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1.0.0 - Getting Started with MMIS

1.1.0 — Introduction

MMIS is a centralized data base system developed by the Ministry of Transportation to
track maintenance work performed on the provincial highways of Ontario. Daily
operations records will be entered through the Manage Jobs portion of the system.

Since a variety of users will use MMIS, several different user groups have been
developed to ensure that the needs of all users are met. When you enter information in the
system, you can create reports by printing one of the Standard Reports that are available
in MMIS or by performing a Query where you set your own preferences on the

information.

1.1.1 — Data Promotion

To ensure that the information in the system is accurate, a Data Promotion process has
been put in place. This allows information to be checked and corrected before it becomes
part of the MMIS database. Clients may then use the information with reliability and

confidence.

1.1.2 - MMIS Map

Each chapter in this manual explains a specific part of the system, as shown below.

Topics Where to get the Information

To get connected and set your system Start At: 1.0.0 Getting Started
preferences

To enter Jobs into MMIS Start At: 2.0.0 Entering a Job in MMIS

To search for existing information

Start At: 3.0.0 Searching for Information in
MMIS

To understand the History Tab

Start At: 4.0.0 The History Tab

To understand the Data Promotion process

Start At: 5.0.0 Data Promotion in MMIS

To run a Standard Report

Start At: 6.0.0 Reports in MMIS

To create or use a Custom or Standard
Query

Start At: 7.0.0 Queries in MMIS

To enter or update Table information

Start At: 8.0.0 Tables In MMIS

To use the Bare Pavement module

Start At: 9.0.0 The Bare Pavement Module

Feb.03Rev.0.2
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1.1.3 - Manual Format

If a word is in bold and in a different font than the normal text, it refers to an option on
the menu bar, the button bar, a tab on one of the windows, a button on one of the
windows, a keystroke on the keyboard, or a field on one of the windows.

e c.g. Select Manage from the menu bar.
1.1.4 — Mouse Settings
This manual refers to left and right mouse clicks. The assumption is made that your
mouse is set up for a right-handed person. If you wish to set your mouse up for a left-
handed person, please remember that the mouse commands will be reversed. If you wish

to change your mouse settings, please consult your Windows manual or the Windows
Help.

1.2.0 - Connecting to the MTO Network

Before you can start the MMIS program, you must be logged on to the MTO network.
This can be done in two ways.

e Ifyou are connected to the MTO network through the MTO LAN, log in by
entering your Password and User name. You are now ready to start the

MMIS program.
Enter Hetwork Pazsword HE

D E nter your netwark password for Microsaft Metwarking.

=l

I Cancel |
Uszer name: Iheidribo
Password: I ********
Damain: IMTD

Figure 1-1

e If you log on to the network through a phone line, you must first connect
through a Dial-up network connection. For MTO users, this connection will
be the same as the one used to access the network for e-mail.

Feb.03Rev.0.2 1-2
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To Log on to the network through a phone line connection:
1. Start your Dial-up network connection.

2. Enter your User Name and Password.
3. Click on Connect to access the network.

Once connected, you will be able to log on to MMIS.

=# Connect To

tollfres

User name: IhEidfibD

Pazswiord: I

™ Save password

Phore nurber |1 8778299981

Dialing from: IDefauIt Location j Dial Properties. . |
Conrect I Cancel |

Figure 1-2

1.3.0 - Starting the MMIS Program

To start the MMIS program:

e Double-click on the MMIS icon on your desktop.

Maintenance Management Information System.Ink

Feb.03Rev.0.2
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The program will begin by asking you to log in. To do this:

1. Enter your UserName and Password.
2. Click on the Login button.

The Database field should be set to HWREF when you log in.

) About

Ministry of
Transporiation

The Group field will be automatically set based on your user name. The Group tells the
system what type of work you are authorized to perform within MMIS. For a list of the
available Groups, please see Appendix A.

Once you have logged in, you are ready to begin working with MMIS.

NOTE: Under special circumstances, some users may be assigned to
more than one group.

Feb.03Rev.0.2 1-4
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1.4.0 - The MMIS Main Screen

The main screen consists of four sections: the Menu Bar, the Button Bar, the Work Area,
and the Information Bar.
Figure 1-4 shows the screen you will see when you are logged into MMIS.

+; MMIS Main Screen

Ei.l’é Edit Manage HRecord Reports/Queries Admin ‘windows Help

o [0 TV oo Y 2

I | [RECRIB [PaTROL [TRAMNNG | N

Frezz F1 For Help

Figure 1-4

1.4.1 - The Menu Bar:

File Edit Manage Becord Repors/Queries Admin Windows Help

The menu bar in MMIS is similar to other Windows programs. When a menu option is
selected, a drop-down menu will appear, providing the user with the options available
under that menu bar.

Feb.03Rev.0.2 1-5
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1.4.2 - The Button Bar:

The button bar contains several buttons that can be clicked on with the mouse to perform
specific tasks. The MMIS buttons are shown below:

Help
| Provides help for the area of the system you are in

A?

New

j Starts a new record

Open

[;::“? | Opens a saved record

Save

E | Saves your work

Delete

=]

. Deletes the record

L

Cancel

x | Cancels the current changes you have made, but does not delete a saved record

Sends a report or query to your printer

m I Closes the current window in your MMIS session

Feb.03Rev.0.2
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Exit
Closes all windows in your MMIS session and closes your current session
' | Note: You should save your work before exiting the program.

Next Record/Previous Record

jj The Left Arrow Button moves you to the previous record.

===—= The Right Arrow Button moves you to the next record.

First Record/Last Record

I « | " | The Double Left Arrow Button moves you to the first record.
The Double Right Arrow Button moves you to the last record.

Export

B | Saves the information contained in a report or a query in a standard file format to
] your computer

Generate Run

ﬁ | This button is used to generate a report or query. You use it after you have
selected the criteria for your report or query.

1.4.3 - The Work Area:

The work area is the large grey area of the screen. This is where the different windows
will open when you select an option from the Menu Bar.

Feb.03Rev.0.2 1-7
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1.4.4 - The Information Bar:

The information bar is located at the bottom of the MMIS screen and shows the user
name, MMIS user group, and the database that is being used.

. MMIS Main Screen HmEE
EiTé Edit Manage HRecord Reports/Queres Admin Windows Help

oA - e oo R R [

I I [HECRIES [PATROL [TRANNG [ fom [

Fresz F1 For Help

Figure 1-5
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1.5.0 - Setting Your User Preferences

The user Preferences section allows you to set certain options within the program.
These include the ability to set the starting screen under Manage Jobs to either
Search or Form, select how you would like the pop-up tables to appear, and how many
rows can be returned when you search for a record. The best way to determine how you
would like these options to be set is by testing various choices and selecting those that

work best.
To set your preferences:

e Select File from the menu bar; then select Preferences.

Click To SctProforonces

Figure 1-7

Mot Editable

Fiejected, then Closed

Feb.03Rev.0.2 1-9
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1.5.1 - Right Mouse Click

This preference setting allows you to choose between a Menu or List of values when the
Right Mouse Button is clicked in a data entry field.

The Menu option opens a right mouse window, and then you must select List Values to
see the list of codes.

[de

(S0t

[Eapy
Haste

Help

Figure 1-8

The List option will take you directly to the list of codes.

[Select a Highway ——§4||
CODE
I
CODE DESC i’
10 10
100 (100
T 101
101E (101E
TOTw 101w
1oz (102
105 (105
ios (108
11 11
112 (112
115 (118
117 117
11 i11s
118 (11B
1z 1z
121 121
124 (124
125 125 -
i i o
[ ] 2%
Figure 1-9

1.5.2 - Result Set Warning
The Result Set Warning tells you that the number of records that will be returned
when doing a search will exceed the # Rows threshold that has been set in this

preference.

You can turn this warning On or Off.

Feb.03Rev.0.2 1-10
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This warning is useful for Dial-up users who have a slow connection and may wait a long
time for the information to be returned. It allows them to decide if they want to proceed
or cancel the search.

1.5.3 - When Opening Manage Jobs

This preference allows you to choose the system tab you wish to start on when using
Manage Jobs.

The Activate Search Tab option will start you on the Search tab so you can begin
searching for existing records.

The Activate Form Tab will start you on the Form tab so you can begin entering or
editing jobs.

For more information on the Search tab see: 3.0.0 - Searching for Information in MMIS
For more information on the Form tab see: 2.2.0 - The Form Tab

1.5.4 - Background Colours

If you check the Background Colours box, your Search tab and Form tab will
appear in a different colour under the Manage Jobs portion of the system. This can be
helpful in distinguishing between the Search and Form tabs.

1.6.0 - Changing Your Password

To change your password:

Select the Change Password option under the File menu.
Enter your Old Password.

Enter your New Password.

Confirm your New Password.

Click on the Change button.

M

Change Password
0OId password I Change |

Mew pazsword

Confirm new password

Figure 1-10
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2.0.0 - MMIS Data Entry Overview
2.0.1 Introduction
There are 3 input screens in MMIS2:

1. JOB SCREEN

2. HEW SCREEN

3. MDWR SCREEN

The JOB Screen:

Allows input of all data, labour, material, equipment, services and hired equipment. Each
operation /highway requires a separate job.

The MDWR Screen:

Allows input up to 8 jobs on one form except Hired Equipment data.

The HEWS Screen:

Allows input of all hired equipment data for MTO “ONLY”. Data for 1 piece of
equipment can be entered for a bi-weekly period from 1 screen.

CAUTION: Do NOT mix input methods for data input

2.1.0 Entering a Job in MMIS

2.1.1 Introduction
When jobs are entered in MMIS, information is recorded on the work performed

(operations) on provincial highways. This information includes: the operation, the labour,
the material, services and equipment used, and the accomplishment.

Feb.03Rev.0.2 2-1




MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

To enter data into the MMIS system, the system may require some or all of the following

job details:

The Operation code (mandatory)
Location

Accomplishment (mandatory)
Equipment

Materials

Employees

Services

Hired Equipment

To enter data into MMIS:

1. Select Manage from the menu bar.
2. Then select Jobs.

Figure 2-1
2.1.2.
The Jobs Screen

There are three tabs in the Manage Jobs Option.

Feb.03Rev.0.2
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v, MMIS Main Screen - [MHMIS Manage Jobs]

e e _ LI
I R A -

u
B
B
B
B
u
B
B
B

CPessFiFobe . T Teeessawes T TRennes [
Fiqure 2-2

They are: Search, Detail and History.

The Search tab allows you search for existing jobs and is explained in:
3.0.0 Searching for Information in MMIS

The Detail tab allows you to enter job information and explained in:
2.1.3 Starting Data Input.

The History tab provides you with a log of changes that was made to the job record and
is explained in: 4.0.0 The History Tab.

Feb.03Rev.0.2 2-3
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2.1.3 Starting Data Input

To enter jobs:

1. Select the Detail tab, and then click on the new button. E

(This will only be apply if the preferences are not set to activate the Detail tab

first)

2. Once selected the Job header screen will appear.
See Figure 2-2

3. Enter all job header information

NOTE: Grey Fields are READ-ONLY. Information that is incorrect should be
reported to your MMIS Co-Ordinator as soon as possible.

User Tip
Any button that has letter with an underscore letter can be used as a key board
function by using the “Alt” button and the underscore letter.

Feb.03Rev.0.2
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2.1.4 - The Job Header Entry

The Job Header Entry screen is used throughout MMIS when inputting data.

. MMIS Main Screen - [MMIS Manage Jobs]

e

[FOUTHWEST ]

SoUTHweST o TEZTINC | -
—

[ = |
[—

| H

o T Tawes T awes Remmca [0
Figure 2-3

The Home Location and Work Location

e The Home Location identifies who did the work.
e The Work Location defines where the work was performed.

The following information is entered for the Home Location and Work Location:

1. Region

2. District

3. Patrol

4. Patrol Type

Feb.03Rev.0.2
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2.1.5 Entering the Date

Enter the date on which the work was performed in the Date field.
To enter the Date:
e Type it into the date field in the Year/Month/Date format (e.g. 2001/03/28).
Or

e To open a calendar:

1. Click on the Date field with the right mouse button and a calendar
will appear.

2. Click on the appropriate date with the left mouse button.

3. Click on Ok with the left mouse button

. MMIS Main Screen - [MMIS Manage Jobs]

Job Header Entry

[z0m3500
[FouThwesT | I | I L I |
ECTITEEA | I CEETINE |
— | -
[ | — |

__|
| I N

o | _coma|

i
B
B
B
B
B
§
B

Figure 2-4
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2.1.6— Job Detail Entry

The basic Job Header information is entered in the middle portion of the screen and the
job details are entered in the bottom of the screen.

v, MMIS Main Screen - [MMIS Manage Jobs]

nlt\ated
é 4 ;

J %
r r [ — r—
‘ — — —_—T

|t | e | s | et |
I A

-
-
-
-
-
-
-
-
B

CPessFifodep e heesz MRemnes [
Figure 2-5

The DETAIL screen contains the Labour, Material, Equipment, Services and Hired
Equipment tabs that are used to enter information.

Left mouse click on the appropriate tab and the window will open.
2.1.7 - Entering Labour Detail:
In the Labour window enter the hours for the employees who worked on the job. When

entering a new job, the names of all available employees in the Patrol will appear in the
table. Employees not showing in the table can be added to the patrol list.

Feb.03Rev.0.2 2-7
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+~. MMIS Main Scree

n - [MMIS Manage Jobs]

o R R e

Figure 2-6

To enter information:

1.

2.

Left mouse click on the Labour tab.

Select an employee who worked on the job.
e To add employees who do not appear in the table, click it the fist
empty cell in the Employee Name column, and right mouse click in
the cell or press F2.

Using the tab key, Tab to regular hours, and fill in the hours of work for the
operation.
e When using operation code 8001, fill in the Absent column.
(Options: Sick, Vacation, Holiday, Overtime, and Other)
e When entering overtime for an employee, fill in the Overtime column
(Options: Normal, Call back, Statutory, and Time travelled).

Repeat steps 2 to 3 for each employee who worked on the job.

When hours are entered, the costs are automatically calculated. The costs are based on the
labour rate that is set for each Patrol. To set the labour rate see 8.2.11 The Patrol Table.

Feb.03Rev.0.2 2-8
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2.1.28- The Equipment Tab

When entering a new job, all equipment in the Patrol list will appear in the table.
Equipment not showing in the table can be added to the patrol list. Enter the number of
hours for each piece of equipment used on the job.

+*, MMIS Main Screen - [MMIS Manage Jobs] =&l
=l =181 x|
i =2 ! 1l Hy [

00001 STATIOM WAGON

0gogz | VAN

oo 1/2 TON PICK-UP
E1 (ETOMN DUMP

) U )

To enter information into the Equipment tab:

1. Left mouse click on the Equipment tab with.
2. Enter the Equipment Class, Code, and the Hours in the appropriate
columns for each piece of equipment used.

When the Equipment Code is entered the system fills in the equipment Class. Verify
that the equipment class/codes are correct.

To view a list of available equipment:

e Right mouse click on the Class or Code column to view a list of available
equipment, or use the F2 key to access the list of available equipment.

