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1. Introduction

Overview

Edge is a powerful, easy-to-use desktop software application designed to meet
the particular business needs of maintenance and repair shops. The software is especially useful
for those who own their own heavy equipment and have taken on the obligation to maintain it
themselves. The software has been designed with several key objectives in mind:

I.  Creating Work Orders for Your Mechanics...

Edge allows you to create work orders which detail the services performed and
time spent on servicing your machines. The work order module allows you to also track the parts
used (and their cost) in the performance of each task. To the extent that you need to rely on an
outside shop or contractor to work on an equipment unit, those services and their costs can be
recorded as well. The repair and service data collected for your work orders allows you to
develop a full service history for each equipment unit.

Il. Scheduling of Regular Maintenance...

Edge allows you to create a maintenance schedule for each type of
equipment. For example, you can create a listing of all the services (and required parts) that
need to be performed at each 500-hour interval. In the software, you can follow each
manufacturer's detailed service schedule or even add your own tasks. Alternatively, in order to
cut down on the amount of detailed data, you can summarize the specific services into fewer
more general tasks. You control the timing and description for each service item.

lll. Managing Your Parts Inventory...

Edge allows you to manage an inventory of parts. For each part in stock, you
can keep track of the number in stock and the cost of each item. As you use parts on work
orders, the inventory is automatically adjusted to reflect the parts removed from stock. The cost of
each part is then assigned to the machine for which the part is used, thereby allowing you to keep
track of the cost of parts used by machine. Also, if you sell parts to third parties, you can set the
price (which includes your markup) used for resale. The price is then used to calculate the
charges for parts to customers. You can also use Edge to create invoices in
order to bill customers.

IV. Generating the Payroll for Your Mechanics...

In the work order module, you record all the hours spent by your mechanics. These time entries
flow through into the payroll module, thereby allowing you to keep track of your mechanic's time
without reentering it. You can also enter mechanic time (for example, shop cleanup) that is not
associated with a work order, thereby rounding out a mechanic's time sheet. You can assign pay
rates (both direct and loaded) and charge-out rates for your mechanics, thereby allowing you to
calculate your mechanic payroll and to calculate a charge-out amount for third party customers.

V. Track the Cost of Repairs and Service by Equi  pment Unit...

Edge allows you to account for the cost of parts and labor for your own
machines. The system provides reports that allow you to track the parts used by each machine
over time, the cost of all parts and services used to maintain each of your machines, and a history
of each maintenance event, referenced by date and hour meter, for each of your machines.
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VI. Creating Invoices for Parts or Services Prov  ided to Customers...

Edge also allows you to perform work or sell parts to third party customers.
Whether these activities are incidental or regular for your shop, Edge will
manage all of your third party transactions.

VII. Tracking Oil Samples by Component...

For those who take meticulous care of their machines, Edge allows you to
track the results from your oil samples. You can track your oil sample data by machine and major
component. The elements tracked are configurable and can be set to match those on which you
want to focus. The oil sample data allow you to create an individual history for each component,
thereby allowing you to identify significant deviations from 'normal’.

VIIl. This Guide

This Guide will lead you through the basic functionality of Edge. The Guide is
organized around the most common areas of functionality in which each chapter covers a specific
core feature of the system. Many of the features in Edge require a certain
amount of set up data in order to be utilized. Managing your set up data is covered in

Edge and will only be briefly covered here. You should consult
that reference if you are unsure of how to enter the set up data related to any of the core
functions described here.
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The steps to add a new truck or new equipment unit are as follows:

Step

Comments

Set up Equipment Owner.

Setup | Vendors

Make sure that the owner of the
truck/equipment has been set up.
If the truck or unit is company-
owned, you can skip this step.

2a.

Set up Equipment Type
Setup | Equipment / Trucks | Equipment Types

The equipment type is the general
type of machine, such as a dozer,
excavator, loader or skidder.
Each machine is assigned a
general equipment type

2b.

Set up Truck Type
Setup | Equipment / Trucks | Truck Configuration

The truck type refers to the
general configuration of the truck.
For example, you might have a
type for “conventional log truck” or
“self loader.”

Set up Equipment Manufacturer

Setup | Equipment / Trucks | Manufacturers

Each machine has a model
number. In order to set up
models, however, you need to first
set the actual equipment
manufacturer (e.g. Caterpillar,
Peterbilt, etc.).

Set up Equipment/Truck Model Numbers
Setup | Equipment / Trucks | Equip & Truck Models

Each machine has a basic model
number or name (e.g. Cat D6D) or
Peterbilt 379). Before you add a
machine, the model must be set

up.

Set up Maintenance Schedule.

Schedules | Basic Schedules

Each machine is assigned to a
basic maintenance schedule. You
do not have to set up all the
details for the schedule, but you
need to at least assign a name to
the schedule. If you have not
decided what schedule to use, you
can set up a ‘dummy’ schedule as
a placeholder.
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6 Set up your Equipment Unit or Truck. You are ready to add a machine.
Click on the Add button to add a

Setup | Equipment / Trucks | Equipment Units new machine.

Click on the Add button to add a

Setup | Equipment / Trucks | Unit Numbers
new truck.

Equipment Specification Sheet Entry Screen

In the equipment entry screen, you enter all the details for the equipment unit or log truck. The
drop-down lists (indicated by the  arrow), allow you to select from a validated list. These are
the lists that need to be pre-filled prior to setting up an equipment unit (steps 1-4 above).

