
[image: image276.png]Materials

uisttions
bt I Part Nare. J(_onHand [ Requred || Used ][ unit &
LIFT PP, CKT .. GIRCUIT BREAKER o 10 100k ~
FT PP, CKT P-.. CROUIT BREAKER 1.0 10 ol

v, .. reuT ereare, Usep o o oo

onsumption WO 9730056

Equprent i Fart J ot ) Requred J[_ vl ] &
55 TON CGO LIFT PP, GKT P GIRGUIT BREAKER eacn 10 o~
550N G0 LT P KT P2, CRCUT BREAKER eacn o om

85 TON CGO LIFT PP, CKT P-2M...[ORCUIT BREAIER, USED ach 100 000





NS5

MARAD RMS GUIDE

[image: image1.jpg]



Version 5.1

Revision Date: September, 2005

1Section 1
Introduction and Definitions


8Section 2
NS5 Overview


82.1
Login to NS5


10Section 3
Hierarchy Navigation, The Equipment Explorer


103.1
Open the Equipment Explorer


113.2
Equipment Explorer Views


133.3
Search for Parts/Equipment in the Hierarchy


133.3.1
Find Part


153.3.2
Equipment Query


18Section 4
Purchasing and Inventory


194.1
Requisitions Introduction


194.1.1
Create a Requisition


244.1.2
Modify an Un-Authorized Requisition


254.1.3
How to Use Type-In Items


264.1.4
Authorize a Requisition


284.1.5
Track an Outstanding Requisition


304.1.6
Save a Requisition as a Template


324.1.7
Copy Requisition Template to a New Requisition


344.1.8
Approving a Requisition


364.2
Request for Quotation


364.2.1
Create a Request for Quotation


374.2.2
Issue and Price a Request for Quotation


404.2.3
Evaluate a Request for Quotation


414.2.4
Approve a Request for Quotation


424.3
Purchase Orders


424.3.1
Create a Purchase Order from a Requisition or RFQ


444.3.2
Approve and Issue a Purchase Order


444.3.3
Take Full Receipt/Delivery of a Purchase Order


464.4
Invoices


464.4.1
Create a New Invoice


474.4.2
Approve an Invoice


484.5
Projects


484.5.1
Create a Project


514.5.2
Creating a Project with Multiple Accounts


534.5.3
Approve a Project


544.5.4
Project Budgeting Process


554.5.5
Tying Documents into a Project


55Materials Requisition


56Service Requisition or Work Order


56Purchase Order


56Invoice


574.5.6
Project Budget Reporting


58Project Cost Analysis Report


58Project Fleet Filtering


594.5.7
Close a Project


594.6
Events


604.6.1
Create an Event


62Section 5
Contracts


625.1
Create a Contract


645.1.1
Contract Items Tab


65Add Items


66Delete Items


665.1.2
Remarks Tab


665.1.3
Terms and Conditions Tab


675.1.4
Status Tab


675.1.5
Requisitions Tab


675.1.6
Purchase Orders Tab


675.2
Authorize a Contract


695.3
Contracts Release Orders


695.3.1
New Purchase Order


715.3.2
Contract Specified Requisition Converted to Purchase Order


75Section 6
Maintenance and Repair


756.1
Using the Maintenance Time Plan for Scheduled Work


756.1.1
Re-Calculate the Maintenance Time Plan


766.1.2
Filter the Maintenance Time Plan (Create Worklists)


806.1.3
Process Work Orders, Service Requisitions, and No Action Jobs


816.1.4
Reschedule Work Orders, Service Requisition, No Action Jobs or SPOs


836.1.5
Complete and Close Work Orders


83Complete a Work Order


90Close a Work Order


916.1.6
Select Materials and Create Requisitions


956.2
Running Hours


956.2.1
Update Running Hours


966.3
Using Maintenance Events


966.3.1
Lookup Maintenance Event.


97Advanced Search


996.3.2
Locate Jobs Associated with an Event


1006.3.3
Add a Job to an Event


1026.3.4
Job Sequencing


1046.4
Create New Work Orders or Service Requisitions for Unscheduled Work


1046.4.1
Create Work Order (WO)


1116.4.2
Create a Service Requisition


113Section 7
Financial Reports for Budgeting Purposes


1137.1
A/P Reports


1147.1.1
Unapproved Invoices by Vendor Report


1157.1.2
Unapproved Invoices by Account Report


1157.1.3
Approved Invoices Report


1187.1.4
Approved Invoices by Ship Class Report


119Intracompany Ship Class Selection Window


1207.1.5
PO / Invoice Vendor Discrepancy Report


1227.1.6
PO / Invoice Delivery Discrepancy Report


1237.2
Financial Reports


1247.2.1
Fleet Cost Summary by Account Report


125Ship Fleet/Trade List Window


126Account Category Selection Window


128Currency Window


1297.2.2
Ship Cost Summary by Account Report


131List of Ships Window


132Available Accounts Window


1337.2.3
Ship Cost Details by Account Report


1367.2.4
Ship Actual Cost Details Report


1377.2.5
Complete Vessel Cost Report


1397.2.6
Ship Cost Summary by System





Section 1 
Introduction and Definitions
This MARAD RMS Guide is a task-oriented manual tailored to meet the needs of shoreside NS5 users. The first instruction for each task is to loginxe "login" to the appropriate modulexe "Ship level". 

Wherever possible we have included the most direct route to execute a given function. In some cases the procedure directs you to use a toolbar button or double-click your mouse even though there may be several other ways to reach the same window. This is done to provide the most efficient method to perform a given task.

While configurations can vary, the procedures given are general enough to be used by most users on the actual system with production data.

The following section is the Terms and Definitions for the MARAD RMS Project.

	Term
	Definition

	ABS
	American Bureau of Shipping

	Accountable Property
	Controlled Equipage (Accountable Property) is part of the ship's nonexpendable outfit category that is considered highly pilferable, and therefore requires special attention in order to ensure positive control over the inventory. Accountable Property is subject to signature control during all RRF phases, and each item is identified by nomenclature and serial number (if one exists).

	Alterations
	Planned changes to the configuration, location, type, or number of pieces of equipment or systems; changes in the arrangement and outfitting of ship's structure. [OM]

	Ancillary Equipment
	Subordinate equipment. All references to an RRF vessel and its appurtenances shall be interpreted to include subordinate equipment and their appurtenances. Should a Ship Manager have any doubt with respect to a given piece of equipment, he should contact the marine surveyor who will determine whether or not the equipment is ancillary equipment.

	Approved SM Contract
	An awarded ship manager contract.

	Artifact
	An item of value with unique or historic contained characteristics, such as engine order telegraphs, bells, wheels, and selected works of art; other marine related items of value that may be commercially marketable, such as clocks, sextants, and other navigational aids; or items of considerable flow value such as silver.

	Availability
	A period of time assigned a ship for the accomplishment of inspections, maintenance, repairs, alterations, or dry-docking.  In NS5 availabilities are recorded as Events.  See events in the documents section.

	C-Status
	Readiness status of RRF vessels when in Phase IV maintenance: C1 No mission degrading deficiencies. Describes a ship having no known deficiencies which impact its mission or assigned readiness; C2 Documented and correctable mission degrading deficiencies.

	CBRD
	Chemical, Biological, Radiological Defense?

	Change Target
	A target for a midyear change. E.g., add a crane but don't let it cost more than $500,000.

	Completed Item
	A "contract action" for which all work has been accomplished and accepted by the government, but all administrative actions have not been accomplished, such as invoicing and reconciliation.

	Consumables
	Consumables include those articles, commodities and supplies required in the maintenance and operation of the ship and the living and berthing of passengers, officers and crew, including: * Articles and commodities that are consumed in their initial use; Articles and commodities whose term of usage or life is so short that after initial use, such items can not be recovered for re-issue, or are practically valueless for sale or transfer; and Articles and commodities of general use which after installation, lose their identity and become part of a system or a part of a larger piece of equipment.

	Contract Writing System
	IDEASPD.

	Contracting Office
	Functional area within a MARAD regional office with specified mission for procurement support.

	Corrective Maintenance
	Maintenance to restore a piece of equipment or structure to proper functioning. Corrective actions fix failed equipment or those not working to specifications. Corrective actions also include authorized modifications to installed equipment. (See also Preventive Maintenance).  Corrective Maintenance in NS5 is covered by a Work Order or Service Requisition depending on who is doing the work.  See Work Order and Service Requisition in the Documents section.

	Cost Data
	Invoiced costs of the ship manager.

	COTS
	Commercial offtheshelf software, otherwise known as ABS NS5.

	Current Year
	As used in the context of the BPR, it is the present fiscal year (presently FY 2002). [BPR]

	Dashboard
	A screen that provides at a glance the status of achievement of business objectives, alerts, and operational information. May include links or hyperlinks to more detailed information or documents.

	Deficiency
	Any material defect or regulatory body requirement, that requires RRF funding.

	Delivery Order
	For our purposes, a delivery order is tasking used by a ship manager to a subcontractor for a drydock or other large project.  In NS5, subcontractor work is documented with a Service Requisition; see service Requisition in the Documents Section.

	ECSMIS
	Equipment Configuration and Spare Parts Management Information System

	EIS
	Electronic Invoicing System (a recently developed MARAD system) or Executive Information System (IT industry usage). A system for electronic submission of invoices.

	Electronic Invoicing System
	A system for electronic submission of invoices.

	Emergency Repair
	In Phase O Operations, a repair or repairs which must be accomplished immediately to maintain the seaworthiness, safety, and readiness (at the C1 or C2 level) of the ship. [OM]

	Emergency Work
	Any job that requires immediate attention. This is any deficiency that may drastically affect the seaworthiness or integrity of an RRF ship and/or the safety of its crew.

	Emergent
	In the AsIs, the term emergent refers to discretionary funds obligated to the ship manager to cover M&R repairs, lubes, supplies, and consumables.

	Emergent Work
	Any job requiring funding which is necessary to maintain the vessel in its assigned readiness status and sustain operations for at least 180 days. This excludes any job whose scope (i.e. - specified work to be accomplished regardless of funding requirement.

	Equipment
	The term "Equipment" refers to any functional unit of hull, mechanical, electrical, or electronic type material that is operated singly or as a component of a system and which appears in the SAL Equipment Index. [LM]

	Expendables
	Those articles that are portable, semiportable, and detachable and are used in the normal daytoday operation and maintenance of the ship. Such items are subject to casual or gradual deterioration and replacement, but are not readily consumed by usage and are not subject to economical repair. Examples include: hawsers, towing and mooring wire cables, hand tools and certain portable power tools, certain inexpensive test equipment, shackles, slings, cargo securing gear, linens, silverware, crockery, draperies and curtains, desks, chairs, etc. [LM]

	Financial System
	The MARAD Accounting System (DAFIS/DELPHI), and FreeBalance.

	FY
	Fiscal Year

	Government Purchase Request
	Initial document (either electronic or paper) generated by Operations for Contracting to issue an action to perform work/services.  See Materials Requisition and Service Requisition.

	Hierarchy
	The NS5 equivalent of the Work Breakdown Structure.  The hierarchy contains all systems, equipment, parts, consumables and any other items tracked that are part of the ships systems or inventory.

	High-Value Items
	Outfit items with an acquisition cost of $1,000 or greater.  See Accountable Property.

	Historical Data
	Includes past maintenance history and expenditure data, from current manual and automated systems and the RRF Management System (RMS).

	Improvement/Replacement
	An "upgrade" that is not customer sponsored; an improvement or replacement of equipment to increase its reliability, maintainability, or general readiness.

	M&R
	Maintenance and Repair

	MA-949
	"Supply, Equipment or Service Order/Contract" is the MARAD purchase request form.  See Purchase Order in the documents section.

	Machinery History
	A record of maintenance and repairs accomplished (or deferred) aboard ship. More specifically, it is a history of maintenance, repairs and operating parameters and other incorporated diagnostic information (vibration, thermography, oil analysis, etc) established.

	Maintenance History
	A record of maintenance and repairs accomplished (or deferred) aboard ship. More specifically, it is a history of maintenance, repairs and operating parameters and other incorporated diagnostic information (vibration, thermography, oil analysis, etc) established for each machine, system, compartment, or component aboard ship. This information is used to troubleshoot machine failures when they occur, and to predict corrective action and plan preventive action in order to prevent machine failures and material condition deterioration. This includes machinery history, and goes beyond to include maintenance on other elements of the ship. A record of what maintenance or repair work was done, how it was done, and how much it cost. (See also Machinery History.)

	Maintenance Management
	Maintenance management includes forward planning, actual tracking, and analysis of maintenance and repair work.  See the Maintenance Plan Time Scale.

	Maintenance Plan Time Scale
	NS5 Calendar used to manage all maintenance activities aboard ship.

	Maintenance Work Item
	Maintenance Work Items are a special type of work item for maintenance actions. They are different from ordinary work items in that they require additional data.  These are represented as Work Orders created from Standard Jobs.  See Work Order and Standard Job in the documents section.

	MARAD Financial System
	Currently FreeBalance, interfacing to DAFIS/Delphi.

	Mission Essential Repair
	Repair(s) necessary to support a nonotice activation, or repairs necessary to prevent or correct an unanticipated change of a ship's readiness status to C3 or C4. See J2 Part 8. [OM]

	NDRF
	National Defense Reserve Fleet. MARAD maintains the NDRF as a reserve source of vessels for use in national emergencies. [OM]

	NDSF
	National Defense Sealift Fund

	NS5
	Commercial off the Shelf Software provided by the American Bureau of Shipping for shipboard Maintenance and Purchasing to be the RRF Management System.

	Outfit
	Includes consumable, expendable, mission essential material, and all items required by regulatory authorities such as the U.S. Coast Guard and the American Bureau of Shipping, e.g., lifesaving, fire fighting, transfer at sea, communications, stewards, deck, navigation, and engineering items and equipment. [OM]

	Outfit Material
	This term refers to all noninstalled equipment and supplies, less the spare parts identified in the SAL. Outfit items include, but are not limited to maintenance and mission essential material and all items required by the U.S. Coast Guard and the American Bureau of Shipping (ABS), and any other regulatory body. See Chapter 10 of the Logistics Manual, also the definitions for Consumables, Expendables, NonExpendables, and Controlled Equipage. [LM]

	Outport Locations
	Various berthing locations for RRF vessels remote from NDRF sites. Berths may be located on the U.S. east, west, and gulf coasts, Tsuneishi, Japan; at either commercial port facilities, repair facilities or U.S. Governmentowned facilities. Vessel berths are GFP. [OM]

	PC-SAL
	PC Shipboard Allowance List, being replaced by NS5

	Physical Condition
	The physical condition of an equipment item that considers cracks, chips, dents, abrasions, rust, corrosion, and general cleanliness. [OM]

	Preventive Maintenance
	Scheduled work on structures, items of equipment, systems, subsystems, and components necessary for operation continuity and minimization of unnecessary breakdowns, and to prolong the life of equipment. This is accomplished through periodic operation, inspection, servicing, adjusting, cleaning, coating, and replacement of expendable items. Preventive actions prevent or discover equipment failures. (Also see Standard Job or Machinery History.)

	Regulatory Requirements
	Maintenance necessary to satisfy ABS and USCG requirements.

	Repair Parts
	Items carried on board IAW the vessel's allowance list to support the maintenance and repair of equipment. [OM]

	Repair Period
	That period of time when a ship is undergoing scheduled inspections, repairs, maintenance, preventive maintenance, or alterations/conversions. Repairs shall be accomplished IAW regulatory requirements. [OM]

	Repairables
	components, modules, assemblies, subassemblies or equipment that can be economically restored to perform their required functions by corrective maintenance. [LM]

	RMS
	The RRF Management System, see NS5.

	RRF
	Ready Reserve Force

	RRF Management System
	The ABS Nautical Systems NS5 software program, used for managing the Maintenance and Purchasing aspects of the Ready Reserve Force.

	SAL
	Ship's Allowance List/ Shipboard Allowance List

	Service Item
	A type of Work Item. Something that needs to be done to support the ship that is not maintenance and repair. Examples are security service, trash removal, tech rep services, oil removal, etc. Service Items will have an appropriate budget category.