Hint: By entering the 5-digit Class, you can click on the code column with the right
mouse button and you will get a list of all the equipment for that class only

Feb.03Rev.0.2 2-9
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After the hours for the equipment has been entered the cost will be calculated based on
the equipment cost in the Equipment Table. The Equipment Table is explained in: 8.2.2
The Equipment Class Table and 8.2.3 The Equipment Table.

2.1.9 - Entering Material Detail

Enter the material that was used on the job.

To enter information into the Material tab:

e Left mouse click on the Material tab.

.~ MMIS Main Screen - [MMIS Manage Jobs]
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Figure 2-8

To enter material:

1. Click on the first empty cell in the Code column to enter the material Code.
To see a list of materials click the right mouse button or press the F2 key.
Enter the Material Code, the material description will appear in the
Description column, and the unit of measure will automatically appear in
the Unit column.

2. Enter the material quantity in the Qty column. The material costs are based on
the material rate set in the Material Table. You can over ride the rate with the

actual material cost. This is explained in: 8.2.7 The Material Table.

3. Repeat steps 1 and 2 for each material used.
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2.1.10 - Entering Services Detail

A Service is work that has been contracted out to a service provider. This can include
work contracted out by MTO or an AMC contractor.

To open the Services tab:

e Click on the Services tab with your left mouse button.

T MMIS Main Screen - [MMIS Manage Jobs]
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Figure 2-9

To enter Services information:

1. Click on the first empty cell in the Reference column, and fill in the
Reference ficld with the appropriate information.

2. Inthe Service Type ficld, select the appropriate option from the drop-down
arrow.
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I Service Type

4 Cubic Metre
jDay
Hectare
THour

4 Eilormetre
JLitre

Lump Sum
{Metre
AMurnber

5q. Metre
Tonne

3. Enter the Rate for the Service Type in the Rate field.
4. Enter the quantity in the QTY field.

5. Repeat steps 1 to 3 for each Service for the job.

The cost is calculated using on the Quantity and the Rate.
2.1.11 - Entering Hired Equipment Detail
Hired equipment usage is recorded in the Hired Equipment window.
To open the Hired Equipment tab:
e Click on the Hired Equipment tab with your left mouse button.

When entering a new job the names of all vendors in the Patrol list will appear in the
table.
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+. MMIS Main Screen - [MMIS Manage Jobs]
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Figure 2-10
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Selecting the correct unit of measure (UoM). The system then populates the rate from the
vendor equipment table. If any information in this table is not correct please contact your
MMIS coordinator.
Enter the quantity corresponding to this UoM in the Amt field. The cost is calculated by

the system.
Relevant information may be entered in the remarks field.
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< MMIS Main Screen - [MMIS Manage Jobs]
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Adding Vendor Equipment:
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F 0 BOX 1035

Vendor equipment not appearing in the equipment list or vendor equipment requiring
more than one UoM may be added.

To add a vendor click on the first empty Vendor Code field and type in the vendor code

Or

To display a list of valid vendor codes, click the right mouse button, or use the F2 key. A
window will appear: enter the first letter(s) of the vendor’s name, right mouse click on
the “OK” button and a list of Vendors starting with the first letter(s) will appear.
Choose the Vendor, then either double-click the right mouse button or right mouse click
on the “OK” button.

Feb.03Rev.0.2
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Entering Vendor Equipment

1. Click on the first empty cell in the Equipment Code column, and enter the
Equipment Code. To display a list of valid Equipment Codes, click the
right mouse button, or the press the F2 key.

-~ MMIS Main Screen - [MMIS Manage Jobs]
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Figure 2-12

2. Enter the number of hours the equipment was used in the Hours field. The
cost is calculated based on the Hours and Rate.

After selecting the equipment, the system sets the Rate based on the Rate in the Vendor
Equipment Table. If any information in this table is not correct, please contact your
MMIS Coordinator.
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2.2.0 - Saving Your Work

e Click on the Save icon in the tool bar, or press F6

Save work often to reduce data loss.

When a new job is saved, its status is automatically set to Initiated.
To change the Status to Closed:
1. Select the Status box drop-down arrow.

2. Select Closed.
3. Save the job by clicking on the Save button, or press F6 on the keyboard.

NOTE: The status of a job should be set to Closed after you have checked the
information you have entered, and are satisfied it is complete and correct.

2.3.0 - Setting the Status

The Status field is used in the Data Promotion process to ensure the integrity of data in
MMIS. The five options are: Initiated, Closed, Reviewed, Accepted, and
Rejected. The user’s choices are based on their user group access in MMIS. For a
complete description of this process, please read: 5.0.0 - Data Promotion in MMIS.

After you have completed all data input, and have saved a job, the system will set its
status to Initiated. When you are satisfied that an Initiated job is complete and correct,
you will then change its status to Closed.

Caution: Closed jobs cannot be edited. Only Initiated data can be
edited. Only the Status, Date and Comment fields may be edited on
the Form tab after a Save.
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2.4.0 - Job ID Number

The system assigns a Job ID number once the job is saved. This is a unique number and
can be used as a reference number to locate the job in the future; it is located in the
header information.

Hint: If you write this number on your hard copy of the MDWR form, you will
be able to search for it in MMIS.
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2.5.0 Introduction: MDWR Entry Screen

When jobs are entered in MMIS, information is recorded on the work performed
(operations) on provincial highways. This information includes: the operation, the labour,
the material and equipment used, and the accomplishment.

To enter data into the MMIS the system may require some or all of the following job
details:

The Operation number (mandatory)

Location

Accomplishment (mandatory)

Equipment

Materials

Employees

Services

Hired Equipment

This information is found on the Maintenance Daily Work Report (MDWR).

2.5.1 - Entering data into the MDWR screen

To open the MDWR input screen

1. Select Manage from the menu bar.
2. Then select MDWR

+ MMIS Main Screen
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Click on the “Detail” tab

wlelel [ [ofelw] ] )] ]
e

The Patrol Type, Patrol and Date fields must be completed. Once these fields are
populated, click on the “New Job” button located beside the MDWR ID. The “Job
Header Entry” screen will open and will enter the Prefix, Operation, Hwy., Accomp.,
PCA Type, PCA, and Struct. Site, Recov. Ref. and any applicable comments. Once
completed click on the “OK” button.
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v, MMI5S Main Screen - [MMIS Manage MDWR]

o) ool = fow) (i 5

sscn

Once the Job Header information has been entered the 8 job entry areas are available.
Similar to that of a hard copy MDWR.
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-, MMIS Main Screen - [MMIS Manage MDWR]
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The Labour Tab

Under the Labour tab, enter the time for the employees who worked on the job. To see
a list of the available employees, click on the Employee Name box using the right mouse
button, or press the F2 key on your keyboard.

Select Employee

I
T—lilil—'_

01 MOMNAHAN, JOHM { OWEN SOUND |
|_ 01 MOMAHAM, JOHM : OWEN SOUND : CREW EIEI
|_ 01 MOMAHAM, JOHM i OWEN SOUND  CREW B3
|_ 01 MOMAHAM, JOHM i OWEN SOUND  CREW 37
|_ 01 MOMAHAM, JOHM i OWEN SOUND | CREW 35
|_ 01 MOMAHAM, JOHM i OWEN SOUND : CREW 31
|— 01 MOMNAHAN, JOHM  {OWEM SOUND | CRE'W 93
OWwEM SOUND (i CREW 30
O'WEM SOUND i CREW 33
O'WEM SOUND i CREW 33
C'WEM SOUND  : CREW 91
O'WEM SOUND : CREW 95
O'WEM SOUND : CREW B3
OWEM SOUND i CREW 97
|— 03 HODGKIMSON, KER; OWwWEM SOUND | CRE'W 98
|— 03 HODGKIMSOM, KER: OWEMN SOUND  CRE'W 33
|_ 03 HODGEIMSOM, KER: OWEN SOUND  CREW 90
|_ 03 HODGEIMSOM, KER: OWEN SOUND  CREW B3
,_ Il 1 h 1A L ] B 1 RIS ] Q0

Using the tab key, Tab to regular hours, and fill in the hours of work for the operation
under the appropriate column.

If using operation code 8001, fill in the ABSENT column. (Options: Sick, Vacation,
Holiday, Overtime, and other)

If using overtime for an employee, fill in the Overtime column (Options: Normal, Call
back, Statutory, and Time travelled).

Repeat steps 2 to 3 for each employee who worked on the job.
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The Equipment Tab

Enter the equipment and the number of hours that each piece of equipment used on the
job. To enter information into the Equipment Tab:

+, MMIS Main Screen - [MMIS Manage MDWH]

To open the Equipment Tab click left mouse button.
Enter the Equipment Class, Code and the hours in the appropriate columns for each piece
of equipment used.

When entering the Equipment Code the Class will automatically set for the first class;
therefore you should verify that the class/code is correct.

The Equipment Class defines the category that the equipment is placed in. The
Equipment Code is a unique identifying number for each piece of equipment.

To get a listing of available equipment:

Right mouse click on the Class or Code column to view a list of available equipment, or
use the F2 key to access the list of available equipment.
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. MMIS Main Screen - [MMIS Manage MDWR]

o] ] il ) o e

I

— = ~= Please Enter Equipme:
lilili

By
=i
|
=]

i

ot Clasdill] ]|

Select Equipment

Tz

TOM TRUCE.

00003

1/2 TOM FICE-UP

1/2 TOM TRUCE

1/2 TOM FICEUP

ELECTRICALS PICKUP

1/2 TOM PICE-UP

1/2 TAOM PICE-UF

1/2 TOM PICE-UP

1/2 TAOM PICE-UF

1/2 TOM PICE-UP

1/2 TAOM PICK-UF

1/2 TOM PICE-UP

1/2 TOM PICE-UP

1/2 TOM PICE-UP

1/2 TOM PICE-UP

1/2 TOM PICE-UP

FICEUFP TRUCE,

Once the hours for each job have been entered, the cost will be calculated based on the

equipment cost in the Equipment Table.

The equipment Table is explained in: 8.2.2 the Equipment Class Table and 8.2.3

Feb.03Rev.0.2
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The Material Tab

To enter information into the Material Tab:

Left mouse click on the Material tab

+, MMIS Main Screen - [MMIS Manage MDWRH]

o0

izt

Privatized is for the tracking of materials used by Contractors with no cost associated.
Internal entries will show a cost value. This is explained in: 8.2.7 The Material Table.
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To enter material:

1. Click on the first empty cell in the Code column to enter the material Code. To
view a list of materials, press the F2 key or right mouse click in the cell . Enter
the Material Code, the material description will automatically appear in the
Description column, and the unit of measure will automatically appear in the Unit
column.

Select a Material

HALT: LIQUID
ASPHALT: COLD M=
ASPHALT: COLD, PRE-MIX
ASPHALT: HOT M=
FPROPAME: GAS
BOLTS: STEEL GALVAMIZED BRASS
GLASS BEADS
ROADWSY MARKERS: CAT EYES
EPC-Y RESIM
JOIMT FILLER
JOINT SEALER: HEOPREME POLYSU
ERMULSION: ASPHALT 55-1
ERMULSION: CURASOL AHAME
TAR
ExPANDED POLYSTWREME
MISC. SURFACE & SHOULDER
G.R.EAT. BARRIER COMPOMENTS
CATT BARRIER COMPOMNENTS

2. Enter the material quantity in the Qty Column. The material costs are based on
the material rate set in the Material Table. The cost will be calculated for the
material. This is explained in: 8.2.7 The Material Table

Repeat steps 1 and 2 for each material used, entering them in the appropriate job
columns.

The above process will be followed for each job entry by clicking on the “New Job”
button, keeping all header information standard as in the Header information attached to
an MDWR. You will only have to enter data in the Operations portion of the
information for up to 8 different operations.
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Enter up to a maximum of 8 jobs per MDWR. The following error message will appear
should you try to continue.

+~. MMIS Main Screen - [MMIS Manage MDWR]

T o o

SOUTHWE: SOUTHWE: SOUTHWE SOUTHWE: SOUTHWE
OWEN S0L OWEN 506 OWEN 501 OWEN S0 OWEN S0
P00 Clan MO0 Cla MO /07 Cla MO0 Cla MO /01 Cla
/6143 6/6143 E/6143 E/6143 6/6143
0041250 :00/3014  :00/3035 :04/3039 £ 0043031

Kilometre Nurber — Number

m $0.00: Inkerna:

Each of the 8 jobs will line up with all the Labour, Equipment, Material and Service
sections.

Setting the Status

The Status field is used in the Data Promotion process to ensure the integrity of data in
MMIS. The five options are: Initiated, Closed, Reviewed, Accepted, and
Rejected. The user’s choices are based on their user group access in MMIS. For a
complete description of this process, please read: 5.0.0 - Data Promotion in MMIS.

After you have completed all data input, and have saved a job, the system will set its
status to Initiated. When you are satisfied that an Initiated job is complete and correct,
you will then change its status to Closed.

Caution: Closed jobs cannot be edited. Only Initiated data can be
edited. Only the Status, Date and Comment fields may be edited on
the Form tab after a Save.
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To change the Status to Closed:

1. Select the Status box drop-down arrow.
2. Select Closed.
3. Save the job by clicking on the Save button, or press F6 on the keyboard.

NOTE: The status of a job should be set to Closed after you have checked the
information you have entered, and are satisfied it is complete and correct.

Saving Your Work
Save often to reduce data loss
To save your work:

Click the Save icon button in the tool bar, or press Fo6.

When an MDWR is saved there will be a number assigned to each operation entered, and
a number assigned to the MDWR as an ID for the group of jobs entered.
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2.6.0 Introduction: HEWS Entry Screen

When jobs are entered in MMIS, information is recorded on the work performed
(operations) on provincial highways. In HEWS all vendor equipment,. material usage,
and accomplishments are recorded on a bi-weekly basis.

2.6.1 - Entering data into the HEWS Screen.

