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1.0 FM&S Assets Naming Convention 
 

 
From the main page click GoTo, Assets and then Assets (or either from your favorites menu) 
 

 
 
  



1.1 Search an Asset 
 
First step is to insure that the Asset name has not been used before. So, in the Asset module 
select List tab. 
 

 
 
Equipments can be found by: 

- Asset/equipment number 
- Description 
- Location 
- Parent 
- Site 

 

Enter the full value for Asset or any other known field to filter, and then click   Filter Table. 
Of course by filling more fields you will be able to refine the research. 
Field values can be selected ( ) also from the list in the Detail Menu ( ), where available (in the next picture the 
Site list is shown) 
Site field define the region; I.e. site = 11001 is for EURAFSWA region. 
 



 

 
 
 
If the complete name of a field is unknown it can be used a partial value or the ‘%’ wildcard can be used to query. 
 

By clicking   Filter Table without filling any field all equipments in Maximo database will be listed. 
 

1.2 Create an Asset 
 
From the Start Center page click Assets on the Favorite Applications vertical bar on the left. 



 

 
 

Then click   New Asset button on the tool bars at the top of the page. 
 

 
 
 
In the new Asset tab fill fields with equipment available data. 



 
 
All orange fields are mandatory and must be filled up in order to save the new equipment. 
Grey fields are not editable; white fields could be left blank. 
In this file it will be explained what are EURAFSWA conventions, included for white fields. 
 

 
 
Asset 

The asset/equipment ID number field must have the following format: 
6-216-CHL-004  

Where: 
 
− The first digit is the base number that identifies the activity within EURAFSWA Region; in example: 

o NSA Bahrain = 2 
o NSA Naples = 3 
o NAVSTA Rota = 5  
o NAS Sigonella = 6  
o NSA Souda Bay = 7 
o Camp LeMonier Djibouti = 9 



 
− The second group of three digits represent the building number;  i.e. in the example above 216 stands for 

Bldg 216;  
o Note: The group of three digits for the bldg MUST be three digits minimum; (Building #1 will be 

001, Building #67 will be 067, Building #1014 will be 1014) 
 

− The third group of digits (three caps letters) is the equipment category code, required to identify the 
equipment category (for example CHL stands for CHILLER; other equipment identification codes are 
listed in the “Equipment standard list”). 
 

− The last three digits show the progressive number of that type of equipment located inside that building (Let’s 
refer to the equipment in example above: 6-216-CHL-004. This is the CHL number 004 in the bldg 216 at the 
base of NAS Sigonella; in other words there are at least 4 chillers, and the chiller named 004 is the forth one 
inside the bldg. 
 
IMPORTANT NOTE:  

o If the equipment inventory category is RPIE or BOTH, the last group of digits will be only 
numeric (in example 001; 002; 003; 004; etc…) 

o If the asset is classified in the inventory category as a CIMU then the last group of digits will be 
have a C letter as prefix (before the progressive numbers) to tell that the asset in a CIMU (In 
example if the chiller of the current example is a CIMU then the last three digits will become C01 
or C02 or C03 etc… 

 
Note: 
Before creating a new asset in Maximo it is required to check what assets are already stored 
in Maximo at that activity and at that facility. Therefore it is required to take note of the last 
progressive number used (either for RPIE-BOTH and for CIMUs.  
Attention:  
Asset ID in Maximo cannot be modified; the only way to make correction is to delete the asset 
and create a new one.  

 
Asset type 

Select the type from the list. 
The asset type will be Facilities or Utilities. 

 
Location 

The asset Location is the equipment related facility. Select the asset Location from the list.  
 
Inventory Category 

Type or select a value between 
− RPIE, for  
− CIMU, for 
− BOTH, for 

If the equipment is a RPIE asset, it is necessary to create before the related CIMU with its asset number and then, 
while creating the RPIE, also the non mandatory field Parent should be filled with that number. 
 
Work Center 

Type or select the code of work center in charge for the asset maintenance.  
 
Master System (Uniformat II Code) 

Select the correct Masters System related to the equipment from the list. 
 
System (Uniformat II Code) 

Select the correct System related to the equipment from the list. 



 
Sub-System (Uniformat II Code) 

Select the equipment type from the list if present, otherwise choose Other. 
 
Asset Quantity  

Insert the related quantity of the asset. 
This field can assume different meanings; it depends on the follow field UOM (Unit Of Measure) that change on 
asset Sub-System. The Asset Quantity can be a number or a measure. 
 
Important Note:  
In case of Assets with Inventory category = RPIE or BOTH the Quantity MUST be 1.   
The matter comes from the definition of RPIE and BOTH. 

 
Installation Date 

Insert the equipment installation date or select it using the calendar. If equipment installation date can not be 
figured out in any way use the facility construction date.  

 
When finished  

− Check if all the values in mandatory and non mandatory field are correct, 
− Check if all the mandatory fields are filled, 

− Click the  save button  from  the top tool bar 
 
If a required field is missed a Maximo Message pops up to remind to complete mandatory fields 
 



 
 

 
 

1.3 Change Asset Status 
 
Equipment just created are in the NOT READY status. 

To set it OPERATING click  Change Status button from top tool bar. 
. 



 
 

In the Change Status pop up select the New Status from the list. 
 

 
The asset Status can be: 

− Operating, when the asset is in service 
− DEA, when the asset is still present but deactivated 
− Demolished, when the asset is deactivated and no present more 
− Out of Service 
− Maintenance, when the asset is under maintenance 



2.0 Condition Rating Updates 

2.1 Search an Asset.   
Search for the Asset by name as previously referenced in Section 1.1 

2.2 Accessing the Meter.   
From the Asset main tab choose the Meters tab to find the associated Meter 

 
2.3 Updating the Meter.   
From the Meter tab choose the Select Action drop box and click on Enter Meter Reading.   



 
The Enter Meter Readings popup box appears with the Meter/s needing to be updated.  Click on 
each row to enter the new reading and the new reading date.  The Inspector field will 
automatically fill with the log on of the user updating the record.  Repeat for each reading and 
then click ‘OK’ when finished. 



 
Repeat for each Asset with an updated Meter Reading. 
 

3.0 Work Order Management 

3.1 Accessing the Work Order Tracking Module.   
From the dashboard of Maximo use either the Favorite Applications portlet or the Go To 
dropdown choose Work Order Tracking from the Work Orders module.  NOTE: Maximo 
dashboards are configured according to the Users access; your Favorite Applications will look 
different. 



 
 

3.2  Search for Assigned Work.   
From the Saved Query drop box choose your predefined query.  NOTE:  Your predefined query 
will be based upon your assigned Work Center and will be established once the contract is in 
place.   

 
 



3.3 Opening and Manipulating the Work Order.   
To open a Work Order for updating and/or manipulation click on the 6 digit Work Order 
number.   

 
 



 

 Change status icon – All Work Orders will be received in a **** status and updated to a **** status before 
work is performed. 

Work Center field – Your Work Center is the only Work Center you will be able to 
view and will be *****. 

 Detail Location subtab – All additional location information is located here. 

 Job Details subtab – All additional tasks (PM Program) is located here. 

Actuals Tab – this is where all Labor and Materials accrued against this Work Order are manually 
entered. 

 Work Order Details Report – this is a direct print icon that prints the Work Order report from whichever 
printer is the users default printer. 

 Save icon – Safe often! 
 



4.0 Preventive Maintenance Program 

4.1 Developing the Preventive Maintenance program. 
Preventive Maintenance Program documentation will be provided upon request. 
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