	Ship Manager
	A firm awarded a Ship Manager contract. The term "Ship Manager" and "contractor" may appear interchangeably in MARAD documents. The abbreviations "SM" and "SMGR" are occasionally used in documents to indicate Ship Manager. [OM] [BPR ToBe Process Report]

	Ship Manager Contract (SMC)
	Contracts through which MARAD acquires management expertise, personnel, operational, technical support and supplies, to maintain and operate RRF ships. [OM]

	Shipboard Allowance List (SAL)
	The SAL is the authoritative document aboard RRF ships that lists the equipment and components installed in a ship to perform its operational mission and the allowed spare parts and special tools required for their operation, overhaul and repair. [LM]

	SM Financial System
	The ship manager's accounting or financial system.

	SOW
	Statement of Work

	Spare Parts
	This term refers to any item or items, including modules and consumable type materials that have an equipment application and which appear in a Shipboard Allowance List (SAL). In this manual, the terms "Spares", "Repair Parts", and "Spares and Repair Parts" are used interchangeably. [LM]

	Spares
	This term refers to any item or items, including modules and consumable type materials that have an equipment application and which appear in a Shipboard Allowance List (SAL). [LM]

	Statement of Work
	Term used to describe the work requirements for a contract action (or subcontract action). Work requirements may include one or more specifications, and may also include additional requirements such as schedule, acceptance criteria, quality surveillance, etc.

	Subcontractor
	Any supplier, distributor, vendor, or firm which furnishes supplies or services to a contractor either directly or indirectly when the contractor is functioning as a prime contractor. [OM] [BPR ToBe Process Report]

	Summary Level Item
	A product or service, or group of products or services, that needs to be acquired and/or performed. Multiple work items roll up into a summary level item.

	Survey of Material Condition of Ship
	A periodic survey that assesses the material condition of a ship. This survey should include elements that are predictive in nature, to assess the ship's ability to remain in class.

	Transaction
	The operational data entered to accomplish a piece of business, as opposed to data entered for the sole purpose of making the information available in the system.

	Transaction-Based
	Data is entered into the system as a result of using the system to accomplish work, rather than entering data for the purpose of having the information in the system.

	Vendor
	A business that provides a product or service.

	Vessel
	Ocean going conveyance. Term used interchangeably with "Ship" in Ship manager contract. [OM]

	Work Breakdown Structure
	See Hierarchy


Grouped Items:

DOCUMENTS

	Task Order
	An order issued against an existing contract, for example, an obligation under a ship manager contract.  Task Orders are documented in NS5 by using the “Project Index” within an NS5 project.  Once a project is funded it will be assigned a Task Order Number by using the Project Index as the Task Order Number.

	Project
	An NS5 Budgetary document which will be associated with a Task Order (once funded) and will have an account and budget amount.  All NS5 purchasing documents will be associated with a project, the project being the budgeting tool.

	Project Index
	Field associated with an NS5 project that will determine whether or not a project is funded or unfunded.  Project index will classify unfunded projects as emergent work or budget items, and will classify funded projects with a Task Order Number.

	Requisition (Materials)
	A requisition for materials to replenish shipboard inventories.

	Requisition (Service)
	A requisition for a contractor to perform shipboard work.

	Request For Quotation (RFQ)
	Generated from a requisition, a Request for Quotation documents the entire vendor quotation process.

	Purchase Order
	An offer by the Government to buy supplies or services, including construction and research and development, upon specified terms and conditions, using simplified acquisition procedures. [FAR Part 13] As used within the context of the BPR, it can include contracts issued by the Ship Manager to a subcontractor.

	Purchase Order
	Document authorizing the purchase of services or materials which have been requested aboard a ship.  The purchase order is sent to the vendor which has been awarded the job or ordering of materials.

	Invoice
	An invoice submitted by a ship manager for payment. This will accommodate electronic submission.

	Final Invoice
	Invoice finalized by the contractor after all costs have been submitted.

	Work Order
	Historically in the RRF a work order referred to a single document that served as a purchase request and the obligating document. In the current environment, the term work order is still utilized to refer to the purchase request.  Today it is an order for ships crew to perform necessary unplanned maintenance aboard a ship.  The work is performed by the crew and not by an outside contractor.  

	Standard Job
	A planned maintenance action in NS5, whether regulatory or routine work to be performed on a calendar or counter basis aboard a ship.

	PMI
	Preventative Maintenance Item, to be known as a Standard Job in NS5.

	Task Order
	An approved change to a Ship Manager Contract which is assigned a budget and applied to an NS5 project.

	DSN
	See Project, DSN are considered to be a Project in NS5 with a budget assigned to it.

	MSN
	

	VMA
	


BUDGET

	Allocated Funds
	Funds that have been allotted.

	Allotment
	An Authorization to incur obligations within a specific amount, often for a specified purpose. Allotments are issued by the MARAD Budget Office and entered into our accounting system. Also see Navy Allotment, Program Element. [BPR]

	Allowance Item
	This term refers to items that appear in an authorized allowance document (i.e. SAL, BAL, or COSAL) with an allowed quantity of one or more. [LM]

	Approved Payment
	The surveyor receives (probably electronically) the ship manager invoice and approves it for provisional payment if the invoice is acceptable and the work has been accomplished satisfactorily.

	Budget
	As used in the context of the BPR, the budget is the financial plan included in the Business Plan for one specific year.

	Budget Allocation Recommendations
	Recommendations for changes in the allocation of budget and resources to align resource allocation with the strategic plan to achieve strategic objectives.

	Budget Category
	A mechanism to track planned and actual work, and the related costs, in groupings that are useful for Ship Operations personnel. Budget categories group work based on "why" the work is to be performed. Budget categories provide a linkage to POM categories and accounting codes that facilitates budget preparation and funds tracking.

	Budget Code
	Do not use this term. Use budget category instead. The ToBe process seeks to avoid codes and to use meaningful descriptions.

	Budget Subcategory
	A finer breakdown of a budget category to a subordinate level of detail. Since budget categories address the "why," budget subcategory simply provides further detail of the "why."

	Category
	A subdivision of a budget that identifies the purpose, project, or type of activity to be financed. [BPR]

	Commitment
	An Administrative reservation or set aside of funds for a specific project prior to the obligation. [BPR]

	Deobligated Funds
	Funds that have been determined to be in excess of contract needs and available for deobligation. [Acq]

	Expenditure
	A charge against available obligated funds, evidenced by voucher, claim, or other document, approved by an authorized Government representative. Expenditure represents the actual payment of funds. [Glossary of Acquisition Terms]

	Funding Target
	Funding targets provided by planners for use in preliminary planning only. Subject to change before being finalized. Includes the Navy POM Targets and Navy Annual Targets. One number for each business plan for each year.

	Obligated Funds
	funds are obligated upon contract award or other contract action.

	Obligation
	duty to make a future payment of money. The duty is incurred as soon as an order is placed, or a contract is awarded for the delivery of goods and the performance of services. The placement of an order is sufficient. An obligation "legally" encumbers a specified sum of money that will require outlay(s) or expenditures in the future. [Glossary of Acquisition Terms]

	Operational Estimate
	The operational estimate includes various daily and other costs that are estimated as a "sidecar" to the ship business plan, then definitized when the specific mission is known.

	Regulatory Budget
	The budget for the regulatory items that must be accomplished; thus, the nondiscretionary portion of the 5year and/or annual budgets.

	Return Cost
	Approved invoiced cost, at the lowest level of detail (work item, ship manager purchase order, or part). Will be kept as historical costs for future budgets. Return cost actual cost approved invoice cost disbursement.

	Return Cost Data
	Actual cost data

	Spend-down Rate
	The rate of obligating funds in a particular budgetary category.

	Supplemental
	In the AsIs, supplemental funds are RRF funds given at the discretion of the SOMO. They are initially allotted by ship for convenience, but they function as a regional pool. When needs are identified, funds are moved among ships via a SLAP. Funds are obligated to the ship manager via a task order or task order modification.

	Supplemental Funds
	A dollar amount budgeted for unknown requirements anticipated based on historical data. Refers to the amount budgeted and funded for a budget category or project, but not earmarked for known work items.

	Supplemental Item
	An M&R item identified that needs to be performed during the current year. Today a supplemental fund is maintained for unknown corrective maintenance on a ship. When a supplemental item is identified, a reimbursable task order is issued to obligate the funds for the item. This results in a contract action whenever a supplemental item is discovered and approved.

	Supplemental Work
	Repairs within the scope of an existing DSN and must be accomplished to properly complete the job. The repairs may also qualify if they are related to the scope of an existing DSN and can be justified as being necessary for the proper completion of the ongoing work or economically attractive to be inclusive with the on going work.


BUSINESS PLAN

	Business Plan
	A plan for the conduct and management of all work for a designated year or years for a given program, Region, or ship. Includes the current year, budget year, and 5 additional years of projections. [BPR] * Ship Business Plan - Encompasses work approved.

	Business Plan Line Item
	Do not use this term. Use work item instead.

	Accept a Business Plan
	To reach agreement on a business plan prior to its being approved or baselined at a higher level. E.g., surveyor accepts SM business plan, but it has not yet been approved/baselined/funded/etc. at the region or RRF level.

	Annual Business Plan
	Includes business plans from program offices and regions, for a given year. If the business plans are for the budget year, they may be termed the Budget Year Business Plan. Supported by an Automated Business Planning Tool in the Tobe, which will allow the selection of any year and will support the consolidation and summarization of subordinate business plans to produce the RRF Annual Business Plan. See Budget Year Business Plan.

	Approve a Business Plan
	To reach agreement on a business plan at the region, division, or HQ level.

	Budget Year Business Plan
	The RRF Business Plan for the current budget year. See Business Plan.

	Deferred Item
	An item from the Business Plan that is unable to be funded by the relevant business plan. Deferred items become inputs to subsequent business planning budget cycles.

	Support Organization Business Plan
	The Support Organization Business Plan encompasses objectives and related performance measures, planned work with schedules and resources required for a support organization that utilizes RRF funding. Gathered using a simple template. See Business Plan.

	Ship Manager Proposed Business Plan
	See Proposed SM 5 Year Business Plan and Proposed SM Annual Business Plan.

	Ship Operations Business Plan
	Plan specifically tailored to Ship Ops including relevant considerations from higher level Business Plans as well as the Ship Manager Business Plans.

	Special Baseline
	A baseline of the business plan issued at any other time other than the normal business plan revision cycle, because of significant changes that have occurred. The special baseline is typically determined at the SOMO level, and may apply to one or more ship business plans and the region business plan.

	RRF Business Plan
	A plan that identifies the performance objectives for the RRF program, and how the objectives are to be met. The plan identifies objectives, measures, work to be performed, cost, and schedule. It is a rollup of the business plans of subordinate divisions (MAR 611614), Ship Operations (MAR610), regions and ships within regions, and support organizations.

	Ship Business Plan
	The Ship Business Plan encompasses work approved for a given ship. It includes objectives and related performance measures, planned work (including preventive maintenance and regulatory inspection plans, corrective maintenance, improvements/replacements, major project plans/drydockings/upgrades, activation plans, and where appropriate, operation plans) with schedules, and resources required. Projections may extend beyond the end of the Ship Manager contract. See Business Plan. It is the business plan submitted by a ship Manager for a given ship.

	Proposed Changes to MARAD Business Plan
	Potential changes to the MARAD business plan under consideration but not yet incorporated.

	Proposed Changes to SM Business Plan
	Potential changes to any ship manager's business plan not yet agreed upon or addressed in any contract action.

	Proposed SM Annual Business Plan
	A ship manager's business plan after it is submitted but before it is negotiated and approved, at which time it is an Approved SM Annual Business Plan. The Automated Business Planning Tool will help manage the work flow of the business plan approval process.

	Recommended Changes to the Business Plan
	Recommendations for changes to the business plan based on the assessment of ship manager performance.

	Region Business Plan
	The Region Business Plan encompasses ship business plans and other activities by the region. Includes objectives and related performance measures, planned work with schedules and resources required for the region. See Business Plan.

	Previous Business Plan
	The current Business Plan to be used as a beginning point for the creation of the next Business Plan

	Division Business Plan
	The Division Business Plan encompasses objectives and related performance measures, planned work with schedules and resources required for a Division. See Business Plan.

	Current Year Business Plan
	The portion of a business plan that covers the current fiscal year.

	Approved SM Annual Business Plan
	May or may not be authorization to proceed with the work. May require a separate contract action. We need to discuss who approves the annual ship manager business plan and when, and the process for authorizing the ship manager to work.

	Baseline a Business Plan
	To freeze a planned version of the business plan, to use as a basis for comparison of plan versus actual. Only approved business plans are baselined. Note however that not all approved business plans are baselined. For instance, during the budget process, the Resource Management Board may approve a business plan. During budget negotiations changes may be made to the business plan. The final version that is both approved and funded is baselined.

	Automated Business Planning Tool
	One of the new IT systems in the ToBe, which will support the analysis, development, consolidation, summarization, and modification of business plans. Part of the RRF Management System (RMS).

	Key Event
	A major milestone that is flagged to appear on the next higher level of business plan. These will change from ship/project and from year to year.


Section 2 
NS5 Overview

Knowledge of the following basic conceptsxe "concepts:basic" is required before running NS5.

NS5 is a complete Fleet Management software solution which provides organizations the ability to maintain current data both onboard and in the office.  The system was designed by maritime professionals to reduce administration and communication time of personnel using the system.

2.1   Login to NS5

A.   Launch NS5 xe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" from a desktop or program menu icon. 
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	NOTE:  These must be entered in the correct case.


B.   Enter the ID and password you were assigned to loginxe "login" to the selected module. 










Figure 2.1‑1- Login Window
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C.  Select the button for the desired module from the NS5 Main Menu.

D.  Each of the modules opens with the current ship selected by default in the shipboard versionxe "version:document" of NS5.  This is noted in the title bar. Figure 2.1‑3 displays the various sections of the NS5 window.
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Figure 2.1‑3 - Sections of the NS5 Window

Section 3 Hierarchy Navigation, The Equipment Explorer

The NS5 hierarchyxe "hierarchy" organizes machinery equipmentxe "equipment", consumables, and jobs according to functional and physical relationships. The hierarchy is the organizational representation of all systems, equipment, parts, and consumables on board a vessel. This allows machinery and stores to be to be located quickly by “drilling-down” through the various levels illustrated below.

Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. Click to selectxe "login" the Maintenance and Purchasing module. See the Login to NS5
 section of this manual for details.

3.1   Open the Equipment Explorer

A.   Click the Equipment Explorer button on the Maintenance and Purchasing toolbar to display the System list. 
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Figure 3.1‑1 - Equipment Explorer button
B.   Click the + sign to the left of the menu item to drill down through the hierarchyxe "hierarchy" to locate the desired part.  
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Figure 3.1‑2 - Equipment Hierarchy

3.2   Equipment Explorer Views

Use the toolbar buttons to toggle the view in the right panel between listing the sub-items beneath the highlighted equipment (Figure 3.2‑1) to listing the particulars for the highlighted equipment (Figure 3.2‑2). 
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Figure 3.2‑2 - Equipment Explorer with the Item Particulars View

3.3   Search for Parts/Equipment in the Hierarchy
The Equipment Explorer provides options for locating parts or equipment.

3.3.1 Find Part
Locate a part with the Find Part button on the Equipment Explorer toolbar using one of the following options:

· Part No.

· Pin No.

· Interchangeability

· ID/Bar Code

· MARAD No.

· Description

1.   Click the Find Part button on the Equipment Explorer toolbar to search for a part by one of the options. The window changes to display the options for finding a part.
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Figure 3.3‑1 - Find Part button

2.   Click the radio button to select the method desired to search for the part. Type the appropriate parameter in the text box below the list of selections.  

3.   Click the Search button to begin the search process. The right-hand portion of the window displays all items meeting the specified requirements. 

Example: Figure 3.3‑2 illustrates using Description as the search method. The parameter used is ‘bearing’.
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Figure 3.3‑2 - Find Part using Description

4.   Click the desired item in the list of found parts to select. Then click the Open Right Pane button [image: image10.jpg]


 on the toolbar.  The selected item appears with details regarding that part in a separate window (Figure 3.3‑3).
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Figure 3.3‑3 - Part Window

3.3.2 Equipment Query

Locate equipment with the Equipment Query button on the Equipment Explorer toolbar using one of the following options:

· Ship 

· Equipment Code

· Complete Name (of the equipment) – a partial name can also be used

· Manufacturer – click the browse button [image: image12.png]


 next to this field for a list of manufacturers

· Model – model number

· Type – the type of equipment

· Srl. No. – serial number of the equipment 

· Size – the size of the equipment

· Min. Criticality – minimum level of user defined equipment criticality

· Source – click the browse button [image: image13.png]


 next to this field for a list of authorized vendors

· Subject Index - the browse button [image: image14.png]


 next to this field for a list of subject index terms that best describes the equipment

· Remarks – type a word or words that may be included in the description of the equipment.

