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permission from AssetWorks Inc. This guide, or any part thereof, may not be reproduced without the prior written 
permission of AssetWorks Inc. This document refers to numerous products by their trade names.  In most, if not all, 
cases these designations are claimed as Trademarks or Registered Trademarks by their respective companies. This 
document and the related software described in this manual are supplied under license or nondisclosure agreement 
and may be used or copied only in accordance with the terms of the agreement. The information in this document is 
subject to change without notice and does not represent a commitment on the part of AssetWorks Inc. The names of 
companies and individuals used in the sample database and in examples in the manuals are fictitious and are intended 
to illustrate the use of the software. Any resemblance to actual companies or individuals, whether past or present, is 
purely coincidental. 

 

Technical Support 
AssetWorks provides several ways to connect with the Customer Support team. Be prepared to 
provide detailed information to the representative. If you are reporting an issue by email, include 
screen shots of your problem. This will provide the Customer Support representative with the 
information needed to respond quickly and effectively. 

Customer Support is available Monday through Friday, 7:00 a.m. to 7:00 p.m., Eastern Time. 

Telephone: 1-610-225-8300 

Email:                 M5Support@AssetWorks.com 

Website: Community.AssetWorks.com 

The support website can be used to open issues, subscribe to user groups, and download 
documentation, as well as to access the latest AssetWorks news. For secure access to the 
website, contact Customer Support by calling the number above. 
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Overview 
The Maintenance Appointments module serves to help customers streamline the scheduling of 
maintenance services across their organization’s fleet service centers (Maintenance Locations 
in M5).  

This calendar-based feature allows department contacts or fleet coordinators to view available 
maintenance time slots by using appointment frames in M5 (Maintenance Appointment Request 
and Maintenance Appointment Approval). 

This module is designed to work and integrate with existing Work Request functionality within 
M5 and requires the purchase of an additional license.  

Frames and System Flags 
• Maintenance Time Slot – Create and manage valid maintenance appointment times for 

various service locations in M5. 
 

• Maintenance Appointment Request – Create appointment request for a unit using the 
calendar feature; valid time slots appear in blue.  
 

• Maintenance Appointment Approval – Department contacts/fleet coordinators can 
approve (or deny) appointment requests using the same calendar feature on this frame.  
 

• Notification Manager – Enable and configure email notifications for the maintenance 
request process.  
 

• Work Request Plan – Work request plan will be created behind the scenes when there 
is more than one work request tied to the appointment request and will appear under the 
Work Plan hyperlink on Work Order Main.   
 

• Work Request – Create work request for that maintenance appointment, a single work 
request will appear under the Work Request hyperlink on Work Order Main.  
 

• Work Order Main – Add the work request plan and/or work requests to the unit when it 
is in for service at the requested/approved appointment time.  
 

Please refer to the System Flags Table for a complete listing of all the flags. 
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Workflow 

Maintenance Time Slot 
The Maintenance Time Slot frame is the first step in setting up the Maintenance Appointment 
module and allows you to define valid appointment time slots for the various Maintenance 
Locations in your fleet organization.  

You must set up Maintenance Time Slots for a location before users can request appointments 
at that location.  

 

Time slots defined on this frame will be the valid slots available to requestors scheduling 
appointments on the Maintenance Appointment Request frame.  

1. Select the appropriate maintenance location from the Location dropdown. 
2. Enter the Rescheduled Time Allowance (in hours) – This value applies to the person 

approving the request. 
3. Select the checkbox in the Select column to designate days of operation for the service 

location. 
4. Select a Start Time and End Time for each selected day. Users will not be allowed to 

make appointment request outside of the designated time window. 
5. Set a Default Appointment Length (in hours). 
6. Enter a value for the amount of time needed in advance to cancel an approved 

appointment request – This value applies to the person making the request.  
7. Select SAVE. 
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Notification Manager 
Notifications should also be configured before requesting/scheduling appointments. To enable a 
specific notification, select ‘No’ from the Disabled dropdown on the right side of the notification 
box.  

There are five different notifications that M5 offers for the Maintenance Appointment module that 
will allow you to ensure the proper entities are notified at the various stages in the appointment 
process: 

1. Appointment Request Made 
2. Appointment Request Approved 
3. Appointment Request Denied 
4. Appointment Request Canceled 
5. Appointment Request Rescheduled 

You can assign notifications to the email addresses of the Maintenance Location of the Unit, 
Owning Department of the Unit, Parking Location of the Unit, Using Department of the Unit, and 
the Vehicle Operator.  

