormsaworkflow_id=5395708plant=01 R

File Edit Wiews Actions Favorites Go Help Window

6. Save the
tCCOtd 06 January 2009

B =T —]

Go to Module

“ASSET” for

Request Statuz |Created LJ :j
c
P ReouredBy [ |

Change Request Approval Route
f | Prone [52ma07-3700 | Department
o Type &

N .. PEES

2. Select “Create 5. Enter
95 Drescription = o
ASSET” for class = “WWEASSET” in
Justification ] Approval Route
3. Select -
ol “ASSET” for 2
4. Write a short record type .
description for the
Change Request to

include the project
code and that these
are Non-Depreciable
Assets

. | o

Change Reguest Mumber.
|Record: 141 | | | <050

Next fill in the Change Request as follows:
1. Inthe “Type” field, select “ASSET””.
2. Inthe “Class” field, select “CREATE ASSET”.
3. In the “Record Type” field, select “ASSET”.

4. Write a short description in the “Description” field; insure that the description
includes the project code for ease of searching later. Also, include that these assets are
non-depreciable; this will expedite the approval process. More detail will be entered
on other sheets; this just needs to be a short title for the request.

5. In the Approval Route field, enter “WWEFASSET”.

6. Save the record by clicking on the “Save” icon on the menu bar.
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Note

Multiple non-depreciable assets can be entered on one change request as long as they are
all from the same project.

Select the “Asset Detail (New)” link on the Views pane.

ORACLE’

Search Options:

Results

Change Request

Attachments
Approval Log
Analysis

‘Where Used
A

Asset (Change)

Select the “Asset >
Asset (Dispose)

: »
Detaﬂ <New) Asset (Configure)
hnk Accet (Bavalnatinnt
Create Bookmark

Audit Log (Header)
Copy Record

<=n

Account Log
4

_FRM7404DU: Transaction comg

Clicking on the “Asset Detail (New)” link will open the “Asset Change Item New
Detail” screen shown below.

| & httpijisppimanras3. central. pima.gov:8093(synergen/navigator. jspPtgt=calFormsaworkflow_id=5998708plant=01
p:fisppi pima.g ynerg; igatar. jsp7tgt i

File Edit Wiews Aclions Favorites Go Help ‘Window

oracLe| Bl Bl A of x| ¥ H 8] & @ 9]
- |Change Request 0900982 Asset Change ltem New Detail

Search Optians Update Option [CREATE NEW ASSET EffectiveDate | | [ Postto Prior Year =
Results sost I ] TrensectonType

Change Request

Dascription

mesetType || crfiealty || Parent Aaset
e Process
ssetcmssType [ | Spectficstion
Detirea [ | | Bom I

Account Mo, |

Attachrents
Approval Log
Analysis
Wihere Used
Asset Change (List)
Asset (Mew)

hore Data

Manufacturer Warrant R I:I:l SOhproEct Aokl Amolnk
Asset (Change) _]L[ pote [ ] Ordersd Cty
‘ 5

e No, Net Recelved Gty
<] Involced Amount [ Invelced Oty
Create Bookmark — Depreciation
Audit Log (Header) PropertyUntho. [ | Useful Life

Ul LAY )

Copy Record Method |Straight Line - Acouistion Reading
oqustoncot [ | acqustionate [ | T contriuted

Account Log | T o | I | In Service Date
4

FRM-40350: Query caused no records to be refrieved.
Record: 171 .. Listofvalu... <08C>
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£ | http: fisppimacras3.central pima. gov: 8093/ synergen/navigator jsprhgt=calFormsBasarkflow_id=5998708plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

ltermn

d tsckecaner 3] @) £ J e

2. Enter an

Effective Date
_ ) :
= = (e}
il E}{Pe ff(ilm thange Request 0900982 Asset Change Item New Detalil
[ 1erarcay Updiate [CREATE NEW AomET | Effective Date 1™ Postto Prior Year =
R feset ]—| Trangaction Type | |

A\ N

Change Req t

e
L Description
4. Enter the description

from hierarchy or asset [ it D
. . Azzet Type Criticality |:| Parent Asset

3. Enter “Constructed” in
Transaction Type

information sheet

Next fill in the Asset Change Item New Detail as follows:

1. Enter the Asset Type from the hierarchy.

B — Building & Other Improvement

Used for buildings and structures, wotk orders can be written against this type of asset.

E —Equipment

Used for plant equipment, work orders can be written against this type of asset.

I — Infrastructure

Used for plant yard piping and other infrastructure, work orders can be written against this type of

asset.
L -Land

T Azset Class Type | | =pecification |:|

Where Used
| —— | | o [
Aszget Change (List)
Account Mo, | |

Asset (Mew)

Maore Data L)

Manufacturer Warran s HERI HalAmou
s Crang) U S

4 | | L3 Hawm bl | et Raraived O nn|

Used for plant grounds and other real estate, work orders can be written against this type of asset.

In the Effective Date field, double click and select a date from the calendat.
In the Transaction Type field, enter “CONSTRUCTED?” for this equipment asset.

Enter the description from hierarchy or Asset Information Sheet. Verify it follows
the proper naming convention:

Noun, adjective (plant ID), location, process — plant
Excample:
Valve, Return Sludge Isolation (PV1-FS10), Pump Station #10, Secondary — Roger

Swmart numbers will be used at all new facilities. The smart numiber wonld replace the PV'1-FS10 in
the parentheses
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£ | http: fisppimacras3.central pima. gov: 8093/ synergen/navigator jsprhgt=calFormsBasarkflow_id=5998708plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

ftern tail

MEEEE

Change Request 0900981

6. Criticality not
used

0 to_ModuIe
em New Detail

5. Enter Asset

— Type from list =
date Option, [CREATE NEW ASSET | EffectiveDate | | [ Postto Prior Vear =
= Results Azset H_l ] Tranzaction Type |
Change Req t /
Dezcripthgn

IE

9. Enter “NON-

DEPRECIABLE” in .
5 Azzet Type Criticality Parent Azzet
Asset Class Field \# ﬁ
Azzet Class | Process

5! Azset Class Type h | Specification I:I 7_8 Enter Parent

Whers (et _ pes | | | omo [ ] Asset ID
Asset Change (List)
A 3 PN wiwrut Bl 0. | |

558

worel 10~ Asset Class Type

Man WlH ﬁﬂ in piect | Subproject Actusl Amount I:I
psow| automatically S cureacy

4 — o, [ | Met Received Gty [
Create Bookmark — Depreciation

5. Enter the Asset Type from the list of assets. Choose the one that represents the asset
the closest. If nothing on the list is correct, contact the System Administrator to add
items to Code Table 29.

6. RWRD will not be using the criticality field on the asset record. Criticality will be
determined on the Work Order.

7. In the first box of the parent asset, enter the parent asset type. This should be an “A”
due to all virtual assets that have children are listed as ““A” types. If the parent asset is
not an “A” type do not associate a child record to that asset.

8. In the second Parent Asset field, click on the LOV button and select the parent asset
for the new asset from the hierarchy.