In the top part of the grid, you identify the basic details of the machine. Generally, you will use
the Unit # entry to uniquely identify the exact machine. Many users actually assign just a simple
number to each machine, but you are not limited to numbers. The description entry should also
be unique and provide more descriptive information regarding the machine.
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Owner Choose the vendor (who owns the equipment) from the dropdown list. Vendors
are setup under Setup | Vendors.

Code Short identification of the item that appears in the navigation tree and drop down
menus throughout Edge.

Description A longer identification of the item. Used to clarify the Code.

Equipment Type

Choose the correct Equipment Type from the dropdown list. Equipment Types
are setup under Setup | Equipment/Trucks | Equipment | Equipment Types.

Active? Is the machine active? In Edge, we do not delete machines
that are sold, retired or otherwise disposed of. We set their status to inactive so
that they no longer clutter up selection lists, but their data still remains in your
database.

Model Year Model year of the machine

Model Choose the correct Equipment Model from the dropdown list. Equipment
Models are setup under Setup | Equipment/Trucks | Equip & Truck Models.

Serial No. Enter the Serial Number of the piece of equipment if desired.

Maintenance Schedule

Choose the correct Maintenance Schedule from the dropdown list.
Maintenance schedules are set up under Schedules | Basic Schedules

Initial Meter

Hour meter / odometer of the machine/truck. The initial meter is the meter
state when you add the machine to, not the meter when you acquired the
equipment. This meter is used as the basis for determining scheduled
maintenance events in the future.

Current Meter

Current Hour Meter. No data entry required. This reading is based on meter
readings entered in the database.

Rental Unit Checkbox indicating if the machine is a rental unit.

Permit No. Enter the Permit Number of the piece of equipment if desired. Both the Permit
No. and Serial No. columns may contain other pieces of tracking data.

Cash Sale Special checkbox that indicates if the equipment entry is the default machine

when you enter a miscellaneous cash sale work order. Some users sell parts or
perform work on machines that they do not want to track in
Edge. This checkbox will auto-fill the machine when the user clicks on the cash

sale button.
This box should be left unchecked for all other entries.

The bottom part of the equipment grid allows you to specify the components and/or parts used in
the machine. For example, you can enter the model number of the engine or transmission. You
can also enter parts, such as the air filter or olil filter, etc. The grid allows you build out a complete
‘spec’ sheet for the machine. The grid is virtually unlimited in the number of rows you can add.

Note: Before you can add components and/or parts to the spec sheet, you will need to set up the
Parts List. See Chapter 3 for more details. You should read through the next section quickly,
and then skip to Chapter 3 so that you can set up your Parts List. Once that is set up, you can
return to the spec sheet for each equipment unit and fill in the components/parts that are
associated with each equipment unit. (Adding components/parts into the spec sheet is optional,
but we do recommend doing it!)
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Add Component to Equipment Specification Sheet

To add a component, right-click on the blank row beneath the ‘Equipment Components ’
heading.

This action will insert a row and allow you to select the type of component you want to add (e.g.,
engine, transmission, etc.) in the first column. In the dropdown list in the second column, you can
select the specific make/model for the component.

If the specific component or part is not already set up (i.e. it does not appear in the dropdown list),
you can select the ‘Add New’ option to add it to the list without leaving the grid.

Last, if the component has a serial number you want to track, you enter that number in the fourth
column.

Component Types are set up under Parts | Basic Part Types:

Components are set up under Basic Part Types where the ‘Component Type’ code is specified as
a component other than ‘PART’. If the ‘Component Type’ is identified as ‘PART’ for an item,
the item is then shown when you want to add a part type (as opposed to component) to a
piece of equipment.
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Add Part to Equipment Specification Sheet

In order to add a part, right-click on the blank row beneath the ‘Equipment Parts ' heading.

This action will insert a row and allow you to select the type of part you want to add (e.g., air filter,
oil filter, etc.) in the first column. In the dropdown list in the second column, you select the
specific part number.

If the specific part is not already set up (i.e. it does not appear in the dropdown list), you can
select the ‘Add New' option to add it to the list without leaving the grid.

The count column allows you to specify the number/count of the part that is used for the machine.

You can add as many parts as you would like for a given machine, thereby allowing you to create
as detailed a spec sheet as you would like.

Part Types are set up under Parts | Basic Part Types: As noted above, you must specify the
‘Component Type’ to be ‘PART” in order for it to be available in your drop-down list.

Special Note on the Relationship between Servicesa nd Parts

One of the powerful features in Edge is the automated linking of parts
and maintenance services to specific machines. For example, if you are creating a work order
that involves the service ‘replace air filter’,” for a specific machine, Edge can be

used to automatically identify the exact part that needs to be used.
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The steps to make this work are:

Step

Comments

Set up Basic Part Type
Parts | Basic Part Types

A basic part type is really a
category of part, like ‘Air Filter,
Primary’

Set up Maintenance Services

A maintenance service is a

standard type of service like

Services | Maintenance Services ‘Replace Air Filter’.

Note: Each time you create a new
Part Type, the software auto-
creates an entry in the
Maintenance Services table to
‘Replace’ that particular part type.
So, you do not actually have to
create those yourself in the
Maintenance Services window.

3. | Add Part Type & Specific Part Numbers to the Equipment Unit
Setup | Equipment / Trucks | Equipment Units

or

Setup | Equipment / Trucks | Unit Numbers

When you add a specific part to a machine in the equipment ‘spec sheet’ grid, you are
setting up a link between the machine, the basic part type and the specific part number.