To open the HEWS input screen

1. Select Manage from the menu bar.
2. Then select HEWS

sssss

T Twmsos  [wmiss TRAIMNG-5i [ fm

Figure 7-1

Click on the “Detail” tab.
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3% MMIS Main Screen - [MMIS Manage HEWS]

(&)
File Edit Manage Record ReportsiQueries Admin  Windows Help _Iﬁ'lil
ra) = A= b,
hcd ey =2 = e =TI o
Search Detail |H\story|
Home Region: ISDUTHW’EST j Dristrict: IDW’EN SOUND j Patrol Type: vlF‘atmI: I j
Inwoice #: I Status: Ilnit\ated VI Perind: v"_ Date From: | To:|
Yendor Code: I Sequence Mao: I Equipment Make: | FO I
Yendor Name: | Modsl: | Tender No: I
E quipment Code: I Licence Mo: I
E quipment Type: | Serial Mo | Location: I
e e [ ¥ Show Waterial A0 Mederial | | A3 Work Onid |
| per. | RSC | Work | Hww| PCA Code | Struct. |Acceme #Priwv. Code Rate
| Recov. | Comment Units
KIS ]
Fress F1 For Help | I Mmizos T | TRAINING-8i | [ jm [
Figure 7-2

The Patrol Type, Patrol and Date fields must be completed. Once these fields are

populated the Job Header Entry screen will appear. Enter data into the appropriate
fields and press “OK”.
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MIS Main Screen - [MMIS Manage HEYYS]

=181 ]
EEl Fle Edt Manage Record ReportsiQueries Admin Windows Help 18] x|
»lojela@lBa|s|®] <o ]«|»]=] ]
Search Detail |H|stury'|
Home Region |SUUTHWEST ﬂ District |UWEN SOUND ﬂ Patrol Type: IMng Uutsoﬂ Patral |U1 Clavering ﬂ
Iweoice B Status: |Initiated - Period; 2002 =|[22 DateFrom: [2003/01/20 Te:[2003/02/02
Wendar Code: S74EETY Sequence Mo [pop  Equipment Make: PO: |3uu1.u.uuz75
Vendor Hame:  [ALLAN HEWHMAN TRUCKING Model Vel |
Equipment Code: |PLOW Licence Mo:
EqulpmentTyDe:lKM Serial Mo Location; |SHELEUHNE
New Work Detoil | | gunmrized  [[ Eaaniod ¥ #how Wateriel 438 Hagerial || e Work Unik
| Oper. | RFC | Work | Hws| PCA Code | Struct. |Accomp /|Briv. Codd Rate Mon Tue Wed Thu Fri sat
| Recov. | Comment Unit: 20 21 22 23 24 25
Job Header Entry x|
— Invoice D
| Home Region |SDUTHWEST | Distret: |nng SOOHD =] Palrol Type: IMr\g Outsowce =] Patiok |m Clavering =l
| Work Region |SUUTHWEST j District: IUWEN SOUND j Patrol Type: |Mng_uu|sw.gej Patrok |U1 Clavering j
: Period 2002 22 Responzsibility Centre: 5149 Prafis: I -
4
'—  Dperation: Highway: Accomplishment: | PC& Typel j PCa Cude.| J
StructiSite: | Rzcov Ref: | Camments: |
Ok Cancel
Complete the current operation.
MMIS Yendor Equipment Code: L= [iz3 [TRANNG-BI [ mmr—
Figure 7-3
IMIS Main Screen - [MMIS Manage HEWS] —|=] x|
EE File Edit Manage Record Reports/Queries Admin  ‘Windows Help —|=]x]
~ iz s
Ll =T =T e TEETRET 4 W
Search Detail |History|
Home Region: |SDUTHWEST j District IDWEN SOUND j Patrol Type: IMng_ Dutsoj Patrol |E|1 Clavering j
Irevoice #: Status: |Initiated - Perind 2003 'I 24 DateFrom: |2003/02/17 Te: |2003/03/02
“endar Code: |suuazzg Sequence Mo [onp  Equipment Make:  [Ford PO:
Wendor Mame: |DEIN BOYD TRUCKING Model: L2000 Tender Nox
Equipment Code: |u1 Licence No: 948 1JD
Equipment Type: IEDth Sernial No: 1FDZYAZE 9PV A29478 Location:
Mew Vork Detail | sonarized || Expanded [ Show Material 434 Material | [ 4dd Vork nit |
| Gper- | RIC | Wark | Hwy| PCA Code | Struct. [Accome /|Priv. Code Sat
| Recov. | Comment 22
s | 6143 | 01 |6 | | [>=1i 11,00
=1 |
Choose Material
Material Code: 702
Material D escription: |SALT COARSE & FINE [BULK)
4
K1/ UM Desc fome
oK Cancel
Press F1 For Help I [rmiisoz [rms3 [TRANNG-3i | T hm [

Figure 7-4

After the the accomplishments have been entered in the appropriate date fields, click on

Add Material enter the quantities. Click on Save.
Feb.03Rev.0.2
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To change the Status to Closed:

3. Select the Status box drop-down arrow.
4. Select Closed.

4. Save the job by clicking on the Save button, or press F6 on the keyboard.

NOTE: The status of a job should be set to Closed after you have checked the
information you have entered, and are satisfied it is complete and correct.

Saving Your Work
Save often to reduce data loss

To save your work:

Click the Save icon button in the tool bar, or press Fo6.

Feb.03Rev.0.2
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3.0.0 - Searching for Information in MMIS

3.1.0 Introduction

The Search tab allows the user to locate existing information contained in MMIS.
Search tabs are located on the Jobs screen, the Queries screen, and each Admin table.

The search criteria acts as a filter to locate information. If minimal filter information is
entered a broad range of records will meet the criteria. As you enter more fields to
narrow the search, a smaller number of records will meet the criteria. To search for

information:

e Click on the Search tab, fill in the desired fields, click on the Search
button.

Although the fields that are available on each Search tab may differ, the process of
performing a search is the same.

This chapter will use the Search tab on the Jobs screen to illustrate the process.
3.1.1 - The Search Tab
In the MMIS Manage screen:

e Click on the Search tab with the left mouse button.

+<. MMIS Main Screen - [MMIS Manage Jobs]

SOLTHWEST SOUTHWEST ol 2002/04/01 2002/09/23

OWEN SOUND OWEN SOUND

]
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B
|
B
B
B
B
B
=

=
1

[ (7 = 1 el e
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Define the search criteria based on the fields available as outlined in Figure 3-2.

The jobs that meet the search criteria will be returned in the Search table located at the
bottom of the screen.

To perform a search of all jobs within a district, select the Region and District fields.
As more fields are filled in, the number of jobs returned in the table is reduced.
3.1.2 - Starting the Search
To execute the search:
1. Fill in the fields for the search criteria.

2. Click on the Search button located on the upper right of the screen with a
single click of the left mouse button.

-2 MMIS Main Screen - [MMIS Manage Jobs]

Fejected, then Closed

[ st [reed

SOUTHWEST SOUTHWEST
TWEN STUND [GWwEN S00ND E|E] E|El

Mng. Dutsourcs Mg, Dutsource

01 Clavering 01 Clavering
[ | [ ] —
TR N T

Initiated
Iritiated 2002/08/25
Iritiated 2002/05/01 93-24-50
Iritiated 2002/03/03
Iritizted 2002/09/09
Initiated 2002/09/18
Initiated 2002/09/18
Initiated 2002/09/18
Initiated 2002/03/18 ; Badge H12345678¢ £149

ifiatad Snnenans E149
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Click on the advanced search button on the right hand side of the screen toto search by
Employee, Equipment Code, Equipment Class, Material Code, Serv. Ref., Vendor, Seq.
No., Vend. Equipment, Created by AMC and previous years history from DDIS.

Rejected, then Closed

[
SOUTHWEST SOUTHWEST
TWEN SOUND OWEN SOUND | [El El

hing. Outsource

[_Stalus | Feect | Dale | Commenis | Pabiol | ok ok | AC_| Prefix Operation] Highway |
| | | | | | | | | | | |
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To view the details of a specific job returned in the search table:

e Click on the line containing the job with the left mouse button, and then click
on the OK button.

Or

e Double-click with the left mouse button on the line containing the job..

v, MMIS Main Screen - [MMIS Manage Jobs]

Fiejected, then Clozed

3 e

tng. Outsource

e el |

I s

5 143 1001 5 0 TDnr.
/25 E143
risted L) Lt 55240
uirepcrcy L]
2002403/03 E143
Initiated 2002/0318 E143
Initiated 200240318 E143
Initiated 200240318 E143

Initisted 2002/03/18 ; Badge #12345678% 6149
Ivitiztad SN NG 8 £ Ag

Figure 3-4 shows all details of the job you have chosen.
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4.0.0 — The History Tab

4.0.1 - Introduction

The History tab provides detailed information on changes made to records. This
information includes who made the change, when the change was made, and the
comments associated with the change. History Tabs are located on the Jobs Screen, The
Bare Pavement Screen, and on each of the Admin Table screens.

4.1.0 — Activating the History Tab

The History tab will not be available (appears in grey) until the details for a specific
record have been selected. The History Tab will become active when a record is selected.

To activate the History tab:

1. Set your Search criteria and run your Search.

2. In the Search Table, double-click with the left mouse button on the record you
wish to view (For Manage Jobs this is the Form and Jobs tabs).

3. The History tab is now available.

. MMIS Main Sci - [MMIS Manage Jobs]

e _
I - A -

CPesFiFatoe o T= Tws Twsm lwes o Meewes [ [
Figure 4-1
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4.1.1 - Selecting the History Tab

To view the History tab screen:

e Select a record and Click on the History tab with the left mouse button.

:- MMIS Main Screen - [MMIS Manage Jobs] - |ﬂ |5|
F\Ia Edit Manage Record ReportsfQueries Admin  ‘Windows Help -|ﬂ|5|
Tu = (=] b - 1
K? D|B||m§'r|é @|<@|% rﬁ|
Labaur: [$0.01 Equipment: [$0.00 taterial: |$I] oo Service: |$|] oo HEQ: |$|] oo Total |$|] o
Search | Defail Hlitﬂf?’l
7ob ID : zoozl7lE =
Job INSERT ('MMIS03' 10-01-2003 03:59 &M
E-Tob UFDATE ('MMISO3' 10-01-Z003 10:00 AM)
Field Marne: 0ld Yalue New Yalug
Press Fi For Help IE3 I'ss \TEDE] =3 [TRAMNG-5i | [ pm [
Figure 4-2

The History Box, the Update Reason Box and the Detail Table which appears at the
bottom of the screen.

The History Box displays the changes made to a record in a tree format. Each branch
shows if a record was Inserted or Updated, the user ID, the date and time.

If additional information is available for this record, a + sign will appear next to the
branch. Click on the + sign with the left mouse button, the branch will expand to show
additional details. Click on the branch and , the Field Name, the Old Value and the
New Value appear in the Detail Table.

The Update Reason box shows comments that were inserted by the user.
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Note: The History tab is read only. No History information is retained for a deleted
record.

4.1.2 - Viewing the History Details

To view the Update Reason:

e C(Click on the desired branch with the left mouse button.

:;i MMIS Main Screen - [MMIS Manage Jobs]

=]
F\Ia Edit Manage Record ReportsfQueries Admin  ‘Windows Help _|5|5|
LA I | = | | M| S Tl 4| B | Q@l B Record Updated, Job ID: 2003-2101
Labaur: [$384.16 Equipraent: |$g_gn taterial: |$g o0 Service: |$n_gg HEQ: |$g 0o Total |$334_15
Search| Detai Histor\f'
70p ID - zooszlol = |-Update Reason
THCETT Changed employee's time B. Smith
TFDATE
UIDATE
Field Name Old ¥ alue New Value
Press F1 For Help E I [ mmtizo3 [ =3 [TRANING-& | [ pm [
Figure 4-3
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To view the changes to the record:

1. Double-click on the desired branch with the left mouse button, or single-click
with the left mouse button on the + sign to expand the branch.

2. Click with the left mouse button on the expanded branch to enable the Detail
table.

3. The Field Name, Old Value, and New Value will appear in the Detail
table at the bottom of the screen.

:- MMIS Main Screen - [MMIS Manage Jobs] - |ﬂ|5|
Fle Edit Manage Record ReportsfGueries Admin  windows Help 5] x|
LY 4 | | = | | | S Tl 4| B | é@l B Record Updated, Job ID: 2003-2101

Labour: [$384.15 Equipment: [$0.00 Material: [¢0,00 Service: 40,00 HER: [g0.00 Tatal [g384.16

Search|Detail Hitory |

7ob ID - zoo3z1ol =]
Edob UPDATE | 'MMIS03' 10-0Z-Z003 08:1Z AM)
[EHoperation
B 1abcur UPDATE
.70k UPDATE [ “MMIS03' 10-02-2003 08:1z it

Field Mame 0ld Value New Yalue
emp_last_name SMITH SMITH

Press Fi For Help B I [ IS0z [ rmiz3 | TRAINING-8i | [ m [

Figure 4-4
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5.0.0 - Data Promotion in MMIS

The Data Promotion process ensures information is reviewed and corrected before it
becomes part of the MTO database. This ensures data integrity and allows MTO and
contractors to use the data with confidence for decision-making.

5.1.0 - The Data Promotion Steps

There are four steps in the Data Promotion process, Initiated Jobs, Closed Jobs,
Reviewed Jobs, and Accepted Jobs. Data for the Bare Pavement module follow the
same approval process.

5.1.1 - Initiated Jobs
When a job is created and saved in MMIS, the system will automatically set its status to

Initiated. This indicates the information is being worked on. The user can save Initiated
data and retrieve it later to complete the job entry.

NOTE: Only data with an Initiated status can be changed.

When the data entry has been completed and the user is satisfied it is correct, the status
must be changed to Closed, and the job saved. If you decide that you would like to start
over on the data input, and it has not yet been saved, the user can click the Cancel button
and start over.

5.1.2 - Closed Jobs

The status of a job is changed to Closed when the data input is complete, and the person
doing the input is satisfied that the information is correct.

If the status is Closed jobs can be deleted by the user to make changes or the user can
contact their MMIS Coordinator who will Reject the job, and the status will be set back
to Initiated.

Initiated or Closed jobs can only be reported on within the AMC contract or within

the MTO district. When the status of a Job has been set to Closed, the information is
ready to be Reviewed, and then Accepted.
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5.1.3 - Reviewed Jobs

The status of a job is set to Reviewed, after it has been reviewed by the appropriate
person. See: 5.3.0 - Typical Roles for the Promotion of Data.

If the person who reviews jobs notices errors in the information, the status of the record
can be set to Rejected, so the appropriate changes can be made.

When a job is Rejected, enter a reason in the dialog box, to define why the job was
Rejected.

When a job is Reviewed, it has been reviewed by a supervisor and is unlikely to have
errors. MTO Maintenance Co-ordinator can do a field spot check of the operations to
compare the results to the information entered into MMIS.

5.1.4 - Accepted Jobs

The status of a job is set to Accepted, after the appropriate person has reviewed it. See:
5.3.0 - Typical Roles for the Promotion of Data.

When a job has been Accepted, the information is reported provincially and becomes
“official ministry data”.

The status of a record can be set to Rejected if information is incorrect.

When a job is Rejected, a reason must be recorded in the dialog box on why the job was
, Rejected.

5.1.5 - The Outstanding Jobs Window
When you log into MMIS, a reminder window will appear, showing the number of

Initiated and/or Rejected jobs that are more than 1 week old.
To continue from this point:

e Click on the OK button with the left mouse button.

Outstanding Jobs B

There are 88 overdue jobsg in Initiated status.
There are 4 overdue jobz in B ejected status.

Figure 5-1
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5.2.0 — Starting The Manage Status Screen

To enter the screen:

1. Select Manage from the menu bar.

2. Select Status.

3. Select Job to update Job Status, or select Bare Pavement to update Bare
Pavement Record Status.

<, MMI5 Main Screen

[Mansgestaees T heesss s Twess TwRewGsT |
Figure 5-2

5.2.1 -The Manage Status Screen

The appropriate Status screen will appear depending on the selection. Examples for
promoting Jobs follows. The process is the same for promoting Bare Pavement Records.
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Figure 5-3 shows the Manage Status screen for Jobs.