9. TFor non-depreciable assets, enter “NON-DEPRECIABLE” under “Asset Class”.

10. Asset Class Type will fill in automatically.
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11. Enter Specification number following the steps listed below:

12. Enter BOM per following steps.

£ | http://sppimacras3.central. pima,gov: 8093/ synergenynavigator  jspPtgt=calForms2smorkflow_id=5998702plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

ORACLE

JJJJJﬂ ETR ) —

oo Module

» |Change Request 0900982 Asset Change Item New Detail

Search Options

Results

Upciate Option

st [T

|CREATE MNEW AZEET

| Eftectivenste [ | I Postto prior vear

Tranzaction Type |

Change Req

Motes

Attachrments

Approval Log

Analysis

Where Used

Asset Change (List)

Asgsat (New)
More Data
Manufacturer Warrani

Asset (Change) x
1] | »

=l

Create Bookmark

Description

Azzet Clazs |
Azset Class Type |
Dept farea | |

Account Mo

4 11. Enter
4 Specification
Asset Type crticaity | | Parert asset | | Number as described
| Process
| b <«—] 12. Enter Bill of
| Material ID as
desctibed

Project
PO Mo
fterm Mo.

Invoiced Amount

I
[ 1]
]

Subproject Actual Smount
Ordered Gy

Met Received Gty
Inoiced Gy

g

— Depreciation

1.

How to enter a Specification
Double click in the specification field, this will open the “Search for

Specification” screen below:

2. Click on the “New Record” icon from the menu bar.

File Edit Views Actions Favorites Go Help Window

ORACL!

arement

TEEEEEEEER

earch for Specification

=0 to Maoduls

06 January 2009

L]

@)

<

Search Options
Results

Specification

Select from your list of personal saved searches:

Searth for |

" Bookmarks " Alerts

j Search

™ Exact Mstch

Search In % Searches
Re 2 C]le Include specific items in your search:
the ‘ﬂ:
“New L]
L ]
Record”
icon |Specwf|cat\on 1o} j

51




ADDING NON-DEPRECIABLE ASSETS

You should see the new specification screen shown below.
3. In the Type field, select “WWASSET”.
4. In the Category field, select “Equipment”.

5. Copy and paste the description from the Asset Description on the Change
Request.

6. Save the record by clicking on the “Save” icon on the menu bar.

€] hittp:ffsppimantas3. central, pima. gov: 8093/synergen/navigator . jspetat=callFormsaworkflow_id=5998708plant=01

File Edit “iews Actions Favarites Go Help ‘Window

= ES

ORACLE’ @’ 2o %[ % & ) m—

-4| » | Specification 4. Enter

6. Save the Gt ] T‘EQUIPMENT”
record H y in the Category
VpE Category

H o field
Specification Drescripti -]
3. Enter pecification Aftribute Specificaﬁr alue Source Information
“WWASSET” 1 ! |
H (1% 2 . .
in “Type 5. Copy and paste the description from the Asset
field Description on the Change Request

Actions

Duplicate Last Record

| | Llj
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After the record has been saved, the screen will appear as shown below.

7. In the Specification Value field, enter the data from the spreadsheet provided by
the General Contractor. You will need to click the save icon after each line

entered on the specification sheet. Do not fill in Source Information. Repeat for
all applicable lines.

8. A Specification ID number will now be assigned to the record. Highlight this
number and copy by pressing ctrl+c on the keyboard.

9. Close the specification screen by clicking the “X” icon on the blue bar with the
specification number.

File Edit Wiews Actions Favarites Go Help ‘Window

January

N N —

7. SaV.e after —{ 8. Copy the Gata Madule
each line .

number using
entered =

ctrl-c

ECUIPMENT 9. Close the
Description [Scrubber, Biofiter #2, Odor Control, Headworks, Preliminary - Roger ICCOId

<||»

Seq. Mo, Specification Attribute Specification Value Sgurce Information
1 [Method of Acquisition
2 ISource of Funding (i.e. Grants, Bonds, |et
3 IPurchase Documernt Mumber
4 Serial Mumber
S hdoclel Mumber
&3 hanufacturer
( Stationary or Maobile
\ O “Voltace
13\\ Amperage
20 Frequency
4=l 21 ﬁ\qses L]
25
Create Bookmark he\
: 30 Fra
Audit Log (Header)
35 FPh
40 GPM
Copy Specification i Pawer Factar
1 \ T
7. Enter
information from
spreadsheet

10. On the Asset Change Request paste the specification number in the specification
field by using cttl-v on the keyboard.
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How to enter a Bill of Material

1. Double click in the Bill of Material Field in the Change Request, this will open the
“Search for Bill of Material” screen below:

2. Search for an existing Bill of Material (BOM) by Manufacturer’s name and model
number.

3. If a BOM exists, enter the BOM ID number on the Change Request.

4. If a BOM does not exist, click on the “New Record” icon from the menu bat.

File Edit Views Actions Favorites Go Help Window

|- 18]x]
] e T2 N1 Y = - e

earch for Bill of Material

Search Options Select from your list of personal saved searches: =
. Search for | ~| search
i-. Click on the ot et G Searehix © Bockmarks O Alets [ Exact hatch
New Refine your search. Include specific items in your search:
Record” icon
Description | ‘
Stock Code: I:l
Descrigtion |
Aszet Type l:l
ssep [ [ ]
Component 10 I:l
Manufacturer Cocle l:l
Manufacturer Part Mo l:’
Order By [BoM 1D =l =
Search
Save Search
Custorn 0L
Clear Fields =
Save Default Fields 1 | _'J_J
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The BOM ID is auto generated.

Fill in the description using the following Naming Convention:
WW, Noun, Descriptors, Rating, Manufacturer

Example: WW, Pump, Centrifugal, 250 GPM, Moyno

Pick Asset Type from list (If required item is not on list contact System

Administrator to update Code Table 29)

Pick Manufacturer from list (If required item is not on list contact System

Administrator to update Code Table 1806)
Enter Manufacturer part number.
10.

11.

File Edit Views Actions Favortes Go Help Window

Save the record by clicking on the “Save” icon on the menu bar.

10. Save the
Record

5. The BOM
ID is auto
generated

S IEEEREEREE

of Material

I
Go to Module

7. Select Asset
Type from list

B0 I Reference BOM ID

Attach the BOM to the asset record by entering the BOM Number on the asset
record in the BOM field. (Cttl-c to copy; Cttl-v to paste).