NOTE: See Chapter 3 below, called “Add Parts,” for instructions on how to set up your
Parts List (also called Parts ‘Catalog’) in Edge.

4. | Now, when you create a work order for a specific machine and add the service ‘Replace Air
Filter’, Edge first goes to maintenance services table and looks up the
basic part type for that service, ‘Air Filter, Primary’ in this case. Next,

Edge goes to the equipment list and checks to see if there is an entry for the basic part type
‘Air Filter, Primary.’ If there is an entry, Edge uses the specific part
number entry — e.g. ‘CAT-610273’ — on the work order.

The result: If you add the service ‘Replace Air Filter’ for the machine,
Edge tells you that you need to use part number ‘CAT-610273’. You never have to look it
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up again!
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3. Create Parts List/Catalog

Even if you are not managing a Parts Inventory through Edge, you must still
set up your Parts List so that you can associate parts with machines and work orders. Think of
the Parts List as a catalog of parts that you use as your pick list when buying parts, adding parts
to work orders, etc.

The steps to add a Part to Edge are as follows:
Step Comments
1. | Setup Part Type In order to add a specific part, you

first need to specify its basic part
type. For example, if you are
adding a primary fuel filter with a
part number of DE12345, you
need to set up a part type such as
‘Filter, Fuel Primary’ which is used
to classify the part

Parts | Basic Part Types

2. | Set up Part Manufacturer Each part has a manufacturer.
(e.g. Caterpillar, Deere,
Champion, etc.). You should set
up your manufacturer list before
you start entering parts.

Setup | Equipment / Trucks | Manufacturers

3. | Set up Part Numbers The Part List is a list of all the
: parts you might use in

Parts | Parts List Edge. Whether or
not you use

Edge to manage your parts
inventory, you still need to set up
each part before you can use that
part for one of your equipment

units or trucks.

See below for instructions on how
to add entries to the Parts List.
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Working with the Parts List Grid

To get to the Parts grid, either go to Parts | Parts List , or click the button. The grid will
look like this:

If you click the Add button as shown above, the Add Part entry form will appear, as shown
below.

The Parts window is divided into three sections or panels:

Descriptive Information — All yellow fields in this panel of the window must be
completed. (White fields are optional. Grey fields are un-editable.)

Opening Balance — Only complete the fields in this panel if you intend to keep up with
Parts Inventory. If you don'’t plan to use the system for inventory tracking, leave this
section blank.

Pricing — This section of the window is only of importance if you sell to third parties . If
you do not, then you can ignore the Pricing section of the window.
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The Part window's fields are:

Descriptive Information
Your Part Number / Code | (Required) This is the exact part number you wish to use. It must be unique.
Supplier Part Number / (Optional) This is the part number used by the supplier, which may be different
Code than the part number you use to identify the part.
Description (Required) This is a short description of the part.
Bar Code # (Optional) Enter the bar code of the part here.
Part Type (Repeated) Use the drop menu and select your part type.
Unit of Measure Use the drop menu and select the appropriate unit of measure, such as ‘BAG'.
Manufacturer / Supplier Use the drop menu and select the relevant company.
Equivalent OEM Part If there is one, you may / may not enter it here.
Is Kit? If this part is a member of a kit, or if it is a kit, check this box.
Define Kit button If the ‘Is Kit?' checkbox is checked, this button will now be active, and you can
use it to define the kit.
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Opening Balance

Location

Use the drop menu and select the location for your part.

Specific Location

Use the drop menu and select the specific location for your part, if one exists for
your part.

Count Enter the number of parts on hand.
Unit Cost Enter the cost of one of the particular type of part.
CORE Enter the value of the cost on return, if any. If the value is $0.00, you can leave
this field blank.
Pricing (Only Relevant for Outside Sales to Third P arties)
Method This will show in red the default setting of the program: Cost Plus or List Less.

If Cost Plus Pricing
Method

The Cost Basis is used as the basis for your sales pricing.

Standard Markup and
Preferred Markup

These values are the default values of the program (set in the Basic Setup
window). You can over-ride them in this window for the part you are currently
reviewing. The fields below the Standard and Preferred Markup fields show the
Sales Prices.

Update button

This button is handy when you want to update your sales prices based on
historic costs. This button will bring up a window that will allow you to calculate
a new sales price by applying a specified markup to prior purchases of this
particular part within a given date range. Alternatively, you can adjust your
current pricing based on a List Less calculation using this Update button.

When you are done with your “What if” pricing scenarios, click Apply Changes
to save the changes and carry them to the Part window if you do, in fact, want to
update your prices.

If List Less Pricing
Method

The list price or the MSRP (manufacturer suggested retail price) is entered here
for the part.

Standard Discount and
Preferred Discount

These values are the default values of the program. They can be changed in
this window. The fields below the Standard and Preferred Markup fields show
the Sales Prices.

Update button

See above explanation.

Special Note on After-Market Parts

One of the powerful features in
OEM parts with after-market parts. This crosswalk is used in

Edge is that it allows you to associate
Edge to offer part

numbers that are alternatives to the OEM parts (recommended by manufacturers) when you

create a work order.

