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Introduction 
This document is intended to provide a quick overview of preventive maintenance planning 

application PM5, developed by PCSYS A/S. 

This quick guide starts with a description of the main components of PM5 client. It then proceeds 

with walkthroughs of commonly used functions. These walkthroughs are to be used together with 

the demo database included with the PM5 installation package. 

Please notice – this document does not provide information about installation of PM5 client on the 

computer. If this information is needed, please refer to Installation manual, which can be found on 

following link.  http://www.pm5.dk/Download . 

PM5 User interface 
PM5 user interface consist of four major parts (see the picture on following page): 

1. Navigation tree – this component displays the location structure used in PM5. This structure 

is presented in form of a tree structure. The navigation tree is entirely user defined and can 

contain as many locations as necessary, in multiple levels. 

When a location is selected, PM5 automatically filters information. Only data relevant to the 

selected location and locations below it is displayed on the screen. 

In the demo database, the location structure is divided in two parts – building and 

production line. Each of these sections are then specified in more details. 

2. Main menu – the menu bar gives user access to settings and functions of PM5.  

3. Main data grid – here, core data of the system is displayed, formatted in a data grid. There 

are five sections with core data in PM5: 

a. List of items that need maintenance service, referred to as machines in the 

remainder of this document. 

b. List of tasks defined in the system. 

c. List of spare parts in the system. 

d. List of suppliers associated with machines and spare parts. 

e. List of activities and faults reported in the system. Both activities and faults are 

referred to as jobs in the remainder of this document. 

4. Detail information panes – below main data grid is the detail section. Content of this section 

depends on what main data grid is currently displayed on the screen. 

http://www.pm5.dk/Download
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Walkthrough A – Navigating and accessing information in PM5 

1. Launch PM5 client and enter user credentials. In login screen enter pm5 in both fields ‘User 

name’ and ‘Password’. 

2. Once the client is launched, the client should look something like this. 

 
3. Ensure that in the navigation tree, the location PM5 is selected by clicking once on it. Next, 

with the mouse pointer still hovering over selected location, click once on the right mouse 

button to access the quick menu. You should now see this menu. 

 
4. In the quick menu, select Expand all to see all locations in the navigation tree. When this is 

done, the navigation tree should look like this. 
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The navigation tree works just like the directory tree in Windows File Explorer. The entire 

tree or parts of it can be expanded or collapsed by clicking on + and – icons displayed to the 

left of location icon. 

Press on – icon beside location Production. The navigation tree should now look like this: 

 
To expand list of locations under Production, press on the + icon. You could also use same 

method as in step 4 – click on Production, then right-click and select Expand all from the 

quick menu. 

5. At the moment, the currently selected location is the one on the very top of the navigation 

tree. This top location is by default called PM5. When this location is selected, PM5 client will 

show all data in the system, without filtering it based on selected location. Therefore, the 

client now shows ten different machines in Machines data grid. 
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6. Now, find the location Buildings, which is placed directly under the location PM5. Select it by 

clicking on it once. Observe that once Buildings is selected, the list of machines in data grid to 

the right, has been reduced to two machines. 

 
7. The blue background of the row showing record of machine Loading truck 01 indicates that 

this is the machine currently selected in machine data grid.  

When a record in data grid is selected, the information in the Detail section of PM5 client 

displays information that belongs to that record. 

In the Detail section, click on the pane labeled Faults. There, you will see that machine 

Loading truck 01 has a single fault reported in on 24th October 2017. 

 
 

8. Click on the other machine on the list, the one called Loading truck 02. The fault list should 

now be empty. 

9. Select machine Loading truck 01 again. Next, double-click on that machine’s record in data 

grid. This action will bring up Machine form with data belonging to the machine. It should 

look like the picture below. Here, you can edit data of this particular machine. To save any 

changes, press the ‘Save’ button. To close the form, press the ‘Cancel’ button. 

 
To continue with the tutorial, now press on the ‘Cancel’ button. 
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10. Ensure that machine Loading truck 01 is still selected in the Machine data grid and that pane 

Faults is still selected in the Detail section. Double-click on the fault listed in the Faults 

section. This action switches the view in main data grid to, the list of activities and faults 

registered in PM5. The job that is double-clicked will automatically be preselected. 

 

You should now see this on the screen. 

 
11.  Currently, there is only one job listed in ‘Activities/Faults’ data grid. That is because of the 

location selected in the navigation tree is Buildings. Change selected location to PM5, to 

show the complete list of activities and faults currently registered in the system. Once 

location PM5 is selected, the list of activities and faults should look like this. 
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12. Just like in the Machines main data grid, individual jobs are selected by clicking once on the 

record. Double-clicking on the job will bring up its Job Form. Please test this now, but don’t 

make any changes in the data. To close the Job Form press the Cancel button. 