1.  Click the Equipment Query button on the Equipment Explorer toolbar to search for equipment. The Equipment Query window appears.
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Figure 3.3‑4 - Equipment Query button

2.   Click in the field to type the required parameter or click the browse button on the selected field for a list of options to search for the desired equipment. 
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	NOTE:  These must be entered in the correct case.


3.  Click the Search button. The right-hand side of the window displays the items meeting the specified criteria when the search is complete. 

Example: Figure 3.3‑5 illustrates using the name of the equipment as the search option.
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Figure 3.3‑5 - Equipment Query Results

4.   Click the desired item in the search results to select. 


5.   Click the Open Right Pane button [image: image18.jpg]


 on the tool bar.  The selected item appears with details regarding that item in a separate window (Figure 3.3‑6).
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Figure 3.3‑6 - Equipment Detail Window

Section 4 
Purchasingxe "Purchasing & Inventory module" and Inventory

Purchasingxe "Purchasing & Inventory module" and Inventory encompasses the complete material ordering cycle from requisitions and purchase orderxe "Purchase Order"s to inventory throughout the organization. The document cycle begins with the original requisitionxe "requisition"

xe "Requisition", follows the approval cycle through the RFQ process, and ends with deliveryxe "delivery" of goods at the appropriate location.

The graphic demonstrates how the purchasing process is managed between the main office and the ships managed by that office.
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Figure 3.3‑1 - Purchasing Cycle

4.1   Requisitions Introduction

Requisitions are shipboard requests for materials replicated to the office for their review, purchase, and delivery. Requisitions require onboard authorization prior to being replicated to the office. 

Materials are items such as spare parts, stores, consumables, fuels, lubricants and chemicals, provisions and medical supplies, stationary, safety equipment and navigational aids.

Requisitions are categorized by various stages as the purchasing cycle evolves:

· To Be Authorized: Requisitions that have not been authorized by the designated person onboard.  Requisitions are not replicated to the office until authorization has occurred.

· Outstanding:  Requisitions where some or all of the line items (requisition items) have not been delivered onboard (as per the associated purchase order).

Requisitions are created according to equipment. Parts are ordered depending on the equipment it is associated with.
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	IMPORTANT NOTE: A separate requisition MUST be prepared for each separate piece of equipment. For example, if parts are needed for the main engine and the diesel generator, one requisition is created for the main engine and another requisition is created for the diesel generator. 


4.1.1 Create a Requisitionxe "requisition"

xe "Requisition"
A.   Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click the REQxe "requisition"

xe "Requisition" (New Requisition) button from the Maintenance and Purchasing toolbar to open a new Requisition. The Requisition – New window appears.
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Figure 4.1‑1 - New Requisition Button

D.  Click the Browse button [image: image23.png]


 next to the Equipment fieldxe "equipment" to open the Equipment Explorer window with a list of equipment specific to the ship.
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Figure 4.1‑2 - Browse Equipment

E.  Click the + sign to the left of the item on the hierarchy list to drill-down xe "hierarchy"through the menu to locate the desired equipment.

F.  Click the equipment needed. 

G.  Then click the Select button on the Equipment Explorer toolbar to enter the highlighted equipment into the requisition.  The appropriate equipment references are updated in the requisition. 
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	NOTE: The “appropriate equipment references” depends on the information provided by the main office. The only required fields on the requisition are Ship and Equipment. All other fields are optional. Contact the main office for what is required by your company.
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Figure 4.1‑3 - Select Equipment for Requisition
H.  Click the From Hierarchy button to add parts. The Equipment Explorer window appears with the parts for the selected piece of equipment. 
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Figure 4.1‑4 - From Hierarchy button

I.   Type the number of parts to be ordered in the Quantity field of the Equipment Explorer window. 
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Figure 4.1‑5 – Quantity

J.   Click in the Units field of the Equipment Explorer window for a drop down list to select the unit of measure for each required part. 
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Figure 4.1‑6 - Unit of measure drop down list

K.  Continue typing Quantity and Units on this list until all parts needed from this Equipment Explorer window are selected.

L.   Click the Select button to close the Equipment Explorer window. 
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Figure 4.1‑7 - Select button


The specified part, quantity, and unit of measure are listed on the Requisition – New window on the Requisition Items tab.
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Figure 4.1‑8 - Completed Requisition
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	NOTE: Be sure the necessary fields on the Requisition – New window are completed as specified by the main office. Contact the main office for information required by your company.


M.  Select the Save button on the Requisition – New window to save and close the requisition.
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      Figure 4.1‑9 - Save Requisition
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	NOTE: Closing the Requisitionxe "requisition"

xe "Requisition" at this point places it in the Requisitions to be Authorized queue where it can be edited or authorized. Requisitions are created and authorized on the ship, but MUST be sent to the central office for approval.


4.1.2 Modify an Un-Authorized Requisitionxe "requisition"

xe "requisition:add Items"

xe "Requisition:add Items"
A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login.  

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.
C.  Click Documents(Requisitions(Requisitions to be Authorized from the menu bar. 
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Figure 4.1‑10 - Requisitions to be Authorized from menu bar

The Requisitions to be Authorized window opens with a list of requisitions that have not been authorized on the top portion and a list of the items on the highlighted requisition in the bottom portion.
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Figure 4.1‑11 - Requisitions to be Authorized window

D.  Double-click on the subject requisition.  The Requisition window opens.

E.  Click the From Hierarchy button [image: image37.png]


 on the Requisition window toolbar to display the Partsxe "parts" List for the selected Equipment xe "requisition"

xe "Requisition"if the item to be added to the requisition is listed in the Hierarchy. Follow steps HH – K in the Create a Requisition section to add the items and complete the requisition.

See the How To Use Type-In Items section below if this is a new item not listed in the Hierarchy.xe "equipment"  

4.1.3 How to Use Type-In Items

Items requiring purchase that are not listed in the hierarchy are type-in items. These items are purchased using the following procedure.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and loginxe "login" to the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

B.  Follow steps C – D in the Modify an Un-Authorized Requisition section to open the Requisition window.

C.  Click the New Type-In Item button on the Requisition window. 
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Figure 4.1‑12 - New Type-In Item button


The Requisition Type-In Item – New window opens.
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Figure 4.1‑13 - Requisition Type-In Item - New window

D.  Click in the Quantity field to type the quantity required. Click the Browse button [image: image40.png]


 to select the type of unit of the quantity selected.

E.  Click in the Estimated Cost field to type the estimated cost per unit in U.S. dollars. 

F.  Click on the Description tab to type the description of the part.

G.  Click the Save button [image: image41.png]


 on the Requisition Type-In Item – New window to add the part to the requisition.  xe "requisition"

xe "Requisition"The part appears in the Requisition Items tab of the requisition.xe "parts"
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	NOTE: Closing the Requisitionxe "requisition"

xe "Requisition" at this point places it in the Requisitions to be Authorized queue where it can be edited or authorized. Requisitions are created and authorized on the ship, but they MUST be sent to the central office for approval.


4.1.4 Authorize a Requisitionxe "requisition"

xe "Requisition:authorize"
A requisitionxe "requisition"

xe "Requisition" must be authorized to be transferred during replication. REQUISITIONS ARE APPROVED AT THE CENTRAL OFFICE. 
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	NOTE:  Do not authorize it if you plan to continue working on a requisition at a later date.


Review the items before authorizing any requisition. 

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Click xe "login"to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Follow steps C – D in the Modify an Un-Authorized Requisition section to open the Requisition window.

D.  Review the xe "requisition"

xe "Requisition"items listed on the Requisition Items tab.
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Figure 4.1‑14 - Review items on Requisition Items tab

E.  Click the Authorize button [image: image45.png]


 to authorize the xe "requisition"

xe "Requisition"requisition. A message box appears to confirm the authorization process.
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Figure 4.1‑15 - Proceed with authorization process

F.  Click “Yes” to proceed with the authorization process or “No” to cancel.

G.  Exit the requisition. 
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	NOTE:  The requisition no longer appears on the Requisitions to be Authorized window since it has been authorized.  It now appears on the Outstanding Requisitions list.  See the Track an Outstanding Requisition section for details.


4.1.5 Track an Outstanding Requisitionxe "requisition"

xe "Requisition:track outstanding"
A requisition is replicated to the main office for review and approval once it is authorized. The Outstanding Requisitions List shows any request for quotations (RFQ) created from the requisition, when the requisition was reviewed, and all related purchase orderxe "Purchase Order" information.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Click xe "login"to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click Documents(Requisitions(Outstanding Requisitions from the menu bar of the Maintenance and Purchasing window to open the Outstanding Requisitions window. 
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Figure 4.1‑16 - Outstanding Requisitions from the menu bar

The Outstanding Requisitions window contains a list of outstanding requisitions. It also displays any requests for quotations (RFQ), purchase orders, or if the requisition has been reviewed. 
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Figure 4.1‑17 - Outstanding Requisitions window

D.  Double-click on the requisition to be viewedxe "requisition"

xe "Requisition". The Requisition window for the selected requisition appears.

E.  Click the Documents tab on the Requisition window to view the list of documents linked to this requisition such as requests for quotations or purchase orders. Figure 4.1‑18 displays a requisition with a purchase order and a request for quotation.
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xe "requisition"

xe "Requisition"
Figure 4.1‑18 - Documents tab

F.  Double-click on a document to view the details.

G.  Close the document to return to the requisition.

4.1.6 Save a Requisition as a Template

NS5 provides a utility to save a requisition as a template for items purchased on a frequent basis.  These templates provide a way to copy equipment and items into a new requisition instead of adding them individually.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login.  

B.  Clickxe "login" to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Open any previous requisition to make a template. 

D.  Click to check the Save As Template box on the Requisition window.
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Figure 4.1‑19 - Save as Template box

E.  Click the Save button [image: image52.png]


 to save this change or click “Yes” on the message box that appears asking to save changes when this window is closed without saving.
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Figure 4.1‑20 - Save message box

The requisition is saved as a template.  Click Documents ( Requisitions ( Requisition Template from the menu bar to locate the template.

4.1.7 Copy Requisition Template to a New Requisition

Follow the steps below to use a requisition template to create a new requisition.

	[image: image54.png]



	NOTE:  A previously created template must exist before this procedure can be used. See the Save a Requisition as a Template section for details.


A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login.  

B.  Clickxe "login" to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click Documents( Requisitions(Requisition Template from the menu bar to find a template. The Requisition Template window opens with a list of templates.
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Figure 4.1‑21 - Requisition Template from the menu bar

D.  Double-click on the template to be used. The Requisition window opens with the details of the template requisition.

E.  Click the Copy Requisition button on the Requisition Template toolbar to copy the items from the requisition template into a new requisition.
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Figure 4.1‑22 - Copy Requisition button

A message box appears if the equipment is cross-referenced.  Go to step E if this message box does NOT appear.
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Figure 4.1‑23 - Requisition Cross Reference message box

F.  Click “Yes” on the Requisition message box to continue.  A list of cross-referenced equipment appears.
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Figure 4.1‑24 - List of cross referenced equipment

1. Click to highlight the correct equipment. 

2. Click the Select button. 

Complete the necessary information on the Requisition – New window that appears with the copied information from the requisition template. 

G.  Click the Save button [image: image59.jpg]


 on the Requisition – New toolbar to save the new requisition.
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	NOTE:  The new requisition is located in the Requisitions to be Authorized list. Click Documents ( Requisitions ( Requisitions to be Authorized from the Maintenance and Purchasing menu bar. 


4.1.8 Approving a Requisition

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login.  

B.  Clickxe "login" to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click Documents( Requisitions(Requisitions to be Reviewed from the menu bar to find requisitions which need to be approved. The Requisitions to be Approved window appears with a list of requisitions which have not yet been approved.
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Figure 4.1‑25 Requisitions to be Reviewed from the menu bar
D.  Double-click on the requisition that needs to be reviewed. The Requisition window opens with the details of the requisition.  
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	NOTE:  Before the requisition can be approved for purchase or to be priced, the requisition must be associated with an account and must have a needed by date.  If a project is to be used, the project has an account associated with it already.  Choosing a project will populate the account code on the requisition.


E.  Click the Browse button [image: image63.png]


 next to the project field to select a project.  Select the appropriate project for the requisition and the Account Code field automatically populates.  If there is no project to associate, click the Browse button next to the account and select the appropriate account from the list.  Figure 4.1‑26 below shows the project name and account code populated in the requisition.
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Figure 4.1‑26 Selecting Project and Account Information
F.  Click on the Review button [image: image65.png]


  on the requisition to open the review requisition wizard.
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Figure 4.1‑27 Review Requisition
G.  Click the Summary Review-all items button and select For Purchase in the drop down menu in the upper right hand portion of the window if the vendor and price are already known.  Select To Be Priced if the requisition needs a quotation instead of For Purchase.  Figure 4.1‑27 above shows the Review Requisition window.

H.  Click the Review Complete button to complete the review of the requisition.

I.   Click the Close button after completing the review.
4.2   Request for Quotation

When a company wants to have competing vendors give bids for materials or services, a Request for Quotation (RFQ) can be sent out.  NS5 has the Request for Quotation (RFQ) functionality built in so that users can create the RFQ and send it to the desired vendors.  Vendors can then send back pricing information and the RFQ can be awarded to the desired vendor.  This will allow users to then create a Purchase Order for the desired materials.

RFQ’s are categorized by various stages as the purchasing cycle evolves:
· To Be Priced: RFQ’s to be priced are those which need to have pricing information entered for each vendor providing a quote.

· To Be Evaluated:  After vendors have sent in pricing information, it can be entered in an RFQ and the evaluated to choose the best vendor.  RFQ’s to be evaluated are those which need to be awarded a vendor.
· To Be Approved:  Once a RFQ has been evaluated and a vendor has been awarded it must be approved.  Approved RFQ’s will be able to be made into Purchase Orders.
4.2.1 Create a Request for Quotationxe "requisition"

xe "Requisition"
A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( Requisitions(Requisitions to be made into RFQ. 
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Figure 4.2‑1 Selecting Requisition to be made into RFQ

D.  Double click the appropriate requisition from the list of requisitions needing to be made into a Request for Quotation.

E.  Click the Create RFQ button in the toolbar to create a new request for quotation.   
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Figure 4.2‑2 Create RFQ

[image: image69.png]Req. Ho.: 9500009

Hems: 4

Equipment : EXCITER, IGH,

RFQ: Open RFQ

How do you want to copy? :

(O Select from Existing RFa(s) and Copy Kems(s)
@ Create Hew RFQ and Copy ltem(s)

Ho: | To be generated

fePrevious Finish





Figure 4.2‑3 Create RFQ Screen
F.  Select Create New RFQ and Copy Items from the Create RFQ window and click Next.  This copies the requisition items into the RFQ.
G.  Click Finished to copy all “To Be Priced” items to the RFQ.

4.2.2 Issue and Price a Request for Quotationxe "requisition"

xe "Requisition"
A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( RFQ’s(RFQ’s to be Priced.  This opens a list of RFQ’s that have been created and need to be priced.
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Figure 4.2‑4 RFQ’s to be Priced

D.  Click the Select/Deselect Vendors button on the RFQ window toolbar to display a list of vendors.  There is a search companion for the companies.
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Figure 4.2‑5 Select/Deselect Vendors

E.  Select the type of company and click the Search button to display a list of the selected type of vendor. 
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Figure 4.2‑6 Company Search

F.  Click the check boxes next to the desired vendors and then click the select tool [image: image73.png]


 to import the vendors into the RFQ.

G.  Click the Issue button from the RFQ window toolbar to issue the RFQ.
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Figure 4.2‑7 Issue RFQ
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	NOTE:  Users can run a report that prints out the requests for quotations individually for each vendor.  Select Reports(RFQ Form in the RFQ form.  Click OK after selecting to print to file.  A single form prints to be sent to each individual vendor for the quote.