We recommend that when you set up your equipment units you list the OEM part as the specific

part to be used on the unit. Next, in the Parts List, add the after-market parts that you consider

as substitutes to the OEM part. Then, when you create a work order that requires an OEM part,
Edge will offer those alternatives (in a dropdown list) that you can select

instead.
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4. Managing Parts Inventory

Overview

Edge allows you to maintain your parts inventory. As you buy parts into
inventory, and then use them on work orders, the system will automatically keep track of your
inventory balances and average costs for each product. Inventory can be stored in one or more
Locations, such as the Shop or the Garage. Within any Location, you can also set up specific
sub-locations (e.g., Aisle 1, Aisle 2) for the inventory items.

Once you have entered your opening balance inventory amounts and you've been performing
inventory transactions such as buying new parts into inventory and using parts on work orders,
you can review your inventory balances in the Inventory Grid.

Go to Parts | Inventory | Parts Inventory or click on the button. Select the Specific Part
Type for which you want to review inventory balances, or select the “ALL” part type to see
inventory across all part types.

The picture below shows the inventory grid. Your grid may be all grey. In this case you cannot do
anything to your inventory in this grid.
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The following picture shows how to use the Search by Part # or Description feature. This allows
you to find a particular part quickly. After you enter the part number, click the green arrow to
activate the search. The grid will now only show instances of that part.

Preliminary Setup Work

Before you can manage inventory, you must perform the following setup steps.

Step Comments

1. Set up Inventory Locations Inventory is managed on a
location basis, meaning you can
have several places (e.g. a shop
and/or trailer) where you store
your parts. Even if you only have
one inventory location, you will still
need to set up that one location.

Setup | Inventory Storage | Primary Locations
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2. Set up Inventory Specific Locations

Setup | Inventory Storage | Specific Locations

In addition to a primary location,
you can identify a more specific
location for an item in inventory.
For example, you might specify a
certain shelf or aisle. This location
is used to help an employee who
is unfamiliar with your storage
area actually find a part.

(If you don’t want to track specific
locations, a Caribou representative
can remove it for you.)

3. | Set up Vendors for Parts Purchases

Main Menu: Setup | Vendors Icon:

A Vendor is any entity (supplier)
whom you pay. For example, if
you buy parts from Napa Auto
Parts, then you must set up Napa
as a vendor.

4. Set up Parts

Main Menu: Parts | Parts List  Icon:

Use the Add button in this grid to set up Parts

You need to setup each part
before it can be added to
inventory. See the Instructions in
Chapter 3 above.

Adding Parts to Inventory
There are two basic ways to add parts into inventory:

1. When you are first setting up

Edge, you will likely want to take a

physical inventory of all the parts you have on hand. You will then need to create
Opening Balance entries (quantity and costs) for each part. You can enter the
Opening Balance information as you create each new part through the Parts List

icon:

Again, Opening Balances are used only when you are first entering your starting

information into Edge.

2. For ongoing tracking of parts purchases, use the Add Inventory icon:

Each of these methods is outlined below.
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Adding Opening Balance Inventory Information

As explained in Chapter 3 above, use this icon to get to your Parts List: Then click the
‘Add’ button. You will see the Opening Balance panel on the right side of the Add Parts window.

Fill in the Location and Specific Location where this part is stored. (If you leave the Specific
Location blank, the system will set it to NONE.) Enter the number of units you have as your
starting balance, along with the per unit cost of the part. If CORE charges are applicable, enter

them as well.
Opening Balance

Location Use the drop menu and select the location for your part.

Specific Location Use the drop menu and select the specific location for your part, if one exists for
your part.

Count Enter the number of parts on hand.

Unit Cost Enter the cost of one of the particular type of part.

CORE Enter the value of the cost on return, if any. If the value is $0.00, you can leave
this field blank.

Note: Suppose you double-click on a part in the Parts List after you have already entered
opening balance information. Don’t be alarmed that you don’t see the information you expect to
see in the Opening Balance panel of the window. It will be blank even though you've entered an
Opening Balance.

Why? The reason is that you can have Opening Balances (O/B’s) in more than one location
and/or sub-location. Once you pick the particular location and sub-location where you entered
the opening balances for this part, the system will show the data you've entered, with a red label
at the bottom indicating that O/B information already exists for this part in this location.
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Using the Add Parts Feature to Buy Parts into Inven  tory

Each time you purchase new parts for inventory and have a stack of parts bills sitting on your
desk, you will need to use the Buy Parts window to enter those parts into
Edge.

Click the Buy Parts icon to open the following window: . This window has three panels:

Purchase Info : fill in the information about the part you are purchasing, and the
corresponding quantity and cost.

Current Inventory : By default, all parts you buy will be added to inventory. (You should
always leave the Add to Inventory checkmark checked in this window.) You should pick
the Location and Specific location to which you want to Add the Parts. Use the Show

button to see the location(s) (if any) where you already have this part stored in inventory.

Current Pricing : This panel is only relevant if you sell parts to outside parties.
Otherwise, you can ignore this panel.
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The following is an explanation of the fields in the buy parts window.

Purchase Info

Date The date of the transaction.
Part Type The kind of part you are buying.
Part The part code.

Serial # If you have one, enter it here.

Purchased From

The vendor you are buying the part from.

Account The account you are charging for the transaction.
Quantity The amount of parts you are buying.

Unit Price The cost of one of those parts.

CORE The cost on return amount, if any.

Unit of Measure

The measure of the part. For example, a radio may be a unit.

Parts Total The total which is the quantity multiplied by the unit price.
Freight The cost of the freight.

GST If this is checked, it applies your GST percentage on the total.
Total The total cost after GST is applied.