 

1. Examples of job forms for a fault and an activity 

SUMMARY OF WALKTHROUGH A 
 Selection of location in the navigation tree filters displayed information to the data that is 

relevant for the machines located at the selected location and its sub-locations. 

 To select a record in main data grid, click once on appropriate row in main data grid. 

 To open form where data of the record can be edited, double click on appropriate record in 

main data grid. 

 By double-clicking on a data row displayed in one of the detail panes, user can quickly 

navigate to that record in other parts of the program. 
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Walkthrough B – reporting and finishing a machine fault 
In PM5, a fault is a job type created when a machine requires maintenance that is unscheduled 

beforehand and therefore unexpected. In this walkthrough, we’ll go through how to report a fault, 

how to finish it, and which additional functionalities are associated with faults in PM5. 

1. In the navigation tree, find and select the location called Machine Group I. If necessary, 

expand the location tree so that all sub-locations of location Production are visible and 

available for selection. 

 
2. Now select the machine named Packing Line, Component 2A by clicking on it. 

3. In the Detail information pane (below the data grid with machines), select the pane called 

Faults. 

4. Press on the button ‘New Fault’ at the bottom of the screen. 
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5. This action will bring up an empty Fault form. As a minimum, you must specify the 

following:  

* fault type 

* discovery date 

* discovered by 

* who is to sign for it 

 

- Fault type, indicates the character of the reported fault. List of fault types are user defined. New 

fault types can be added to the system in the Administration module of PM5.  

- Discovered by, indicates who is reporting the fault. Currently logged in person is selected by default 

in new faults. 

- Discovery date, indicates the time for when the fault has been reported in PM5. Unless the fault 

isn’t marked as Started and Expected, end date is also specified. The discovery date also indicates 

when the fault is expected to be resolved.  

- To be signed by field, indicates who is responsible for the fault resolution. 

 

* Select fault type, Part Failure, in the Fault Type. 

* Enter current date in Discovery Date. 

* Select user AB in the To Be Signed By field. 

* Tick the box Started. 

* Select Expected End Date,  two days from current date. 

 

The form should now look something like the picture below. When done with entries, press the Save 

button to save the fault in PM5. 
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6. When the Save button is pressed, you will be asked if you wish to specify spare part 

consumption and stop the period associated with the fault that is about to be reported in 

PM5. For now, don’t tick any of the boxes and press the OK button to continue. 

  

7. Once the fault is saved, it is listed in the Faults section for the machine 

Packing Line Component 2A.  

Selecting machine and pane faults is a quick way to see what faults have been reported for 

the specific machine. 

 
8. Now, let’s report this newly reported fault as resolved. To do this we need to re-open the 

Fault form. A fault can be opened directly in the Machine section of PM5 – mark the fault by 

clicking once on it, then right-click the mouse to open the quick menu and select Open Fault. 

 
However, in this case, double click on the fault row instead. As already demonstrated in 

previous walkthrough, this action will switch the view to the Activities/Faults section and put 
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focus on the fault that we’re interested in. Once you’ve double-clicked on the fault, the main 

data grid should look like this. 

 
9. Double-click on the marked fault to open the Fault form. Once the form is opened, do the 

following: 

- Tick the checkbox labeled Solved. This indicates that the fault has been fixed and should be 

considered as closed.  

- Once the Solved checkbox is ticked, you also need to specify the date for when the fault has 

been reported as fixed. Current date is default value, let’s leave it like that. 

- Finally, select Fatigue in the Cause field. Selecting a cause is not mandatory, but it is a good 

practice that provides information about the nature of the fault. List of causes is, just like 

fault types, user defined and can be modified and added to in Administration module of 

PM5. 

 

The form should now look like this. Press Save to save the updated fault. 
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10. Since the status of the fault has changed from not finished to finished, you will once again be 

requested if you wish to add spare part consumption and stop times related to the fault that 

was just finished. This time around tick both check boxes and press OK. 

 

11. Since checkbox Add spare parts to fault was added, the Spare Part Consumption form is 

opened. In this form, you can select which spare parts were used to solve the fault. 

 

Our demo database contains initially only five spare parts, so it’s easy to find what one is 

looking for. In real life, hundreds or ever thousands of spare parts can be registered in PM5. 

To make it easier to find the spare part one is looking for, Spare part consumption form is 

therefore equipped with a search tool. 

 

-Select Packing in the Group field and press the Apply Filter button. Observe how the list of 

spare parts has now been reduced to only those of type Packing. 

-Enter P7 in the field Name and press the Apply Filter  button. Your list of spare parts should 

now be reduced to a single spare part with the number 5002 and name P5 O-ring. 

 

12. - Select spare part with the number 5002 by clicking on it, if it’s not already selected 

beforehand. 