+ MMIS Main Screen - [MMIS Manage Job Statuses]

Fiejected, then Closed

[
SOUTHWEST SOUTHWEST [ 200200401 | T 200208723

OWEN SOUND OWEN SOUND . JJ

[ems [

Figure 5-3

There are two sections to the Manage Job Screen. When you have chosen your criteria
for jobs you wish to review, with the left mouse button, click on the “Load Jobs” button
on the top right of the screen. This will load all jobs in the status you requested. The
screen will show the MDWR ID on the left and will default to load “All Groups” status.
The “All Groups” status will show all jobs entered whether entered through MDWR
Entry or through the “Job Entry” screen. The “All Groups” will be the defaulted mode.
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Initiated and Overdus Fiejected and Overdue Mot Editable Rejected, then Closed

|
|

Initiated 2002/08/20
<H Groug: y Iriisted B2 1721
e initicted 2003708022
Iritisted 2002708723
Tastsons y [ 213
Test313334 ' Initiated 200218720
Iritisted 002708721
[ i3 18722
nitated 2002708723
Iritisted 002108713
Initiated Sn02/18720
Iritsted 2002708721 At

Figure 5-4
Click with the left mouse on “No Group” to see only jobs that have been entered through
the “Job Entry” mode.

MMIS Main Screen - [MMIS Manage Job Statuses]

Initiated and Owerdue Rejected and Overdue Mot E ditable Rejected, then Closed

[

() E|E)

I
I
g!!V

| e e ]

> Initizted 2002/08/25 Chatswor Chatsiof B145
TEST 222 | . Initiated 2002708725 Chatswo Chatsiwog £148
| Initiated 2002/08/25 ZOME Pi PATRO: CLAVER! B2E1
Testesss - Initited 2002/08/25 ZOME Pé PATRO: CLAVER: 6261
Test3333334 Initiated 2002/08/25 Z0OME P2 PATRO! CLAVER: B261
Initiated 2002708725 Clavering M0 Clavering £14¢
Initiated 2002/08/25 Clavering MO Clarvering 6145
Initiated 2002/08/13 Athur MO Arthur (B138
Initizted 2002/08/20 Aathur MO Arthur  E130
Initiated 2002708721 Aathur MO Arthur 16138
Initiated 2002/08/22 Authur i M0 Arthur g

T e s s st T M|
Figure 5-5
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To view the individual MDWR group, double clicking on the MDWR ID located on the
left hand side of the screen and all jobs entered in that group will appear.

1+, MMIS Main Screen - [MMIS Manage Job Statuses]

u | Iritisted and Overdue Rejected and Overdus Mat Editable Fiejected. then Closed
T T I -

foTesT R
L |

i i g
Initiated 2002/08/15 Mitchell Chatswoe 6149

Initiated 2002/08/15 Mitchell Goderick B139
Initiated 2002/08/15 Mitchell Arthur 6139
Initiated 2002/08:15 Hitchel Kincardir; 6149
Initiated 2002/08/15 Mitchell Kincardir 6149
Initiated 2002/08/15 Mitchell Chatswoe 6143

CPesFifobep . T e Twess lweees [ [
Figure 5-6

To view any job within an MDWR you can double click with the left mouse button and
you will be taken to the “Job Entry” screen.

1 MMIS Main Screen - [MMIS Manage Jobs]

T R e e
Figure 5-7
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5.2.2 - Changing the Status from Initiated to Closed
To view the jobs that can be Closed:

1. Select the status of Initiated in the Status box.
2. Click on the Load Jobs button.

This displays the Initiated Jobs in the table at the bottom of the screen. The default will
show “All Groups” in the job window, which will include all MDWR entries as well.

. MMIS Main Screen - [MMIS Manage Job Statuzes] =& x|
=18l

I o
| ritisted |3 | [

s s

ailated and Overdue Rejected and Overdus Mot E ditable Fiejected, then Cloged

[ e e e e e e P o5

nitiate:
Iritiated 2002408419
Initiated 2002408420
Iritiated 2002408421
Initiated 2002408422
Initiated 2002/08/23
Iritiated 200240819
Initiated 2002408420
Initiated 2002/08/21
Initiated 2002408422
Initiated 2002/08/23

Figure 5-8
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There are three ways to change the Status from Initiated to Closed:

Method 1 — The Detail Tab

1. Double-click with the left mouse button on a job in the table on the Manage
Status Screen. This opens the Detail Tab where you can see and review the
details of the job.

2. Click on the drop-down arrow in the Status box with your left mouse button.

3. Select Closed.

4. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

+, MMIS Main Screen - [MMIS Manage Jobs]

T 77T U775 B G20 il el il
Figure 5-9
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Method 2 — The Status Column

1. Click on the Status column of the table on a particular job, and a drop-down
menu will appear.

2. Select Close.

3. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

. MMIS Main Screen - [MMIS Manage Job Statuzes] =& x|
E =18l

m u Initiated and Olverdue Rejected and Overdus Mot E ditable Fiejected, then Cloged

| ritisted |3 | [

soutkwest SouttewesT
CweRsoe ECCIEC—-
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EETTR—- LR

Iniitiated 2002/0815
2002/08415
200240819
2002/08/20
2002408421
Initiated 2002408422
Initiated 2002/08/23
Iritiated 200240819
Initiated 2002/08/20
Initiated 2002/08/21
Initiated 2002408422
Initiated 2002/08/23

[PessFifabep . [l Twess o Twess TwemGsT [
Figure 5-10
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Method 3 — Updating Multiple Records

The user can change the status of consecutive jobs in the table as follows:

1. Click on the first job you wish to change in the Job ID column, hold down
the left mouse button, and drag the mouse to the last job you wish to change.
At this point, all these records will be highlighted in black.

2. Click on the Close box on the top row below the button bar.

3. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

+, MMIS Main Screen - [MMIS Manage Job Statuses]

e | M [xo] [T] | [ ] ]

[ [ Initiated and Overdus Rejected and Overdus Mat Editablz Rejected, then Closed

B TR — |

= E[E

ig pes
<No Groups
TEST 222

Testesss
Test3333334

20020821
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[PesFifabel . [Ew Dz Mwesz lweeekee [T
Figure 5-11

Feb.03Rev2.0 5-10



MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

5.2.3 - Changing the Status from Closed to Reviewed or Rejected
To view the jobs that can be Reviewed:

1. Select the status of Closed in the Status box.
2. Click on the Load Jobs button.

This displays the Closed Jobs in the table at the bottom of the screen. The default will
show “All Groups” in the job window, which will include all MDWR entries as well.

<. MMIS Main Screen - [MMIS Manage Job Statuses] N [ S|
=12 x|

RESMeled and Overdue  Fejected and Overdus Nat Editable Fiejected, then Closed
[Closed 5] [ [
SOUTHWEST 5] SOUTHWEST I 2002/04/01 2002/09/26
|k e )

[0l SOUND = OwEN SOUND =
Fotoms |5 [Frg Do |5}
04 Athur =] 04 Aathur =

Clozed 2002/08/15

Test Insert - Closed 2002/08/15
Test - Closed 2002/02/20
Closed 2002/02/19
Closed 2002/02/20
Closed 2002/08/21
Closed 2002/08/22
Closed 2002/08/23
Closed 2002/06/.10
Closed 2002/064171
Closed 2002/06./12
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Figure 5-12
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There are three ways to change the Status from Closed to Reviewed: Method 1 — The
Detail Tab

1. Double-click with the left mouse button on a job in the table on the Manage
Status Screen. This opens the Detail Tab where you can see and review the
details of the job.

2. Click on the drop-down arrow in the Status box with your left mouse button.

3. Select Reviewed or Rejected.

4. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

I0FEC ’—
JE RSO
e R
e e N Il
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B
B
u
B
B
u
B
B
B
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Update reason

| Needs Equipment for
operation

Figure 5-13
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Method 2 — The Status Column

1. Click on the Status column of the table on a particular job, and a drop-down
menu will appear.

2. Select Reviewed or Rejected.

3. Save the change by pressing F6, or by pressing the Save icon on the button

bar.
. MMIS Main Screen - [MMIS Manage Job Statuzes] =& x|
E =18l
Initiated and Owerdue Fejected and Overdue Mot Editable Fiejected, then Cloged
Closed
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04 Arthur (04 At
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101 2003837 Closed 2002/08/20 E123 04 1009 E
/ 2003833 : Closed 2002/08/21 E123  in4 1009 E
2003839 Closed an0z/08/2z2 E123 04 1009 E
2003840 Closed 2002/08/23 E133 04 1009 3]
20031093 : Closed 2002/06/10 : test E123 00 7031 29
20031094 : Closed 2002/06/11 i test E133 00 7031 23
003-1095 _: Closed 2002/06/12 : test E133 00 7031 23
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Figure 5-14
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Method 3 — Updating Multiple Records

The user can change the status of consecutive jobs in the table as follows:

1. Click on the first job you wish to change in the Job ID column, hold down
the left mouse button, and drag the mouse to the last job you wish to change.
At this point all these records will be highlighted in black.

2. Click on the Reviewed or Rejected box below the button bar.

3. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

+, MMIS Main Screen - [MMIS Manage Job Statuses]
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Figure 5-15
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5.2.4 - Changing the Status from Reviewed to Accepted or Rejected
To view the jobs that can be Accepted:

1. Select the status of Reviewed in the Status box.
2. Click on the Load Jobs button.

This displays the Reviewed Jobs in the table at the bottom of the screen.

+~, MMIS Main Screen - [MMIS Manage Job Statuses]
E

u Initiated and Overdue Rejected and Overdus Mot Editable Fiejected, then Cloged

— — -ﬁ
outkwesT '

<MNo Groupy - Reviewed 200240813 Goderic
Test Insert - Fieviewed 200240843 (G oderic!
Revizwed 200240843 Kincardi
Revigwed 2002/08415 Mitchel
Fieviewed 200240845 (G oderict
Testumnn - Revizwed 2002408412 Kincardi
Reviewed 2002/0812 Fincardi
Revizwed 200240815 Chatswi
Revizwed 2002/0815 Chatswi
Fieviewed 2002/03/09 Chatzwoi
Fievizwed 2002/04/15 Mitchel

CPessFifotes . R Twesse Twess TRameGE [
Figure 5-16

There are three ways in which the user can change the Status:
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Method 1 — The Detail Tab

1. Double-click with the left mouse button on a job in the table on the Manage
Status Screen. This opens the Detail Tab where you can see and review the
details of the job.

2. Click on the drop-down arrow in the Status box with your left mouse button.

3. Select Accepted or Rejected.

4. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

S
I A

55 5 o

[ Fedoment [T Meteial [T Senioes [T

Update reason

Figure 5-17
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Method 2 — The Status Column

1. Click on the Status column of the table on a particular job, and a drop-down
menu will appear.

2. Select Accepted or Rejected.

3. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

+~, MMIS Main Screen - [MMIS Manage Job Statuses]
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Figure 5-18
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Method 3 — Updating Multiple Records

The user can change the status of consecutive jobs in the table as follows:

1. Click on the first job you wish to change in the Job ID column; hold down
the left mouse button, and drag the mouse to the last job you wish to change.
At this point, all these records will be highlighted in black.

2. Click on the Reviewed or Rejected box under the button bar.

3. Save the change by pressing F6, or by pressing the Save icon on the button
bar.

+~, MMIS Main Screen - [MMIS Manage Job Statuses]
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Figure 5-19
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5.2.5 - Rejected Jobs

In MMIS, a rejected job must be changed by the person who initiated the job, or by the
MTO District MMIS Coordinator. To update the record:

1. The user will make the necessary changes to the job.
. When the changes have been made, the user will save the job.
3. The record will then have a status of Initiated and will follow the Data
Promotion process (Closed, Reviewed, and Accepted).

When you set the status of a job to Rejected, provide a reason in the Update Reason
dialog box that appears on your screen, so that is clear to the person who will make the
changes why the job was Rejected.

. MMIS Main Screen - [MMIS Manage Job Statuzes]

vl | fa]_fxl=l (=) | ] ]|

— T T — - ’7
SOUTHWEST ] O 2002/04/01 2002403/26

Revizwed 2002/08/13 E Goderic
Fiejected  Reject for Testing 200240813 El Kincardi
Revizwed 2002/08/15 2 Goderic
Reviewed 200240815 | Chatzwol
Revizwed 2002/0815 2 Chatswo
Revizwed 2002/03/03 2 Chatswo

Figure 5-20

NOTE: If you Reject jobs, provide a reason in the Remarks box that will appear on
your screen next to the status column before saving. See 5.2.5 — Rejected Jobs.
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5.3.0 - Typical Roles for the Promotion of Data

The following tables represent typical roles for Data Promotion. Each individual district

may choose to assign these roles based on their own resources.

In an AMC Area:

Area Maintenance Contractor

Initiate, Close,
Review, or Reject Jobs

MTO Maintenance Coordinator

Accept or Reject Jobs

In an MO Area:

MTO MO Patrol Staff

Initiate and Close Jobs

MTO Maintenance Coordinator

Review or Reject Jobs

MTO Maintenance Superintendent

Accept or Reject Jobs

Feb.03Rev2.0
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6.0.0 - Reports in MMIS

6.0.1 - The Difference between Reports and Queries

Reports are preformatted summaries of information in MMIS.

Queries are custom reports that summarize MMIS data according to criteria that you establish.

This chapter contains an explanation of the various reports that are available in MMIS.

6.1.0 - The Reports/Queries Menu

To select a Report:

+%; MMIS Main Screen
Eile Edit Manage Becord inclows  Help
Comp. Actual Vs Plan.Expnd. And MnHrs. 1B
, Comp. Actual ¥'s Plan Expnd. And MnHrs 1€
MDWR Expenditures Surmmary Report
HETS Detailed Expenditures Repart

Bare Pavement Reports
tanagement Report
Adrmin Listings

Project History

Queries

ol IMATHESSU COORD TRAIMING G

Figure 6-1

1. Select Reports/Queries from the menu bar.
2. Select one of the Report categories.
3. Select one of the available Reports from the Report category.

This process is the same for all reports.
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6.1.1 - Viewing and Printing Reports

When you select a Report, a window appears containing the Region, District, Patrol, Patrol
Type, and Period options.

Users are able to make selections in this box based on their MMIS Group.
To Print or Preview a Report:

Select the Region (if allowed).

Select the District (if allowed).

Select the Patrol Type and Patrol (if allowed)

Choose your Date (From & To) or Period (From & To).
Click on the Print button or the Preview button.

Nk W=

The Print button sends the Report directly to the default printer. The Preview button provides
an on-screen display of the Report and allows you the option of printing it.

CAPPE 18 REPORT

B

)| )|

Figure 6-2

Feb.03Rev.02 6-2



MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

6.2.0 - Available Reports
This section provides a brief summary of the information that is contained in the MMIS reports.

6.2.1 - Expenditure Reports

<, MMIS Main Screen

o T s s TRawwes [
Figure 6-3
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1. 1-B Report: Comp. Actual Vs Plan Expnd. and MnHrs.
This report shows a Comparison of Actual vs. Planned Productivity and Expenditures for patrols.