H.  Click the Pricing tab on the RFQ window to enter quoted prices.
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Figure 4.2‑8 Entering Pricing
I.   Select the vendor from the upper left side of the RFQ window. 
J.   Enter the quoted prices in the Unit Price field for each part for the selected vendor.

K.  Click the Save button [image: image77.bmp] on the RFQ window after all the quoted prices are entered.
4.2.3 Evaluate a Request for Quotationxe "requisition"

xe "Requisition"
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	NOTE:  After quotes from vendors have been received, users can enter the quoted prices and evaluate the RFQ.  The evaluation process will allow the RFQ to be awarded to the desired vendor with the best quote.


A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( RFQ’s(RFQ’s to be Evaluated.  This opens a list of RFQ’s that have been Issued and need to be evaluated.
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Figure 4.2‑9 RFQ's to be Evaluated

D.  Double click the desired RFQ in the list of RFQ’s to open.

E.  Select the Evaluation tab to award the desired vendor.  
F.  Click the checkboxes beneath the vendor in the lower right corner that is to be awarded for each item on the RFQ.
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Figure 4.2‑10 Awarding Vendors

G.  Click the Award Vendor button in the upper portion of the form after selecting the desired vendors.

H.  Click the Evaluation Complete button to complete the evaluation of the RFQ.
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Figure 4.2‑11 Evaluation Completed

I.  Click the Save button [image: image82.bmp] to save the evaluation of the RFQ.
4.2.4 Approve a Request for Quotation

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( RFQ’s(RFQ’s to be Approved.  This opens a list of RFQ’s that have been evaluated and need to be approved.
D.  Double click the desired RFQ to be approved.

E.  Click the Approve RFQ button in the standard buttons bar.
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Figure 4.2‑12 Approve a Request for Quote
The RFQ is now ready to be made into a purchase order.xe "requisition"

xe "Requisition"
4.3   Purchase Orders
When a requisition or an RFQ has been fully approved they become ready to be made into a purchase order.  The purchase order allows users to send the order to a vendor for purchase.
Purchase orders have several different stages they can reside in before they become finalized.  The following describes the various stages of purchase orders:

· To be Approved:  After a purchase order has been created it must then be approved before it can move on to the next phase.  This approval process is usually carried out by a person with more authorizations and privileges who has the purchasing authority for approving purchase orders. 

· To be Issued:  After a purchase order has been approved, it must be issued.  This point of the process where most of the financial control is maintained.  Once a purchase order has been issued, companies are usually obligated to the vendor for the goods purchased.
· To be Received/Delivered:  Once a purchase order has been issued, it is ready to be received or delivered.  Receipt of a PO takes place somewhere other than the vessel where the goods are needed.  Usually when receiving the goods at an office or warehouse requires delivery receipt.  This step allows a company to create in invoice for the goods to be paid.  Delivery takes place at the ship where the goods are being taken.  Delivery does the same as Receipt with the exception of updating the ships inventory for the goods received. 

4.3.1 Create a Purchase Order from a Requisition or RFQ

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( RFQ’s(Outstanding RFQ’s.  

-- OR -- 

Select Documents(Requisitions(Requisitions to be made into PO.  This opens a list of RFQ’s or requisitions needing to be made into a purchase order.

D.  Double click on the desired requisition or RFQ to be made into a purchase order.

E.  Click the Copy to PO button on the toolbar of the requisition or RFQ.  The Create PO window opens to create the purchase order.
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Figure 4.3‑1 Copy to PO

F.  Click the Copy Items(All Vendors) radio button in the Vendor Options section.  
G.  Click the Next button. Then click the Finish button to create the new purchase order.
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Figure 4.3‑2 Create Purchase Order

H.  Click the Open PO button in the upper right hand corner of the Create PO window to open the purchase order.
4.3.2 Approve and Issue a Purchase Order
A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( Purchase Orders(Purchase Orders to be Approved.  This opens a list of purchase orders that need to be approved.
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	NOTE:  Approving and issuing a purchase order are two distinct steps in the purchasing process.  They are normally carried out by two separate purchasing authorities within a company.


D.  Double click on the desired purchase order to be approved from the list of purchase orders.

E.  Click the Approve Purchase Order button [image: image87.png]


 on the toolbar.  This approves the purchase order.
F.  Click the Issue Purchase Order button [image: image88.png]


 on the toolbar to issue the purchase order to the appropriate vendor.
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	NOTE:  Purchase order forms can be printed from the Reports menu option after it is issued.  These forms can be sent to the vendor for indication of an order.


4.3.3 Take Full Receipt/Delivery of a Purchase Order

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( Purchase Orders(Purchase Orders requiring Receipt 

-- OR -- 

Documents(Purchase Orders(Purchase Orders Requiring Delivery from the menu bar.  

This opens a list of purchase orders to be received or delivered.

D.  Click the desired purchase order to open.
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	NOTE:  Delivery and receipt are similar processes.  The inventory is updated and the PO is finished when taking delivery of the PO on the ship.  Receipt of the PO can create an invoice, but the PO is still open and can be updated for delivery when the goods reach the intended ship.  The rest of this section describes how to take delivery of the PO.


E.  Click the Full Delivery button on the toolbar to begin taking full delivery of the PO.
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Figure 4.3‑3 Take Full Delivery of a PO

This opens the Delivery dialogue box to finalize the delivery of the purchase order goods.  
F.  Click the Automatically Delivery in First Available Location radio button, type any necessary remarks, and enter the shipping document number (optional).

G.  Click the Take Delivery button to complete the delivery of the goods.
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Figure 4.3‑4 Delivery Dialogue

H.  Click the Save button on the purchase order to save changes.

This process updates the ship’s inventory and allows users to create an invoice.  The ship’s inventory is not updated, but an invoice can be created if only taking receipt of the PO.  
4.4 Invoices

Invoices can be created from issued purchase orders.  They are created when the goods from the purchase order are delivered or received.  Invoices have two basic stages:
· New Invoice:  A new invoice is any invoice created in the system.  The new invoice is created by any user with the proper privileges.  This user usually does not have the same privileges to approve the invoice.

· Approved Invoice:  Invoices that are approved are the finalized version of the new invoice.  Only approved invoices are sent to the interface file if an accounts payable interface is used.
4.4.1 Create a New Invoice

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.
C.  Click the New Invoice button  [image: image93.bmp]  on the toolbar.
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Figure 4.4‑1 New Invoice
D.  Click the Browse button next to the PO No. field for a list of purchase orders to link to the invoice.

E.  Type the PO number or select from the issued purchase orders.
F.  Type the invoice number in the Invoice Number field. THIS IS A REQUIRED FIELD.
G.  Click the Materials tab in the lower portion of the Invoice window to link the materials to be invoiced.

H.  Click the Select PO Items button from the toolbar.
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Figure 4.4‑2 Select PO Items


I.   Click the check boxes to select the desired items to import from the list.  Then click the Select button from the toolbar.
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Figure 4.4‑3 Purchase Order Items

J.  Click the Cost Data tab from the Invoice window to enter any other costs associated with shipping the order, such as freight and taxes.

K.  Click the Save button [image: image97.bmp]  to save the invoice.
4.4.2 Approve an Invoice

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Documents( Invoices(Invoices to be approved.  This opens a list of invoices to be approved.

D.  Click the desired invoice from the list to open.

E.  Click the Approve Invoice button [image: image98.png]


 on the toolbar.

F.  Click the Save button [image: image99.bmp] on the invoice to save.

4.5   Projects

Projects are used to apply a budget amount to the budget processes.  For instance, a project can be created for a period where all work for a particular month or quarter is to be rolled into one budget. All purchases for this period are associated with the project.  The project can then be monitored for the budgeted figure percentage as purchases are recorded against it.

There are three main stages for projects.  These stages are:

· Projects to be Approved:  These are new projects that have not been approved by a higher authority.

· Approved Projects:  These projects are approved for a budgeted amount by a higher authority.  
	(MARAD Specific)  Approved projects are either funded or unfunded.  An unfunded project does not have a Task Order Number associated in the Project Index field.


· Closed Projects:  These are projects with budgets that have been depleted and no more purchasing can be done against them.
4.5.1 Create a Project

	MARAD Specific -  A project is created as either a Budget Item or as Emergent Work.  Budget Items are planned budgets for each fiscal year that are usually constant in each fiscal year.  Emergent work are items that arise from unplanned maintenance needing to be addressed as new work materializes. 

Projects are created by the Ship Manager when it is deemed necessary to have a budgeted amount for Emergent Work or for normally budgeted items.


Follow these steps to create a project: 
A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Lists(Projects(Projects to be Approved.  This opens the Projects to be Approved window with a list of projects to be approved. New projects can also be created from this window.
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Figure 4.5‑1 Projects to be Approved
D.  Click the New button on the Projects to be Approved List window toolbar. The Project – New window opens.
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Figure 4.5‑2 Projects to be Approved, Selecting New Project
E.  Type the project number and description on the Project – New window. THESE ARE REQUIRED FIELDS. 

The ship field is filled automatically when creating a project from the ship level.  
	[image: image102.png]



	NOTE:  The project needs to be created at the fleet level if a single project spans multiple ships.
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Figure 4.5‑3 New Project Form
F.  Click the Browse button at the end of the Project Index field to select a project index.  The Project Index tree form appears. Select the appropriate project index from the list.  
	MARAD Specific - Select Budget Item or Emergent Work under the project item for the particular region creating the project.
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           Figure 4.5‑4 - Project Index Tree
G.  Choose an account number and type in a budget amount.

H.  Click the Save button [image: image106.bmp] to save the project.

4.5.2 Creating a Project with Multiple Accounts

Projects can have a single account associated with them or they can have multiple accounts across the project.  Follow steps A through F in the Create a Project section to create a new project and follow the steps below for applying multiple accounts to the project:

A.  Select the Multiple Accounts radio button as shown in Figure 4.5‑5 below after choosing the project index term in the budget section of the project.  
	[image: image107.png]



	NOTE:  The Account field cannot be edited when the Multiple Accounts field is chosen.
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Figure 4.5‑5 Multiple Accounts on a Project
B.  Click the Link [image: image109.bmp] button from the toolbar to link multiple accounts to the project. The List of Accounts window opens.
C.  Select the appropriate accounts from the list by highlighting the accounts on the left side of the list and clicking the single right arrow “>” to place the desired accounts in the project.  Figure 4.5‑6 below shows the List of Accounts window.
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Figure 4.5‑6 List of Accounts to Place on a Project

D.  Select the OK button [image: image111.png]


 to add the accounts to the project.

E.  Add the budget amounts to each account in the Budgets tab.  These budgets are automatically totaled in the “Total Budget” field of the project.  Figure 4.5‑7 below shows a project with the multiple budgets.

[image: image112.png]B Project - [110-00072-00000004]
File Reports Process Budget Help

B @sLY e=x @

Project Humber : | 2006 Drydock ‘Appropriation Humber :

Description : | Drydock Reference :

sips: | reskconternme:

O Single Account (@ Multiple Accounts

Total Budget : 2,000,000 | usD
Claim Humber :

Budget | status | Purchase Orders | Transfer Orders | Requisitions | Work Orders | Vendors | Remarks

[ ccoune tamber | Descption I Budgeted Amount
0006 oryaocks 200,000
w0s Repairs s0000
004 PMROS s Phase 4 Wairenance 500,000

& Enter alphanumeric chars




Figure 4.5‑7 Project with Multiple Accounts
4.5.3 Approve a Project

Projects are approved by personnel responsible for managing budgets and only when the budgeted amount has been accepted by the organization.  

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Lists(Projects(Projects to be Approved.  This opens the Projects to be Approved window with a list of projects to be approved. New projects can also be created from this window.

D.  Click the desired project from the list of projects to be approved.

E.  Click on the Browse button at the end of the Project Index field to change the project index as appropriate.

	MARAD Specific - The project index is used as a reference for the project.  Any outside documents that represent the approved project can be entered here by choosing them from a Project Index library.


F.  Click the Approve button [image: image113.png]


 on the toolbar to approve the project.

G.  Click the Save button to save the project.
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	NOTE:   Budget figures reflect when requisitions, purchase orders, and invoices are created in reference to a particular project.  The Project Cost Analysis report, which shows any purchasing that has been done against the project, can be run from the project form.


4.5.4 Project Budgeting Process

The project budgeting process revolves around four important fields.  These fields are:

· Total Budget:  This is the monetary amount allotted to the project.  Each project should have a budgeted amount for monitoring the Project Cost Analysis.  A monetary figure is associated to purchasing documents as they are tied into a project.  This figure is a percentage of the total budget.  The percentage of the total budget can be monitored by running the Project Cost Analysis Report.

· Account Number:  The account number determines the proper account to apply to the Total Budget.  A set list of user defined accounts is available to choose from. 
· Project Index: Project Index Terms are used to categorize and retrieve projects. Each project must have one associated project index term. The index term should describe the general nature and purpose of the project such as. Insurance Claim or New Radars. 
	MARAD Specific - The project index governs whether or not the project is funded for MARAD.  If the Project Index is a “Budget Item” or “Emergent Work” then the project is not yet funded.  The Task Order number is filled into the Project Index slot to show that the project has been funded when a MARAD Task Order is generated.


· Ship(s):  Normally a project is applied to one vessel at a time.  The vessel is automatically populated when creating a project from the ship level.  The user has the ability to apply multiple ships to a single project if the project is created at the fleet level.
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	NOTE:   These four fields pertain to any project with a budget applying to only one account.


4.5.5 Tying Documents into a Project

Most purchasing documents start with the requisition.  A requisition for materials is normally created aboard a vessel and replicated out to personnel in an office.  A requisition for services, however; can be created aboard the ship or in the office.  It is the responsibility of office personnel, usually the port engineer, to tie purchasing documents into a project with either type of requisition.

Materials Requisition

The project is specified in the header of the materials requisition.  Figure 4.5‑8 below shows the header of a materials requisition where the project is applied.   
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Figure 4.5‑8 Requisition with Project Applied
The project is applied to the requisition by selecting the list button next to the project field.  A list of projects appears and users can select one of the projects to apply to the requisition.

Service Requisition or Work Order
The project is specified in a different place than the materials requisition in a service requisition (derived from a work order).  The project is entered in the Admin Info tab of the service requisition as opposed to the requisition header.  Figure 4.5‑9 below shows where the project is applied in the Admin Info tab of a service requisition.
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Figure 4.5‑9 Project in a Service Requisition
Purchase Order
The project and account information are carried over from the requisition automatically when a purchase order is created from a requisition.   The project and account details are entered manually in the Purchase Order Details tab if the purchase order is created without a requisition.

Figure 4.5‑10 shows how the account and project appear in the Item Default section of the Purchase Order Details tab of the purchase order.
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Figure 4.5‑10 Item Default Section of a Purchase Order
Invoice
The project and account do not need to be applied to the invoice when it is created for a purchase order. The project and account information do need to be entered when the invoice is created separately and is not connected to a purchase order.  In this case, the project and account information needs to be input on each invoice item within the Items tab of a new invoice.  Figure 4.5‑11 below shows the account and project information on a new invoice item.
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Figure 4.5‑11 - New Invoice Item window
4.5.6 Project Budget Reporting

There are two ways to take advantage of reporting on project budgets.  One method is to run the Project Cost Analysis report from within a project.  The second method is to use the Project queue and filter by fleet to show budget lists by fleet.
Project Cost Analysis Report 
The project collects values from different purchasing documents when documents are linked into a project.  All purchasing documents can be seen within a project in the Documents tab.  THIS DOES NOT SHOW BUDGET CONSUMPTION.  NS5 has a report called the Project Cost Analysis Report to view how much of a project’s budget is being used.  

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Lists(Projects(Approved Projects.  This opens a list of approved projects.

D.  Double click on the desired project to run the Project Cost Analysis.

E.  Select Reports(Project Cost Analysis from the Project window. Figure 4.5‑12 is an example of the report.
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Figure 4.5‑12 Project Cost Analysis Report
The report shows any purchasing documents associated with the project and the costs associated with the documents.  The estimated cost, actual cost, committed cost, total cost, and budget percentage along with totals are displayed on the right side of the report.  Each purchasing document has these figures as well as a summary of the figures for all documents at the bottom of the report in the “Grand Totals” section.
Project Fleet Filtering
Ships can be assigned to any number of fleets within NS5.  It is a many to many relationship so a project can be assigned to any number of ships. These projects can be filtered and searched by fleet.