- Enter 4 in the field Scheduled Qty. This is the quantity that was consumed by the fault. 
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- Tick the checkbox Consumed to indicate that the consumption has taken place (as opposed 

to planned consumption, which may or may not take place at some time in the future). 

 

Notice, that there are no selections in the field Store, but that there is one store available 

in the list of stores. This means that you have a choice to consume the selected spare part 

from a specific stock.  

  

- Select the store shown in the list. 

 
- Finally press Save to save the spare part consumption.  

13. Next, PM5 will ask if the spare part just used in connection with the fault we’re reporting as 

finished, should also be associated with the machine with the fault. This request is shown 

whenever spare parts previously unassociated with a machine, are used in jobs related to 

that machine. Select Yes to move forward. 

 

14. You have now added a consumption of four units of spare part P5 O-ring to your fault.  

If required, you could continue adding additional spare parts, but we need to continue our 

walkthrough, so please press the button Close in the Spare part consumption form. 
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15. Since you’ve ticked Add Stop Period in step 10, the application now shows the Stop form. 

 
Here, you have the opportunity to specify the time period during which the machine with the 

fault stood still. If the machine didn’t need to be stopped, this step can be bypassed by 

pressing on the Cancel button. 

- In this case, the machine had to be stopped for four hours, between 9:00 and 13:00.  

- The stoppage was for that machine only, so let’s tick the Machine Specific checkbox. 

- Finally, you need to specify the type of the stop. In the demo database stop types try to 

define the severity of the individual machine stops, but the user can define his own set of 

types in the Administration module. For this fault let’s select Medium on the list of down-

time types. 

- To save and proceed, press the Save button.  

16. Congratulations, you have just solved your first fault in PM5. If we look at the data grid in the 

Activities/Faults section, you can see that the fault you’ve been working on is now marked as 

solved and has a completion date. 
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Let’s now take a look at the details for the fault. Select the pane Spare Parts, it should show a 

consumption of four units of spare parts numbered 5002. 

 
If you double-click on the record of consumption, the application will switch to Spare Parts 

section and automatically put focus on the spare part that was used in resolution of the fault. 

Let’s try that now – double-click on the spare part consumption record. 

 

Main data grid section should now look something like this. 
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Let’s go back to the Activities/Fault section – to do that click on the Activities/Faults pane 

above the main data grid. 

The fault you’ve been working on is still in focus – record selection is not affected by user 

moving over to another section of PM5. 

Now, select the Stop pane in the Detail section. You should see the record of the stop 

associated with the fault. The record should look something like the one on picture below. 

 
 

SUMMARY OF WALKTHROUGH B 
 A fault is reported for individual machine by selecting machine and creating new fault for it 

 To be able to create new fault, you need to specify: 

o Discovery date 

o Who discovered it 

o Who is to sign for it 

o What type of fault it is 

 To report a fault as started, you need to specify an expected finish date 

 To report a fault as solved, you need to specify the date when the fault was finished and who 

signed for that action 

 You can add additional information associated with the fault: 

o What spare parts were consumed by the fault 

o From what spare part stock did the consumed spare parts come from 

o If the machine had to be stopped for the fault to be resolved, how many hours did 

that take 



Quickguide for PM5 version 5.12.3000 

20 
 

Walkthrough C – Tasks and activities 
An activity is another type of job handled by PM5. Unlike faults, activities in PM5 are defined and 

scheduled in advance. An activity always belongs to a specific task.  A task defines what is to be done 

and who is to do perform the activity. It also decides scheduled date of the activity. 

 A task could be regarded as a receipt, a maintenance activity that is to be performed with regular 

intervals on a specific machine. A task specifies what is to be done, by whom, how often and which 

spare parts are to be used in activities it controls. Once a task is created and assigned to a machine, it 

generates its first activity. 

An activity is generated by the task as soon as that task is saved. The user needs to specify when this 

first activity is to be performed. Once the first activity is finished, a new activity is created and 

automatically scheduled according to the information specified in related task. 

To summarize – each machine can have one or more tasks associated to it. Each task defines a 

maintenance job to be done, with regular intervals on the machine it belongs to. Once a task is 

‘running’, it schedules instances for when the maintenance job is to be performed. Each of these 

instances are called activities in PM5. 

Both activities and faults are called jobs in PM5. 

Now, let’s take a closer look at how tasks and activities work in practice. 

1. Ensure that the location PM5 is selected on the navigation tree. This way you’ll be able to see 

all data registered in the system 

2. If it’s not already selected, select the section Machines in your PM5 client. 

3. Now find and select the machine named Packing Line, Component 1.  

You can easily find it on a current list by looking at the list of machines. But if you have 

several hundred machines in your system, finding the one you’re looking for, may be more 

challenging. The Quick search tool can be helpful to find a specific machine. 