Aszzet Typ:

Man rer |

Gcturer W
=] HDOMM for ; TOP Level ] UP Cre Level

6. Enter
description
per Naming
Convention

BOM ftem Type  Seq Iten%escriptiun

8. Select
Manufacturer
from list

\

9. Enter

Manufacturer’s

Part Number

Duplicate Last Record

CH KN BH K3 KR KA ER EN ER E
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& Change Request 0701101

|
Ertt: EIME 48} 13 March 2007
| &] | 5] x| 7| e ] e o] [ —

Finishing the Change Request

1. Verify the Specification and BOM numbers have been entered from previous steps.

2. Enter approptiate Department/Area:

For Ina Road:
Department: “WW TRT INA” Area: “WW INA MNT”

For Roger Road:
Department: “WW TRT ROG” Area: “WW RGR MNT”

For Outlying Facilities:
Department: “WW TRT OLF”

Area:

Avra Valley: “WW AVRA MN”
Corona De Tucson: “WW CDT MN”
Green Valley: “WW GV MN”
Marana: “WW MAR MN”

Mt. Lemon: “WW MTLM MN”
Randolph: “WW RND MNT”

3. Click on the LOV button for Account No. and it will fill in automatically.

File Edit Views Actions Favorites Go Help Window

|Change Request 0701101 Asset Change Item New Detail

Search Options Updlate Option [CREATE NEW ASSET | EffectiveDats [ | [ PosttoPrior Year
2 Fﬂl in Azzet |_| I Transaction Type | |
Department & |t .
Area I > Description 1. Veﬂfy
% Specification
Attachments Azzet Type I:I Criticality l:l Parent Asset Number entered
Approval Log Azset Class | | Process
Analysis e
Azzet Type | | Specification
YWhere Used .
: Dept i Bom ID
Asset Change (List) SRk | I | = lq L. Venfy BOM
Asset Change (Mew) Accourt No. | | Number entered
3. Account No. |
il ElL S e T L E—
automatically = T
o fterm Mo. Met Received Gty
with the LOV
button
— Depreciati
| Audit Log (Header) PropertyUnitmo, [ | Usetul Life | [vEARS
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4. Do not enter any project or accounting information.

5. The Property Unit field will auto fill with “NON-DEPRECIABLE” when LOV
button is clicked.

6. In the Acquisition Cost field, enter .00.

7. In the Acquisition Date field, enter the same date as the Effective Date.
8. The In Service Date field will auto fill.

9. When all fields are completed, click on the “Save” icon on the Menu Bar.

10. Click on the “More Data” link in the Views pane.

File Edit Views Actions Favorites Go Help Window

o [ e =
| 5 J
— 9. Save the Gota Module
| -|Change Request 0701101 Asse| ,ccord Detail
Search Options Update Option |CREATE MEWY ASSET [~ Post to Prior Year
Results Azzet |_| | | Transaction Type |

Change Request

< | » Description
Motes 2] 4. Do not enter

|

. i roject ot purchasin, ]
10 Cth the “MOI@ Azzet Type I:I Critical p f} . p g
Data” hnk Azzet Class information
Aszzet Class Type T RIS
. oetvea | | | N — ——
AR Acsourt No. | | 7. Acquisition Date is
Asset Change (Mew) CECUILNDE .
v always same as Effective
Asset Change (Change_ Project | Subproject Actual Smourt Date
Asset Change (Dispos _ PO Na. |:| Ordered Gty
Actions ooz [ og s [ seivioe dhie il
Create Bookmark — Depreciati 7 auto fill
Audit Log (Header) Propetylnggp. [ ] Useful Life [vedrs :
sthod |Straight Line =l Scquistion Reading

5 Property Unit will Salvage Yalue :l In Service Date
al.ltO fill with “NON Replacemert alue [:I T —

DEPRECIABLE” - 6. Enter Acquisition '

Cost of .00
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You will now see a window as seen in the screen shot below. The top section (Asset,
Transaction Type and Description) will be filled in automatically from the information
entered on the last screen.

For asset on a plant site use “Facility” basis as shown below

1. Fill in the Location section by using the “Facility” basis if the asset is on a plant site.
If this is a conveyance line or pipeline not on a plant site, use the “Address” or
“Address with Nodes” basis (see next page).

2. Select Building from the drop down list — If this is a new building contact the System
Administrator to add the building to code table 25.

3. Fillin the Room field if building has multiple rooms.

4. 'The Location field is used to narrow the location down if the building covers a large
area (Le. If the building number covers a pump station and two clarifiers and the
asset is at Clarifier #12 then enter “Clarifier #12” in the field).

5. Position is used to show where in the building or room the asset is located (north,
south, roof ...).

6. Fillin the Planner code for the appropriate Plant Planner.

i
ii.
iv.

“WWTIRP1” is used for Roger Road
“WWTIP1” is used for Ina Road
“WWTOP1” is used for Outlying Facilities
“WWTIPP1” is used for Plant Services

File Edit Views Actions

Favorites Go Help Window

%

Fill in location for

JJJJJﬂ R —

]Change Request 0900982 Asset Change ltem 1 New Detail More Data

facility based on
steps 1-5 above

Azzet - Transaction Type |PARENT

Description |non-depricable asset dema

pst

4|

é

|

Motes

Attachments

Approval Log

Analysis

Wihere Used

Azset Change (List)

Asset (New)
are Data
Manufacturer Warrant

A1t
Create Bookmark
Audit Log (Header)
Copy Record

Account Log

Azeet (Change) bt
1] [

Pairt 1T

Buiding | |

Foom | |

Location | ‘

Position | |

—w.o.
Flanner [ Safety T Erwirormentsl
Work Request Route I 150 Related ™ Runto Falure
Backlog Groug l:l —
6. Enter Planner

Code

— Depreciation Accounts and Expense Codes —
Agzet Cost |S005-W300100-

il
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For asset not on a plant site use “Address” or “Address with Nodes” basis as
shown below

1. Fill in the Location section by using the “Address” basis if the asset is not on a plant
site. If this is a conveyance line or pipeline not on a plant site that spans between
assets, use the “Address with Nodes” basis (see next page).

2. Point ID Field is not used.

3. The Addtess line contains five fields:
a.  Street Prefix, which will not be used
b. Street Number, enter the street number
c. Street Suffix, enter the street direction, if any
d. Street Name, enter the name of the street
e. Street Direction, enter the street direction if any

The Suite field can be filled out if it is applicable.
Cross Street can be used if helpful to pinpoint asset’s location.

The City/State/Zip fields are to be entered.

e T A

The Offset and Direction fields may be used to indicate the relative location of the
asset and the direction. For example, if the asset is a manhole, it may be 50 yards east
of the address entered.

8. Fill out the Planner code for the appropriate Plant Planner
1. “WWTRP1” is used for Roger Road
i “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv.  “WWTPP1” is used for Plant Services

File Edit Views Actions Favorifes Go Help Window

Detail More Data
07 January 2003

oracLe| Dl Bl A 2| x| ¥ =l g 5l e 18l

+» |Change Request 0900982 Asset Change Item 1 New Detail More Data

et Transacton Tyoe. PARENT 2

Fill out location for | |

address based on Desoriton [ron depricable asset dema %‘
steps 1-7 above) r
»| [ Location
i — Basis | Pairt ID |
oles
Attachments LA EE - [ [ T ]
Approval Lag L |
Analysis Cross Street | |
Where Used CylState(Zip | I i I
Agset Change (List) offset | | Direction l:l
Assel ew T e
More Data

Manufacturer Warrani

Asszet (Change) B
4 N — WL.O0. Defaults

e Flanner l:l T Satety 1™ Ervirormertal
Wtk Reduest Route I 120 Related I Runto Fiure
Create Bookmark T l:l - e
acklog Grou
Audit Log {Header) il ezt
DopyRepore 8. Enter Planner
— Depreciation Accounts and Expense Codes E—
Account Log Aszet Cost [S005WA00100- - Code ] -
' . o
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9. “Address with Nodes” is the same as “Address” above with the following additions.
10. Fill out address by following 2-7 above
11. Enter the asset IDs for the “To” and “From’ assets.