Follow these steps to view a list of projects by fleet:

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Lists(Projects(Approved Projects.  This opens the Approved Projects List window with a list of approved projects.

D.  Click the Advanced Search button [image: image121.png]


 to further filter projects in the list.

E.  Click the Filter by Fleet radio button.

F.  Click the Browse button at the end of the Fleet field to choose the fleet for which the desired projects are to be shown. The list shows only those projects which have the chosen fleet tied to the ships within the project.  This list can be printed or saved as a file by selecting the Print button [image: image122.png]


.

G.  Choose the type of print method desired.  The options are to print to screen (using system default viewer), straight to the printer, or to a file (ex. .pdf, .xls, .rtf, .csv).
4.5.7 Close a Project

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.
C.  Select Lists(Projects(Approved Projects.  This opens the Approved Projects List window with a list of approved projects.
D.  Double click on the desired project to be closed.

E.  Click the Close Project button on the toolbar to close a project.
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Figure 4.5‑13 Close Project Button
This action closes the project and does not allow it to be used for any other purchasing documents.

4.6 Events
Events are similar to projects and are designed more for the scheduling of work as opposed to the purchasing and budgeting side.  It is encouraged that Engineers on a ship assign all work to a particular event so that their individual work and purchasing items can be categorized into an event.
4.6.1 Create an Event

A.  Launch NS5 Navigator and login.  

B.  Clickxe "login" the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Select Lists(Maintenance Events.  This opens a list of events and also allows new events to be created.




[image: image124.png]\LaL)l Documents Reports Tools Win

Equipment Explorer CtrivshitsE
Companies

Spaces

Spares Storage Locations.

Standard Job Query

Projects »

S S

Voyages




Figure 4.6‑1 Events

D.  Click the New Event button in the toolbar.
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Figure 4.6‑2 Create a New Event

E.  Choose the index term or terms from the Event Particulars tab that best describes the type of event.  Typical Index terms used are Drydock, Monthly, Voyage, etc.  Click the Browse button at the end of the Index Terms field for a list terms. Select the appropriate terms from the list.

F.  Type the name of the event, the start date, and the number of days.  Other information such as the event number, berth and port can be entered, but are not necessary.  This information is for the use of personnel, as desired.
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Figure 4.6‑3 New Event Form
Jobs and services entered against the event can be sorted using the Job List tab.

Section 5 Contracts

A record of contracts with outside vendors for materials is maintained in the Contracts portion of NS5. 
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	NOTE:  Only authorized users are able to see the Contracts option from the fleet or ship level views on the Maintenance and Purchasing window menu bar.


5.1 Create a Contract

Contracts can be created from the Fleet or Ship level by authorized users.  
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	NOTE:  Be sure to click the Save button when all required fields and tabs are complete.


A.  Click Documents(Contracts(New Contract from the Maintenance and Purchasing window menu bar.
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Figure 5.1‑1 - Contracts option and drop down menu

B.  Select New Contract from the Contracts drop down menu. The Contracts – New window opens.
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Figure 5.1‑2 - Contracts - New window

The fields on the Contract window are:

	Field
	Description

	Contract Number
	Type the contract number.  

THIS IS A REQUIRED FIELD.

	Title
	Type a title for the contract.

	Vendor
	Click the Browse button at the end of the Vendor field to select a vendor from the Available Companies window.

THIS IS A REQUIRED FIELD.

	Valid From
	Click the Calendar button at the end of the Valid From field to select the beginning date of the contract.

	To
	Click the Calendar button at the end of the To field to select the ending date of the contract.  

	Expiration Tickler
	Click the Calendar button at the end of the Expiration Tickler field to select a date prior to the end of the contract so that the system can issue a reminder to the person listed in the Responsible field that the contract is about to expire. This message is automatically generated and sent to that person’s Work Inbox in NS5.

	Ships
	The Ship field is automatically filled if the contract is created from the ship level.

Click the Browse button at the end of the Ships field to select the ships this contract applies to if the contract is created from the Fleet level. This also allows the contract administrator to control which ships can issue purchase orders against the contract.

	Zones
	The Zones field is read-only. It is filled when the vendor is selected. Zones are the areas where the vendor is located. 

	Total Value
	Type the total value of the contract.

	Currency
	Click the Browse button at the end of the Currency field to select the type of currency of the contract.

	Responsible
	Click the drop down arrow at the end of the Responsible field for a list of users. Select the user responsible for the contract. 

This is the person that receives the reminder from the system if a date is set in the Expiration Tickler field.


5.1.1 Contract Items Tab
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Figure 5.1‑3 - Contract Items tab
The Contracts Items tab is a list of the material items included on the contract. 
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	NOTE:   Items CANNOT be added to this tab until a vendor is selected.


Add Items

A.   Click the New Item button on the Contracts window to add an item to the Contract Items tab. The Equipment Explorer window opens.
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B.  Select a part from the Equipment Explorer hierarchy. 
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Figure 5.1‑4 - Equipment Explorer window with list of parts

C.  Type the number of items contracted to purchase in the Quantity column of the Equipment Explorer window.

D.  Type the unit price for the item in the Price column of the Equipment Explorer window.

E.   Continue selecting parts, entering the contract quantity and price of each part until all contracted parts from the vendor are selected.  The Equipment Explorer window closes and the selected parts are listed on the Contract Items tab.
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Figure 5.1‑5 - Contracts Items tab with selected parts

Delete Items

A.  Click to select an item on the Contract Items tab.

B.   Click Items(Delete Item from the Contracts menu bar. A delete confirmation window appears. 

C.   Click the “Yes” button to delete the selected item or “No” to cancel the delete process.
5.1.2 Remarks Tab

The Remarks tab is a free form text tab. Type any remarks regarding the contract on this tab.
5.1.3 Terms and Conditions Tab

The Terms and Conditions tab contains text regarding the terms and conditions of the contract. This tab is filled using index terminology set up in the Legal / Administrative Index window. This is general text used in many contracts or legal documents. Several sections of text can be set up under different headings and all inserted into the same tab of terms and conditions. See the Index Terms section of the General Data module for details on setting up these terms.

A.   Click Terms and Conditions(Edit/Replace Terms and Conditions from the Contracts window. The Legal/Administrative index window opens.

B.  Select the text to be used on the Terms and Conditions tab.

C.   Click the Select button on the Legal/Administrative window. The Legal/Administrative window closes and the selected text is copied to the Terms and Conditions tab of the Contracts window.

5.1.4 Status Tab

The Status tab lists the status of the contract. This includes the when it was created and by whom, when it was authorized and by whom, as well as if it is expired.  All of this information recorded by the system.

5.1.5 Requisitions Tab

The Requisitions tab lists all requisitions that are linked to the contract from the Contract field of the Admin Info tab of the requisition.  See the Requisitions section of the Maintenance and Purchasing module for details on requisitions.  

Click the Open Requisition button on the Contracts toolbar to view the selected requisition.
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	NOTE:   A contract MUST be authorized before it is listed in Available Contracts window. This is the window that opens when a contract is selected on requisitions and purchase orders.


5.1.6 Purchase Orders Tab

The Purchase Orders tab lists all purchase orders that are linked to the contract from the Contract field of the Purchase Order window.  See the Purchase Order section of the Maintenance and Purchasing module for details on purchase orders.  

Click the Open Purchase Order button on the Contracts toolbar to view the selected purchase order.
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	NOTE:   A contract MUST be authorized before it is listed in Available Contracts window. This is the window that opens when a contract is selected on requisitions and purchase orders.


5.2 Authorize a Contract

Contracts MUST be authorized to be listed in any of the drop down lists/windows regarding contract selection.

At least one item MUST be listed on the Contract Items tab to authorize a contract.

A.  Click Documents(Contracts(All Contracts from the Maintenance and Purchasing menu bar. The All Contracts window opens.
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Figure 5.2‑1 - All Contracts window

B.  Click the check box preceding the contract number of the contract to be authorized. Several contracts can be selected to be authorized at the same time.

C.  Click the Authorize button on the All Contracts toolbar to authorize the selected contract(s). This button is only active for authorized users. This authorization is established in the authorization profile of the user by the system administrator.

A confirmation message box appears. Click the “Yes” button to authorize the selected contracts and close the message box or click “No” to cancel the authorization process.

The selected contracts have the current date in the Authorized column of the All Contracts window.
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       Figure 5.2‑2 - Contracts authorized

5.3 Contracts Release Orders

The Contracts Release Orders are the same as a purchase order except they deal with items that are included in a contract agreement. There are two ways to create a Contract Release Order. 

· Create a new purchase order and click the contract release radio button.

· Create a new purchase order from the requisition where the contract is specified in the Admin Info tab of the requisition.

5.3.1 New Purchase Order

A.   Click Documents(Purchase Order(New Purchase Order from the Maintenance and Purchasing window menu bar. The Purchase Order – New window opens.
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Figure 5.3‑1 - New Purchase Order window

B.   Click the Cont Rls radio button on the Purchase Order – New window. This opens the Contract field. 
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    Figure 5.3‑2 - Contract Release button and Contract field


C.   Click the Browse button at the end of the Contract field to open the Contracts window.
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	NOTE:   A ship must be selected first before the Contracts window will open if this purchase order is created from the Fleet level.
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Figure 5.3‑3 - Contracts window from Purchase Order window
D.   Click to highlight the contract associated with this purchase order.

E.   Click the Select button on the Contracts window. The Contracts window closes and the selected contract number is listed in the Contract field of the purchase order. The Vendor and Currency fields automatically fill when the contract is selected.

F.    Complete the rest of the information on the top portion of the purchase order according to the steps in the Purchase Order section of the Maintenance and Purchasing module manual.

G.   Click the Materials tab of the purchase order if it is not already open.

H.   Click the New Item from Contract button on the Purchase Order toolbar. The Purchase Order Item Selection window opens with a list of all the items listed on the Contract Items tab of the contract.
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I.    Click the check box preceding each item from the Purchase Order Item Selection window to select the ones to be ordered on this purchase order.
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Figure 5.3‑4 - Purchase Order Item Selection window

J.   Click the Select button on the toolbar. A message box appears confirming the number of selections made. Click the “OK” button to close the message box. The Purchase Order Item Selection window closes and the selected items are listed on the Materials tab of the purchase order.

K.   Click in the Quantity column of the Materials tab to type the number of the selected item to be ordered. Repeat this step until all items on the Materials tab have a value in the Quantity column.

L.   Complete the rest of the purchase order.  

M.  Click the Save button on the Purchase Order window. 

5.3.2 Contract Specified Requisition Converted to Purchase Order  

A requisition must be created with a contract specified on the Admin Info tab for this procedure. 
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Figure 5.3‑5 - Admin Info tab of requisition

This requisition MUST be authorized and reviewed before a purchase order can be created. See the Requisitions section of the Maintenance and Purchasing module manual for details on any of these procedures.

A.  Click the Create PO button on the authorized and reviewed requisition.
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      The PO Creation wizard opens. Notice that the information regarding the equipment and contract information are already shown on the wizard window.
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Figure 5.3‑6 - Creation Wizard window

B.   Click the Next button. The next PO Creation window appears with the selected items from the requisition.
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Figure 5.3‑7 - 2nd window of the PO Creation wizard

C.   Click the Finish button. A confirmation message box appears confirming the purchase order has been created and the purchase order number. Click the “OK” button to close the message window. 

D.   Click the Open PO button that has been activated to view the purchase order.  The purchase order is complete and ready to be approved.
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Figure 5.3‑8 - Purchase order created from a requisition
Section 6    Maintenance and Repair

NS5 tracks the maintenance history for every piece of machinery equipmentxe "equipment" and vessel space through the hierarchy. The Maintenance History displays all of the work orderxe "Work Order"s, no action jobs, and service requisitions that have been cross-referenced to that record.

6.1   Using the Maintenance Time Plan for Scheduled Work

The Maintenance Time Plan is a comprehensive scheduling feature for scheduled jobs performed on the vessel, similar to a day planner.  The plan allows multiple viewing configurations for users to create a work plan that suits their individual needs.

Standard jobs (planned maintenance) are quickly processed into work orders by using the Maintenance Time Plan. These jobs can then be filtered by multiple views for delivery to the crew filling those work orders.  

This section covers how to:

· Recalculate the Maintenance Time Plan

· Filter the Maintenance Time Plan, including creating worklists

· Process work orders, service requisitions, and no action jobs

· Reschedule work orders, service requisitions, no action jobs, and service purchase orders

· Complete and close work orders

· Create a requisition from the Maintenance Time Plan

6.1.1 Re-Calculate the Maintenance Time Plan

Recalculating the Maintenance Time Plan updates the job schedule for the ship with consideration to the following parameters: 

· PM Standard Job intervals (calendar and/or counter based) 

· Grace periods (slack time) 

· Date job last done 

· Job interrelationships as defined by predecessor relationships 

· Any scheduled work orders 

The result of the rescheduled calculation is reflected in the ship's Maintenance Plan. 

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click to select Tools(Recalculate Maintenance Schedule from the Maintenance and Purchasing menu bar. The Schedule window appears.
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Figure 6.1‑1 - Recalculate Maintenance Schedule opens the Schedule window

D.  Click the radio button on the Schedule window to select the time frame of the calculation.
· Calculate Through – Click this option to calculate the schedule to a specific date. Click the calendar next to the Calculate Through field to select a date. NS5 recalculates all scheduled jobs through this date. 
· Complete Calculation – Click this option to calculate all jobs on the schedule.
E.  Click the OK button to recalculate the scheduled jobs on the Maintenance Time Plan.  A progress bar on the bottom of the Schedule window displays the progression of the calculation. A Scheduling Completed message box appears when the calculation is completed. 
6.1.2 Filter the Maintenance Time Plan (Create Worklists)

The Maintenance Time Plan can be filtered to either print out specific jobs or to allow personnel to view their jobs for the specific time period as jobs are ready for distribution.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens.
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Figure 6.1‑2 - Maintenance Plan Time Scale button

All scheduled jobs for the vessel are listed on the Maintenance Plan window.  Choose from various parameters to filter through the jobs. 
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	NOTE:    Past due, uncompleted scheduled jobs are listed at the top of the list no matter what filter parameters are set unless the Overdue Jobs check box is unchecked. The ST column is highlighted in pink for these jobs. The Overdue Jobs check box is in the More section.


1. Column Headings – Click on any of the column headings to sort by that column heading in ascending or descending order.
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Figure 6.1‑3 - Filter by column headings 

2. By Period – Click the drop down arrow in the Options field of the Period section to select a time frame. The scheduled jobs on the Maintenance Plan changes to meet the time frame criteria. The Start Date and End Date fields also change to meet the time frame criteria.   
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Figure 6.1‑4 - Filter by time period

Click the Refresh button on the Maintenance Plan window to refresh the window after setting the parameters.
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Figure 6.1‑5 - Refresh button

3. By Department/Position/Job Category – Click to uncheck the All box in front of the Departments, Positions, or Job Categories fields to filter the scheduled jobs by one of these parameters. 
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Figure 6.1‑6 - Filter by department/position/job category

Click the Browse button to select an option. A selection window opens. The information is different depending on the category selected; however the functionality is the same. 
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Figure 6.1‑7 - Selection window

Click to highlight a selection on the left side of the window. 

Click the Add button[image: image159.png]


. The selection moves to the right side of the window. Continue making selections until all desired options are added.
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	Note: Highlight an option on the right side and click the Remove button [image: image161.png]


to remove a selection.


Click the OK button to close the selection window.
Click the Refresh button on the Maintenance Plan window to refresh the window after setting the parameters.
4. By More section options – Click the More button for more filter options. 
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Figure 6.1‑8 - More filter options

Click the check box to select or unselect an option.

Click the Refresh button on the Maintenance Plan window to refresh the window after setting the parameters.

6.1.3 Process Work Orders, Service Requisitions, and No Action Jobs

Process the Maintenance Time Plan to turn all standard jobs into open work orders or service requisitions on a routine basis, such as every month.
A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens with a listing of all jobs scheduled for the vessel.

[image: image163.png]) - Production - Maintenance & Pu
© Documents Reports Tools Vindow

b W o ol L] ol o





Figure 6.1‑9 - Maintenance Plan Time-Scale button

D.  Click the drop down arrow in the Options field of the Period section to select the time period containing the jobs to be processed.