You can open the quick search tool in one of two ways. 

a. In the main menu, on the top of PM5 client, find and click on the icon that looks like 

a magnifying glass. 

 
b. On your keyboard, hold down Ctrl key and press down key Q. 

Either one of these actions will open a quick menu form where you can quickly find 

the object you are looking for.  

Please notice – quick search tool is available in all of the five main sections of PM5. 

You can use it in Machines, Tasks, Spare Parts, Suppliers and Activities/Faults. 
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4. Regardless of which method you use in the previous step, you should now have the Quick 

Search Tool for visible on your screen. 

 
Enter the name of the machine you are looking for in the field labeled Machine Name. 

Observe that as you type in the name, the list of machines in the table below is gradually 

reduced. Once you’ve typed Packing Line, Component, the list should be reduced to two 

machines, one of which is Packing Line, Component 1. 

 
Double-click on Packing Line, Component 1. This action will close down the quick search 

menu. Return to the main data grid, with the list of machines and mark the machine you’re 

looking for. 
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5. Once the machine Packing Line, Component 1 is selected, select pane, Tasks in the Details 

section. There you’ll see that our machine has one task. It’s called Monthly Inspection and is 

scheduled to be performed once every 30 days. 

 

Since we need to take a closer look at this task, double-click on it. 

 
 

6. The application has now switched the view to Tasks section. Two tasks are shown in the main 

data grid. The task we are interested in is marked. 

 
 

7. Double-click on the task that is marked in Tasks main data grid. This action will bring up the 

Task form, containing definition of the task we’re working on. 

 
A task is defined with following data: 

- Task name – user defined name for each individual task 

- Machine- what machine it belongs to 

- Type of Task - is selected from a list. This list is user defined according to the needs of the 

company. New task types can be added at any time. 

- To be signed by - who is responsible for completion of activities that are generated by the 
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task. 

- Days – the frequency which the task is to be performed. 

There are some additional fields in this form, but let’s ignore them for now. 

8. Press on the Cancel button to close the form. 

9. With our task still selected in main data grid, now select the pane Activities in the Details 

section. 

 

Here, you can see the list of activities created by the task. Activities are the actual 

maintenance jobs that are scheduled and need to be performed by the maintenance 

personnel. 

Here, we can see that only one activity has been scheduled by the selected task and that it’s 

not yet completed. Let’s finish it now. 

Double-click on the activity on the list, to navigate to it in the Activities/Faults section, where 

it can be finished. 

10.  

11. The picture below shows the list of jobs currently registered in the system.  

 
Take a moment and study the information in this data grid. Each row represents an individual 

job. Checkbox in the column Fault, indicates whether the job is an activity (planned job) or a 

fault (unplanned job). Column Date, shows the date on which an activity has been scheduled 

or when a fault has been discovered. If a job has been started, but is yet to be finished, there 

is a date in column Expected End Date. If a job is done, checkbox in column Done is ticked, 

and there is a date indicating completion date in column Done Date. 

 

If the Date is shown in red, this indicates that the job is not completed in the expected time. 

 

Content of this list may look a little different on your screen. Most of the unfinished jobs in 

your list are shown in red. Let’s not worry about that, the important thing is that the activity 

we want to finish is in focus. 
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12. Double-click on the marked activity. This will open the Activity form, where we can report 

our activity as finished. 

 
To finish an activity, we first need to specify who is finishing it. This is done by selecting one 

of the users listed in list Signed by. 

Next, mark checkbox Done. This action will activate field Activity Done and put in current 

date as date of completion for our activity. This date can be changed if needed – you need to 

press on the down arrow shown in the right edge of the Activity Done field and select the 

date you wish to use in date picker shown on the screen. For this activity however, let’s keep 

current date unchanged. 

 

Once the necessary data has been entered, press on Save button to report finish of activity. 

13. PM5 will now ask you if you want to add any spare parts to the activity.  
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By now you should be familiar with this procedure – if you press Yes, you will be able to 

select one or more spare parts, specify used quantity and commit their consumption to the 

system as part of completion process of this activity. This time however, let’s press on No 

button to bypass this step and move forward in our walkthrough. 

14. In next (and final) step, PM5 will suggest to you the date on which to schedule next instance 

of the activity you just finished. The suggested date will be 30 days from current date, 

because that’s the frequency that was specified in the task to which the activity belongs.  

 

You can change the suggested date to a different day. For example if suggested date is a 

Saturday, like in the example above, perhaps it would be better to move it to Monday of 

following week. In our walkthrough, let’s stick with whatever date was suggested by PM5. 

Press OK button to proceed. 



Quickguide for PM5 version 5.12.3000 

26 
 

15. You have now finished an activity and PM5 has created new activity, scheduled 30 days from 

current date. 

 
The activity you’ve closed now displays current date in Done Date column. 

New activity with same name is also displayed, scheduled 30 days from current date. 