12. Fill out the Planner code for the appropriate Plant Planner
1. “WWTRP1” is used for Roger Road
i, “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv. “WWTPP1” is used for Plant Services

file Edit “iews Actions Favorites Goo Help MWiindow
il More Data

Ite:
[T . 5] = o
0 4 [ e = L
‘ |Change Request 0900982 Asset Change ltem 1 New Detail More Data

Asset Transaction Type [PARENT =

Gota Module

.

10. Fill in Location
for address based on

. Descriphion  |nan-depricable asset demo
steps 2-7 on previous -
page - — Location
L E vith Fodes Foint ID |
Aftachrnents adiee |: | I I l |
. Suite:
11. Fill in Asset IDs Cross Street | |
on the “To” and CitysstateiZip | [ | |
“From” HHCS Orffzet ‘ | Direction l:|
e ogtue [ |
tore Data From Asseti | | I
tanufacturer Warrani Tosssst [ | ‘
Agset (Change) 57
_‘_J N —W.0.
M Planner I Safety I Environmental
- Wiark Request Route ™ 150 Related I Runto Faiure

Create Bookmark
Audit Log (Header)
Copy Recard

Account Log

Backlog Group :l

— Depreciation Accounts and Expense Codes

r Heslth

12. Enter Planner
Code

Asset Cost |5005-44300100-
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1. If additional Assets will be entered under this change request (i.e. multiple virtual
asset for this level of the hierarchy), click on the “Asset Change (List)” link under the
Views pane.

2. 'Then click on the “New Record” icon on the menu bar. Enter data as directed in the
steps above.

Goto Module

| 2| x| 7|

ORACL

e Request 0900982 Asset Change ltem New Detail More Data
Search Options PO l Transactinn Type [PARENT |
Results peseripion | 2. Click the “New Record” =
Change Request icon on the menu bar x
— ek
Mot - Basiz Pairit ID
otes
Buildi
Attachments i | |
Approval Log Ragm | |
Analysis Location | |
YWhere Used Posttion | |
<A5591 Change (Listj) Breaker I:I Breaker Azzet D |
Asset (New] tetiwie [ ] tongiue [ ]
More Data
Manufacturer Warrani
1. If mote assets are to be
Asset (Change) x
1 | » — Y added to change request: = =
“ Click the Asset Change (list) sany S el
work | . I 150 Related I Runto Failure
Create Bookmark link
. L Health
Audit Log (Header)
Copy Record
—Dg
Account Log Boset Cost |GO0SWEOOTO0- - | [1sos
ol
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When all assets have been added to the Change Request, change the status of the
request from “Created” to “Pending Approval”.

£ | http:/fsppimaoras3. central.pima.gov:8093/synergen/navigator, jsprtat=callFormsgaworkflow_id=599870&plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

oracLe| Jl 8] A o] x| ﬂ}z/L

<| »|Change Request 0900

Goto Module

Search Options Reduest Shétus |8 =
Results

Change Request Pending Spproval

M Initistar [TMOTHY HARMON \ |Appr°l"‘3d|
COmg
Motes &|  Record Type iAsset & \ Cancelled
Attachments Description  |virual asset demo Rejected =
Approval Log W -
Analysis Justitication -
Where Used i
Asset Ch List
Asset o an)ge (st LT When all assets have been
sset (Mew’
added to Change
Asset (Change) L
Asset (Dispose) - Request change the sta'Fus
Asset (Canfigure) __ from Created to “Pending
Accat (Revaluatinn bl | Approval”
L
Create Bookmark
Audit Log (Header)
Copy Record
Account Log i
| | L‘_‘

Synergen will ask you if you want to save changes, click on the “Save” icon.

& You have changed the status. Do you wantto Save the

change?

Cancel | Help

Save the
record
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Section

Section 10: Adding a Depreciable

Asset

This section outlines the details on how to enter a depreciable asset into

Oracle (Synergen).

his section will provide you with step by step instructions on how to add a depreciable
asset into Oracle (Synergen). This section is provided as a reference but also outlines
standards used by RWRD to ensure consistency between the facilities.

Writing a Change Request for Depreciable Assets

Oracle Utilities Work and Asset Management V1.7.15.3 {v1.7.15.3,

ORACLE

App Map Navigator Approval

Application Map

RESOURCE

« Account

» Account Distribution Template

« Area

« Asset

+ Asset Activity Log

» Asset Class

+ Asset Inspection Data
+ Asset Navigator

« Asset Reliability

+ Bill of Materials

<Tatalog
« Change Request Eleet Reservation
B « Fleet Work HIS

s T
+ Compatible Units

+ Component 1D

« Component Tracking Log
« Department

+ Document Cantral

+ Document Log

« Employee

« Function

+ Job Hazard

« Keys and Locks

« MSDS

« MS0S Chemical Label

M Ilanzger

MAINTENANCE

« Account Log
« Activity Tracking
« Benchmark Work Orders

« Compatible Units Field Request

« Crew

« Crew Activity Log

« Direct Charges

« Direct Charges Log

« Fleet Asset

« Fleet Benchmark Werk Order

Charts Reports

A EE

Inbox

PURCHASING

- Blanket Contract Log

« Blanket Contract to PO
. Blanket Contracts

« Change Orders

« Cost Adjustments

. Expedite PO

« Invoice Batch

« Invoicing

. Purchase Order

+ Purchasing Log

Help

INVENTORY
. Checkout Requests
« Checkout T ion Log

TIMOTHY HARMON | syndemo | Logout

SYSTEM
ADMINISTRATION
« Account Structure
« A ing Periods

. Consumables
« Material Disposition
« Physical Inventory
« Property

« Property Inventory
« Property Log

« Receiving

+ Receiving (Multi-Step}

= Fleet PM Control

= Fleet Work Order

« Leave Request

Click on the “Change
Request” link

'g Leg
Review
Mema

eckout

pnsfer

- PM Events

- PM Master

« PM Route - Create Schedule
. PM Route - Display Schedule
« PM Route Planning

« Payroll Log

» Permit Templates

« Permits

« Project/Subproject

- Runtime Entry

N ing - Daily

ENTERPRISE

+ Asset Type Analysis
« Company

+ Enterprise Asset

« Enterprise Catalog

« Organization

« Plant

+ Stocking

CUSTOMER

» Customer

+ Service Request

. Application Security

« Approval Limit

+ Auditing

» Business Rules

+ Buyers

+ Charts Administration

« Code Tables

+ Configuration Guide

» Data Dictionary

« Event QGueue

+ FGA Responsibility

» Graphs Administration

+ Help Form

+ Installation Parameters

« Job Manager Log

+ Messages

» Metrics Administration

+ Modules Administration - Forms
+ Modules Administration - SIA
« Pay Periods

+ Report Administration

» Responsibility

« Routing List

. Humbers b

Falam oo

& anene -

Open the “Change Request” module by clicking on the link in the Application Map or
by clicking on the link in your personalized favorites on your home page.
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Edit YViews Actions Favorites Go Help Window

ORACLSE

| 8| x| 7|

h for Change Request

06 Janual

I

Go fo Module

4l 4l 5 @

Search Options

Results

Change Request

Search 2
Save Search

Select from

t list of personal saved searches:

Search for |

SearchIn * S2sgches

Refine your search. Inclu

Change Reguest No I:U

7 Bookmarks

Request Status |

setucose [ ]

L; Search

7 plerts [T Exact Match

specific items in your search:

Record Type -

Bpproval Route l:l Cth on the
Reared <= ] “New Record”
Type l:l icon
Gees [ ]
Initistor |
Created == | |<= ‘ |

Custom SQL Description |

Clear Fields <
Save Default Fields 4] L‘_‘l
Change Reguest Mumber.
Hecorﬁ: 10 .. ListofValu.. <08C>= )

Create a new Change Request by clicking on the “New Record” icon in the menu bar.