E.  Click the Refresh button on the Maintenance Plan toolbar. 
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        Figure 6.1‑10 - Refresh button

F.  Tag (select) the jobs within the refreshed list individually by clicking the check box on the far left of the list of scheduled jobs

-- OR --

Tag all the scheduled jobs on the list by selecting the Tag All button on the Maintenance Plan toolbar.
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Figure 6.1‑11 - Tag All button

G.  Click Process from the Maintenance Plan menu bar.
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    Figure 6.1‑12 - Process menu

H.  Click the desired action from the Process menu:

· Create WO – create a work order

· Create NAJ – create a No-Action job

· Create SR – create a service requisition
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	NOTE:    The process completes automatically if your organization has configured automatic generation of work order numbers.  Otherwise, users are prompted to enter the work order number as the standard jobs are processed.


The list of standard jobs updates the Type as WO and the corresponding document number.

6.1.4 Reschedule Work Orders, Service Requisition, No Action Jobs or SPOs

Sometimes work orders, service requisitions, no action jobs, or service purchase orders need to be rescheduled. 

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login.

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens with a listing of all jobs scheduled for the vessel.
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Figure 6.1‑13 - Maintenance Plan Time-Scale button

D.  Select a scheduled job from the list. 

E.  Click Reschedule WO/SR/NAJ/SO from the Process menu.
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Figure 6.1‑14 - Re-schedule option from menu bar

F.  Click the calendar next to the field on the Date window. The current date is used by default. The Calendar window opens.
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Figure 6.1‑15 - Date and Calendar windows

G.  Select a date on the Calendar window. Click the Select button. The date changes on the Date window. 
H.  Click the OK button on the Date window to close. The date for the selected scheduled job is changed.

6.1.5 Complete and Close Work Orders

Scheduled jobs must be completed before they can be closed. Use the Maintenance Time Plan to record when scheduled jobs are completed and closed.

Complete a Work Order

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens with a listing of all jobs scheduled for the vessel.

D.  Double click on a scheduled job to select. The Work Order window appears.

E.  Click the Findings tab on the Work Order window to record the findings, if any. 
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Figure 6.1‑17 - Findings tab

F.  Type the applicable information on the tab 

-- OR --

Click the Copy Standard Text button on the Work Order toolbar to copy previously accepted text.

Select text from the hierarchy panel on the left side of the Work Order Findings Text window. The text detail appears on the right panels of the Work Order Findings Text window.
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Figure 6.1‑19 - Work Order Findings Text window

Click the Select button on the Work Order Findings Text toolbar. The text is copied to the Findings tab of the selected work order. 

G.  Click the Materials tab on the Work Order window to indicate the materials used to complete the work order. This process reduces the inventory of the used items.
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        6.1‑20 - Materials tab-->Required/Used

H.  Click the Usage button on the Work Order toolbar. 
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        Figure 6.1‑21 - Usage button

The Materials Consumption WO window opens with the items listed on the Required / Used sub-tab of the Materials tab.
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Figure 6.1‑22 - Materials Consumption WO window
I.   Click to highlight an item that was used.  The storage location of the part with the quantity on hand is displayed on the lower portion of the Materials Consumption WO window. 

J.   Double click in the Quantity field to type the number of the selected part used to complete the work order. 
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Figure 6.1‑23 - Quantity field on Storage Location section

The value entered in the Quantity field of the storage location is entered in the Used column of the item in the upper portion of the Materials Consumption WO window.
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K.  Repeat steps I – J until all items used in the work order have been entered.

L.   Click the OK button on the Materials Consumption WO window. The Materials Consumption WO window closes. The values are entered in the Used column on the Required / Used sub-tab of the Materials tab and the inventory for the items has been reduced. 
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Figure 6.1‑24 - Used items recorded on Materials tab
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	NOTE:   All values entered in the Used column of the Materials Consumption WO window disappear once the OK button is clicked.  When the Materials Consumption WO window is opened again, the Used column displays zeros (0). 



DO NOT REENTER VALUES THAT WERE PREVIOUSLY ENTERED!

This will reduce the inventory again. 


M.  Click the Completed field on the Work Order window to enter the completion date. A message box appears verifying that the work order is complete. Click “Yes” to continue. 
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Figure 6.1‑25 - Work Order Complete message box
The date is entered into the Completed field.

N.  Click the Save button on the Work Order window to close the completed work order. 
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Figure 6.1‑26 - Save completed work order

The Maintenance Plan window changes to display the completed work order. The ST field on this scheduled job is shaded green with a “C”. 
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Figure 6.1‑27 - Maintenance Plan window shows completed job
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	NOTE:   Click to select a scheduled job on the Maintenance Plan window if your organization does not require Findings and Materials to complete a job. Then click Process(Complete Jobs from the menu bar. 
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The selected job appears as completed on the Maintenance Plan window with a “C” in the green shaded ST field. 


Close a Work Order

Work orders MUST be complete before they can be closed.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens with a listing of all jobs scheduled for the vessel.
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Figure 6.1‑28 - Maintenance Plan Time-Scale button

D.  Click the check box to select a completed work order. The ST field is shaded green with a “C” for a completed work order.  
[image: image186]


E.  Click Process(Close WO from the Maintenance Plan menu bar. The closed work order disappears from the Maintenance Plan window.

6.1.6 Select Materials and Create Requisitions

Materials needed for a work order are selected from the Maintenance Time Plan. Requisitions for needed materials can be created at the time the materials are selected, if necessary. 

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Maintenance Plan Time Scalexe "Work Order" button on the Maintenance and Purchasing toolbar. The Maintenance Plan window opens with a listing of all jobs scheduled for the vessel.
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Figure 6.1‑31 - Maintenance Plan Time-Scale button

D.  Double click on a scheduled job or work order to select. The Work Order window appears.

E.  Click the Materials tab on the Work Order window. The Materials tab has two tabs: Required/Used and Requisitions. Click the Required/Used tab if it is not already open.
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Figure 6.1‑32 - The Materials tab has two tabs

F.  Click the New Item button on the Work Order toolbar to add materials to the requisition. The Equipment Explorer window opens.
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Figure 6.1‑33 - New Item button

G.  Drill through the hierarchy to locate the parts needed for the work order. See steps H – J in the Create a Requisition section of the Purchasing and Inventory
 chapter for details.

H.  Click in the Quantity field of the Equipment Explorer window to type the number of the selected part needed for the work order. The Equipment Explorer window displays the number of the selected part on hand to help determine if materials need to be ordered. 
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Figure 6.1‑34 - Equipment Explorer window displaying parts

I.   Continue locating and selecting parts until all required parts for the work order are selected.

J.   Click the Select button on the Equipment Explorer window. The Equipment Explorer window closes and the selected parts are listed on the Required/Used tab of the Materials tab on the work order.
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Figure 6.1‑35 - Select button on Equipment Explorer toolbar

K.  Click the Requisitions tab on the Materials tab. 

L.  Click the Create Requisition button on the Work Order toolbar. 
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Figure 6.1‑36 - Create Requisition button

M.  A message box appears requesting to save the work order if it has not been saved. Click “Yes” to save the work order and close the message box.
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Figure 6.1‑37 - Save work order message box

The Requisition Creation Wizard opens.
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	NOTE:  The Create Requisition button is only available on the Work Order toolbar when the Requisitions tab is open. 


N.  Click the radio button to select what type of requisition is to be created:  

· Required – a requisition for the number of parts required. This number is taken from the Required column of the Required/Used tab.

· Used – a requisition for the number of parts used. This number is taken from the Used column of the Required/Used tab.
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       Figure 6.1‑38 - Requisition Wizard

O.  Click the Next button. The Requisition window lists the different types of equipment that the parts listed on the Required/Used tab belong to and the requisition number.
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Figure 6.1‑39 - Requisitions created

P.  Click the Finish button to create the requisition. The Requisition Creation Wizard window closes. The requisition appears on the Requisition tab. 
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	NOTE: Requisitions are created by equipment. If the parts selected for the work order are under several different pieces of equipment, a separate requisition is created for each piece of equipment. 


Q.  Double click the requisition to open it.
6.2   Running Hours

Maintenance can be scheduled by the number of running hours. Running hours are the amount of time a piece of equipment has been in service. For example, a certain part or equipment needs to be serviced after 9,000 hours of use. The Maintenance Plan automatically schedules service for equipment or parts with a counter based job constraint. The running hours must be updated for the automatic scheduling to work properly.

6.2.1 Update Running Hours

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Click xe "login"to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click the Record Elapsed Running Hours button from the Maintenance and Purchasing toolbar. The Record Elapsed Running Hours Lists window opens.
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Figure 6.2‑1 - Record Elapsed Running Hours button

D.  Click the drop down arrow in the By field for a list of options to search for the equipment to update the running hours. 

[image: image199.png]i

File Process Help

B 3 v o sewen By : Machine Hame
( Machine Name J(___TopLevelName J(_LestCounter ][ LestDate ][ Newlrop Level Hame
am Encie A PRoPULSIoN | a0 oamtzws | fLastcounter

lLast Date
Inew Counter
jpate





Figure 6.2‑2 - Record Elapsed Running Hours List window

E.  Click in the Search field to type a parameter within the By field option. For example, the By field option is Machine Name and “M-A-I’ is typed in the Search field. The highlighter moves to the first machine name containing each of the parameters as they are typed – first all machine names beginning with “M”, then “MA”, then “MAI”, and so on. 

F.  Click in the New Counter field to type the current number of hours the selected machine has been running.
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Figure 6.2‑3 - New Counter setting

G.  Click in the Date field to change the date of the counter reading. The default value is the current date.

H.  Click the Save button on the toolbar to save these changes.

6.3   Using Maintenance Events

Maintenance Events organize the jobs by a particular event, such as a Winter Work period, Dry Docking, or even weekend projects.  Maintenance Events are typically associated with physical locations throughout a numbered set of days.

Maintenance Events can be linked to jobs either directly from the job window or from the Maintenance Event itself.  This section reviews how to:

· Look up a maintenance event 

· Locate an event

· Link a job to an event 

· Create an event.

6.3.1 Lookup Maintenance Event. 

A.  Launch NS5 Navigator and login. 

B.  Click xe "login"to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Click Lists(Maintenance Events from the Maintenance and Purchasing menu bar. The Event Lists window opens.
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Figure 6.3‑1 - Maintenance Events from the menu bar

D.  Click the drop down arrow on the By field of the Events List window for a list of options to search by.
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Figure 6.3‑2 - Options to search by in the Events List

E.  Click in the Search field to type a parameter within the By field option. For example, the By field option is Port and “S-h-a-n’ is typed in the Search field. The highlighter moves to the first event containing each of the parameters as they are typed – first all events beginning with “S”, then “SH”, then “SHA”, and so on. 

F.  Double-click on the event to view details.  The event window opens.
Advanced Search

A.  Click the Advanced Search button on the Event Lists toolbar to find an event from a group of events. The Search Companion window opens.


[image: image203.png]= [6] Event Lists

Event _Help

@) an

[0 G searend By start Dot
— [ StartDatev ][ Port 1§ EventName JNo.of Da... |
P — (| ommzos_[santos 'stock e on suepLES 1
[ osnoneos |usan 12004 DRY DOCKING & REPAR 2
Index an
° o [ oamezns jsaneco  RepamrRopELLER T
st [ oariomoos fsrancral  epaRLeArs 0
Osmeo | vimama|m || ] oo oaveston aeckoaeic on s '
[ otmtnos osaxa 12005 DRY DOGKING & REPAR )
() anbates
Event Index
o | b






Figure 6.3‑3 - Advanced Search window

B.  Click one of these buttons on the Search Companion window:

· Index – search only the event index files. Additional selections must also be made in the Start and Event Index sections.

· All – search all event files. Additional selections only need to be made in the Start section.

C.  Click a radio button in the Start section to select a date. 

· Since – search all events from step B above since a designated date. Click the calendar next to the field to select a date. 

· All Dates – search all dates from step B above.
D.  Click a radio button in the Event Index section if Index is selected in step B.
· Index – search events in a defined index. Click the browse button to select a defined index event.

· All – search all event indexes according to step C above.

E.  Click the Search button. All events matching the parameters defined in the Search Companion window appear when the search is complete.

F.  Click the Close button to close the Search Companion window.

6.3.2 Locate Jobs Associated with an Eventxe "Maintenance Event:lookup"
A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  See the Lookup Maintenance Events section to locate a maintenance event.

D.  Click the Job List tab on the Event window. Jobs associated with this event are listed in the bottom section of the window.
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Figure 6.3‑4 - Job List tab

E.  Search for jobs by department, position, category, or job type. 
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Figure 6.3‑5 - Locate job by department, position, or job category

F.  Click to uncheck the All box in front of the Departments, Positions, or Job Categories fields to filter the jobs by one of these parameters.

-- OR --

Click the Browse button to select an option. A selection window opens. The information is different depending on the category selected; however the functionality is the same. 
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Figure 6.3‑6 - Selection window

G.   Click to highlight a selection on the left side of the window. 

H.   Click the Add button[image: image207.png]


. The selection moves to the right side of the window. Continue making selections until all desired options are added.
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	NOTE:   Highlight an option on the right side and click the Remove button [image: image209.png]


to remove a selection.


I.   Click the OK button to close the selection window.

J.   Click the Refresh button on the Event window to refresh the window after setting the parameters.

6.3.3 Add a Job to an Eventxe "Maintenance Event:lookup"
A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Locate the maintenance event. See the Lookup Maintenance Events section for details.

D.  Click the Job List tab on the Event window.  Jobs associated with this event are listed in the bottom section of the window.

E.  Click Add from the Event menu bar.  There are several items available to add to the job list of the event.  For purposes of this example, select Find Work Order/SR/NAJ. The Work Order Selection window opens.
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Figure 6.3‑7 - Add a job to an event

F.  Use the options available on the Work Order Selection window to locate the job to be added to the event.  
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	NOTE:   Click the Refresh button on the Event toolbar or the Search button on the Work Order Selection window if there are no jobs listed on the right side of the Work Order Selection window.


G.  Click in the check box to select the job to be added.

H.  Click the Select button to add the job to the Job List tab on the Event window.
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Figure 6.3‑8 - Select job from the Work Order Selection window 

6.3.4 Job Sequencing

The Job Sequencing prioritizes jobs associated with an event to create a simple to-do list.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Click xe "login" to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  Locate the maintenance event. See the Lookup Maintenance Events for details.

D.  Click the Job Sequencing tab on the Event window. The jobs associated with the event are listed under general categories. 

E.  Click the + sign of the category to view the jobs associated with the category. 
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       Figure 6.3‑9 - Job Sequencing tab

F.  Click to highlight a job.  

G.  Click the Up or Down arrows on the Event toolbar as desired to alter the position of the job in the list.
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       Figure 6.3‑10 - Up and Down arrows
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	NOTE:   Jobs can be moved up or down within the category it is listed. Jobs CANNOT be moved into different categories.


6.4   Create New Work Orders or Service Requisitions for Unscheduled Work

Work orders and service requisitions can be created on board the vessel for unscheduled work. Work orders are documents reflecting work scheduled for completion by a vessel’s crew. Service requisitions are shipboard requests for services to be provided onboard by an outside contractor.  A service requisition requires onboard authorization prior to being replicated to the office for review, purchase, and scheduling. 

6.4.1 Create Work Orderxe "Work Order:create"

xe "Work Order" (WO)

Tracking multiple fields is available on a work order.  The document number is the only data required to create a work orderxe "Work Order". This document number is assigned automatically. The Scheduled Date defaults to the creation date and the document can be saved without any further input. xe "best practice" However, the best practice is to enter the information specifically required by your organization.

The following procedure illustrates the basic data input for work to be carried out by a member of the crew on a particular piece of equipmentxe "equipment". Data for other fields (such as Event, Project, and Cause) may be required. Work orderxe "Work Order"s can be linked to spaces onboard the vessel from the Hierarchy.

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Clickxe "login" to select the Maintenance and Purchasing module.  See the Login to NS5 section of this manual for details.