SUMMARY OF WALKTHROUGH C 
 Maintenance jobs that are to be performed regularly over a certain period of time are 

specified in tasks. 

 A single task specifies a single job for a specific machine. Task defines what is supposed to be 

done, who is to do it and how often the job is to be done. 

 An instance of the job is scheduled for a specific date as an activity. 

 When an activity is finished, new activity of same type is automatically scheduled in PM5. 

Scheduled date for new activity is decided based on frequency in days specified in the task 

that controls the activity. 
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Walkthrough D – Administration module 
Configuration and administration functionality of PM5 is located in a so called administration 

module. Normally, due to the nature of functions that are contained in it, access to administration 

module is restricted to users who have a management role in PM5. 

In this walkthrough we will go through the most common tasks that are done in the Administration 

module: 

 Creation of new user  

 Assignment of new user to a user group 

 Working with locations  

 

1. To access the Administration module, click on menu item Tools and select Administration. 

 

2. The Administration module will be displayed on the screen. 

 

 

The Administration module consists of two sections: 
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 Left section lists functions and features of the administrative module. To access and 

use one of these functions, you need to select it by clicking on it with your mouse. 

Some of the functions consist of several sub-functions. This is indicated by + icon to 

the left of the function. To access all functions, click on the + icon. 

 

Find the function Client and click on the + icon. This action will expand Client and 

reveal underlying functions. They can also be expanded by clicking on the + icon 

beside them. 
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 Once a function has been selected, the right section of the Administrative module 

will display data related to that specific function. To edit settings or data, you need 

to double-click anywhere in the right section of Administrative module. 

 

Find the function Options in the left section of the Administrative module. Next move 

the mouse to the right section of the Administrative module, and double-click 

anywhere on it. This action will open a form allowing you to edit global options of 

PM5. This is also where you have to enter your license information after the 

purchase of PM5. 

 

 
Press the Cancel button to close the Options form. 

3. Let’s create a new PM5 user. Select the function Users. The Administrative module should 

look like this. 
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In the right section of the administrative module you can now see all users registered in the 

system. Since you’re logged in as user pm5, that user’s Logged In checkbox is checked in.  

To edit an already existing user, double click on user’s record.  

4. We will now add the new user to the system. Move the mouse pointer to the right section of 

the Administrative module and click on the right mouse button. In the quick menu that is 

displayed on the screen, select New. 

 
5. An empty user form will now appear on the screen. Following data must be entered for a 

new user to be able to save his record in PM5: 

- User Id  

6. - First name 

- Last name 

- Password – password used when logging in to PM5 

- Confirm Password – repeat password  

- Language – one of default languages needs to be selected 

 

 

Remaining fields are optional. 

 

 

Please type in the data provided in picture to the 

left, in User form displayed on your screen. If it’s 

not already ticked in, please tick in the check box 

‘Login Privilege’. 

 

 

For password for this new user, use pm5. 

 

 

When ready, press the OK button to save the 

new user. The User form will close and you will 

be returned to the Administration module. 
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7. Once a new user is created and saved, he needs to be added to at least one User Group. Find 

the user you’ve created (one with initials GH) and double-click on that user’s record. 

The User Properties form that is now displayed on the screen looks a bit different than the 

one used for creation of new users in previous step. 

 
8. In the User Properties, click on the tab called Member of. In this section you can assign user 

to different User Groups and Technical Groups. In this walkthrough we will assign a user to a 

single User Group. 

 
Press the ‘Add’ button to show list of User Groups in the system. 
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Select Maintenance personnel and press the OK button. You have now assigned user GH as 

member of the user group Maintenance personnel. 

9. Press on the OK button in the User properties form to close it. You should now be back in the 

Administrative module. 

10. Right, so you have now added a user to a user group. But what does that exactly mean? It is 

actually quite simple. What an individual user is allowed to do and which machines he can 

access in PM5, is decided by user credentials of the user group to which he belongs. Since we 

have added user GH to user group Maintenance personnel, his privileges and access 

credentials are controlled by what is allowed for the specific user group. 

11. Let’s have a look at user group Maintenance personnel. In the left section of the 

administration module, click on the function User Groups. In the right section of the 

administration module, you’ll see a list of all user groups currently defined in the system. 

12. Double-click on the user group Maintenance personnel. As a result, the Form User Group 

Properties for that user group will be displayed on the screen. It has three tabs: 

- General – shows the list of users that belong to this group. Here, you can add and remove 

PM5 users to the group. 

- Privileges – here you can define user credentials for the members of the group. For further 

information about individual user credentials, please refer to the User Manual. 

- Locations – here you can define which locations are accessible to the members of the 

group. Since every machine must at all times be placed on a specific location, this section 

effectively controls which machines members of the group are allowed to access and work 

with. 