Clicking on the “New Record” icon will open the “Change Request” screen shown

below.

File Edit Yiews Actions Favorites Go Help Window

] I =) | sm—"
oracLe| Ol Bl Al o] x| % 4 4| 5] o @)
<| »|Change Request
Search Options Request [ | Status [oreated | =
Results we [ ] RequiredBy [ |
Change Request Class l:l Approvel Route I:l
v Iniistor [TIMOTHY HARMON | Phone 5200407 3700 | oepartmert [ |

Duplicate Last Record

Recard Type =

Description %1
Justification ‘ ﬂ

Impact ‘

<+

|Change Request Nurmber,

|Record: 111

=05C*
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£ | http:f{sppimacras3.central pima, gov:3093/synergen/navigator. jsprtat=callFormsaworkflow_id=5395708plant=01 R

File Edit Wiews Actions Favorites Go Help Window

assets

6. Save the
anacerment 1.7 15 {v17153-5} tCCOfd 06 January 2009
D@L 1@
1. Select —1 = J O Go to Moule _J
“A E "> f
Si TC or Request Status |Created LJ :j
yp Required By I:l
Change Request Approval Route
| | Prone [52ma07-3700 | Department
2. Select e ~
. < 5. Enter
“CREATE Drescription = . .
ASSET” for Class at LASRIBI i
Justification ] Approval Route
3. Select =
ol “ASSET” for =
4. Wri'Fe a short Record Type =
description for the

change to include
project code and that
these are depreciable

4

Change Reguest Mumber.
Record: 101

=05C=

Next fill in the Change Request as follows:

1.

2.

In the Type field, select “ASSET”.

In the Class field, select “CREATE ASSET”.

In the Record Type field, select “ASSET””.

Write a short description in the “Description” field; insure that the description
includes the project code for ease of searching later. Also, include that these assets are

depreciable. This will expedite the approval process. More detail will be entered on
other sheets. This just needs to be a short title for the request.

In the Approval Route field, enter “WWEFASSET”.

Save the record by clicking on the “Save” icon on the menu bar.
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Note

Multiple depreciable assets can be entered on one Change Request as long as they are from
the same project.

Click on the “Asset Detail (New)” link in the Views pane.

ORACLE

Search Options

Results

Change Request

Attachments
Approval Log
Analysis

Where Used
A

/'<Asset (Mew)
Select the “Asset Assel (Changs)

. . Aszset (Dispose)
Detail (NCW) Aszset (Configure)

link fizcet (Revalnatinn!
Create Bookmark

Audit Log (Header)
Copy Record

4

Account Log
]

_FRMVAUAUD Transaction comg

Clicking on the “Asset Detail (New)” link will open the “Asset Change Item New
Detail” screen shown below.

| hetp: ffsppimanras3, central. pima. gen/navigatar, jspPtgt=calFo _id=5398708plant=01

Eile Edit Views Actions Favorifes Go Help Window

‘ 2 T —T
oracLe| Ul 8] »l & x| ¥ =] 4] 5 F—

- |Change Request 0900982 Asset Change Item New Detail
Search Options Update Cption EffectiveDate | | [ Postto Prior Year =
Results asset [ ] Transaction Type

Change Request

Description
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Attachments mssetType [ | crlcaity || Parert Asset
Anproval Log assstChss [ | Process
e mssstClassType [ | Speaification
e Used N S R— i

Asset Change (List)
Accourt Mo, |
Asset (Mew)

hore Data
i poset [T ] subpriect ctus Aot
Agsel (Change) Jj Pone [ ] =0
4 L3 ltem Ma. Net Received Gty
<=n|  Invoiced Amourt 00 Invoiced Oty
Create Bookmark — Depreciation
Audit Log (Header) PropertyUnithie, [ | UsetulLife VEARS
Copy Recard Methad [Straight Line - Acauistion Resding
sowistencest | scuistionDate [ ] [ contrbute
Account Log = Tl I | In Service Date
4

|FRM-40350; Gluerycaused no records fo be retrieved,
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£ | http: fisppimacras3.central pima. gov: 8093/ synergen/navigator jsprhgt=calFormsBasarkflow_id=5998708plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

Detail

2. Enter an
Effective Date

3. Select “CONSTRUCTED”
in Transaction Type

d 1. Enter Asset J K74 3 &) ]
— (&0
EYPC f“ilm thange Request 0900982 Asset Change Item New Détail
1 lerarc
Y Update O [CREATE NEWY ASSET | Effective Date [ Postto Prior Year
Results Asset ] Tranzaction Type | |
Change Req it
NN T
L Description
4. Enter the description
from hierarchy or asset
. . Asseat Type Criticality Parent Asset |
information sheet I L '
Azzet Class | | Process I:I
el Asset Class Type | | Specification I:l
Where Used Dt forea | | | Bom I I:I
Aszget Change (List) G | |
coount Mo,
Asset (Mew)
Mare Data
Manufacturer VWarrant Project | Subproject Actual Smount I:I
Asset Change) =] ffes] | Orcere aty
« | » Hawm bl | et Raraived O nnl

Next fill out the Asset Change Item New Detail as follows:

1. Enter the Asset Type from the hierarchy
B — Building & Other Improvement
Used for buildings and structures, wotk orders can be written against this type of asset.
E —Equipment
Used for plant equipment, work orders can be written against this type of asset.
I - Infrastructure
Used for plant yard piping and other infrastructure, work orders can be written against this type of
asset.
L-Land
Used for plant grounds and other real estate, work orders can be written against this type of asset.
2. Enter an Effective Date by double clicking in the field and selecting a date from the
calendar.
In the Transaction Type field, enter “CONSTRUCTED?” for this equipment asset.
4. Enter the description from hierarchy or Asset Information Sheet. Verify it follows

the proper Naming Convention:

Noun, adjective (plant ID), location, process — plant
Example:

Valve, Return Sludge Isolation (PV1-FS10), Pump Station #10, Secondary — Roger

Swmart numbers will be used at all new facilities. The smart number wonld replace the PV 1-FS10 in

the parentheses
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£ | http: fisppimacras3.central pima. gov: 8093/ synergen/navigator jsprhgt=calFormsBasarkflow_id=5998708plant=01

File Edit Wiews Actions Favarites Go Help ‘Window
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Change Request 0900981
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— Type from list 7 = =
tlate Optior, [CREATE NEW ASSET | / Eftectivenste [ | I Postto prior vear =)
Results Azzet H_l ] Transaction Type |
Change Req t

/
- Descriptyn
9. Enter Asset Class

Field from list tl I
. Azzet Type Criticality Parent Azset
(Equipment, \»
B ﬂdl Azzet Class | Process
- | e E— 7-8. Enter Paent
| | o [ LG

IE

Azset Class Type
TETETE S Ed M
. Det.isres |
Asset Change (List) i | |
cocungfila,
Asggat
worel 10~ Asset Class Type
Man WlH ﬁﬂ in piect | Subproject Actusl Amount I:I
psow| automatically o ] cureacy
— o, [ | Met Received Gty [

Create Bookmark

— Depreciation

5. Enter the Asset Type from the list of assets. Choose the one that represents the asset
the closest. If nothing on the list is correct contact the System Administrator to add
items to Code Table 29.