For each operation, it summarizes expenditures, man-hours, accomplishment, dollars per
accomplishment unit, and man-hours per accomplishment unit.

g Comp. Act. vs Plann. 1B

I4| A e M| =] Bl&|[Fe =] Tasss 100 330l 33

s - - - . -
Minizuy Comparison of Actual vs. Planned Productivity And Expenditures Faas —I
= Report 1- B Frinkea On: 25 dul 2004
Transpaciasan
Omtario Froam: 01 Jan20
AIP CXPCCTED RANGE: 0 TO 1 DOLLARSACCOMP. Ta: il
(7= R F- ] MAH HOURSACCOMP.
Dollars Per Ac: ManHours per
CYPCHOMURCS MAN - HRE ACCOMPLISHMENT or Dollars Per Man Hrs
Flan Aectual Rem. Flan Actual Rem. Flan  Actual Rem. Plan Aotual Rem. Plan Actual Rem.
REGIOIN: EAETERN
DIETRICT OSOTTAWA
Patral: 46 ML
Prafix: [
Srparatkon: A Tonag
WAHUAL PATCHING - PLACIHG AHWDSPREADIHG
100 Taotal: i e 2% a8 o 1000 -195a o 120 =128 inH k) S22 inH 1522 1522
Trpevat ko 1250 LAL-R T P
RO D PATROL
1250 Tatal: Lo 411144 411144 o 11504 100 o SEMLE  S2MaG Lo T3 -3 L2 L1 L1
Croeraton: 3031
LITERPICK-uP
3031 Total: inH <0414 L 0dl L 11104 =111 00 o inH inr
Crparalon: 3054 W g
FEHCIHG - FARM FEHCE
3053 Total: i+ 45 33 4E, 23 o s+ ran o 1G04 =10 00 o 450 -4 50 L0 i o
Cosvaikon: 3055 e e
WMIEUALAHDSOUHD BARRIER
3155 Tatal: Lo £E1E 11 £215.11 o 1104 1158 o 1o -1 Lo 184141 -184 .14 L2 4 M4
CoEration: I
WIECELLAHEOUS WATERIMLS & SUPPLIES
IT0E Total: e TE102 T2d L o o e o
Crparalon: 3T
WISCELLAHEDWS SAFETY SuPPLIES
w
AT Taatal- Lhs Anc o Anc o . Lhs . LNy . .
1] | B

Figure 6-4
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2. 1-C Report - Comp. Actual Vs Plan Expnd. and MnHrs.
This report shows a Comparison of Actual vs. Planned Productivity and Expenditures for crews.

For each operation, it summarizes expenditures, man-hours, accomplishment, dollars per
accomplishment unit, and man-hours per accomplishment unit.

Comp. Act. ¥s Plann. 1C

I<| 4 | 1 af1 » | >|| l| §|®| |?5z v| Total4 100% 4 of 4

[
Miniziry Comparison of Actual vs. Planned Productivity And Expenditures Fage 1
Frintea On; 25 Jul 2004
ar Report1- C " “
Transpaciaban
Dintario From: 01 dan 2001
Ta: 26l 2001
AR CHPLCTED RANGL: 0@ TO 1m DOLLARSACCOMP. @ !
0@ To MAN HOURSACCOMP.
Dollars Per Acconp. ManHours per
CXPCHOMURLCE MAH - HRE ACCOMFPLISHMCHT or Dollars Per Man. Hrs an'?lsrl'na't
Flan Actual Rem. Flan Actual Rem. Plan Actual Renm. Plarn Actual Rem. Plan Adtual Rem.
REGION: NORTHWEST
DISTRICT THUNDER BAY
T raws: T CREW
Prfis: [
Coeatlon: 3954
CONTRACT (HSPECTIOHIPREPARATION
3954 Tatal: o 108241 -1 peEdd A 3150 =41 50 L L L0
Ooeallon: B0
EMPLOYEE 4BSEHCE
BMHH Tatal: o 0 L o 12040 - 12 L L L0
Spoailon: 1062
PAPERWORE
3852 Tatal: o TS T2 o D - Sl L0 L e
Creealion: 3951
SuPERNISIOH
3851 Tatal: o ST LIETTL fnrd Z1S50 -Z1e50 L L L
Frafle GO Rowllng Qe g0 14,171 48 14,171 40 L0 SATED £ATES S0 [0 L0
Tedal frsn
Fainol &% DREW Tolal oo 11T 48 A4 AT A Fa SATEQ EATER f f2
D11 THUHNDER B&Y 00 A4 171 40 14 4T 40 o AT SAT S Lo Lo o0
Todal
Region: HORTHWEST 0o A4 171 40 14 4T 40 o AT SAT S Lo Lo o0
Todal:
-
K3 | B
.
Figure 6-5
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3. Expenditures Summary Report

For each job, this report shows Form ID, Responsibility Centre, Prefix, Date, and totals for
Labour, Material, Equipment, Hired Equipment, Service, and Total cost of the job.

ummary Expenditures Report

1cf10 Tatal:211 100% 211 of 211

|<|4| >|»||-|%|®|I?5% -]

Y
. Minisap Summary Expenditures Repaort e =
@ Trans::(ua'\un From: dan 0 ¢ 20
GCiniaria Ta: Jul ¢ 28 ¢ 2001
ROGHIN: EXSTERH
OIETRICT: TN
Patral: &5 MO
Yvare, Diztric: a2
Wark Laztion: 4B MG Total Labour Muterid  Equipment HEQ Semice
Farm |0 R Prafi Farm Dae Cammans Dol Dd. Ddl. Dol Dol Dol
1271 14 1) 200 2P0 20545 m =515 m o
121 14 1) 200 1P 17 m am m o
1210 14 1) 200 1P 17 m am m o
128 14 1) 200 1P 17 m am m o
ety Glag m Apedieo0d =) ey =10 m [ilan] m m
12333 Glag m Apedieo0d 007G m 007G [ilan] m m
12416 Glag m Apedieo0d g i vl m m [ilan] Tz m
12022 Glag m Apedieo0d w00 m m [ilan] T m
1204 Glag m Apedieo0d 10300 m m [ilan] 10280 m
12452 G145 m a0 16123 o m o 136120 m
12435 G145 m a0 14000 o m o 140000 m
12536 14 1) 200 E2EA m m am 260 o
12539 14 1) 200 ] m m am oo o
12950 14 1) 200 a0 m m am 22000 o
12655 Glag m Apedieo0d w00 m m [ilan] T m
12670 Glag m Apedieo0d 20196 m m [ilan] 20196 o y
1267 Glag m Apedieo0d HETL-REY fuil m [ilan] dald e m
jroeal Glag m Apedieo0d X0 m m [ilan] 00 m
13511 Glag m Apelze0d a0 a0 il T m m
11:12 G145 m g0 FFadA0 raan m o m m
11:17 G145 m g0 IG90 G0 m o m m
1= [iF1=3 i N T A 197N at e 180 P4 G an i x
o {oonll
Figure 6-6
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4. Detail Expenditures Report

For each job, this report shows Form ID, Responsibility Centre, Prefix, Operations, Highway,
PCA Code, Date, Labour, Material, Equipment, Hired Equipment, Service, and Total Dollars.

etail Expenditures Heport

4] rete P o] =] @& 5% =] Towstaes  woox 3eecide
=l
- f f Fags 1 of 92
@ Whinisiny Detail Expenditures Report I e 2
ar !
Transpadalian From: dan i i ¢ 2001
Ciaria Ta: Juli e 2001
ROGHON: HORTHWEST
DIETRICT: THUKDER BAY
PATROL: 47 Saan, Late WO
Ware Disrid: E1
Wark Lasstian: 47 WO
Fom I0: 853 RL. &7
FommDate:  Mon fpr /02 7 2001
Comamenis:
E == Eo =05 Todal Lapou gierlal B u ottt HEZ Sonvkoa
izt Croaration Hianway FPLA Coas (=21 Loos [==2% [=-1H = =11 (== [==2% [==1)
o 125 2000 Kikmau w5 0 m -] m m
Famm Tatal: 9579 .59 L] 2530 L] L
Fom I0: 354 REL. &7
Fom Date:  Mon fpr ¢ 02 7 2001
Commeants:
Ao, Ao, Todal Lapou ¢ WizlerLal Eyulgreatt HEZ Eewkoe
Frafte  Dpsalion Hignway PCA Cods Oty P Dl =18 Dol Dol =N [=5]]
m s M 2151 m a0 m m
Fomm Tatal: Bk ] 2359 I a4 L] I
Fam O: a5 RLC. G1a?
Fomn Date:  Mom pr ¢ 02 7 20041
Comameanis:
== =l Todal Laoou e Lal Equlprei HEZ b=—h =
Frafts  Spavalion Hignway FOA Coae = Loos Dol [='=1H (=" Dol Dol Dol
m pi) 1213 1223 m m m m
Farm Tatal: 123,59 12359 o 0 [ & fae
Fom I0: 356 RE. &7
Fomm Date:  Mon Apr /02 7 2001
Comameants:
Ao o=l Todal Laoou e Lal B u ol HEZ E="h =)
Feafts  Seacatioa Hinmeay PoA Doas Sy Cooe Dol [==1H [=*=1H [==1 Dol Dl
o =] =0 S0 Humber G 12 o HES fi] m
Fanm Tatal: 26T 15524 L .55 ] L =
Kl | B
.
Figure 6-7
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6.2.2 - MOR Reports

+; MMIS Main Screen
File  Edit Manage

Becord

Figure 6-8
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1. Location Summary Report

This report provides a summary, by Work Location and Prefix, of total Expenditure and total
Man-Hours, and compares actual to planned values.

Location Summary Report

|4| 4 | 10f1+ » | >|| -| %|@| |?5z v| TaotalE 1003 Gofb

provey Camparison of Actual vs. Planned Productivity and Expenditure ) Page: 1
arf Frined On: 26 Jul 200
@ Tramsparaton LOCATION SUMMARY
Ontario FROM: 01 dan 2001
To: 24l 2001
fp— EXPENDITURE MAH HOURS
DONE BY Plannad Actual Rom. Plannad Actual Ram.

OIETRICT: o TTaMve
FATROL: A WO
vart Loslian: 46 MO
Prafp: 00 Radine Seneral

INTCRHAL
Halve ACCEFTED OO0 EANAE L =2 B4 .00 211 .50 =244 50
Elatus FREVIEWED FO.00 5.0 —AHC e 000 12,00 200
FPRMATECD
Statva ACDEPTED .00 33,0227F -33,022.75 .00 R oo
Prafte 00 Taal: 65,08 1. 0T -85 081.9% BE3. 90 -B23.50

Profp: (M Damage Ta Crgwn Prapary

INTCRHAL
Slatve  ACCERTED .00 @227 -@,123.47 0.0 1700 AT.oT
FPRMATECD
Halua ACCEFTED FO.00 21,4785 -2 47RA5 .00 o 3
Prait 04 Taal: E18.02  -30,E18.02 17.0¢ 1700 o
Prrglpn; (6 Proped, el
FRIMATIEECD
Ealua  ACCEFTED $0.00 13, 245.54 13,545 54 .00 o o
Pral v 06 Tolal: 13,54%.51 -13, 544 51 0 o

— —— — -
Milmrk Lmmd imm 4G Li Trimls D AT &1 A0 FAT Gl ErraTy R G I _I_I

Figure 6-9
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2. Maintenance Operation Report

This report provides a summary by Patrol, Prefix, and Operation, and shows Expenditures, Man-
hours, Accomplishment, Dollars per Accomplishment, and Man-hours per Accomplishment.

Maintenance Operation Report

4] mam ||| S(&|[5r =] Totor 00z 101eiim
Al
Tdi i Fage : &3
i MAIMTEMANCE OPERATION REPORT |
R Frelntea S0 28 Jul 2004
Transpordalion
Fram: dan 01 2001
AP Expeden Rangs:CA3 TS 1 20 DOLLARSIADCOUVE To- Jul 26 2001
022G TS CAC VAN HOURS ADCOWF, o
RLGIOH: LCLCHTRAL
DIETRKET: TORONTO
Fatral: OF MO
Profix [i]
Dporation: 1501 MAHUAL PATCHING - PLACING AHD BFRCADING
Dollars Fer Acconp. RWanHours per
Wark Lac CXPCHOITURLCS MAN-HOURS ACCOMPLISHWMCHT or Dollars Per Man Hrs Acconmlishment
Flanned Actual AP Flanne Actual AP Plannec Actual AP Planned  Actual BIF Hanned Actual AP
OF MO
ACCEPTED L1 11664 L1 L1} &4 L1 L1 1.0 L1} L1} 116.64 L1 L1} <. (HE L1
Tatal: 1001 o 11664 o L) EX o o 1.0 L] L] 116.64 o L) EN [
Oparsiion: 1250 ROAD PATROL
Dollars Per Acconp. WenHouspa
Wark Lac CXPCHOITURLCS MAN-HOURS ACCOMPLISHWMCHT or Dollars Per Man Hrs. Acconmlishment
Flanned Actual AP Flanne Actual AP Plannec Actual AP Planned  Actual BIF Hanned Actual AP
OF MO
ACCEPTED ¢ 595023 L1 L1} Pyl L1 O 3 L1} L1} 1.75 L1 L1} e L1
IMITIATED T 213395 o L) 5B o O 1,05%.00 L] L] Z.02 o L) o5 [
Tatal: 1230 ¢ 8.084.18 o o BET M o ¢ 4450040 L1 L1 1.81 o L1 e T
DOparation: 331 LMTCR PCK-UF —
Diollars Per Acconp. WanHours par
Wark Lac CXPCHOITURLCSE MAN-HOURSE ACCOMFLISHMCHT or Dollars Per Man Hrs Acconmlishment
Flanned  Actual AP Planne Actual AP Plannes Actual AP Plannes Actual AP Ylanned Actual AP
06 MO
ACCEPTED L1 582 M L1 L1} ik L1 L1 L1} L1} L1 L1} L1
Total: e L3 582,20 L3 [ 0 O L3 [ o o o [
-
Kl | _'IJ

Figure 6-10
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6.2.3 - MDWR Reports

+% MMIS Main Screen
File Edit Manage Record

) - " Expenditure Reports
v|b|e|B|5s W

Bare Pavement Reports

LR ARd - R

Management Report
Admin Listings
Froject History

~ Queries

Figure 6-11
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1. MDWR Summary

This report displays a summary grouped by Job Status for each patrol. The information reported
is: Responsibility Centre, Prefix, Operation, Highway, Project Number, Structure Number,
Accomplishment, and Hours.