- Tabs – here you can specify which parts of PM5 client are accessible for members of the 

group. 

Let’s have a closer look at Locations. 

 
The tree displayed in this section is exactly the same as the one displayed in navigation tree of 

the client. And, just as in the navigation tree, you can expand the location structure by either 

pressing on plus icons shown beside locations that have more locations at lower levels. Please 

expand the navigation tree, so that it is completely expanded and looks like this. 
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As you can see, there is a tick box beside every 

location. A location (and the machines at that location) 

are accessible to the member of the group only if the 

tick box is ticked. 

At the moment, the user group Maintenance Personnel 

has no locations ticked, which means that the 

members of this group do not have access to any 

locations in PM5. 

Tick the following locations: 

- Production Line 2 

- Machine Group III 

- Machine Group IV 

 

Notice – to be able to tick a location checkbox, you first need to mark the location. 

When done, press the OK button to close down the User Group Properties form, close down the 

Administration module and PM5 client. 

13. Launch PM5 client again, but this time log in with the new user. Enter GH as user name and 

pm5 as password. Since user GH belongs to the user group Maintenance Personnel, his 

access to locations, machines and jobs, are automatically limited by the fact of the three 

locations you’ve just marked. So the navigation tree and machine list in the main data grid in 

the Machines section now looks like this. 

 
As can be seen by this example, PM5 allows complete control of access to machines, 

depending on needs of your enterprise. 

14. Let’s now open the Administration module once again and create a new location in the 

system. 

Select Tools in menu bar on top of PM5 client and select Administration. 

15. Once the Administration module is opened, find and select the function Locations in the left 

section. You should see something like this. 
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16. The navigation tree in the right section of the navigation module is collapsed, so let’s expand 

it. As on previous occasions, click on all + icons until all locations are visible.  

Alternatively, you can select location PM5 and click on the right mouse button to open the 

quick menu. Then, select Expand all. This action will expand the navigation tree. 

 
After expansion, the navigation tree should look like this. 

 
 

17. Let’s add a new location to the system. We will add a location called Workshop, directly 

under top location PM5. 

Select location PM5 and click on the right mouse button to open quick menu. In it, select 

New. 
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18. A Form for creation of new location will appear on the screen. Enter the location’s name in 

the field Location and press OK to save it in the system.  

 

 
19. You will now be presented with a warning that may seem a bit strange. It has to do with one 

of the business rules of PM5, which says that if a new location is created directly under 

location PM5, then the administrator must manually define which user groups are to have 

access to it. New locations that are created at ‘lower’ levels in the navigation tree will always 

inherit their availability from their parent location. 

 

 
 

Press the OK button to continue. 
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20. The Navigation tree has now a new location named Workshop. 

 
 

21. Close down the Administration module. Once you’re back in PM5 client, move your mouse to 

an empty area in the Navigation tree section and click on the right mouse button to open the 

quick menu. Select Refresh. This command refreshes and displays the ‘latest version’ of data 

on the screen. 

 
 

22.  After refresh, the navigation tree will be displayed in its 

collapsed format. Expand it to see all locations. As you can 

see, the new location Workshop is not displayed in the tree.  

 

 

23. Open the Administration module and select the function 

User Groups. 

24. Find user group Maintenance Personnel and open its properties form by double-clicking on 

it.  

25. In the user group properties form, select pane Locations. It should look like in the picture 

below. Notice that the new location Workshop is not yet ticked. 



Quickguide for PM5 version 5.12.3000 

37 
 

26. Select the location Workshop and tick the tickbox beside it. This action makes the new 

location accessible to the user group Maintenance Personnel. Observe that if the location 

Workshop was created ‘below’ a location that was already accessible by the user group, 

then the location Workshop would also be accessible by default.  

 

27. Press the OK button to close down the User Group Properties form and close down the 

Administration module. 

28. When you’re back in PM5 client, repeat action in step 20 of this walkthrough. After refresh of 

data, your navigation tree should now look like this. Congratulations, you have added a new 

location to PM5.  

 

Observe – the location Workshop is at the moment only accessible to the user group Maintenance 

Personnel. If you wish, you may now close down PM5 client and login with user pm5 (password 

pm5). User pm5 belongs to user group Administrators – location Workshop is at the moment not 

accessible to that user group and will therefore not be shown in location tree for user pm5. 

To make location Workshop available for user group Administrators, repeat steps 22-26 for that 

user group. 

SUMMARY OF WALKTHROUGH D 

 Administration module is the part of PM5 where all administrative and program 

configuration functions are located. 

 Administration module should be available only to those users who need access to it – 

usually system administrators and managers. 

 New PM5 users are created in Users section and are without access credentials to data in 

PM5 until they’re assigned to at least one user group. 

 A User Group defines access rights and user privileges of PM5 users who are members of 

that user group. 