To assign any of the available entities to receive a notification, select the entity in the available 
column and select the >> button to move it over to the Assigned column. When finished, select 
SAVE at the top of the frame to update the notification settings. 
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System Flags 
There are two system flags that you also need to configure for this module: 5405 & 5406. 

• System Flag 5405 – Require Requestor Notes on Maintenance Appt? (Y/N) 
If the value is set to "Y", the requestor is required to enter notes on the maintenance 
appointment pop up screen for requests. The default value is Y. 

• System Flag 5406 – Require Primary Meter entry on Maintenance Appt Request? (Y/N) 
If the value is set to "Y", the Primary Meter field will display and be required on 
maintenance appointment pop up screen for requests. If set to "N", the Primary Meter 
entry field will not display or be required. The default value is N. This flag does perform 
the valid meter checks as any of the other meter validations would.  
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Maintenance Appointment Request 
The Maintenance Appointment Request frame allows users to submit maintenance appointment 
requests for valid and available time slots at the maintenance location by using the calendar 
feature.  

Access control for this frame is menu-based. Only users who are designated as department 
contacts or fleet coordinators and are allowed to make appointment requests should have this 
frame added to their menu.  

To make an appointment request, navigate to the Maintenance Appointment Request frame and 
select the appropriate maintenance location from the ‘Location’ dropdown menu above the 
appointment calendar. The default location will be the user’s login location. Any other available 
locations will be limited to the location groups for which the user is authorized.  

 

There are three status filters on the top right of the calendar: Completed, Denied, and Canceled. 
Denied and Canceled will be selected automatically. The calendar also has three different 
views, Month, Week, and Day. You can drill down from the Month view to the Week view and 
from the Week view to the Day view.  
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There are five request statuses and they each have a corresponding color on the calendar to 
indicate the status of the request. 

1. Blue – Requested 
2. Green – Approved 
3. Gray – Completed 
4. Yellow – Denied/Rejected 
5. Red – Canceled 

 

1. Select an open time slot using the Week or Day view to launch the Maintenance 
Appointment pop-up (valid hours of operation will appear in blue). 
 

2. Enter the unit number of the unit needing service. If there is already an open work order 
for the unit at that location, a warning message will appear. A similar message will 
appear if there are any previously scheduled maintenance appointments outstanding.  



Page 9 of 19 Maintenance Appointments - Quick Guide 
Version 24.x 

 

 
 
3. The Location and Requestor will default automatically. The requestor is the Application 

User.  
 

4. Enter a primary meter reading if required by System Flag 5406. 
 

5. Contact information will default to the first M5 employee record associated with the unit 
based on the following order (but the data is editable): 

a. Contact Email – From the Employee Main record associated with the Requestor 
(Application User record). 

b. Operator – Employee Main operator assigned to the unit.  
c. Using Department – Contact information stored in the associated Department 

Main record.  
d. Parking Location – Contact information stored in associated Location Main 

record.  
 

6. The Appointment Time will default in based on the day and time slot you select, but it 
can be changed to another valid date/time combination if necessary. 
 

7. Enter the Appointment Subject. For example: OIL CHANGE. 
 

8. If required by System Flag 5405, enter notes for the request.  
 

9. Select SAVE when finished.  

Appointments can be cancelled from this frame by the requester selecting the existing request 
and selecting the Cancel Appointment checkbox in the top right corner of the pop-up and 
selecting SAVE. 

See the Notification Manager section above for more details on setting up email notifications for 
the various Maintenance Appointment Request events.   
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Maintenance Appointment Approval 
The Maintenance Appointment Approval frame allows department contacts or fleet coordination 
personnel to approve, deny, or reschedule appointment requests. The calendar on this frame 
functions in much the same way as the calendar on the Maintenance Appointment Request 
frame.  

 

As with the previous frame, access control for this frame is menu-based. Only users who are 
designated as department contacts or fleet coordinators and are allowed to 
approve/deny/reschedule appointment requests should have this frame added to their menu.  
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APPROVE AN APPOINTMENT 
 

 

1. Select an appointment in a “Requested” status (blue) to launch the approval details 
window shown above.  
 

2. Select the ‘Approve’ radio button in the top right corner of the window. 
 

3. Enter Scheduler Notes if required by System Flag 5405. 
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4. To create the Work Request for the appointment, select the ‘New Work Request’ button. 
You also have the option to select the Add box for any outstanding work requests you 
also wish to include in the appointment.  
 

5. Enter the appropriate work request information and select Process Work Request and 
then SAVE when finished. 
 

6. The appointment is now in an ‘Approved’ status and users can add the work request for 
the appointment on Work Order Main.  