Current Inventory

Add to Inventory

Leave this checked. It adds your purchases to your inventory.

Location

The primary location for your part(s). An example may be SHOP.

Specific Location

If you are putting parts into a sub-location within the primary location, specify
where using this field. An example may be Aisle 1.

Show

The Show button is used to see if you currently have any of the part you are
buying, and where.

Existing Count

This shows how much of the part you have in the location(s) you have specified.

New Count

This shows your current count plus the quantity you are buying. This value is
only for the location(s) you have specified.

Existing Cost

This is current weighted average cost of your part.

New Cost

This is the weighted average cost of the parts including your current purchase.

CORE

These values are for the existing inventory and the new inventory respectively.

Current Pricing

Your Standard Price

This is calculated on the cost of your first purchase of this part. In Cost Plus, it is
the standard markup on the (initial) cost. In List Less, it is the discount on the
MSRP.

Your Preferred Price

This is calculated on the cost of your first purchase of this part. In Cost Plus, it is
the preferred markup on the (initial) cost. In List Less, it is the preferred discount
on the MSRP.

Update

The Update button is used if you want to change your prices.
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Key Notes:

If the part you are buying is a part you already have in inventory, then when you select
the location & specific location where the part already exists, Edge will
automatically fill in the Existing Count , Cost and CORE, as well as the New Count ,
Cost and CORE.

All of the data in the Current Pricing section comes from your initial Part entry (i.e. for
the first of that part which was entered into Inventory). Again, it is relevant only if you sell
parts to outside parties.

If you decide you do not want to track inventory in Edge after all, but
still want to track your parts purchases, you can simply leave the ‘Add to Inventory’
checkbox unchecked when you access this window directly from the Work Order using
the “Buy Parts” button in the work order Parts tab.

Special Note on CORE Charges

Some parts may by rebuilt by the manufacturer and are sold on an exchange or core basis, If this
is the case you will often be charged a CORE (cash on return) charge. Core charges are usually
included in the selling price of a part and are itemized separately on sales receipts as a "core
charge”. To receive "core charge credit,” core and exchange merchandise must usually be
returned to the supplier (who then returns it to the manufacturer) for a core credit. Certain parts
are sold on an "exchange" basis and require an additional core deposit that is fully refundable
provided your old part is returned in "re-usable” condition.

In Edge CORE charges are handled as follows:

1. Enter the CORE charge in the Part window in the CORE field. This value will appear
in the CORE field of the Pricing section in this window. For inventory costing, the
value of your inventory includes the cost of the part and the CORE charge.

2. When a part is used from inventory for a machine, there are two options: (i) the old
part is (or will) be returned to the supplier for a credit, or (ii) the old part is not
returned (it may have been totally ruined or wrecked). If the part is returned, enter a
CORE charge of zero on the work order. If the part is not retuned apply the CORE
charge.

3. This approach will calculate the true cost of the part against the machine taking into
account whether or not the CORE credit is received for the old part.
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How to Handle Adjustments to your Inventory

This section will help you manage discrepancies between your software inventory and your
physical inventory. There may come times when your physical inventory may be higher or lower
than your inventory in Edge.

In a nutshell, we suggest you use the “Buy Parts” window and create a dummy vendor called
“Inventory Adjustments” from which you will buy additional quantity — positive or negative.You
can then review all purchases from this dummy vendor if you ever need to look back at the
inventory adjustments you've made.

Your Physical Inventory is Higher than the Software ’s Inventory.

Please follow the steps below in succession.
1. Goto Setup | Vendors .
2. Click the Add button in the Vendors grid to add a vendor.
3. For the code, enter INV_ADJ, and the description enter INVENTORY ADJUSTMENTS.
4

Click Save to save the entry and stay in the grid, or OK to save and exit the grid.

5. Click the button and use the Buy Parts window to purchase the balance of parts
needed to make the software inventory match the physical inventory. Make sure that you
select the adjustment vendor, that is, INV_ADJ, in the Purchased From field.

6. Use the Existing Cost as your Unit Price .

7. Then click OK and you are done!

Your Physical Inventory is Lower than the Software Inventory.

Please follow the steps below in succession.
1. Goto Setup | Vendors .
2. Click the Add button in the Vendors grid to add a vendor.
3. For the code, enter INV_ADJ, and the description enter INVENTORY ADJUSTMENTS.
4

Click Save to save the entry and stay in the grid, or OK to save and exit the grid.

5. Click the button and use the Buy Parts window to purchase the balance of parts
needed to make the software inventory match the physical inventory. Make sure that you
select the adjustment vendor, that is, INV_ADJ, in the Purchased From field.

6. Important! For your quantity, enter the negative of the excess amount. For example, if
you need to get rid of 2 of a part from your software inventory, then the quantity you will
be “buying” would equal -2.

Use the Existing Cost as your Unit Price .

8. Then click OK and you are done!

Note: You can review all adjustments by selecting the menu item: Standard Reports | Vendor
Statements | By Vendor. Pick the INV-ADJ vendor and the pay period you want to review.
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5. Scheduled Maintenance

In Edge, there are two ways to manage your maintenance events for each
machine:

(1) Manage maintenance events on an informal basis, whereby you enter each maintenance
event as it is performed; or

(2) Manage maintenance events according to a schedule.