C.  Click the Work Orderxe "Work Order" button on the Maintenance and Purchasing toolbar to create a new work order. The Work Order – New window opens.
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Figure 6.4‑1 - Work Order button

D.  Click the drop down arrow in the Perform By field to change the default entry of WO/Crew.
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Figure 6.4‑2 - Perform By field

E.  Click the drop down arrow on the Priority field to select the priority of the work order.
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Figure 6.4‑3 - Priority field

F.  Click in the Title field to type an abbreviated description of the work to be performed.

G.  Click in the Scheduled field to change the scheduled date that work is to be. The current date is the default.

H.  Click in the Description tab to type detailed text 

-- OR --

Click the Copy Text button on the Work Order – New menu bar to select text from the list of text records stored in the database.
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Figure 6.4‑4 - Type or copy a description

1. The Job Description window opens if the Copy Text option is selected. Choose the appropriate text folder from the left panel. A list of common descriptions used for that subject appears in the upper right panel. 

2. Click to select an appropriate description. The full context of the description appears in the lower right panel. 

3. Click the Select button on the Job Description toolbar to select the description. The selected description appears on the Description tab of the Work Order – New window.
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Figure 6.4‑5 - Work order copy process

I.   Click the Admin Info tab to add the account the work is charged to, the department responsible for the work, and other administrative information pertaining to the job.
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Figure 6.4‑6 - Work Order window Admin Info tab

J.  Click the Materials tab to enter the materials needed for the work order. The Work Order window menu bar and toolbar changes. Two tabs are on the Materials tab window – Required/Used and Requisitions.

K.  Click the New Item button on the Work Order window to add items to the Materials tab / Required/Used sub-tab. The Equipment Explorer window opens.
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        Figure 6.4‑7 - New Item button for Required/Used tab

L.   Drill through the hierarchy to locate the parts needed for the work order.

M.  Click in the Quantity field of the Equipment Explorer window to type the number of the selected part needed for the work order. The Equipment Explorer window displays the number of the selected part on hand to help determine if materials need to be ordered.
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	NOTE:   Only items with a value in the Quantity field are added to the Required / Used sub-tab of the Materials tab.


N.  Click the Select button on the Equipment Explorer window. The Equipment Explorer window closes and the selected parts are listed on the Required / Used tab of the Materials tab on the work order.

O.  Click the Equipment/Spaces tab on the Work Order – New window to select the equipment or spaces for the work order. Notice the toolbar changes. 
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Figure 6.4‑8 - Equipment/Spaces tab

P.  Click the Link/Unlink Equipment/Maintained Part button on the Work Order – New toolbar to add equipment and parts. The Equipment Explorer window opens. 
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Figure 6.4‑9 - Link Equipment/Part button

Q.  Click the check box of the equipment/parts to be added to the work order from the Equipment Explorer hierarchy. Continue checking boxes until all parts necessary for the work order are selected.
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          Figure 6.4‑10 - Select equipment/parts

R.  Click the Select button on the Equipment Explorer toolbar. The Equipment Explorer window closes and the parts/equipment are added to the Equipment/Spaces tab of the Work Order – New window.

S.  Click the Link/Unlink Space button on the Work Order – New window to add a location to the work order. The List of Spaces window opens.
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Figure 6.4‑11 - Link/Unlink Space button
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	NOTE: Proceed to step X if no space is required for the work order.


T.  Locate the space on the List of Spaces window by using the search function or by scrolling through the Space Name list using the scroll bar.

U.  Click to highlight the space on the left side of the window. 

V.  Click the Add button[image: image229.png]


. The selection moves to the right side of the window. Continue making selections until all desired options are added.
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	NOTE:    Highlight an option on the right side and click the Remove button [image: image231.png]


to remove a selection.
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Figure 6.4‑12 - Add space

W.  Click the OK button. The List of Spaces window closes and the selection(s) is added to the Equipment/Spaces tab of the Work Order – New window.

X.  Click the Save button on the Work Order – New window to save the work order.
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    Figure 6.4‑13 - Save button
6.4.2 Create a Service Requisitionxe "requisition"

xe "Service Requisition:create"

xe "Requisition:create, Service Requisition" xe "Service Requisition"
Service requisitions are almost identical to work orderxe "Work Order"s. The only difference is who is designated to perform the work. SRxe "Service Requisition"/Contractor must be selected in the Performed By field for a service xe "requisition"

xe "Requisition"requisition. 

Like the work orderxe "Work Order" procedure, the steps below illustrate the basic data input for unscheduled work to be carried out on a particular piece of equipmentxe "equipment". Service xe "requisition"

xe "Requisition"requisitions can also be created for spaces. 

A.  Launch NS5 Navigatorxe "Navigator:SafeNet™"

xe "SafeNet™ Navigator" and login. 

B.  Click xe "login"to select the Maintenance and Purchasing module. See the Login to NS5 section of this manual for details.

C.  xe "Work Order"Click the Work Orderxe "Work Order" button on the Maintenance and Purchasing toolbar to create a new work order. The Work Order – New window opens.
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Figure 6.4‑14 - Work Order button

D.  Click the drop down arrow in the Perform By field to change the default entry to SR/Contractor. 
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Figure 6.4‑15 - Perform By field

E.  Follow steps E - Q in the 

xe "Work Order"Create Work Order (WO)
 section to complete the service requisition.
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	NOTE:   Service Requisitions must be authorized and approved before they can be used to issue a Service PO (SPO)xe "Purchase Order".


Section 7   Financial Reports for Budgeting Purposes

NS5 has the capability to create financial reports for budgeting purposes. This analysis provides management with a real time view of expenditures over any user-specified time period. It also allows budgets to be established for each applicable combination of vessel and account. These reports relate to the development and analysis of data for the purpose of evaluating performance, internal planning, and decision making. 

Most of the financial reports are on the fleet level for a financial “snapshot” of all vessels; however there are a few that are at the ship level. All of these reports are generated from the Maintenance and Purchasing window menu bar. There are two types of financial reports on the fleet level – Accounts Payable reports and Financial reports. 

7.1 A/P Reports

Accounts Payable reports are created on the fleet level. These reports display different aspects of accounts that need to be paid. This includes what invoices have to be approved, which invoices are approved, and any discrepancy between invoices and purchase orders.

Click Reports(A/P Reports from the Maintenance and Purchasing window menu bar to access the Accounts Payable reports from the fleet level.
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Figure 7.1‑1 - Accounts Payable reports drop down menu

The Accounts Payable reports are:

· Unapproved Invoices by Vendor (fleet level)

· Unapproved Invoices by Account (fleet level)

· Approved Invoices (fleet level)

· Approved Invoices by Ship Class (fleet level)

· PO / Invoice Vendor Discrepancy (fleet level)

· PO / Invoice delivery Discrepancy (fleet level)
7.1.1 Unapproved Invoices by Vendor Report

The Unapproved Invoices by Vendor report is an alphabetical list of all vendors and those invoices which are unapproved throughout the fleet. The columns on this report are:

· Vendor Number – number assigned to the vendor by your organization

· Vendor – name of the vendor

· Validation – designation Y / N if the invoice has been validated. See the Invoice section of this manual for details.

· Invoice Number – number of the invoice


· Invoice Date – date of the invoice

· Reason – why the invoice is on this report

· Cost  - in U.S. dollars of the invoice

· Subtotal – listed at the end of the section for each vendor. This is the subtotal amount of all unapproved invoices for this vendor.

· Grand total – listed at the bottom of the report. This is the total of all unapproved invoices throughout the fleet.

1.   Select Unapproved Invoices by Vendor from the A/P Reports drop down menu.  The Report Option window opens.
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     Figure 7.1‑2 Report Option window for Unapproved Invoices by Vendor report

2.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.

7.1.2 Unapproved Invoices by Account Report

The Unapproved Invoices by Account report is a numerical list of all accounts and those invoices which are unapproved. This numerical list is by account number. There is a section at the end of the report for those invoices without an account number. The columns on this report are:

· Account Number – number of the account that the invoice is charged to 

· Vendor Number – number assigned to the vendor by your organization

· Vendor – name of the vendor

· Validation - designation Y / N if the invoice has been validated. See the Invoice section of this manual for details.

· Invoice Number – number of the invoice

· Invoice Date – date of the invoice

· Reason – why the invoice is on this report

· Cost – cost of the invoice in U.S. dollars

· Subtotal - listed at the end of the section for each account number. This is the subtotal amount of all unapproved invoices for this account number.

· Grand total - listed at the bottom of the report. This is the total of all unapproved invoices throughout the fleet.

The procedure for generating this report is similar to the Unapproved Invoices by Vendor Report except select Unapproved Invoices by Account from the A/P Reports drop down menu. 
7.1.3 Approved Invoices Report 

The Approved Invoices report displays a list of approved invoices. This list can be sorted by account number or vendor and the dates of the report can be specified. There is also the option of choosing all approved invoices or only direct purchase approved invoices where no requisitions or service requisitions were used.
The columns on the Approved Invoices report are:

· Invoice Number – number of the invoice

· Vendor Code - code assigned to the vendor by your organization

· Vendor Name - name of the vendor

· Invoice Date – date of the invoice

· Approved – date the invoice was approved

· Fiscal Eff. – fiscal effective date of the invoice

· Ship Code – code of the ship that ordered the goods on the invoice. This column is NOT filled unless the Approved Invoices by Ship Class report is selected. 

· PO Number – number of the purchase order generating the invoice

· Terms – terms of the invoice

· Native Amount – total amount in native currency of the invoice

· Amount – total amount in U.S. dollars of the invoice

· Subtotal – subtotal of the section. This is the subtotal by account number if the report is sorted by account number. This is the subtotal by vendor if the report is sorted by vendor.

· Total – total of all invoices on the report

· Account Number – this is the heading of the section followed by the account number if the report is sorted by account number
1.  Select Approved Invoices from the A/P Reports drop down menu.  The Report Option window opens.
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Figure 7.1‑3 - Report Option window for Approved Invoices report

2.  Click the radio button to select the type of invoices for the report. The options are:

· All Invoices 

· Direct Purchases Only (No Requisitions/Service Requisitions) – this is all approved invoices created without a requisition or service requisition.

3.   Click the radio button to select how the report is to be sorted. The options are:

· Vendor

· Account Number

4.  Type the starting date of the invoices for the report in the Start Date field or click the Calendar button for the calendar window to select a date.

5.   Type the ending date of the invoices for the report in the End Date field or click the Calendar button for the calendar window to select a date.

6.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.
7.1.4 Approved Invoices by Ship Class Report

The Approved Invoices by Ship Class report is a list of all approved invoices for the selected ship classes. The time period of the report can be specified by giving the start and end dates. The columns on the Approved Invoices by Ship Class report are the same as the Approved Invoices report except the Ship Code column is filled for this report.
1.  Select Approved Invoices for Ship Class from the A/P Reports drop down menu.  The Report Option window opens.
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     Figure 7.1‑4 - Report Option window for Approved Invoices by Ship Class report

2.   Click the Browse button at the end of the Ship Class field to open the Intracompany Ship Class Selection window to select the class of ship for this report. See the Intracompany Ship Class Selection Window section for details on this window. 
3.   Type the starting date of the invoices for the report in the Start Date field or click the Calendar button for the calendar window to select a date.

4.   Type the ending date of the invoices for the report in the End Date field or click the Calendar button for the calendar window to select a date.

5.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.

Intracompany Ship Class Selection Window

The Intracompany Ship Class Selection window contains ship classifications from the Intracompany Ship Class Selection index terms. Index terms are used for cross reference and query purposes. Authorized users can add new index terms to the Intracompany Ship Class Selection window. 
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    Figure 7.1‑5 - Intracompany Ship Class Selection window

1.   Click to select a ship class from the left window of the Intracompany Ship Class Selection window.

2.   Click the Right arrow to move the ship class to the right window. Continue selecting classes of ships and moving them until all classes needed for this report are listed in the right window. 
3.   Click the OK button on the Intracompany Ship Class Selection window to accept all selections, close the Intracompany Ship Class Selection window, and list the ship(s) classes in the Ship Class field of the Report Option window.
Select All Ship Classes

Click the double right arrow on the Intracompany Ship Class Selection window to move all ship classes from the left window to the right window.

Remove a Ship Class from the Right Window

1.   Select a ship class from the right window of the Intracompany Ship Class Selection window. 

2.   Click the left arrow to move the ship class back to the left window to unselect it.

Search for a Ship Class
Some companies have an extensive list of ship classes. The Intracompany Ship Class Selection window contains a search field to help locate a ship class. Description is the only selection in the By field.
1.   Type the beginning letters or numbers of the ship class to be located in the Search field. The cursor moves with every character typed to the class meeting the search criteria according to the letters or numbers typed. 
2.   Continue typing until the specific ship class is located. 
3.   Follow Steps 1 – 3 in the main section of the Intracompany Ship Class Selection Window section to move the ship class from the left window to the right window.
7.1.5 PO / Invoice Vendor Discrepancy Report

The PO / Invoice Vendor Discrepancy report lists all those invoices generated from purchase orders where the vendor of the purchase order is different from that of the invoice. 
The columns on the PO / Invoice Vendor Discrepancy report are:

· PO Number – purchase order number

· PO Vendor – purchase order vendor

· Invoice Number – number of invoice generated from the purchase order listed in the previous columns

· Invoice Vendor – invoice vendor 
1.   Select PO/Invoice Vendor Discrepancy from the A/P Reports drop down menu.  The Report Option window opens.
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Figure 7.1‑6 - Report Option window for PO/Invoice Vendor Discrepancy Report

2.   Type the starting date of the invoices for the report in the Start Date field or click the Calendar button for the calendar window to select a date.

3.   Type the ending date of the invoices for the report in the End Date field or click the Calendar button for the calendar window to select a date.

4.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.
7.1.6 PO / Invoice Delivery Discrepancy Report

The PO / Invoice Delivery Discrepancy report lists all those invoices generated from purchase orders where the delivered quantity of the purchase order is different from that of invoice. 
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	NOTE:   Delivered quantity is different from received quantity. Delivered quantity is the number of items actually delivered to the vessel requesting it. Received quantity is the number of items received at the central office or warehouse. Items are NOT considered delivered until they are received onboard the ship. See the Purchase Order section of this manual for details.


The columns on the PO / Invoice Delivery Discrepancy report are:

· PO Number – number of the purchase order

· Issue Date – date the purchase order was issued

· Ship – ship requesting the purchase order items

· Vendor – vendor name

· Invoice Number – number of the invoice created from the purchase order number listed in the PO Number column

· Invoice Date – date of the invoice

· Invoice Amount – total amount of the outstanding items in the currency type listed in the Currency field of the invoice  

· Item Number – number of the item as listed on the purchase order or invoice

· Description – whatever is typed in the Part Name column of the Materials tab of the purchase order or the invoice

· Original Quantity – number listed in the Quantity column of the Materials tab of the purchase order or the number listed in the PO Quantity column of the Materials tab of the invoice.

· Outstanding Quantity – number not delivered to the vessel. NS5 calculates this number by subtracting the number in the Quantity column from the Ordered Quantity column of the Delivery tab of the purchase order. 

· Unit Price – price per unit of the item
The procedure for generating this report is similar to the PO / Invoice Vendor Discrepancy Report except select PO/Invoice Delivery Discrepancy from the A/P Reports drop down menu.

7.2 Financial Reports

Financial reports are created on both the fleet and ship level. These are various cost reports for the fleet as well as per vessel. These costs are categorized and reported according to the vessel, machinery system, equipment part, account, project, and/or vendor. There are several types of costs used in the financial reports. These are:

· Actual Costs – taken from approved invoices 

· Committed Costs – taken from purchase orders or service orders that have been issued, but have NOT been invoiced. These costs are based on quotations and estimates. Committed costs are automatically reduced when invoices are received and the actual costs are entered.

· Estimated Costs – taken from service orders and are for internal purposes only. These costs are NOT printed on the service orders. Estimated costs can also be entered for materials to allow the valuation of inventory in cases where no price history is available.

· Budgeted Costs – Budgets are established on a fiscal year or calendar year basis for each applicable combination of ship and account. Budgeted costs can also be figured on a per project basis.

