
Changing Master Maintenance Tasks

To change the master maintenance task begin by opening the “Maintenance Task” list found
under Data in the Menu Bar (not the Data button on the ToolBar.)

Then identify and select the task to be changed in the Task list.

Click the “Edit” button at the bottom of the list to open the selected Task.

Make the desired changes to the Instructions, and then click the “Update” button. This will return
you to the Maintenance Task list. Change other tasks as needed.



Once you have made the necessary changes to the Task list open the Equipment list. Then one at
a time select each piece of equipment effected by the changes you just completed in the
Maintenance Task list.

Click the “Edit” button to open the individual Equipment window. Then click on the “Standard
Services” tap in the Equipment window.

On the “Standard Service” tab click on the drop-down list for the standard maintenance task that
you updated. Click on the Task name, it should be the only one in the list, to select it. Now click
the “Update” button at the bottom of the Equipment window.

Repeat this process for each piece of equipment that uses the changed maintenance tasks.