Managing Maintenance Events — No Schedule

Managing your maintenance events without a schedule is straight forward. The steps are:

Step Comments

1. | Set up Basic Part Type A basic part type is really a class

Parts | Basic Part Types of part, like ‘Air Filter, Primary

2. | Set up Maintenance Services A maintenance service is a
standard type of service like

Services | Maintenance Services ‘Replace Air Filter

When you set up a maintenance service, you can specify a basic part type to be used in the
performance of that task.

In the example above, we have added a service called ‘RPL: Primary Air Filter’ and created a link
to the basic part type ‘Air Filter, Primary.’

Note: If a service requires no parts (e.g. inspect undercarriage), then the entry ‘NONE’ should be
used.

3. | Add Part Type to Equipment Unit (Optional)
Setup | Equipment / Trucks | Equipment Units
or

Setup | Equipment / Trucks | Unit Numbers

When you add a specific part to a machine in the equipment ‘spec sheet’ grid, you are
setting up a link between the machine, the basic part type and the specific part number.
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If a maintenance service does not require a part, or you do not care to build the linkages
between services and parts, you can skip this step.

4, Add maintenance service to a work order.
See Section 7 on Creating Work Orders below

If you have set up your linkages between machines, services and parts (step 3 above),
Edge will the specific part number to the work order.

If you have not set up your linkages, you will have to manually add any parts that are
required to complete each maintenance service.

Note: How to Auto-Fill the Maintenance Services

Navigate to Parts | Basic Part Types . Add a row and enter your part type.
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Now navigate to Services | Maintenance Services . There will be a new entry (row) already
there:

Other types of Maintenance Services using this part type will have to be added by you manually.

Now, you can setup Edge so that when you start a Work Order for a particular
machine, and you pick a Scheduled Maintenance for the code above (RPL: Windshield, Washer
Fluid), then the parts needed to fulfill that service will auto-fill in the Parts tab of the Work Order.

To set this up, you would now do these steps:
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Click the Equipment icon ( ). In the Equipment grid, double-click on a row. The
Equipment Information window comes up. Right-click under Equipment Parts, click Add Part ,
and select Add New... In the drop list, click your part:

For the Original Equipment Part , use the Add New... feature and make it the same as your part
(unless you have an OEM part to put in). Make the Count greater than 0. Click OK.

Now if you create a Work Order for the machine above, and you select the maintenance service
we just created above:
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Then if you click on the Parts tab, the parts needed to fulfill the service will automatically be there
(in this case, only the Windshield, Washer Fluid):

Managing Maintenance Events — Following a Maintenan  ce Schedule

Using a maintenance schedule to manage your service events involves the same steps as listed
above, with the addition of several more. These additional steps serve to automate the inclusion
of maintenance events on a work order. That is, maintenance events are added according to a
schedule as opposed to being added on an ad hoc basis.

The additional steps for managing a maintenance schedule are:

Step Comments

1. | Set up Base Maintenance Schedule. Each machine will be assigned to
one of your generic schedule
types. You will need to add as
many schedules as you have
classes of equipment.

Schedules | Basic Schedules

2. | Set up Intervals An interval is the number of hours
or miles/kilometers between
service events, e.g. 500 hours or
10,000 miles/kilometers

Schedules | Intervals

3. | Set up Maintenance Services A maintenance service is a
standard type of service like
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Services | Maintenance Services ‘Replace Air Filter’

4. | Add Maintenance Services to a Schedule A maintenance schedule includes
a listing of services that are to be
performed at given intervals. This
step involves adding services to
each basic schedule type and
selecting the interval at which they
will be performed.

Schedules | Schedule Details

When you assign a service to a base schedule type, you identify the service and how often the
service is to be performed:

In the example above, we have added a service called ‘CHK: Primary fuel filter’ for the ‘DOZER’
schedule type and have indicated that this service should be performed every 250 hours.

All of your machines that are assigned to the ‘DOZER’ schedule type will be prompted for this
service every 250 hours.

5. | Add Maintenance Schedule to Equipment Units or If you have not already done so,
Trucks you will need to identify the basic
schedule that applies to each of

Setup | Equipment / Trucks | Equipment Units your equipment units / trucks.

Setup | Equipment / Trucks | Unit Numbers
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Generally, there are two basic approaches to entering service meter readings:

(1) You have machine operators whose time you track and who periodically (perhaps daily)
supply you with the meter from their machines. In this circumstance, you should enter
your meter readings along with your employee’s time under Data Entry | Time Slips |
Employees | Enter Slips.

(2) You periodically (perhaps daily) collect machine/truck meter readings, but you are not
tracking the time of the operators. In this circumstance, you should enter your meter
readings under Data Entry | Time Slips | Equipment Slips

7. | Review Scheduled Maintenance Edge uses the

hour/mileage readings to identify
the services that are due once a

Click on the on the toolbar certain meter reading is reached.

In the equipment list on the left side of the screen, select an equipment unit. This action will fill
the grid on the right with that machine’s full maintenance and show which services are due.
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8. | Create Work Order. Edge will
automatically add the overdue

) services to a work order that is
Click on the button created for the selected machine.

See Section 7 on Creating Work
Orders

Special Note on Maintenance Schedules

It should be evident from the preceding discussion that managing your maintenance
schedules can require a substantial amount of effort depending on the level of detail you require.
In the case of very detailed schedules, with many specific service events, the task of setting up
your schedules can be daunting. One simpler approach is to make your schedules more general
in nature. For example, for the 250-hour service, you might make an entry simply ‘250-Hr
Service’, instead of listing all the detailed services that comprise the 250-hour service.