Notification Logic 

• The system will not send a notification if there is an existing Maintenance Appointment in 
Approved or In Progress status. This applies to any notification that is initiated from the 
Maintenance Approval frame (provided it is configured and enabled). 

• The Employee Main screen designer foundation includes an option in the Additional 
Information control to display Notification Hours. With this enabled, you can designate a 
notification window on individual employee records for when notifications are allowed to 
be sent.  
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APPROVE AN APPOINTMENT (with existing Work Requests/Work Plans) 

 

If the Unit has an existing Work Plan you can select the Unassigned Work Plan hyperlink to add 
the Work Plan. Follow the same steps listed above and then do the following: 

1. Select the Unassigned Work Plan hyperlink.  
 

2. Select Add on the Work Plans for Unit pop-up next to the work plan you want to add. 
 

3. Select X to exit the pop-up window.  
 

4. The Work Plan will be added to the appointment. You can then choose which work 
requests from the plan you want to add by selecting or clearing the Add checkbox next 
to the job.  
 

5. If there are other existing work requests that are not a part of a Work Plan, you can add 
those to the appointment as well by selecting the Add checkbox next to the job. They will 
automatically be assigned to the work plan. A work plan will be created behind the 
scenes if there are two or more work requests added to the appointment.  
 

6. If there are multiple existing work requests added to the appointment, M5 will 
automatically create a work plan for those requests. 
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REJECT AN APPOINTMENT 

 

1. Select the requested appointment. 
 

2. Enter notes and primary meter reading if required by System Flags 5405 and 5406. 
 

3. Select the Deny radio button. 
 

4. Select the Save button to reject the request.  
 

The color of the request will change from blue to red on the calendar.  

Note:  You can also change the appointment time length and extend the duration of the 
appointment by dragging down on the bottom of the appointment icon box by using the calendar 
feature. You can also drag and drop to another time slot (if available) for that appointment 
length on the week or day view. This can be done from one day to another or time slot to time 
slot. 
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A Note on SOLD Units  
 
When a unit is sold, the event has the following impact on Maintenance Appointment 
functionality: 

• If the Unit’s appointment is in the past and: 

o Cancelled/denied/done: Ignore. 

o Requested but not approved: Mark as denied with automatic note. 

o Approved but not on a work order: Mark as cancelled with automatic note. 

• If the Unit’s appointment is in the future and: 

o Cancelled or denied: Ignore. 

o Requested but not approved: Mark as denied with automatic note if M5 is set to 
delete work requests (System Flag 2133 – Delete outstanding work requests 
when unit is set to disposal status). 

o Approved but not on a work order: Mark as cancelled with automatic note if M5 is 
set to delete work requests (System Flag 2133 – Delete outstanding work 
requests when unit is set to disposal status). 
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Work Order Main 
When it is time for the unit to come in for service, you can add the Work Request or Work Plan 
associated with the appointment to the work order by selecting the Work Request or Work 
Request Plan List hyperlink. 

Select the Add checkbox in the pop-up window to add the Work Request or Work Plan to the 
work order. 

After all applicable jobs on the work order for the Maintenance Appointment are marked ‘DON’, 
the appointment request icon on the calendar will change from green to gray to indicate the 
appointment is complete.  



Page 17 of 19 Maintenance Appointments - Quick Guide 
Version 24.x 

 

PM Notification Review Manager 

 

The PM Notification Review Manager frame allows you to review, edit, and submit actions 
similar to how you can reprocess rejected transactions from the Interface Reject Manager 
frame. 

You can select the batch run by double-clicking in the row that corresponds to the interface Stat 
ID that you want to view. You can also select SHOW ALL to view all batch runs at the same 
time.  

These runs correspond to PM Notification System batch processes scheduled by using the 
Interface Manager frame.  

From there, you can review and edit the email addresses and select the Send checkbox to send 
the email notification. After the send is successful, it will not display in the i-frame results.  

Notification Logic  

The system will not send a notification if there is an existing Maintenance Appointment in 
Approved or In Progress status. This applies to any notification that is initiated from the 
Maintenance Approval frame (provided it is configured and enabled). 

• The Employee Main screen designer foundation includes an option in the Additional 
Information control to display Notification Hours. With this enabled, you can designate a 
notification window on individual employee records for when notifications are allowed to 
be sent.  
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Reports 
Work Order Maintenance Appointment Report 
The Work Order Maintenance Appointment Report displays appointment request details and 
can be filtered by location. The report displays the Unit Number, Using Department, 
Appointment/Date Time, Requestor, Work Request Number, Work Plan (for those that have two 
or more requests), and Status of the request.  
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Updates 
 

Release Section Description 

23.2 All sections Applied miscellaneous writing style updates 
throughout the document. 
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