Click Reports(Financial Reports from the Maintenance and Purchasing window menu bar to access the financial reports from the fleet level. 
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      Figure 7.2‑1 - Financial Reports drop down menu at fleet level

Click Reports(Financial Reports from the Maintenance and Purchasing window menu bar to access the financial reports from the ship level.
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Figure 7.2‑2 - Financial Reports drop down menu at ship level

The Financial reports are:

· Fleet Cost Summary by Account (fleet level)

· Ship Cost Summary by Account (fleet level)

· Ship Cost Details by Account (ship level)

· Ship Actual Cost Details (ship level)

· Complete Vessel Cost Report (ship level)

· Ship Cost Summary by System (ship level)

7.2.1 Fleet Cost Summary by Account Report

The Fleet Cost Summary by Account report provides a comparison between budgeted costs and the sum of actual and committed costs. It is produced for a user defined group of vessels which are linked with a common fleet index term such as “Domestic Product Carriers”. For each vessel in the selected "Fleet" one report line is produced showing vessel costs per account category or group of accounts. Vessels are grouped and subtotaled by ship class and on a per-fiscal year basis.
The Fleet Cost Summary by Account report provides a summary of the same information contained in the Ship Cost Details by Account Report. The totals in the Ship Cost Details by Account report match the numbers for the same vessel in the Fleet Cost Summary by Account report.
1.   Select Fleet Cost Summary by Account from the Financial Reports drop down menu on the fleet side.  The Report Option window opens.
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Figure 7.2‑3 - Report Option window for the Fleet Cost Summary by Account report

2.  Click the Browse button at the end of the Ship Fleet/ Trade field to select the category of ships for the report. The Ship Fleet/Trade List window opens. See the Ship Fleet/Trade List Window section for details on this window.

3.  Click the Browse button at the end of the Account Category field to select the category of the accounts to include in the report. The Account Category Selection window opens. See the Account Category Selection Window section for details on this window.
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	NOTE:   A maximum of three account categories can be selected. 


4.  Click the Browse button at the end of the Currency field to select a currency type to be used in the report. The Currency Window opens. See the Currency Window section for details on this window.

5.   Type the fiscal year in the Fiscal Year field for the report.
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	NOTE:   All ships included in the Ship Fleet/Trade field MUST have the same fiscal year. The report will NOT generate if there is no data for any of ships within the fleet selected for the fiscal year typed in the Fiscal Year field. 


6.  Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.

Ship Fleet/Trade List Window

The Ship Fleet/Trade List window contains a list of categories for a group of ships. These categories are a user defined group of vessels that are linked with a common fleet index term such as Domestic Product Carriers, International Fleet, or Pacific Fleet. Index terms are used for cross reference and query purposes. Authorized users can add new index terms to the Intracompany Ship Class Selection window.

	[image: image249.png]



	NOTE:   The ship fleet/trade designation is made when the ship’s information is entered into NS5. Ships are added to the system by ABS Nautical Systems. The parameters for these ships can be entered by the client. See the technical manual for the General Data Module for details on the Ship window.
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Figure 7.2‑4 – Ship Fleet/Trade List window

1.   Click to highlight a ship fleet group.

2.   Click the Select button. The Ship Fleet Trade List window closes and the selection appears in the Ship Fleet/Trade field of the Report Option window for the Fleet Cost Summary by Account report.

Search for a Ship Fleet/Trade 

Some companies have an extensive ship fleet/trade list. The Ship Fleet/Trade List window contains a search field to help locate a fleet. 
1.   Click the drop down arrow at the end of the By field to select the field to search by.
2.   Type the beginning letters of the fleet to be located in the Search field. The cursor moves with every character typed to the selection meeting the search criteria according to the letters typed. 
3.   Continue typing until the specific account category is located. 
4.   Follow Steps 1 – 2 in the main section of the Ship Fleet/Trade window section to make the selection.
Account Category Selection Window

The Account Category Selection window is a list of index terms used to define account categories. An account category is a group of account codes. Running Expenses, Dry-dock Cost, Below Deductible, etc. are examples of account categories.

Index terms are used for cross reference and query purposes. Authorized users can add new index terms to the Intracompany Ship Class Selection window.
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	NOTE:   The account category designation is made when accounts are created in NS5. See the technical manual for the General Data Module for details on the Account window.
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Figure 7.2‑5 - Account Category Selection window

1.   Click to select an account category from the left window of the Account Category Selection window.

2.   Click the Right arrow to move the account category to the right window. Continue selecting categories and moving them until all categories needed for this report are listed in the right window. 
3.   Click the OK button on the Account Category Selection window to accept all selections, close the window, and list the account categories in the Account Category field of the Report Option window.
Select All Account Categories

Click the double right arrow on the Account Category Selection window to move all account categories from the left window to the right window.


Remove an Account Category from the Right Window
1.   Select an account category from the right window of the Account Category Selection window. 

2.   Click the left arrow to move the account category back to the left window to unselect it.

Search for an Account Category

Some companies have an extensive list of account categories. The Account Category Selection window contains a search field to help locate an account category. 
1.   Click to select the field to search by in the By field.
2.   Type the beginning letters of the account category to be located in the Search field. The cursor moves with every character typed to the selection meeting the search criteria according to the letters typed. 
3.   Continue typing until the specific account category is located. 
4.   Follow Steps 1 – 3 in the main section of the Account Category Selection Window section to move the account category from the left window to the right window.
Currency Window

The Currency window is a list of the different foreign currencies defined in the system.  Authorized users can add new currency definitions to the Currency window. Currency definitions are usually set up in the General Data module. See the General Data Module manual for details.
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Figure 7.2‑6 - Currency window

1.   Click to highlight a currency type.

2.   Click the Select button. The Currency window closes and the selection appears in the Currency field of the Report Option window for the Fleet Cost Summary by Account report.

Search for a Currency 

Some companies have an extensive currency list. The Currency window contains a search field to help locate a currency. 
1.   Click the drop down arrow at the end of the By field to select the field to search by.
2.   Type the beginning letters of the currency to be located in the Search field. The cursor moves with every character typed to the selection meeting the search criteria according to the letters typed. 
3.   Continue typing until the specific currency is located. 
4.   Follow Steps 1 – 2 in the main section of the Currency Window section to make the selection.
7.2.2 Ship Cost Summary by Account Report

The Ship Cost Summary by Account report is very similar to the Fleet Cost Summary by Account Report.  This report provides a comparison between estimated costs, actual costs, and committed costs for one ship or several ships for one specified account. 
1.   Select Ship Cost Summary by Account from the Financial Reports drop down menu on the fleet side.  The Report Option window opens.
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    Figure 7.2‑7 - Report Option window for Ship Cost Summary by Account report

2.  Click the Browse button at the end of the Ships field to select the ship or ships for the report. The List of Ships window opens.  See the List of Ships Window section for details about this window. 

3.  Click the Browse button at the end of the Account field to select the account for the report. The Available Accounts window opens. See the Available Accounts Window portion of the Fleet Cost Summary by Account section for details about this window.

4.  Click the Browse button at the end of the Currency field to select a currency type to be used in the report. The Currency Window opens. See the Currency Window portion of the Fleet Cost Summary by Account section for details on this window.

5.   Type the starting date of the time period for the report in the Start Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.

6.   Type the ending date of the time period for the report in the End Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.

7.  Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.
List of Ships Window
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Figure 7.2‑8 - List of Ships window

1.   Click to select a ship from the left window.
2.   Click the Right arrow to move the ship to the right window. Continue selecting ships and moving them until all ships that contain this space are listed in the right window. 
3.   Click the OK button to accept all selected ships, close the List of Ships window, and list the ship or ships in the Ships field of the Space – New window.
Select All Ships
Click the double right arrow to move all ships from the left window to the right window.

Remove a Ship from the Right Window
Select a ship from the right window. 

Click the left arrow to move the ship back to the left window to unselect it.

Search for a Ship
Some companies have an extensive list of ships. The List of Ships window contains a search field to help locate a ship.

1.   Click the drop down arrow at the end of the By field on the List of Ships window to select the category to search by. 
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	NOTE:  The scroll bar at the bottom of column can be moved to reveal more columns.


2.   Type the beginning letters or numbers of the category of the ship to be located in the Search field. The cursor moves with every character typed to the ship meeting the search criteria according to the letters or numbers typed. 
3.   Continue typing until the specific ship is located. 
4.   Follow Steps 1 – 3 in the List of Ships Window main section to move the ship from the left window to the right window.
Available Accounts Window

The Available Accounts window is a list of accounts defined in the General Data module. Authorized users can add new accounts to the Available Accounts window.  See the technical manual for the General Data Module for details on the creating new accounts.
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Figure 7.2‑9 - Available Accounts window

1.   Click to highlight an account.

2.   Click the Select button. The Available Accounts window closes and the selection appears in the Account field of the Report Option window for the Ship Cost Summary by Account report.

Search for an Account 

Some companies have an extensive list of accounts. The Available Accounts window contains a search field to help locate an account. 
1.   Click the drop down arrow at the end of the By field to select the field to search by.
2.   Type the beginning letters of the account to be located in the Search field. The cursor moves with every character typed to the selection meeting the search criteria according to the letters typed. 
3.   Continue typing until the specific account is located. 
4.   Follow Steps 1 – 2 in the main section of the Available Accounts Window section to make the selection.
7.2.3 Ship Cost Details by Account Report

The Ship Cost Details by Account report lists estimated cost, actual cost, total cost, budget cost, and per cent of budget for selected accounts. The user has the option to include a lot of detail or make the report very general. This report is specific to one ship ONLY because it is generated on the SHIP side of the Maintenance and Purchasing module.

1.   Select Ship Cost Detail by Account  from the Financial Reports drop down menu on the ship side.  The Report Option window opens.
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Figure 7.2‑10 - Report Option window for the Ship Cost Details by Account report

2.   All accounts are included on this report by default as indicated by the check mark in the check box in the Account field. 

Click the check box to unselect the default option and open the other fields in the Account field to select specific accounts. 

Click the Browse button at the far end of the Account field to specify the accounts to be included on this report. The Available Accounts window opens. See the Available Accounts Window portion in the Ship Cost Summary by Accounts Report section for details about this window.

3.   Click the radio button to select which column of the report to sort by. The options are:

· Account Category – The report is divided into Account Categories. It also lists all the accounts included within each account category along with all the documents that affect costs in these accounts unless otherwise specified. See the Checkbox Options section at the end of this section for details.

A subtotal for each account category is given at the end of each category section which includes the budgeted amount for the category.

· Account Number – The report is divided by accounts. No account categories are listed. All the documents that affect costs in these accounts are also listed unless otherwise specified. See the Checkbox Options section at the end of this section for details.

A subtotal for each account is given at the end of each account section which includes the budgeted amount for the account.

4.   Skip this step if Account Category is selected in the Sort By section.

Click the drop down arrow on the Subtotal on Digit field to select the number of digits in the account number to generate a subtotal. This subtotal includes all accounts with the same numbers in the account number up to the designated digits. The default selection is two. 

5.   Click the radio button to select the time period of the report:

· Fiscal Year-To-Date – This is the default selection. Type the fiscal year for the report in the Fiscal Year field.
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	NOTE:  The specified budgeted fiscal year MUST be defined to generate the report. Budgeted fiscal years are defined in the General Data module. See the General Data Module manual for details.


· Arbitrary Time Period – Select this radio button to specify the dates for the report. 

Type the starting date of the time period for the report in the Start Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.

Type the ending date of the time period for the report in the End Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.
6.  Click the Browse button at the end of the Currency field to select a currency type to be used in the report. The Currency Window opens. See the Currency Window portion of the Fleet Cost Summary by Account section for details on this window.

7.   Check box Options. Click the check box to select which details are to be included / excluded from the report. 

8.   Type the threshold value of the documents to be excluded from the report in the Exclude Docs with Total cost less than field. All documents with a total cost less than the value specified are not included on the report.

9.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.

7.2.4 Ship Actual Cost Details Report

The Ship Actual Cost Details report is similar to the Ship Cost Details by Account Report, but with these differences: 

· The Ship Cost Details by Account report is based on purchase orders and service purchase orders and the Ship Actual Cost Details is based on actual costs (invoices). 

· The Ship Actual Cost Details report is based on the fiscal effective dates of the invoices not of the purchase orders. 

· The Ship Actual Cost Details report includes these document types: 

· Invoices - This includes all invoices regardless of whether there is a corresponding purchase order 

· Transfer Orders 

· Payroll information (Overtime) 
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	NOTE:  This report is generated from the ship view of the Maintenance and Purchasing module.


1.   Select Ship Actual Cost Details from the Financial Reports drop down menu on the ship side.  The Report Option window opens.
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Figure 7.2‑11 - Report Option window for the Ship Actual Cost Details report

2.  See the Ship Cost Details by Account Report section for details on the applicable fields.
7.2.5 Complete Vessel Cost Report

The Complete Vessel Cost report is used to manage the current workload and material purchases.  At any time a report can be reviewed for a given account category what repairs and purchases are proposed, in progress, completed, and compare the costs with the budget. 
All costs for purchase orders and special purchase orders are assigned to the 'Committed' column. Costs for work orders, service requisitions, and no action jobs are assigned to the 'Committed' column if the document has a priority of 'A'; otherwise, the cost is assigned to the 'Uncommited' column.
This report includes all purchase orders and special purchase orders whose Fiscal Effective Date is within the time period specified. It also includes any uncompleted work orders, service requisitions, or no action jobs whose Scheduled date is within the time period specified or any completed work orders with a Completion date within the specified time period.
	[image: image262.png]



	NOTE:  This report is generated from the ship view of the Maintenance and Purchasing module.


1.   Select Complete Vessel Cost Report from the Financial Reports drop down menu on the ship side.  The Report Option window opens.
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Figure 7.2‑12 - Report Option window for the Complete Vessel Cost Report

2.  Click the Browse button at the end of the Account field to select the account for the report. The Available Accounts window opens. See the Available Accounts Window portion of the Fleet Cost Summary by Account section for details about this window.

3.  Click the Browse button at the end of the Currency field to select a currency type to be used in the report. The Currency Window opens. See the Currency Window portion of the Fleet Cost Summary by Account section for details on this window.

4.   Click the radio button to select the time period of the report:

· Fiscal Year-To-Date – This is the default selection. Type the fiscal year for the report in the Fiscal Year field.
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	NOTE:  The specified budgeted fiscal year MUST be defined to generate the report. Budgeted fiscal years are defined in the General Data module. See the General Data Module manual for details.


· Arbitrary Time Period – Select this radio button to specify the dates for the report. 

Type the starting date of the time period for the report in the Start Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.
Type the ending date of the time period for the report in the End Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.
5.   The budgeted amount for the account category for the time period specified is automatically calculated by the system and is displayed in the Budget field. 
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	NOTE:  The budget MUST be defined for the time period specified to generate the report. Budgets are defined in the General Data module. See the General Data Module manual for details.


6.  Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.
7.2.6 Ship Cost Summary by System

The Ship Cost Summary by System report is a breakdown of the actual, estimated, committed, and total costs of the purchase orders, transfer orders, requisitions, and service requisitions within a specified time frame by machinery system.
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	NOTE:  This report is generated from the ship view of the Maintenance and Purchasing module.


1.   Select Ship Cost Summary by System from the Financial Reports drop down menu on the ship side.  The Report Option window opens.
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        Figure 7.2‑13 - Report Option window for the Ship Cost Summary by System report

2.   All systems are included at this time in the System field. Future versions of NS5 will open the Browse button at the end of the System field to select a system.

3.  Click the radio button to select the column to sort the report by. The options are:

· System

· Equipment

4.  Click the radio button to select the time period of the report:

· Fiscal Year-To-Date – This is the default selection. Type the fiscal year for the report in the Fiscal Year field.
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	NOTE:  The specified budgeted fiscal year MUST be defined to generate the report. Budgeted fiscal years are defined in the General Data module. See the General Data Module manual for details.


· Arbitrary Time Period – Select this radio button to specify the dates for the report. 

Type the starting date of the time period for the report in the Start Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.
Type the ending date of the time period for the report in the End Date field or click the Calendar button for the calendar window to select a date. The default date is the current date.
5.   Click the Browse button at the end of the Currency field to select a currency type to be used in the report. The Currency Window opens. See the Currency Window portion of the Fleet Cost Summary by Account section for details on this window.

6.   Check box Options. Click the check box to select which details are to be included / excluded from the report. 

7.   Type the threshold value of the documents to be excluded from the report in the Exclude Docs with Total cost less than field. All documents with a total cost less than the value specified are not included on the report.

8.   Click the radio button to select where this report should be sent. The options are:

· Screen – displays the formatted report on the computer screen. Click the OK button to generate the report. The report displays on the computer monitor when it is complete.

· Printer/Fax – sends the report to the assigned printer. The Print window appears when the report is complete to select the printer.

· File – the field next to the File radio button opens when this option is selected. Click the drop down arrow to select the type of format for the saved report. The Save As window appears to select the directory where the report is to be saved.
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