As you work with Edge, you can become more detailed in your schedules and
gradually flesh out your schedules over time.
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6. The Maintenance Window

The maintenance window is used to generate work orders and review your maintenance events.

Click on the 'Wrench' button to bring up the maintenance window.

The window is split into two panels; the left panel allows you to select an equipment unit or truck
and the right panel is a grid that displays the data for the selected equipment unit.

The left panel allows you to select an equipment unit or truck:

The six buttons at the button control the data that is displayed in the right panel.

The default selection is scheduled maintenance.

Each of the six views is listed below.

View Comments

1. | Scheduled The grid shows each maintenance task, when it was last performed, the
Maintenance | meter reading when it was last performed and the next service meter --
meaning the service meter when the task should be performed next. The
current meter reading for the equipment is shown at the top left -- in this
example it is 2100.

The current meter reading is pulled from the most recent time sheet entered
for the machine under the time entry for employees or equipment.

If the next service meter is shown in black, it means that the task is not
currently due. If the next meter is in red, it means that the task is overdue.
If the next service meter is shown in blue, it means that the task is within
the 'warning' period.

A warning buffer zone can be set up for each interval type (see Schedules |
Intervals on the Main Menu)

Page 32 Printed in Canada



Edge Operations Guide

2. | Work Orders | The grid shows the work order history for the selected machine. By default
the grid will only show work orders that are not tagged as complete, but if
you uncheck the ‘Only Open Work Orders’ checkbox, you can sell all work
order for the machine.

By double-clicking on the row of a work order, you can call up all the
detailed data for that work order.

3. | Service The grid shows the detailed service history for the machine. All service
Events events and repairs are shown in the grid.

You can control the date range of the events shown in the grid by changing

the ‘From’ and ‘To’ dates and then clicking on the button to refresh the
grid.
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4. | Hours This view shows all the maintenance hours performed on an equipment
unit. Note: if a specific task is not assigned to a time entry, the hours will
still be reported, but the task will show ‘NONE’

You can control the date range of the events shown in the grid by changing

the ‘From’ and ‘To’ dates and then clicking on the button to refresh the
grid.
5. | Cost This view shows the cost all the maintenance performed on an equipment

unit. The view includes (1) your payroll cost (loaded) for hours performed,
(2) the cost of any parts used, and (3) any payments to 3" party vendors for
services performed.

This view can be used to show the cost of maintaining and operating your
equipment unit over any specified date range.
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6. | Repairs This view shows all the repairs that have been performed on a machine
over its life. A ‘repair’ is any service event that is coded as a repair on a
work order.

See Section 9 on Managing Repairs.

Page 35 Printed in Canada



Edge Operations Guide

7. Work Orders

Overview

In Edge, you create work orders in order to track all your maintenance
activities.

Generally, the flow of the data for a work order is:

1. | Create a new work order.

2. | Add services to be performed, any recommended parts to be used, any 3" party
vendors, and any other special instructions.

3. | Print the work order and give it to the mechanic or manager who is responsible
for ensuring that the work is performed

4. | The mechanic or supervisor will fill out the work order form, including the labor
time, the actual parts used, or any 3" party services employed

5. | The data from the completed form will be entered into Edge.

6. | You can then run reports on the maintenance cost or service history of your
machines.

Creating Work Orders

You can create a work order in one of three ways:

1. Click on the from the Maintenance window,

Click on the button in the toolbar, or
3. Navigate to the Work Orders | Order List menu item from the Main Menu and then click

on the button at the bottom of the work order grid.

Edge will then prompt you with the Create Work Order window where you can
select the equipment unit or truck and whether you want to include any scheduled maintenance
or just create a blank work order (see next page).
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By clicking on 'Include Scheduled Maintenance', you can specify whether you want to
automatically include the maintenance items that are due (or overdue). The checkbox allows you
to include items that are within the warning buffer as well.

If you don't want to include any scheduled maintenance, but just want to create a blank work
order, click on the 'Create Blank Work Order' radio button.

Once you have made your selections, click on OK. You are then presented with the Create Work
Order window.
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The Create Work Order window has several parts as listed below:

View Comments

1. | Work Order The header panel contains basic information regarding the work order. This
Header information includes:
Unit (use the to change).

Last Service Meter : This is the most recent service meter reading
(non-editable).

Current Service Meter : Your mechanic should enter this reading
when the work order is performed.

Date Issued : Defaults to today.
Date Completed : Defaults to today.

Customer : The customer for whom the work is being performed
(will be billed). If the machine is your own, your company is the
customer.

Mechanic : The mechanic or supervisor who is responsible for the
work order’s completion.

Complete : If checked, the work order has been completed.

Invoice : Invoice number for work (including parts) performed for
third party customers.
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The main body of the work order has 7 Tabs:

1. | Scheduled This tab includes maintenance events for the equipment unit. If you are
Maintenance | using the scheduled maintenance functionality of Edge,
your scheduled maintenance events will automatically appear. You can use
the Add and Delete buttons to add and remove maintenance items from this
list.

2. | Repairs You can use this tab to add any incidental repairs that need to be performed
on a machine. Often times, a work order will have no scheduled
maintenance, but will only have one (or more) repairs.

3. | Parts This tab is used to add parts to the work order.

The button allows you to add a part from a look up list. If you
know the part number, the button, will add a row to the grid.

