
 Maintenance Register  
 

There are 6 different types of maintenance. Items can be added when creating an assets from the 
Plant & Equipment Register by clicking the blue boxes or manually as per below. 

 

A. Creating New Items:  
 

From Registers/Maintenance/Maintenance Register click +ADD NEW.  
1. Select Maintenance Type. 
2. Select the item from the Plant & Equipment register.  

The assets displayed will depend on the maintenance type selected.  
 

 

 
 

  

3. Selected Inspected By Staff or Supplier. 
4. When Staff is selected choose from the list. 
5. If there is an internal checklist to complete for the 

task select one from the list – see notes. 
6. When Supplier is selected choose from the list. 

Use the + to add new suppliers 
7. Select the Responsible Staff member. 
8. Sign Off will be ticked once the task is completed 

on the mobile app. 
 

See sections B to G below for each maintenance type. 
Each task can have documents added as per section H. 
 

 

 

 

9. Tick the “Archived” box to show tasks that relate to Plant & Equipment that is non-current i.e. sold, destroyed etc. 
10. Tick the “Signed Off” box to show tasks that have been completed. 
11. Use the Filters, Group & Search boxes to create lists that can be exported to Excel or PDF. 
 

 
 

  

12. Click Group and drag a column header into the grey space. 
 
This will show the items group by the column selected. 
e.g. Maintenance Type for this example. 
 

a. Use the  button to collapse any group. 
 

b. The  button will redisplay the group. 
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B. Calibrations:  
  

1. If Staff is chosen you will need to select the 
appropriate licence. 

2. When the item is assigned to a staff member you will 
need to select a Location. 

3. Select the date for the next test. 
4. Select how often a test is required. 
5. Click  SAVE. 

6. Sign Off is ticked once task is completed. 
7. Test Date populates when task is completed. 
8. The result is entered on the mobile app and is Pass, 

Fail or Repair. 
9. Calibration Result is entered on the mobile app. 
 
 
 

 

 
 

C. Fire Equipment Maintenance:  
  

1. The type of Extinguisher will populate from the P&E 
Register. 

2. Location will populate from the P&E Register. 
3. Select the date for the next test. 
4. Select how often a test is required. 
5. Click  SAVE. 

 

6. Test Date populates when completed on mobile app. 
7. The result is entered on the mobile app and is Pass, 

Fail or Repair. 
8. Sign Off is ticked once completed on the mobile app. 
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D. Plant & Equipment Maintenance:  
  

1. If Staff is chosen you will need to select the 
appropriate licence. 

2. Type in a description of the maintenance to be 
completed. 

3. Select date next test should be completed. 
4. Select how often the maintenance should be done.  
5. Click  SAVE. 
 

6. Completed Date will populate when the task is signed 
off on the mobile app. 

7. Sign Off is ticked once the task is completed on the 
mobile app. 

 
 

E. RCD Testing:  
  

1. Location will populate from the P&E Register. 
2. Select the next date for the RCD Test.  
3. Select how often the item needs to be tested. 
4. Click  SAVE. 
 

5. Test Date populates when completed on the mobile 
app. 

6. Result is selected on the mobile app. 
7. RCD Test Result is entered on the mobile app. 
8. Sign Off is ticked when completed on the mobile app. 
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F. Test & Tag:  
 

1. If Staff is chosen you will need to select the appropriate licence. 
2. Location will populate from the Plant & Equipment Register. 
3. Test & Tag Id No can be entered from the mobile app and will auto populate for future tasks. 
4. Select date next test should be completed. 
5. Select how often the task should be done.  
6. Click  SAVE. 
 

 
 

7. Date Tested will populate when the task is completed on the mobile app. 
8. Notes are entered in the mobile app. 
9. The result is entered on the mobile app and is Pass, Fail or Repair. 
10. When Repair is chosen a Description must be entered. 
11. Sign Off is ticked once task is signed off. 
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G. Vehicle Maintenance:  
 

1. Select the type of vehicle maintenance.  
These can be changed in Administration/Asset Management/Vehicle Maintenance Type 

2. If required type in a description. 
3. Select the next service date. 
4. Select how often the maintenance is required or select NA for a one off task. 
5. Click  SAVE. 
 

 
 

6. The Odometer reading is entered from the mobile app. 
7. Completed Date will populate when the task is done on the mobile app. 
8. Service Notes are entered on the mobile app. 
9. Sign Off is ticked once task is signed off on the mobile app. 

 

H. Attaching files and Emailing 
 

1. Click +ADD FILE to upload any documents e.g. receipts, log book details, maintenance reports etc. These can also be 
uploaded from the mobile app. 

2. To email these files click either SELECT ALL or tick the required box. 
3. Click EMAIL – see below. 
4. Upload & download files as required. 
 

 
 

3. When you click email you can select from the following: 
a. Type in the customer box and select as required. 
b. You can now select from this customers contacts. 
c. Select any staff members who you wish to send the document 

to. 
d. Change the Subject field if required. 

e. Click SEND 
 
NOTE: select customer and staff are both optional i.e. you can send 
an email just to a staff member or only select customer & contact.  
 
Files can also be added in the task on the mobile app. 
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Task  will need to be signed off in the Mobile App in Registers/Maintenance Register 
 

 

NOTES:  
 

• Where a template form is to be completed for the task then only forms that are locked with type P&E Maintenance 
selected will be displayed. Once the form is completed inside the task it will show in the documents section. 
 

 

 
 

 

• When a service or test interval of NA is chosen the item will be treated as a one off. 
 

• All other items will have a new task created using the Service/Test Interval + completed date and are assigned to 
the Maintenance Manager set in Key Roles & Responsibilities. 
e.g. 24/03/2021 + 6 months (180days) = 20/09/2021 for new task. 
 

• Completed tasks can be viewed for each asset from the P&E Register by scrolling down. 
Or by clicking the “Signed Off” box in the maintenance register section A#9 above. 
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