6. RWRD will not be using the criticality field on the asset record. Criticality will be
determined on the Work Order.

7. In the first field of the Parent Asset, enter the Parent Asset type. This should be an
“A” due to all virtual assets that have children are listed as “A” types. If the parent
asset is not an “A” type, do not associate a child record to that asset.

8. In the second Parent Asset field, click on the drop down menu and select the Parent
Asset for the new asset from the hierarchy.

9. TFor depreciable assets, select the proper item from the list under “Asset Class”. The
majority of assets will use “Equipment” or “Building”” but other items on the list can
be used.

10. Asset Class Type will fill in automatically.
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11. Enter the Specification number following the steps listed below.

12. Enter the BOM ID following the steps listed below.

£ | http://sppimacras3.central. pima,gov: 8093/ synergenynavigator  jspPtgt=calForms2smorkflow_id=5998702plant=01

File Edit Wiews Actions Favarites Go Help ‘Window

RAe- J PR R —

» |Change Request 0900982 Asset Change Item New Detail

Search Options Liptlate Optiar, [CREATE NEW ASSET | EffectiveDate | | [ Postto Prior Vear =
Results Azset H_l 1 Tranzaction Type | |
Change Req t
Description = 11. Enter
Motes = 4 Specification
Attachments asstype [ | crieaty [ —— / Number as described
Approval Log Asset Class | | Process ! i‘
i::halysﬁ i Azset Class Type | | Specification
ere Use
Asset Change (List) A:i:;? I l | il <4+ Ilv% Er}ter Bill of
Asget (Mew) aterial ID as
Mare Data desctibed |
Project :I:I Subproject Actual Smount

Manufacturer Warrani

Asset (Change) - PO Mo l:l Crdered Gty
‘1 3

g

ttem ko, l:l Met Received Gty
=l Irvvoiced Amount Inoiced Gy
Create Bookmark — Depreciation

How to enter a specification

1. Double click in the Specification field. This will open the “Search for
Specification” screen below.

2. Click on the “New Record” icon on the menu bat.

File Edit Wiews Actions Favorites Go Help Window

E ﬂ J ﬂ E J J J ﬂ Goto Moclule
A |Search for Specification
elect from your list of personal saved searches:

$earch for | ~| searcn

SearchIn ¥ Searches " Bookmarks " Alerts I™ Exact halch

Search Options

Results

Specification

[

Refine your search. Include specific items in your search:

no [ ]

2. Click the [
“New ]

Record” icon  [=nn 5
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Equipment Specification
For equipment follow the instructions below; for Buildings see the following
section on Specification for Buildings.

3. In the Type field, enter “WWASSET”.
4. In the Category field, select “EQUIPMENT”.
5. Paste the description from the Asset Description on the Change Request.

6. Save the record by clicking on the “Save” icon on the menu bar.

£ hitp: {fsppimacras3. central, pima.gov: 8093 synergennavigator  jsp?tat=calFormséaworkflow_id=599870&plant=01

File Edit Views Actions Favorites Go Help Window

06 Janusty 2009
’ & Hlel 1@
ORACI_E E = . = = Goto Module _J
4| »|Specification 4. Enter
6. Save the specificaion® [ | “EQUIPMENT”
record e [ ] coteary [ ] / in the Category
L, = field
Seq No/ Specification Attribute Specif\c#ﬂ Walue Source Information
3. Enter \
“WWASSET” \
in “Type” 5. Paste the description from the Asset Description
field on the change request
Actions o
Duplicate Last Record
| | L‘_‘
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After the record has been saved the screen will appear as shown below

7. FHill in the Specification Values from the spreadsheet provided by the General
Contractor. Do not fill in Source Information. You will need to click on the “Save”
icon after each line has been entered on the specification sheet. Complete all

applicable lines.

8. A Specification ID number will now be assigned to the record. Highlight this number
and copy by pressing ctrl+c on the keyboard.

9. Close the Specification by clicking on the “X” on the blue bar with the Specification
Number.

File Edit Wiews Actions Favarites Go Help ‘Window

7. Save after
each line
entered

B

07 January 2009
—
8. COpy the Go to Module =
number using
ctrl-c
TarEmLry [EGUIPMENT 9. Close the
Description [Scrubber, Biofiter #2, Odor Control, Headworks, Preliminary - Roger el record

[

Specification Attribute Specification Value urce Information
[Method of Acquisition

ISource of Funding (i.e. Grants, Bonds, |et

IPurchase Documernt Mumber

Serial Mumber

hdoclel Mumber
hanufacturer
Stationary or Maobile
\olttace
A}n@erage
20 F}{q\uany
< 2 Phasks\
Create Bookmark 2; :'P \\
Audit Log (Header) e \\
35 RFM N\ \
o 40 GRM N\ O\
Copy Specification i Powver Factor \\
: N\ f
7. Enter
information from
spreadsheet

10. On the Asset Change Request, paste the Specification Number in the Specification
Field by using ctrl-v on the keyboard.
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Building Specification
1. In the Type field, enter “ASSET””.

2. In the Category field, select “BLDG/IMPRV”.
3. Paste the description from the Asset Description on the Change Request.

4. Save the record by clicking on the “Save” icon on the menu bar.

€] hittp:ffsppimantas3. central, pima. gov: 8093/synergen/navigator . jspetat=callFormsaworkflow_id=5998708plant=01

File Edit “iews Actions Favarites Go Help ‘Window

153-3% 06 January 2009
' ; R Faal @ Ga)
oracLe| A B »lo|x = ) | m— —
e 1A »|Specification <. Later .
- Save the Specificationd || ) BLDG/IMPR
record H y in the Category
| e Category f ld
Specification Descripti ﬁ 1€
l. Enter pecification Aftribute Specificaﬁ‘r alue Source Information
“ASSET” in ! \\ ! !
Type field 3. Paste the description from the Asset Description
on the Change Request

Actions e

Duplicate Last Record

. | o
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After the record has been saved, the screen will appear as shown below.

5. Fill in the Specification Values from the spreadsheet provided by the General
Contractor. Do not fill out the Source Information section. You will need to click on
the “Save” icon after each line has been entered on the Specification sheet. Fill in all
applicable lines.

6. A Specification ID number will now be assigned to the record. Highlight this number
and copy by pressing ctrl+c on the keyboard.

