Process Equipment Maintenance System


Purpose: To approve and schedule Maintenance Work Orders and preventative maintenance within the MRO system
Scope: Outline the process for entering general work orders and preventative maintenance into IQMS MRO Database.
Preventative Maintenance

The Maintenance Manager will enter the equipment that is selected for a PM schedule into the IQMS MRO Database.

    1.   The IQMS MRO database includes, but is not limited to: 

The equipment number

Serial number 

Nicknames where applicable   
Metro asset number where applicable

Manufacturer 


Size specifications where applicable

Model # 


Purchase and/or installation date

PM Schedule                               Work Order History

2. Process Equipment, excluding tooling, selected for the PM program shall be assigned to a PM schedule based upon the Maintenance Manager and entered in the IQMS MRO System. 
3. Equipment on the PM schedule will be completed once a year, but the MRO work orders are just for scheduling purposes only and equipment is not held to a 365 schedule. 
4. IQMS MRO System will automatically generate a Preventive Maintenance work order 30 days prior to the scheduled PM date that was entered into the IQMS MRO system. 
5. IQMS MRO system will automatically show in the Maintenance work order log and the Maintenance Manager will assign preventative maintenance to maintenance techs. 

6. The Maintenance Manager will collaborate with the Operations Manager to schedule downtime for PM work orders in production.

7. At the completion of the PM job, the Maintenance Technician shall close out the work order in the IQMS MRO System.   This will reset the date until the next PM schedule is due. 

8. The Maintenance Technician will then release the equipment by sending out an email to the affected departments.  

General Work Orders
1. Maintenance work orders are created in the IQMS MRO System. The history of the maintenance work orders will be automatically kept on file in the IQMS MRO System.

2. The maintenance work order will be automatically emailed from the IQMS MRO system to the Maintenance Manager and Production Manager.

3. The Maintenance Manager shall assign the work order and priority level to a Maintenance Technician.

4. All work orders that are assigned shall be automatically emailed at regular intervals throughout the day (3 times) and sent to the Maintenance Technician. The work order will also be displayed on the work order log in the IQMS MRO system.

5. Once the work order is complete, the Maintenance Technician will close out the work order and then notify the production team via email that the job has been completed.

Reference:
Forms and Logs:

IQMS MRO 
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