 New locations are created in the administrative module.  

 If a new location is created directly under top location called PM5, user needs to manually 

specify which user groups are to have access to it. In every other case, a new location inherits 

access definitions from its parent location. 
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Walkthrough E – adding new data to PM5 
Addition of new machines and creation of scheduled maintenance jobs are two of the most common 

operations users will be doing in PM5. This final walkthrough will demonstrate how it is done. 

1. Login on PM5 as the user GH you have created in previous walkthrough. 

2. Select location Workshop and if it is not already selected, select section Machines.  PM5 

should like this: 

 

3. To create new a machine, you can: 

1. Click on File in menu bar on the top of PM5 and select New 
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2. Or move mouse to Machine main data grid, click on mouse right button and select 

New. 

 

Select whichever option you wish to open an empty Machine form. 

4. We will be adding a MAG/MIG welder machine, produced by Migatronic. Let’s take a quick 

look at those system variables in Machine form, as shown below. Relevant fields are Type 

and Manufacturer. 
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5. Both machine type and manufacturer is missing, so we need to add them to the system 

before we can register a new machine. Press Cancel to abort entry of new machine. 

 

- Open the Administration Module and in its left section, find section called System Variables. 

Below it, find section called Client and press on + icon beside it. 

- Once this section is expanded, find a section called Machines and expand it by pressing on + 

icon. 

- From the list of functions that appear, select called Types. When this is done, a list of machine 

types currently defined in PM5 will be displayed in right section of the administration module. 

 
6. To add new machine type to the system, move mouse button to the right section of 

administration module, right click on the mouse and select New from quick menu. 

7. Type in MIG/MAG Welder in field Name of Machine Type form and press the OK button to 

save new machine type. 
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8. Next expand section Spare Parts in left section of the administration module by clicking on + 

icon beside it and select Manufacturers from the list that is presented on the screen. 

 
9. To add new a manufacturer to the system, move mouse button to the right section of the 

administration module, right click on the mouse and select New from the quick menu. 

10. Type in Migatronic in field Name of Machine Type form and press the OK button to add the 

manufacturer to PM5. 

11. Close the administration module and return to PM5 client. Once there, open form for 

registration of a new machine (described in step 3). 

12. Enter the new machine data. If you wish to, you can copy data from example picture below 

or you can try to enter your own data. Once you’re done, press the Save button to save the 

new machine in PM5. 

 
13. Congratulations, you have just added the first machine to location Workshop. Now let’s add 

a new task to it. 
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14. If it’s not already in focus, click once on the record of your welder in Machines data grid. 

15. Select Tasks in Detail section. Your screen should look like this. 

 
16. In Tasks pane, click the button New Task to open form for creation of a new task. 

17. Enter data in the form, as shown in picture below. Since the task is to be performed once 

every three months, you want for this task to be performed once every 90 days. 

 
18. Press the Save button to save the new task. 

19. In same manner as when you created new fault, you will now be asked if you want to add 

any spare parts to the task. Select Yes as answer. 

When a spare part is added to a task, then the consumption specified in the task is also 

added to each activity that belongs to this task. Remember that a task is a template for a 

regularly recurring maintenance job, while an activity is a single instance for when this job 

is performed. Thus the actual spare part consumption takes place when activities (and 

faults) are worked on. 



Quickguide for PM5 version 5.12.3000 

43 
 

20. In the spare part selection form that now opens, select the battery named CR2350 and enter 

2 as quantity. Leave remaining fields unfilled. 

By this action, you’re saying that each time a quarterly maintenance is performed on that 

welder, you expect for two batteries of above-mentioned type to be used as part of it. 

Specifying expected spare part consumption in association with regular maintenance tasks 

have several advantages. First and foremost, it makes handling of individual activities easier 

for personnel. Secondly, it allows an estimation of expected consumption of spare parts and 

levels of spare part stocks that should be kept in store. 

21. Press ‘OK’ to save scheduled consumption of batteries. 

22. PM5 will now ask you if you wish to add the spare part to the machine. Select Yes to 

continue. 

This is the second time you’re asked this question, but what does it mean. Basically, every 

time a spare part is added to an activity, fault or task and that spare part is not present in 

spare part list of a machine to which the job or task belongs, you will be asked this question. 

If you say yes, the spare part is automatically associated with the machine. In this way, you 

will be progressively building spare part lists for each machine as an integral part of the 

process of handling the maintenance jobs. Of course, you can always say No when suitable 

and just continue with your work. 

23. Press on the Close button in Spare Part Association form to finish association of spare parts 

with the task.  

 

We have now added a new task to our machine. Your PM5 should now look like this: 

 
24. Please notice the buttons at the bottom of the Spare Parts pane in the Details section. 

Associate Spare Part allows you to specify new spare part consumptions for the task after it 

has been created.  Edit association opens selected spare part consumption for editing. 