You must then key in a valid part number. The button
allows you to buy parts that you do not already have.
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4. | Labor This tab allows you add the labor time for the work order. If you have
entered standard hours for the performance of a task, those hours will be
entered by default (of course, you can edit them). In this tab, you can:

Enter one or more mechanic’s (worker’s) time on the work order.

Break the time down by task. If you leave the task blank, the hours
will be charged against the work order in its entirety.

Enter both work time and travel time.

5. | Vendors This tab allows you to add any third party services that you purchase as
part of a work order. When you add a third party service,

Edge will create a miscellaneous entry that will be added to the vendor’s
pay statement.

6. | Description The Description of Work is just a text field which allows you to provide a
of Work / description of the work to be performed. The Special Instructions tab is
Special used to communicate any special directions you need to provide your
Instructions mechanic.

You can print (or Preview ) a work order using the Print button:

1. The Mechanic’s format: This is a blank format that includes the assigned services and
repairs. It should be used by the mechanic when completing the tasks in the work order.

2. The Costed format: Once a work order is complete, this format shows all the costs
associated with the work order (parts, labor & third party services). This format requires
the running of the pay calculator in order to assign labor costs to the work order.

3. The Invoice format: If you performed the work for a third party customer, you can use
this format for a customer invoice.
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8. Outside Sales

Overview

If you sell parts to third parties from your inventory, then this chapter will show you how to use
Edge to carry out the outside parts sales. It is advisable that you read the
previous chapter, 7. Work Orders , so as to understand the flow of data in
Edge when using work orders. The reason is that outside sales are managed by creating work
orders where the equipment unit is the “dummy” equipment unit that is pre-set in
Edge as “3" Party Sales”.

Handling an Outside Sale

To begin an outside sale, click the icon. This is the cash register and will call up the Create
Work Order [New] window.

The Unit and the Customer instances have to be setup prior to the above in order for the cash
register to work. These entries should already be set up in your database. If for some reason
they are not, you can setup the unit in Setup | Equipment / Trucks | Equipment | Unit

Numbers (likewise for Trucks | Unit Numbers ).

In those grids (say the Equipment grid), you would add an ‘equipment’ like:
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This equipment unit should already be set up in your database. (Be sure the Cash Sale flag is
set to True (checked).

The customer would be setup in Setup | Customers . Here you should see an entry like the
following that should already be set up in your database:

So, when you click the cash register, you should get the work order as shown above. To actually
sell one or more parts from inventory, it may be easiest to use the Add/Lookup button on the
parts window. Select the Part Type that you are looking for, and be sure that at least one
manufacturer is selected. (If you don’t know the manufacturer, use the Check All option at the top
of the window.) Hold your control key down while you select one or more parts from the left side
of the window.
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Click OK and the part will appear on the work order.

You will notice that the Sales Price is the Standard price. This is because the customer, Cash
Sales, was not setup as a Preferred customer.

Before you can print the invoice for this sale, you need to assign a “Mechanic”, which in this case
is the person who actually sells the part. Now you can select Invoice and click the Print button (or
if you want to preview the invoice, check Preview as well as Invoice, then click Print).

The invoice looks like this (see next page):
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Note: If you are in the United States, there will be no line for GST (this is only for Canada). If you
are in a state that charges sales tax, that tax will be included here.
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9. Incidental Repairs

Edge allows you to manage incidental repairs. For example, suppose an
operator reports a broken radio or cracked windshield. This repair may not need to be performed
immediately, but may wait until the next time a mechanic works on the machine. In

Edge, you can enter these repairs into the system and you will be reminded that
they are outstanding until they have been fixed.

The steps are:

Step Comments

1. | Set up the Repair. Repair items are set up under Make sure that the service type is
set to ‘REPAIR’. We require that the
repair be added to the set up list
And the Service Type is set to ‘REPAIR” because it is very common for repair
items to be used over and over.

Services | Maintenance Services

2. | Add the outstanding repair item to the machine Use this grid to enter your
outstanding repairs. The description
field allows you to be more specific
Or in describing the problem. You will
be reminded that the repair is
outstanding until it is marked as
complete.

Data Entry | Equipment | Outstanding Repairs

Data Entry | Trucks | Outstanding Repairs

3. | Create work order for the equipment unit / truck. You must check the option ‘Include
Scheduled Maintenance’ for the
repair to be automatically added to
the work order. If you select ‘Create
Blank Work Order’ it will not be
added.

If you elect to not make the repair,
you can always delete it from the
current work order, but it will
continue to appear on future work
orders.

4. | Complete the Work Order. Mark the repair as complete on the work order to clear form the list of
outstanding repair items.
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10. A Special Note on Configuration Settings

When you first get started with Edge, you will want to review the following
settings with a Caribou Support representative so that they can adjust these settings to meet your
needs.

The Apply and Percent boxes specify the sales
tax (PST in Canada) to be applied.

Check the Include Tax in Parts Cost box if you
want to apply the sales tax on the parts cost.

Check the Freight is Taxable box if you want to
apply sales tax on the freight.

Check the Include Freight in Parts Cost box if
you want the total to be the parts cost plus the
freight.

Use the radio buttons to select your Pricing
Method.

Use the fields next to Standard to define your
markups/discounts.

Use the fields next to Preferred Customers to
define your markups/discounts.

If you sell to third parties, use the Standard
field for Markup on 3" Party Services to define
their markup.

Use the Markup field for Labor Markup for
Shop Supplies to define the markup for shop
supplies used in a job.
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