ﬁ Maintenance Daily Work Report - Summary

I<| <| 1E of B 3 | >|| l| §|®| |?5z vl Totab414  100% 414 of 414

Al
Ainizirp Fags 16 of 65
@ af MAINTEMANCE DAILY WORK SUMMARY | Frintea On: 28 lul 2001
Transpariakan
Omtario
OIETRICT:  HEW LISKEARD PATROL: 44 Elt Laka AMC PAT
Wiork Viork Acc  Acc
Famm D Dist Location RC  Profic  Oparation Highway FrajCant Srustura Gty Code Hanm Hr OTHr Chrg.Hr
SLOSED
14139
51 44 Elk Late AMC PAT Glaa o 1230 A0 Kilamalre 400 il il
14023
51 a4 Elk Late AMC PAT Elad o A &5 2 Kilkmare 1600 il il
17
3 44 Elk Lake MC POT Glda oo o7 30 10000 Kilamaire anm m m
129
31 a4 Bl Late AMC RAT Glaa o T a3 il il
1K
51 44 Elk Late AMC PAT Glaa o 1230 000 Kilamalre peli i) il il
14040
51 a4 Elk Late AMC PAT Elad o fo =) ek il il
1441
3 44 Elk Lake MC POT Glda oo Az oan m m
182
31 a4 Bl Late AMC RAT Glaa o el 100 il il
Dy Todal far '1E2K1 55820 HE Q5K Q5K
-
KN | B

Figure 6-12
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2. MDWR Details

This report displays the details of each job.

aintenance Daily Work Beport - Details

|4| 4| FAaf I » | >|| -| %|@| |?52 v| Totak484  100% 484 of 484

B
Miniz oy MAIMTEMANCE DAILY WORK REPORT ) Fage 1171
@ i Primad On: 26 Jul 2001
Transpariasan
Omtario
DISTRICT:  CAWEW ZOUND PATROL: 001 hhwarh MO OATC:  TueJdun! 19021
Fomn I0: 60
Oparation: 3060
PRMATEECD
SERVICES: I Carsl Gy Taal
Tupz: L Al L. Gakden Partard Mize, J000 1m 0
Ad|
[+ | B

Figure 6-13
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6.2.4 - HETS Reports

+5 MMIS Main Screen
File Edit Manage Record el Adlmil i_ndnws Help

i
Hired Equipment‘\Work Sheet |
Hired Eqquiprent Time She
Management Repaort
Admin Listings
Project History
Queties

i IMATHESSU COORD TRAINING

Figure 6-14
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1. Hired Equipment Work Sheet

This report shows the details of the work done by hired equipment. For each job, it identifies the
Vendor, Vendor Equipment, Hours worked, and Job Status.

Hired Equipment Work Sheet

|4| 4 | 10f25 » | >|| -| %|@| |muz v| Total:B0 1003 B0 af B0

Minlstne ;I
7 HIRED EQUIPMENT WORK SHEET | Page 1 of
Transportation .
_ Prrted On: 26 Jul 2001
Ontario
DISTRICT PATROL
THURNDER B&Y 45 lgnace WO
VYENDOR. wendors Equipment Mumber: 3
Twpe: combination
YEHDOR CODE 5293372 Make: MACK,
SEQ. NO o] Licence Mo: 444 Ocm
ECWWIN L KENMARD Wodel: 8022
F O BOx 929 P Sy Mo DAE28T591
nin Operating Weight SAE Rating:
IGHACE Serial Mo
@]y Gross Weight: 24,000.00
FOT 1TO Capacity: b
Gas ar Diesel: D
Haorsepower:
Form ID: 8935
Form Date:  hayi01/2001
Form Status: ACCERTED
Operation: 7050
Accom Oty:
Accom Code:
Prefix: Highweay PiCA Hours
06 i} WE1 00525 1.00
Operation Total: 1.00
Job Total: 1.00 hal
] | >

Figure 6-15

Feb.03Rev.02 6-15



MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

2. Hired Equipment Time Sheet

The Hired Equipment Time Sheet is provided to the Shared Services Bureau (SSB) as
confirmation to pay the hired equipment vendor for their services. It identifies the Vendor,
Vendor Equipment, Hours worked, and Cost. It summarizes payment information for accepted

jobs on a period basis.

Hired Equipment Time Sheet

|<| <| 1 of 1 >|>|| I| §|®| |1nuz ~] Total5 100% Bof B
Ministne Page 1 of 1 ﬂ
o HIRED EQUIPMENT TIME SHEET g
Transporation
- Printed On: 26 Jul 2001 02:03:56PM
Ontario
INVOICE: 142 REV.: 0O FROM: Manday Jul F09 § 2009 Last printed on: 25 Jul 2001 3317 4AM
TO: Sunday Jul § 22 52001 Last printed by: SPYRKABE
DISTRICT: THUNDER B&Y
Yendor Equipment Number: 1
PATROL: 47 Savant Lake MO Type: GRADER
Make:
VENDOR CODE: 5093172 SEQ.NO. O Licence No.:
Model:
Wy KOWAL CONTRACTING P.CV Ho.:
BOX 4 Min Op. Weight SAE Rating: |
Serial Ho.:
FPICKLE LAKE O Gross Weight:
POY 340 Capacity:
Gas or Diesel:
PO Tender No.: B0-00-112 Horsepower:
Prefix Operation HWY PCA Sruct.  Acc Acc Hours Rate Amount
Code Qty
| Job ID: 36663 Work Distict &l Work Location: 47 MO RC G147 |
07-Recoverable Work 1007 ME1 99550 39 30 14.00 £9.00 96600
| Job ID: 36664 Work Distict &l Work Location: 47 MO RC g147 |
07-Recoverable Work 1007 hiE1 99550 jez: | 20 9.45 £9.00 §E52.05 _Ij
Kl [

Figure 6-16
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6.2.5 - Bare Pavement Reports

+; MMIS Main Screen
Eﬂe Edit Manage Record WEEREREIENEE

[-[E]x]

Admin indows  Help

W
= = i ExpendltureRei‘anﬂs 4 ~ »
D E |.§ e T S (S /|
— 3
» |
»
3

MOWER
HETS

ent Re
Management Report
Admin Listings
Project History
Queties

District By HWY Class
District/Patrol Detail Events
District/Patral Events :
Fatrol/Highway Events

IMATHESSU }COORD ~ [TRAINING e

Figure 6-17

These reports display information based on the Bare Pavement module. The information is
grouped according to its title as follows:
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1. District by Hwy. Class

-=:jg'Disllicl By Hwy Clags Report

I4| <| 10f1 b | >|| I| §|®| |?5‘Z vl Total:2 100% Zof2
District By Highwiay Class Report |

Ontario Fram: dan 01, 20
Ta: Jul 27200

DISTRICT CWEH S0UHD

Highnaamr No. of Average Length Average Length Average Length

Class Patral Events of an Event of imeBarePavenentlLost  of Timeto Regain Bare Pavernert
1 9 PATROL 2.00 135 23 1.3

Highwary C ks 1 Taial: 2.00 15 23 1.2

1B A PATROL 2.00 135 23 1.3

Highway Ckrvs 16 Taal: 2.00 15 z3 1.3

Kl | _'ILI

Figure 6-18
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2. District/Patrol Detail Events

= District/Patrol Events Detailed Report

I<| 4 | 1 af1 » | >|| l| §|®| |?5z v| Total4 100% 4 of 4

District/Patrol Detail Events Report | cincsom ranie

Omario Fram: dan, 200
Ta: Jul 27, 2001

DISTRICT DVJEN SOUND

HWY Event Evernt Avarage Lagth Auverage Length Average Lergth
Fatral: Class. HwY No. Type  ofanEvent of imeBarePavenentlost  of Timeto Regan Bare Pavenant
9 PATROL 1 00 2 = 13 13 03
9 PATROL 1 00 1 = 13 an 0
9 PATROL 1B b5} 2 = 13 13 03
9 PATROL 1B b5} 1 = 13 an 0

o ol

Figure 6-19
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3. District/Patrol Events

= District/Patrol Events Report

I<| 4 | 1 af1 » | >|| l| §|®| |?5z v| Total:2 100% Zaof 2

District/Patrol Events Report R
- Fram: Jan 01, 200
Omtario Ta: Jul 272001

DISTRICT CAWEN SOUND

Patral:

QPATROL
QPATROL
Paral 9 PATROL Taal:

Kl

Highnwmyr No. of Avarage Langth Average Average Length
Class Events of an Event of imeBarePavenentLost of Timeto Regain Bare Pavennert

1 2 13 23 13
18 2 13 23 13
4 15 23 13

Figure 6-20
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4. Patrol/Highway/Events

-=:j;a'Disllich"Palml Events Detailed Report

I<| 4 | 1 af1 » | >|| l| §|®| |?5z v| Total:2 100% Zaof 2

[~
H Page :1
PatroliHighway Events Report pinsdon 2
- Fram: dan 01, 2000
Ortario Ta: Jul 272001
District: OAWEN SOUND
Highnway No. of Lagth Average Lagth Auverane Length
Hig hway Class Events of an Event of TimeBarePavenentlost of Timeto Regain Bare Pavenat
Patral:
9 PATROL
x5 1B 2 15 23 14
a0 1 2 15 23 14

o ol

Figure 6-21
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6.2.6 — Management Report
To be developed in the future.

6.2.7 - Admin Listing

The Admin Listing prints the information that is contained within the MMIS Admin Tables.

+s MMIS Main Screen

] [_[5]=]
File  Edit Manage Record JRERLGERENENEER Admin

indows  Help

il
o fa el e o]
— »
,
»
L3

MOWER

HETS

Bare Paverent Reports
Management Repart

e
Queries

s MATHESEU COORD TRAINING

Figure 6-22
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When you select the Admin Listing option, a window will appear where you can choose a table
to view or print.

Admin Listings

SOUTHWEST

O'WEN SOUMND

o N it BT

Figure 6-23
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6.2.8 - Project History

+7 MMIS Main Screen [_[=]x]
File Edit Manage Becord [T FEEl Acdmin Windows  Help

| MATHESSU [cooRD TRAINING I

Figure 6-24

The report displays detailed information either for one or all the projects. It includes the Project
number, Form ID, Date, Operation, Accomplishment quantity, Accomplishment code, Labour
dollars, Service dollars, Hired Equipment dollars, Material dollars, Equipment dollars, and the
Total dollars. The Project History Print Window (Figure 6-25) functions differently from the

Project History |

. Period
Fieqgion: || j A ADD AR ADD

& Date from: |'IEIE|E|.-"DE."'D'I To: | 2007 403/25
[ " Periad fru:um:l vI I_ TDZI vI I_

[&

Freview

Diigtrict: I

Poa. [

Feset

Figure 6-25
other print windows. It allows you to choose:

1. A specific Project Number (PCA), or leave it blank for all projects.
2. Your desired Date or Period ranges.
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NOTE: Some Users may be able to select a Region or District depending on their
MMIS Group.

Project History

4] etz || B(&|[5r 2] Teeimz w0z imzeiimz
[
niinis H H
@ e Praject History Fage :3
. Prlnten On: 27 Jul 20
Transpadalian
Ontaria “rom: 0 Jun 19560
DISTRICT: THUNDER BAY To: 2 dul 201
&1 FICREN JaET0 1 Jun S0 el m AHED o m m AHED
Prajoct Tolaks: i) 95860 i) A i) 95860
Prajost: w171 Oamagad cubser ramaved 3 roplssod
Rosp. Cantra: 11
Accom  Accon Labouw Semice HEDQ Naterial  Equa Total
Dl Patral Fomn D  Reov Date Operation Code oty Dollars Dollars Dollars Dollars Dollars Dollars
&1 AT PAT 2019 1 [LE n ) M a2 1 m 149500 m m m 149500
Frajoct Totaks: 1.4 i) 148500 2 o0 o0 148500
Frajoct: w151 Roamarval of cxtansion from cubert.
Remp. Cantre: 133
Accon  Accon Labouw Semice HED Material E Toial
Ot Paral FammiD  Rov Dae Operation Code OQTY Dollars Dollars Dollars Dollars Dollars Dollars
&1 HAMC RAT 1470 1 [LE Nrrirnn)] i az 100 m 243000 o A m 243033
Frajoct Totaks: 100 L] 245000 i) il 0 24%0.58
Prajost: R i | il =pill ghaan up.
Rosp. Cantra: 11 —
Accom  Accon Labouw Semice HEDQ Naterial  Equa Total
Dl Patral Fomn D  Reov Date Operation Code oty Dollars Dollars Dollars Dollars Dollars Dollars
&1 AT PAT 14719 1 Jun 72001 a0 m v m m m v
Frajoct Totaks: i) TH00 2 o0 o0 TH00
Prajaat: 931211 Rapair G uhwer il
4 | B
Figure 6-26
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6.2.9 - Queries

Queries are explained in a separate chapter, Queries in MMIS (7.0.0).

+; MMIS Main Screen

File Edit Manage Record indows  Help

Bare Pavement Reports
hManagement Report
Admin Listings

Wb
»
»
»
»
»
»

Figure 6-27
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7.0.0 - Queries in MMIS

7.1.0 - Introduction

Queries are custom reports that summarize MMIS data according to the criteria establish.
Queries are subdivided into two categories:

1.Standard Queries

These were carried over from DDIS and are available in MMIS for all users.
The Head Office Maintenance Office can create other standard queries on request.
The available standard queries are as follows:

Bare Pavement by Event Type

Bare Pavement by Highway/Patrol
Bare Pavement by Patrol/Highway
Bare Pavement by Region/District/Patrol
Equipment by Highway

Equipment by Region/District/Patrol
HEQ by Region/District/Patrol

HEQ by Vendors

9. Jobs by Operation/Highway

10. Jobs by Region/District/Patrol

11. Project Summary

12. Labour by Operation

13. Labour by Region/District/Patrol

14. Material By Patrol

15. Material by Prefix/RC/Job

16. Material by Region/District/Patrol
17. Services by RC

18. Services by Region/District/Patrol

NN R WD =

2.Custom Queries

These are created by the user and can be saved for future use.

Custom queries are only available to the user who created them.
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7.1.1 - The Difference between Queries and Reports

Queries are custom reports that summarize MMIS data according to the criteria establish.

Reports are preformatted summaries of information in MMIS.

7.2.0 — Starting Queries
To open the query screen:

1. Seclect Reports/Queries from the menu bar.
2. Then select Queries.

++; MMIS Main Screen
El\e Edit Manage Record BEEGE

AT

Bare Pavement Repor!
M anagement Fepart
Adin Listings

Project Histary

Gueries

Stalll =S soft | ok | lecrosoft word - Docume... ”EMMIS Main Scieen |B ﬁj“@@@@cﬁ ﬁ.‘

Figure 7-1

7.2.1 - The Queries Screen Tabs

The Query section of MMIS contains two Tabs:

1.The Search Tab

This screen allows to search for Standard Queries and saved
Custom Queries.
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2.The Detail Tab

This screen allows you to run saved queries or create Custom Queries.

7.3.0 - The Search Tab

The Search tab contains the following areas:

55 MMIS Main Screen - [MMIS Queries]

File Edit Manage Becord Reports/Queres Admin Windows Help = |ﬁ' |5|
L) T—T
wejofelsl sl olw] (> [«»]
Search |Detai||
Query By: “Query Type (@
I LI ¢ Standard Queries eah
¢ Custom Queries Ok
|
{+ Both |
. : .
Query Class Query Hame
|Bale Pavement i Bare Pavement by Event Type ||
Bare Pavement Bare Pavement by Highway/Patrol I
Bare Pavement Bare Pavement by Patrol/Highway I
B are Pavement B are Pavement by Region/District/Patrol |l
Equipment Equi t by High r
Equip E qui t by Aegion/District/Patrol I
HEQ HEQ by RAegion/District/Patrol |l
HEQ HEQ by ¥Yendors I
Job Jobs by Operation/Highway I
Job Jobs by Region/District/Patrol I
Labour Labour by Operation I LI
Press F1 For Help [i [ig [REDRIBD [CooRD [TRAIMING | [ wOM [
Figure 7-2

7.3.1 - The Query By Selection Box

The Query By box is used to limit the search to a specific Query Class. The Query
Class is a method of grouping similar queries according to the information that is being
reported.