Remove association deletes selected spare part consumption from the task and the 

unfinished activity. Please notice that any spare part consumption done prior to the time of 

this deletion are still kept in the system. 

25. Let’s now have a look at the activity which was created at the same time as our task. While 

still in Tasks section of PM5 and with our task selected, switch to Activities sub-pane. Double-

click on the single activity that is shown there: 



Quickguide for PM5 version 5.12.3000 

44 
 

 
26. Navigate to the activity in Activities/Faults by either double-clicking on the selected activity 

or pressing the button Go To Activity. 

27. If it’s not already selected, switch to Spare Parts sub-pane for our activity. 

 
28. Here you can see the scheduled consumption of two units of spare part CR2320 in Scheduled 

column. The actual consumption of spare part is shown in Used Qty column, at the moment 

it is 0. 

29. Here’s a couple of things that are important to remember regarding spare part consumption: 

30. You can enter and edit value in the Used Qty field at any time, also before and after a job has 

been completed. 

31. You can add spare part consumptions directly to an activity. However, such consumption will 

not be ‘copied’ in activities that will follow. Only spare part consumptions that are defined 

for the task are ‘copied’ in each activity based on that task. 

32. If the value in the Used Qty column is 0 for all spare part consumptions specified for an 

activity or fault, then this value is automatically changed to that in Scheduled column when 

activity/fault is finished. Otherwise, the value in Used Qty column is unchanged and any 

spare part consumptions needs to be entered manually by the user. 

33. Add additional spare part consumption to the activity 90 days maintenance service.  

Ensure that the activity is selected and press the button Associated spare part to open the 

Spare Part Association form. Once there, find the spare part named P7 O-ring and add 

consumption of one unit to the activity. Press the Save button to create the planned 

consumption. 
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34. After addition of consumption of P7 O-ring, your screen should look like this: 

 
35. Now, let’s finish the activity 90 days maintenance service. You can do this in two ways.  

 

36. You can double-click on the activity to open the Activity form, tick in Done, select finish date 

in the Activity Done field and press the Save button to save the changes (and create the next 

activity). 

37. Or you can select the activity, click on right mouse button to open the quick menu and select 

Done/Solved. This function is intended for finishing multiple jobs at the same time and will 

finish all jobs currently selected in Activities/Faults data grid.  

Selecting Done/Solved will bring up the Batch finish form. This form is pretty simple – it 

allows you to specify who is finishing the jobs (value in Signed by field) and when the jobs are 

to be finished (date in Date finished field). For details about remaining fields in this form, 

please refer to the User’s Manual. 

 

 
38. If you select to finish the activity with help of the batch finish tool, please use user GH as 

finishing person. Finish date should be your current date. Once the data is entered, press the 

OK button to finish the activity. 
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39. In our final step of this walkthrough, let’s take a look at the spare part consumption in the 

activity you’ve just finished and in the new activity that has just been scheduled for 90 days. 

Our activity/fault data grid should now look like this: 

 
40. The activity you’ve finished is marked as done, and has the current date as the finished date. 

Spare part consumptions associated with the activity are now updated – values in the Used 

Qty column are now the same as the expected consumption specified in the Scheduled 

column. 

41. Below our finished activity, you can see that next activity in line has already been created. 

New activity is scheduled 90 days from the finished date of its finished predecessor. Select it 

now and have a look at the list of spare parts that is to be consumed by this activity. 

 
42. The most important thing to observe here is the fact that only one spare part is listed on the 

spare part consumption list of the newly created activity. The spare part we added to 

preceding activity in step 27 of the walkthrough is not present. That’s because only spare 

parts listed in the task are always added to new activities based on that task. 
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SUMMARY OF WALKTHROUGH E 

 New records in main data grids are added by selecting ‘New’ in File menu bar or clicking on 

right mouse button and selecting ‘New’ in quick access menu. 

 Lists of system variables, such as machine types, spare part types and similar are user defined 

and can be edited in the Administration Module. 

 New tasks are created in the Machines section of PM5, in sub-pane Tasks. 

 Tasks generate activities, which represent instances for when the task is performed. 

 A task is always associated with a single machine. 

 An activity inherits instructions about a job from the task. 

 An individual activity can be adjusted and edited, but the activity that follows will revert back 

to what’s specified in the task to which it belongs. 

Final comments 
It is our hope that this document will help users gain an understanding of what PM5 does and how it 

can help enterprises with preventive and every day maintenance tasks of their equipment. This 

document covers only the fundamental functionality of PM5. For further information about more 

complex features of PM5, we refer user to the User’s Manual, which describes all features of PM5 in 

detail. 

You are also welcome to contact PCSYS A/S directly – we will be happy to provide you with further 

information, demonstrations and courses tailor-made to your wishes and requirements. 