7. Close the Specification by clicking on the “X” on the blue bar with the Specification
number.

a7 Ja g9
Al t @J [ 1@
|- - I R
5. Save after [T & T
each line 6. Copy the
entered Fions number using =
il y poomery | 7. Close the
Description” |Pump Station #3, Primary Treatment - Roger i record
Seq. Mo, Specification Attribute Specification Yalue Source Information
[Method of Acquistion
ISource of Funding (i.e. Grants, Bonds, £
3 IPurchase Document kumber
M Section
R \ Towenship
B\ \ Range
7 \ Souare Footage
& \ mber of Stories or Levels
+ D =
Create Bookmark \s\
Audit Log (Header) RN
Copy Specification = \\
b T
5. Enter
information from
spreadsheet

8. On the Asset Change Request, paste the Specification number in the Specification
field by pressing cttl-v on the keyboard.
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How to enter a Bill of Material

1. Double click in the Bill of Material Field in the Change Request, this will open the
“Search for Bill of Materials” screen below:

2. Search for an existing Bill of Material (BOM) using the Manufacture Code and
Manufacture Part No. fields.

3. If a BOM exists, enter the BOM ID number on the Change Request.

4. If a BOM does not exist, click on the “New Record” icon on the menu bar.

File Edit Views Actions Favorites Go Help Window

|- 18]x]

07 January 2009

E—

o to Modulz

EEEE

earch for Bill of Material

8] 4] 4l @)

Search Options Select from your list of personal saved searches: =
. Search for | ~| search
i-. Click on the ot et G Searehix © Bockmarks O Alets [ Exact hatch
New Refine your search. Include specific items in your search:
Record” icon
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Order By [BoM 1D =l =
Search
Save Search
Custorn 0L
Clear Fields =
Save Default Fields 1 | _'J_J
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10.

11.

The BOM ID is auto generated.

Fill in the Description using the Naming Convention:
WW, Noun, Descriptors, Rating, Manufacturer
Example: WW, Pump, Centrifugal, 250 GPM, Moyno

Select Asset Type from the drop down list. If required item is not on list contact
System Administrator to update Code Table 29.

Select Manufacturer from drop down list. If required item is not on list contact
System Administrator to update Code Table 180.

Enter the Manufacturer’s part number.
Save the record by clicking on the “Save” icon on the menu bar.

Attach the BOM to the Asset Record by entering the BOM number on the Asset
Record in the BOM field (Cttl-c to copy; Cttl-v to paste).

File Edit Views Actions Favortes Go Help Window

10. Save the
record

07 January 2003

DEEEEREREE—C

<| »1Bittof Material

5. The BOM Reference BOM ID
ID is auto =
generated P 6. Enter
| Description

Rdan rer

= acturer W | per Naming
7. Select Asset 3 Convention
=]

HDOMM for TOP Level ] UP Cre Level J

Tvpe from list
BOM ftem Type  Seq ttem Description Lol Quantity
‘ /z 4 = N\ -
8. Select : A =
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"
Duplicate Last Record =
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& Change Request 0701101

|
Ertt: EIME 48} 13 March 2007
| &] | 5] x| 7| e ] e o] [ —

Finishing the Change Request

1. Verify the Specification and BOM numbers have been entered from previous steps.

2. Enter approptiate Department/Area:

For Ina Road:
Department: “WW TRT INA” Area: “WW INA MNT”

For Roger Road:
Department: “WW TRT ROG” Area: “WW RGR MNT”

For Outlying Facilities:
Department: “WW TRT OLF”

Area:

Avra Valley: “WW AVRA MN”
Corona De Tucson: “WW CDT MN”
Green Valley: “WW GV MN”
Marana: “WW MAR MN”

Mt. Lemon: “WW MTLM MN”
Randolph: “WW RND MNT”

3. Click on the LOV button for Account No. and it will fill in automatically.

File Edit Views Actions Favorites Go Help Window

|Change Request 0701101 Asset Change Item New Detail

Search Options Updlate Option [CREATE NEW ASSET | EffectiveDats [ | [ PosttoPrior Year
2 Fﬂl in Azzet |_| I Transaction Type | |
Department & |t .
Area I > Description 1. Veﬂfy
% Specification
Attachments Azzet Type I:I Criticality l:l Parent Asset Number entered
Approval Log Azset Class | | Process
Analysis e
Azzet Type | | Specification
YWhere Used .
: Dept i Bom ID
Asset Change (List) SRk | I | = lq L. Venfy BOM
Asset Change (Mew) Accourt No. | | Number entered
3. Account No. |
il ElL S e T L E—
automatically = T
o fterm Mo. Met Received Gty
with the LOV
button
— Depreciati
| Audit Log (Header) PropertyUnitmo, [ | Usetul Life | [vEARS
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9.

Do not enter any Project or accounting information. The amounts from a single
phase of the project or a single Purchase Order will never add up to the actual
amount used for depreciation. Entering information here only slows down the
approval process and adds confusion.

Enter Property Unit from list — this determines the useful life for the depreciation
rate.

In the Acquisition Cost field, enter the value that was determined for the asset from
the spreadsheet provided by the Project Manager.

In the Acquisition Date field, enter the same date as the Effective Date.
The In Service Date will auto fill.

When all fields are completed, click on the “Save” icon on the Menu Bar.

10. Click on the “More Data” link in the Views pane.

File Edit Views Actions Favorites Go Help Window

[ = |~

O

. )
< 9. Save the Gota Module
| -|Change Request 0701101 Asse| ,ccord Detail
Search Options Update Option |CREATE MEWY ASSET [~ Post to Prior Year
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Asset Change (List) 8 9.8 .
JASSm S Acoount No. | | 7. Acquisition Date is
ore Dat v always same as Effective
Asset Change (Change_ Project | Subproject Actual Smourt Date
Aset Changa Dipos N — -
Actions ooz [ og s [ seivioe dhie il
Create Bookmark — Depreciati /, auto fill
Audit Log (Header) Propetylngg. [ ] Useful Life [vedrs .
sthod |Straight Line =l Scquistion Reading
5 Enter PtOpCtty Salvage Yalug E In Service Date
[jnit ffOl’Il list Replacement Yalue [ Retirement Date l:l

6. Enter Acquisition Cost
of from spreadsheet
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You will now see a window as seen in the screen shot below. The top section (Asset,
Transaction Type and Description) will be filled in automatically from the information
entered on the last screen.

For asset on a plant site use “Facility” basis as shown below

1. Fill in the Location section by using the “Facility” basis if the asset is on a plant site.
If this is a conveyance line or pipeline not on a plant site use the “Address” or
“Address with Nodes” basis (see next page).

2. Select Building from list — If this is a new building contact the System Administrator
to add the building to code table 25.

Fill in the Room field if building has multiple room:s.

4. 'The Location field is used to narrow the location down if the building covers a large
area (i.e. building covers a Pump Station and two Clarifiers; if the asset is at Clarifier

H12

5. Position is used to show where in the building or room the asset is located (north

then enter “Clarifier #12” in the field).

south, roof ...).