If this box is blank, the queries for all Query Classes will be displayed.

The available Query Classes are: Bare Pavement, Equipment, Hired Equipment
(HEQ), Job, Labour, Material, and Services.
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5 MMIS Main Screen - [MMIS Queries]

[Z2] File Edit Manage Fecord FRepots/Queres Admin ‘windows Help — =11
=, — = =
h? | =N R T T R
Search ;Detail;
Query By: - Query Type ——————— \%\j
| = ¢~ Standard Queries I S
: ¢~ Custom Queries $
| & Both b4
...................................................... Reset
Query Class
7 Bare Pavement : Bare Pavement by Event Type |
Bare P. Bare P. by Hi; /Patrol -
Bare P. t Bare P. t by Patrol/High -
Bare P Bare P by Region/District/Patrol -
E quij E qui by Hi r
E quij E qui by Region/Distiict/Patiol -
HEQ HEQ by Region/District/Patrol -
HEQ HEQ by ¥endors -
Job Jobs by Operation/Highway -
Job Jobs by Region/District/Patrol -
Labour Labour by Dperation - :j
Press F1 For Help [ e [HecrES [coorp [TRANING = WOM [
Figure 7-3

7.3.2 - The Query Type Options

The Query Type option can be set to Standard Queries, Custom Queries, or
Both.

7.3.3 - The Query Table

The Query Table (Figure 7-3) at the bottom of the screen displays a list of queries.

The three columns in this table are Query Class, Query Name, and Custom Query.
If the Custom Query check box is blank, then the query is a Standard Query.

7.4.0 - Searching for Existing Queries

To run a search:
1. Select your choice in the Query By box.
2. Select the Query Type.
3. Click on the Search button to start the search.

The Queries that mee the criteria will be displayed in the Query Table.
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7.4.1 - Selecting an Existing Query
To select an existing query:
e Double-click, with the left mouse button, on the line in the query table.
or

e Click on the line once with the left mouse button to highlight it; then click on
the OK button.

7.5.0 - The Detail Tab

The Detail tab allows you to work with an existing query or create new Custom
Queries.

The Detail tab consists of the following sections:

¥ MMIS Main Screen - [MMIS Queries]

Eile Edit Manage Hecord Reportz/Queries Admin  Windows Help ;Iilﬂ
elojelojsl@lojw] r]«fn] s
Search Detaill
Query By: IMaterial ___'__i Available Groups Selected Groups
Prefi Fiegi
Query Name: [i4aterial by Feaion/Distict/ Patiol FI[E.ZE m 5> | D?jizr;
Filter Prvt Code Patrol
@ Date from:  [200001/01 | To: [2000/12/04 Dz > I ikl
Highiway — Job
i Period from: I vl I_ To: I vl I_ PLA
Status: I vI
UE I N |

FiEgon | Districtl Patroll Mateliall Jobl

Press F1 For Help [1a 17 [HECREBO [coorD [TRAMNNG | [y —

Figure 7-4
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7.5.1 - The Query By Selection Box

When creating a Custom Query, use the Query By box to choose the Query Class
from the drop-down arrow. The available Query Classes are: Bare Pavement,
Equipment, Hired Equipment (HEQ), Job, Labour, Material, and Services.
This field will be read-only when working with an existing query.

7.5.2 - The Query Name

In the Query Name box enter the name of the new Custom Query being saved.

This field will be read-only when working with an existing query.

7.5.3 - The Filter

NOTE: Filter options are not saved.

The Filter allows you to sclect a Date Range or a Period Range for the query.

The Status box lets you select the job status that the query will search. If this field is left
blank, all job statuses will be used.

Filter options are available for both Standard and Custom Queries.

NOTE: Information on Job Status is available in Chapter 5.0.0 Data Promotion
in MMIS.

7.5.4 - The Available Groups Box and The Selected Groups Box
The Available Groups box displays the options that are available for sorting a query.

The Selected Groups box displays the Groups selected for a specific Custom Query.
These boxes are read-only for Standard Queries.

7.5.5 - The Query Display Table

The results of a query are displayed in this table.
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7.6.0 - Working With Standard Queries

When running a Standard Query, the user can change only the Filter options. The area
of the screen entitled Selected Groups shows the fields and the order in which the
report will be displayed in the Query Display Table.

7.6.1 - Running A Standard Query

To run the Query:
e Click with the left mouse button on the Generate Run button. ﬁ |
The Query results are arranged in a drill-down fashion. When the Query is complete, the

information will be displayed in the Query Display Table. The tabs that will appear in the
table will match the Selected Groups and contain information for that group.

Go To Section 7.8.0 - Using the Query Display Table for an explanation of the Query
display tabs.

%5 MMIS Main Screen - [MMIS Queries]

File Edit Manage BRecord Reports/GQuenies Admin Windows Help - |5’|5|
S = z o
i (S = A e RN M R g -
Search Detaill
Query By: IMateriaI ___'__! Aovailable Groups Selected Groups
Prefi Reqi
Query Hame: |Material by Region/District!Patral Hrg i > | D;?[ET
Filter Pryt Code Fratral
' Date from: [2000/01/01 | To: [2000/12/04 Operation » I Material
Highiway - Jab
" Period from: I vl I_ To: I vl I_ PCA,
Status: I vI
A I OH |
| Districtl F'atroll Materiall Jobl
Region Material $
CEMTRAL $432.78
EASTERM $450,862.24
MORTHERM $265,739.55
MORTHWEST $100,204.87
SOUTHWEST $14,431.85
Press F1 For Help [14 — [i7  |HEDREOD [cooRD [TRAIMNG | [ oM [
Figure 7-5
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7.7.0 - Creating a Custom Query

To begin creating a Custom Query:

e (Click on the New button with the left mouse button.

¥ MMIS Main Screen - [MMIS Queries]

Rl E it hage Hecord Reports/Queries  Admin  Windows Help =18l
= | | | I | I | o | e
k? D = E @ ﬁ x ) ' & B 44 | »p by a2 Fiecord Deleted
Search DETa"l
Query By: iMateriaI _'J Available Groups ;I
Prefi
Query Hame: IMateriaI by operation and highway Hr; " »
Filter Pret Code
& Date from: [ 2000/01/01 | Te: [200012/05 Operatian
Highway -
" Period from: I j I_ To: I j I_ BCA
_ Job
Status: j' aterial j
x up DN
Fress F1 For Help | [HECRIBO [cocrD [TRAINNG | [ oM [

Figure 7-6

7.7.1 - Setting Your Query Options
To create a Custom Query,:

1. Select the Class in the Query By box with the drop-down arrow.

The available Query Classes are: Bare Pavement, Equipment, Hired

Equipment (HEQ), Job, Labour, Material, and Services.
2. Choose a Query Name.

In the Query Name box enter the new Query name.

Choose a meaningful name since it will be displayed when you search for queries.
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3. Set the Filter options.
The Filter allows you to select a Date Range or a Period Range for the query.

The Status box lets you select the job status that the query will search. If this
field is left blank, all job statuses will be used.

Filter options are not saved.
Information on Job Status is available in: 5.0.0 Data Promotion in MMIS.
7.7.2 - Sorting A Query

A Query built by choosing one or more groups from the Available Groups Box, and
moving them to the Selected Groups box. The Query is sorted in descending order by
the groups in the Selected Groups box. Figure 7-7 shows that the order of the selected
groups matches the order in which the tabs are displayed in the Query Display Table. For
more information on using this table see 7.8.0 — Using the Query Display Table.

To select a group:

1. Click on a group in the Available Groups box.

2. Click on the Right Arrow button to move the group to the Selected
Groups Box.

3. Repeat this until you have the groups you require in the Selected Groups
box.

NOTE: The Left Arrow button will move a highlighted group from the Selected
Groups box to the Available Groups box.
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25 MMIS Main Screen - [MMIS Queries]

[Z5] Fil= Edit Mansge FRecord Repots/Queries Admin ‘windows Help =]l
~u . 1
x|n|ein sl x|o|r] | «»] - n)
Search DETE"'
Query By: ;Matenal lj Awvailable Groups Selected Groups
- - n Riegion
Query Name: [ aterial by I d high
[Material by opsration and highway >> Distict
Filter Operation
& Date from: [zooo/o1/01 | Te: [Zzooo/01/03 Prot Code « | Highway
PCA& =
" Period from: I vl I_ To: I vl I_ Joh
Status: RN =
up | DN |
Region |’_)isi.iicl| Dperaliunl Highwayl Maleriall
Press F1 Far Help 1 [is  [HECRED [BADMN [TRANNG | [ | [ |

Figure 7-7
Reorder the selected groups by using the UP and DN buttons located below the
Selected Groups box.
To do this:
1. Select the group that you wish to move by clicking on it with the left mouse

button.
2. Then click on the UP or DN button to move the group.

7.7.3 - Running A Custom Query

To run the Query:

e Click with the left mouse button on the Generate Run button. ﬁ |

When the query is complete, the information will be displayed in the Query Display
Table. The tabs that will appear in the table will match the Selected Groups and
contain information for that group.
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Go To Section 7.8.0 - Using the Query Display Table for an explanation of the Query
tabs.

% MMIS Main Screen - [MMIS Queries]

File Edit Manage Record Reports/Quenes Admin  Windows Help — |E’|ﬂ
= ry i
»jojeje|s|@xmiw] | ]«fr] w
Search DBTE“l
Query By: iMateriaI :] Available Groups Selected Groups
b Fegon
Query Name: |Material by operation and highway Brefi 3 D;?rlizr;
Filter RC Operation
 Date from:  [2000/01/01 | Te: [2000/01/02 Frt Code « | Highway
PCA, =
 Period from: I vl I_ To: I vI I_ Jab
Status: Im vI
ur | DN |
ti=te]lei |='Jisi..'ict| Dperationl Highwayl Materiall
Press F1 For Help [1 [19  [HEDREC | ETI [TRAMNG | r

Figure 7-8
7.7.4 - Saving A Custom Query
Saving a Custom Query allows the user to use it at a later date.
Saving stores the selection criteria used to create the query. The results are not saved.

The fields that are saved are: Query Name, the Query Class (sct in the Query By
Box) and the Selected Groups.

The Filter information is not saved and will have to be set each time a saved query is
used.

A Custom Query is only available to the person who created it.

A saved query can be found by performing a Search. This is explained is section 7.4.0
Searching for Existing Queries.
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To save a query:
e C(Click the Save button on the Button Bar.

or

e Press F6.

5% MMIS Main Screen - [MMIS Queries]

[Z=] File  Edit Manage _Record Reports/Queriss Admin Windows Help =111
o - .
x| ojglelp|axjoiw] | <o) sl
Search Detaill
Query By: iMateriaI _'J Awailable Groups Selected Groups
[ T E—
Query Hame: |Material by operation and highway >> DZ?[I;T
Filter Operation
& Date rom:  [2000/01/01 | Te: [2000/01/03 Prvt Code « | Highwiay
PCA -
= Period from: I 'l I_ To: I 'l l_ Job P
Stotus: [RRNN<]

] o

Fegion |='Jisi.ric:t| Dperationl Highwayl Materiall

Press F1 For Help [ [1s  [HEDREC EI [TRAINNG | ]

Figure 7-9

7.8.0 - Using the Query Display Table

The Query Display Table is where Query Results are shown.

There is a tab in the query table for each of the Selected Groups. The tabs are in the

same order as the Selected Groups.

By double-clicking on the desired row in the first column of the Query Display Table, the

details for the next tab are displayed. This process is repeated to move to the next tab.

Once a tab has been activated, it becomes available, and be can moved between the

available tabs.

Feb.03Rev.2.0 7-12



MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

7.8.1 - An Example of the Query Table

The District tab is currently selected and displays material costs for each district.

By double-clicking on the District row, the material costs will be displayed for each
Patrol within that District.

i3] MMIS Main Screen - [MMIS Queries]

[Z5] File Edit Manage Record Fepors/Oueries Admin ‘Windows Help == x|
. £By A
»|ojela|@x|xjejw] | |«|] | n
Search DE‘ﬁ"l
Query By: |Materia| j ¥ Custom Query Available Groups B Selected Groups
Wwhork. Patrol Home District
Query Name: |taterial by Distict
I el L Prefix Horne Patral
Filter RC Matenial
& Date fhom:  [2001/01/01 | Te: [2001/07/05 P Code 2 |||
Operation -
" Peniod from: I j I_ To: I j I_ Highway
PCA
Status: I - j
= P | DN |
| e Pl =t 925
Home Digtrict MTO Material § ﬂ
CHATHAM $3.078.98
HUNTSVILLE $34,351.46
LONDOM $445,362.23
WL LIoRE! HTOTUZ0T l
I OTTAwE sa0ze0z2 |
TTER SO0 Tr.22000
55 M&RIE $128.426.60
SUDBURY $1.074.75 =
Fress F1 For Help 1 17 [HEDRIBO S [FRODUCTION ‘ ]

Figure 7-10

NOTE: Patrol is the Group that follows District in the Selected Groups Box.
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You can repeat the process used in this example to view the information for each
successive tab in the Query Display Table.

i3] MMIS Main Screen - [MMIS Queries]

[Z5] File Edit Manage Record Fepors/Oueries Admin ‘Windows Help == x|
. £By A
»|ojela|@x|xjejw] | |«|] | n
Search DE‘ﬁ"l
Query By: |Materia| j ¥ Custom Query Available Groups B Selected Groups
Wwhork. Patrol Home District
Query Name: |taterial by Distict
| atenal by Listnct Prefis Home Patral
Filter RC Matenial
& Date fhom:  [2001/01/01 | Te: [2001/07/05 Prvt Cade o | ]t
Operation -
" Peniod from: I j I_ To: I j I_ Highway
PCA
Status: I - j
hd P | DN |
Home District: DT TAwA Home Paira] 1 -ic14] Jct|
Haome Patrol MTO tdaterial $
46 $20.024.55
90 $7.716.76
95 $1.18251
97 $3.646.36
Press F1 For Help 1 17 [HEDRIBO iS5 [PRODUCTICN ‘ o

Figure 7-11

Once all the tabs have been activated you can move from tab to tab.

User Tip:

When the Job ID number is displayed, double-click on the Job ID, and the system
will take you to the Job Detail screens (Form tab and Detail tab).
See Figure 7-12.

This will only work if Job is last group in the Selected Groups Box.
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% MMIS Main Screen - [MMIS Queriesz]

2] File Edit Manage Record Reports/Queies Admin Windows Help

w|oje||

@) Jofw] el s

Query By:

Filter

Search Detail |

Selected Groups

IMaterial :-! Available Groups
Query Name: [i:teris) by Fegion/DististPatial :Efik
Prvt Code
& Date from: 200001/ | Te: | 2000/12/05 Operaion
" Period from: Iﬁ I_ To: l““‘“‘:‘il I— Eléj:wa}'
Status: lﬁ

._'}NI District: DTTAWAI Patrol: 51| Material: 103 - ASPHALTS: COLD, PRE-MIX

Fiegion
22 | Diistrict

Patral

b aterial
e

N
Job Material § | Maternial Gty Uit

17942 $209.85 3000 TONN
17956 $42.50 1.00° TONM
17957 $42.50 1.00 TONM
17958 $42.50 1.00: TONN
17985 $21.25 50 TOMM
18005 $53.75 .50 TONM
18017 $59.95 1.00: TONN
18086 $20.00 200 TONM

Press F1 For Help It I7  |HECRBD |coorD [TRAMNG | T

Figure 7-12

7.9.0 - Printing a Query

Printing sends a copy of the query to the printer.