6. Fillin the Planner code for the appropriate Plant Planner.

1. “WWTRP1” is used for Roger Road

i, “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv.  “WWTPP1” is used for Plant Services

ol

File Edit Views Actions

Favorites Go Help Window

above)

é

Fill in Location
section for facility e
based on steps 1-5

|
rn

JJJJJﬂ R —
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For asset not on a plant site use “Address” or “Address with Nodes” basis as
shown below

1. Fill in the Location section by using the “Address” basis if the asset is not on a plant
site. If this is a conveyance line or pipeline not on a plant site that spans between
assets use the “Address with Nodes” basis (see next page).

2. Point ID Field is not used.

3. The Addtess line contains five fields:
a. Street Prefix, which will not be used
b. Street Number, enter the street number
c. Street Suffix, enter the street direction, if any
d. Street Name, enter the name of the street
e. Street Direction, enter the street direction if any

The Suite field can be filled in if it is applicable.
Cross Street can be used if helpful to pinpoint Asset’s location.

The City/State/Zip fields are to be entered.

N ook

The Offset and Direction fields may be used to indicate the relative location of the
asset and the direction. For example, if the asset is a manhole, it may be 50 yards east
of the address entered.

8. Fillin the Planner code for the appropriate Plant Planner.
1. “WWTRP1” is used for Roger Road
i.  “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv.  “WWTPP1” is used for Plant Services

File Edit Views Actions Favorifes Go Help Window

e It

=

07 January 2009

1 | ) (O |
Fill in Location sl L Goto Modus
i | +» |Change Request 0900982 Asset Change Item 1 New Detail More Data
CosioivTea e A
based on Steps 1_7 Description Inon-depricable asset demo ﬂ
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9. “Address with Nodes” is the same as “Address” above with the following additions.
10. Fill in the Address field by following steps 2-7 above.
11. Enter the asset IDs for the “To” and “From’ assets.

12. Fill in the Planner code for the appropriate Plant Planner.

1. “WWTRP1” is used for Roger Road

i.  “WWTIP1” is used for Ina Road
. “WWTOP1” is used for Outlying Facilities
iv.  “WWTPP1” is used for Plant Services

file Edit “iews Actions Favorites Goo Help MWiindow

.

il More Data

| 7

—

Gota Module

0 & rf 3] i 4 5 @

‘ |Change Request 0900982 Asset Change ltem 1 New Detail More Data
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L E vith Fodes Foint ID |
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. Suite:
11. Fill in asset IDs cross Street |
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1. If additional Assets are entered under this Change Request (i.e. multiple virtual assets
for this level of the hierarchy), click on the “Asset Change (List)” link under the
Views pane.

2. Click on the “New Record” icon on the menu bar. Enter data as directed in the steps
above.

Goto Module

| 8| x| 7|

ORACL

e Request 0900982 Asset Change ltem New Detail More Data
Search Options PO l Transactinn Type [PARENT |
Results peseription | 2. Click the “New Record” =
Change Request icon on the menu bar x
— ek
Basziz Paint IC
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More Data
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Asset (Change) x
1 [ » — Y added to Change Request: = =

| Click on the Asset Change & Sality i ErohmE)

o ot 0 9 150 Relsted Run ta Fail
Create Bookmark (hst) link - EHE e
Audit Log (Header) bt
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—Dg

Account Log Lzset Cost [oU0S Va0 0= - | [1sos
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Copying Attachments from Purchase Order to Change

Request

Note

It shall be required that all invoices that are applicable to this asset on to the Change

Request are copied. Do not scan the invoices, just copy them from the Purchase Order

using the steps listed below.

1. Go to the Synergen record to which the file is attached you wish to copy and click
on Attachments under the Views pane on the left side of the screen. When a record
in Synergen contains an attachment, there will be an asterisk that appears next to the

word Attachments.

Eile Edit Views Actions Favorites Go Help ‘Window

<| »|Change Request 0805230 Attachments

oracLe] 2l Bl A5 x| ¥ 8l 4 5 el

E—T
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<
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Account Log JM
Create Document RecC 4

s

R P A e e

2. Copy the ID Number you wish to copy by highlighting and pressing Ctrl-c.
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Eile Edit Views Actions Favorites Go Help ‘Window

oracLe| Al Bl Al 5] x| 7] 8 3| 5| @
| »|Change Request 0805230 Attachments

Search Options sttachment [ — Revision  Type =

Recue [Da02219355200895 12\ Joooo ] |
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- AN 2. Copy the Document
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Create Bookmark =] | I ] |
Audit Log (Header) =
Copy Record -1 ‘ iI
Account Log Mg

Create Document Rect 4l | _»j_J

R P A e e

3. Open the attachment view of the asset for which you want to add the
attachment.

4. Select “Document” from the menu for attachment type.

5. Paste the Attachment ID into the ID field by selecting the field and pressing
Ctrl-v.

File Edit Wiews Actions Favorites Go Help ‘\Window
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6. Repeat as needed for each attachment required to be copied.
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When all assets have been added to the Change Request, change the Status of the
request from “Created” to “Pending Approval”.

2 | hittpfjsppimar 253, central. pima. gov: 8093 syner genjnavigator. jsphgt=callFormsBuworkFlow_id=5958708plant=01
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When all assets have been
added to Change Request,
change the Status from
“Created” to “Pending
Approval”

Synergen will ask you if you want to save changes; Click on the “Save” icon.
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Save the
record
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DISK FILES

Appendix #2 - List of Files on Included Disk

\Actual_hierarchies\Roger_example.vsd

*  \Actual_hierarchies\Roger_example.pdf

* \Actual_hierarchies\Ina_example.vsd

* \Actual_hierarchies\Ina_example.pdf

*  \Actual_hierarchies\ Arivaca_Junction.vsd

*  \Actual_hierarchies\ Arivaca_Junction.pdf

*  \Actual_hierarchies\ Avra_Valley.vsd

*  \Actual_hierarchies\Avra_Valley.pdf

¢ \Actual hierarchies\Corona_De Tucson.vsd
*  \Actual_hierarchies\Corona_De_Tucson.pdf
*  \Actual_hierarchies\Green_Valley.vsd

*  \Actual_hierarchies\Green_Valley.pdf

¢ \Actual hierarchies\KERP.vsd

*  \Actual_hierarchies\KERP.pdf

¢ \Actual hierarchies\Marana.vsd

*  \Actual_hierarchies\Marana.pdf

¢ \Actual hierarchies\Mt_Iemmon.vsd

*  \Actual_hierarchies\Mt_Lemmon.pdf

¢ \Actual hierarchies\OLF_Plants.vsd

*  \Actual_hierarchies\OLF_Plants.pdf

*  \Actual_hierarchies\Outlying Yard.vsd
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DISK FILES

\Actual_hierarchies\Outlying Yard.pdf
\Actual_hierarchies\Pima_County_Fairgrounds.vsd
\Actual_hierarchies\Pima_County_Fairgrounds.pdf
\Actual_hierarchies\Randolph_Park.vsd
\Actual_hierarchies\Randolph_Park.pdf
\Actual_hierarchies\Rillito_Vista.vsd
\Actual_hierarchies\Rillito_Vista.pdf
\Templates\Blank_Hierarchy.vsd
\Templates\Blank_Asset_Info.xls
\Templates\Depreciable_Value xls
\Templates\PM_Sched.doc

\Templates\Spare_Parts.xls
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