7.9.1 - What Information is Printed

The information displayed in the Query Display Table is printed.

Both Standard and Custom Queries can be printed.
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7.9.2. - Starting the Print
After the query has been generated:

1. Click the Print button with the left mouse button, and a preview of the query
will appear on the screen.

MMIS Main Screen - [MMIS Queries]

Eile Edit Manage HRecord Reports/Queres  Admin Windows Help _iﬁ'i_ﬂ
v|olel e o) w

Search Detail I

Query By: iJDh _:_! Aveailable Groups Selected Groups
REETETE - — Fegion Operation
Query Name: [Iobs by Operation/Highway District Highway
- Filter Patrol Job
@ Date fom:  [2000/01/01 | Te: [zomsmism: | | Prefix o i
RC _

" Period from: ; W; ;»w To: ; “”i ;“w ' Pryt Code
Status: i '; I Fe

Total$ |

428219 $.00 448,92 .00 .00 $331.11
$2.04512 £.00 $292.60 $730.00 $2.188.90 £.00 $5.256.62
$608.49 $.00 $.00 $1,740.00 .00 $.00 $2,348.49
$.00 $.00 $7.00 .00 .00 .00 $7.00
$761.70 $196.77 $.00 $.00 $.00 £.00 $958.47
$375.45 $.00 $94.50 $.00 .00 $.00 $469.95

$.00 $.00 $.00 .00 $.00;  $6,053.90 $6,053.90 -|

Presz F1 For Help o [s  [reorec [BADMIN [TRAIMIMG | — — B

Figure 7-13
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2. To send the query to the printer, click the Print button on the preview
window.

& CENTLIRA Repont Builder - QUERY.QRP

Operation

i

1001
1002
1004
1005
100&
1007
1008
1009
1011
1012
1014
1017
1250
1255
1502
2001
2003
2004
2005
3011
3031
3033

Figure 7-14

Reg Lab. §

$17,264.87
$282.19
$2,045.12
$A0%.49
400
$761.70
$375.45
400

$.00
41580
%00
$280.00
$26,453.56
$3550.54
$925.30
$920.74
%00
$1,146.07
$2,014.38
$76.17
$13,217.74
$240.47

Chrg, OT §

$1,327.71
$.00
$.00
$.00
$.00
$196.77
.00
$.00
$.00
.00
$.00
$.00
$3,322.52
$52.21
$.00
$.00
$.00
$.00
$155.22
$.00
$304.62
$.00

7.10.0 — Exporting a Query

MMIS Job Query
Jobs by Operation/Highway

Equipment $

6,020 43
.00
$292 60
.00
£7.00
$.00
£94.50
.00
.00
$120.00
£44.00
.00
$43,71591
.00
400
$552.20
.00
$188.40
$535.89
.00
$97.20
$53 60

Tlaterial § Service §

$11,302 69 $620.00
F4%.92 $.00
$730.00 $2,188 .90
$1,740.00 $.00
$.00 $.00

$.00 .00

$.00 .00

$.00 $.00
$60.00 $100.00
$496 55 $10,189 42
$.00 $.00

$.00 $.00
$132.10 $.00
$.00 $.00

$.00 $.00

$.00 .00

$.00 $.00
$152.00 $.00
61154 $1,000.00
$.00 $.00
$1,695.90 $.00
$.00 f$.00

HEQ §

£4,503 93
$.00

%00

$00

400

%00

$.00
£6,053.90
$287.50
$.00

%00

400

%00

%00

$.00

%00
280,00
$.00
$1,976.40
$00

$.00

%00

2001/01/C

Total §

£41,207 %
$331.1
$5,256 £
$2,348.«
$7.C
$958.<
F460 5
$6,053.5
§i447 2
£11,282.1
440
$2800
$133,630.0
$617.7
$921 .8
$1,4725
$280.0
$1,492.¢
$6,203.¢
$76.1
$15915.5

) $294.0
L3

Queries results can be exported to the user’s computer for use in common spreadsheet or
database programs.

7.10.1 - What Information is Exported

The information displayed in the Query Display Table is exported.

Both Standard and Custom Queries can be exported.

Feb.03Rev.2.0
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7.10.2 - Starting the Export
To export the information displayed in the table:

e Click on the Export button. E‘é |

2 ee Querie g%
File Edit Manage Record Reports/Quenes Admin  Windows Help _|E’|ﬂ
) = 7 g
i [0S0 = I A e R M O g Y
Search Detaill
Query By: IMateriaI = Avvailable Groups | Selected Groups
Prefi Fegi
Query Hame: |Material by Region/Distict/Patral Hrg " > D;?[ET
Filter Pryt Code Fratral
= Date from:: [200001/m1 | To: [2000¢12/05 Dperation e |||
Highiway = Jab

" Period from: I vl I_ To: I vl I_ PCA,
Status: I vI

Fegion: NORTHERN| Distict: NEW LISKEA| Patiot 46 Material | o6

I aterial M aterial b atenal Dty Lt
102 - A5PHALT, COLD M $769.45 7.200 TONM
103 - ASPHALTS: COLD, PRE-MIx, $155.28 200 TONN
143 - T50MM150MM SIGN POSTS $54.30 2000 MUMB
338 - SAND: SCREENED & TREATED [wINT $41,567.80 5812000 TONN
703 - SALT: COARSE & FINE [BULK) $193,085.85 244300 TOMM
990 - MISCELLAMEDOUS MATERIALS $8,437.78 000 MUMB
Press F1 For Help [14 — [i7  |HEDREOD [zooRD [ TRAIMNG | i

Figure 7-15
7.10.3 - Selecting the Export File Type
When exporting, you will be prompted to save the file to a folder on your computer.
Save the file in either one of two formats:

1. The Text formation

Saves the information as unformatted text.

2. The CSV format

Maintains all the column and number formatting of the original query. This format is
used when the exported data is used in a spreadsheet or database program.
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7.10.4 - Saving the Export File

To save the file:

1. Click on the Save in box to choose a directory on the computer to store the file.
2. Enter a name in the File name box.
3. Choose the File Type by selecting one of the options in the Save as type box.
4. Click the Save Button.
Save Contents Of Table To File !
Save jr: iEﬂMMIS DaTA, ;i f_ﬂ

e pane T
Save a: typer |CSW Fils j Cancel |

Teut Files |

Figure 7-16
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7.10.5 - Example of a Query Export

Figure 7-17 shows the information was exported as a CSV file and saved as: New
Liskeard material patrol.csv

This file was opened using MS Excel.

2 Microsoft Excel - Hew liskeard material patrol 46.csv

ﬁ File Edit ¥iew Insert Format Tools Data Window Help == =1
DSESRAY iR |-~ @®| = A& 45 09 -
pial ~ 10 v|BI§§§§E|$%,TﬁS;98|£;§"
A5 LI =| ‘338 - SAND: SCREEMED & TREATED MWINT
A | B | C [ o | E [ F
1_|Material Material § Material Oty Unit —
- ASPHALT, COLD MIX $769.46 7.2 TONN
- ASPHALTS: COLD, PRE-MIX $155.28 2 TONM
- 150MMETS0MM SIGHN POSTS $64.30 2 NUMB
- 5AND: SCREEMED & TREATED [WWINT ! $41,587.80 5.812.00 TONM
- SALT: COARSE & FINE (BULK) $193,085.685 2. 443.00 TONM
- MISCELLANEOUS MATERIALS $0,437.70 B0 MUMB
4] 4> [¥I]'New liskeard material patrol 46 / | 4] | LIJ_‘
Ready | 500000 | o |

Figure 7-17
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8.0.0 - Tables In MMIS

The tables contain information that populates various fields in the program. The tables contain
administrative information, codes and costs used by the system.

Different tables are maintained by the MTO maintenance office, MTO District’s MMIS
Coordinator, and Area Maintenance Contractor.

Your user group will determine your access to tables. Some Users will not be able to modify
table data though they will be able to view the table information.

MTO and AMC contractors set their own rates in MMIS.
AMC contractors can set rates for material, equipment, and labour that are specific to their
contract. Only the contractor can see these rates. MTO or other AMC contractors cannot see

them.

MTO sets rates that are specific to MTO use and cannot be viewed by AMC Contractors. .

Caution:

Never delete a record in a table. If the record is no longer used, set it to
Inactive.

Historical information will not be available if a table record is deleted.

Feb.03Rev.2.0
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8.0.1 — Table Administration by MMIS Groups

MTO MMIS GROUPS:

MTO Table Administration
Groups
MMIS 1 | Cannot Change Tables
MMIS 2 | Patrol Access to:
Administer Employees in Patrol Table
MMIS 3 | District Access to:
Administer AMC Table
Administer MTO Equipment Rates
Administer MTO Material Rates
Administer Patrol Table
Administer MTO Labour Rates
Administer PCA Table
Administer Vendor Equipment Rates
Administer Vendor Supervisors
MMIS 4 | Cannot Change Tables
MMIS 5 | Administer All MTO Tables
AMC MMIS GROUPS:
AMC Table Administration
Groups
AMC 1 | Cannot Change Tables
AMC 2 | Administer AMC Equipment Rates for a Contract
Administer AMC Material Rates for a Contract
Administer AMC Patrol Labour Rates and Employees for a Contract
AMC 3 | Administer AMC Equipment Rates for a Contract
Administer AMC Material Rates for a Contract
Administer AMC Patrol Labour Rates and Employees for a Contract

Feb.03Rev.2.0
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8.1.0 — Opening a Table Screen
To work with tables:

1. Select Admin from the menu bar.
2. Select the appropriate table to view or update.
3. Upon entering a table screen, you will be placed on the Search tab for that table:

a) To update or view an existing table, perform a Search; then move to the
Details tab.
or

b) To create a new table entry, click on the New button.

I

File Edt Manage Record ReportsiQueries | Admin  Windows Help

= = By L AreafContract - _
k_?l Elzl E Equipment Class ﬁlﬁl r_l_l 2
=  Equipment
Highway
Material
OP Prefix
Operation
Patrol
Project Contrack Account
Wendor
endor Equipment

Unit OF Measure
M5F
Iniflation

T lwme  wms  [mewes [ jm [

Figure 8-1
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8.2.0 - Tables in MMIS

Each table is described in this section.

8.2.1 - AMC Contract Table

MMIS Main Screen - [MMIS Table Maintenance - Area/Contract -]

Eile Edit Manage Hecord RHReports/Quenes Admin Windows Help _|5’|5|

= = = (o
| | 2| B8 x| ol W] 2 ]] ]
Search DET §|Hi510r\,-'|

Fegion: I ;I
Diiztrict: I ;I
Area/Contract No: |
D escription: |
“Wendor Code: I Sequence Mo: I
wendor Marne: | v Active
Fatrolz I Supervizors
_ Mot Azsigned _ Azzigned
> |
€< |
Press F1 For Help I I [HEDRIBC [rarazs [TRARNG | [ NOM [
Figure 8-2

This table is administered by the MTO District’s MMIS Coordinator.

The AMC contract table sets up an AMC contract in order to give the contractors access to
MMIS. The assigned patrols and supervisors for an area maintenance contract are set up in this
table. AMC supervisors need to be identified so they can access the system to review jobs.

To update or add new contracts to this table:

1. Click the New button on the button bar to create a new contract, or select the Detail
tab to edit an existing contract.
Confirm that the default Region and District are correct.
Enter the Contract Number.
Enter a text Description of the contract.
Enter the Vendor Code, Vendor Sequence Number.
Check the Active check box.
e This box tells the system that the information is currently active and data can
be entered against this contract.

AN
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7. Select the Patrols tab, and select the patrols that are located within the AMC
contract by moving them from the Not Assigned box to the Assigned Box.
8. Select the Supervisors tab, and select the supervisors for the contract by moving
them from the Not Assigned box to the Assighed Box.
e These individuals will have access to MMIS data for their contract, and will
Review jobs in the Data Promotion Process.
9. Save by clicking on Save on the button bar, or by pressing F6.

NOTE: MMIS Coordinators must set a contract to Inactive immediately after a contract is
completed or terminated.

8.2.1 - PATROL Contract Table

1 MMI5 Main Screen - [MMIS T. =] x|
File Edit Manage Record Reports/Queries  Admin  Windows Help _|ﬁ'|1|

rejolelel@l@lw|sw] ]«

Search Detail |H\s‘tory |

Fegion: ISDUTHW’EST vl Fiesp. Centre: I
Diistrict: IDW’EN SOUMD vl Pay R ate: I
Patral Type: I vl
¥ Active Patral
Patrol Code: I
Patrol Description: |
Highways | Employees E quipment Hired E quipment
Huy Code Highway Description Highweay Class

| IFTEE] IITEE | TRAINING-Gi | [ pm [

Press F1 For Help

Figure 8-3
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8.2.2 - The Equipment Class Table

The Equipment Class defines the type of equipment.

e.g. ¥2 Ton Pickup, 6 Ton Rubber Tire Backhoe

[EIMMIS Main Screen - [MMIS Table Maintenance - EQUIPMENT CLASS -] M= E
File Edit Manage HRecord Reporte/Queries Admin  Windows Help - |ﬁ'|5|

e ]

»jolelnlel |

Search Detall |Hi310r'f|
Equipment Class Code: |UDDU1
Equiprment
Clazs Description: IST""\"TlDN WAGEON
W alid Equipment Class
Press F1 For Help [1 [1 [HEDRIBD [rmiss [TRANING | [ N[
Figure 8-3

The Equipment Class table contains:

e The Equipment Class Code

e The Equipment Class Description

e A Valid Equipment Class check box to tell the system that the Equipment class is
valid and can be used.

This table is administered by the MMIS business administrator within the MTO Maintenance
Office.
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8.2.3 - The Equipment Table

&% MMIS Main Screen - [MMIS Table Maintenance - EQUIPMENT -]
ﬁ! File Edit Manage Hecord Reports/Queres Admin Windows Help - jﬁlj_ﬁ

v o|s| 8] R
Search Detail iHistory;
Region: ;CE HTRAL :;v Standard Rental R ate: ;21 oo
District: ;TUHUNTU T i
Fiental Rate Code: ;A - ;
Equipment Code: iLlLl'i 15
I~ ¥alid Equipment
Equipment Clags Code: iDI]‘I 13

Equipment Description: TRACTOR WHEEL CLASS 3-MIN.DRY WGT.J

Presz F1 For Help [z 2z [TRa&mNGOT [coorp [TRARING | T moM

Figure 8-4

The Equipment table provides a list of all equipment.
This table is administered by the MMIS business administrator within the MTO Maintenance
Office, with the exception of the rental rate.

The MTO Rental Rate is administered by the MTO MMIS Coordinator.

For an AMC contractor, the Rental Rate is set by the contractor.

8.2.4 - Entering the MTO Equipment Rental Rate
To enter the Rental Rate, the MTO MMIS Coordinator will:

Select a piece of equipment from the Search tab.

Select the Detail tab.

Click on the Equipment Rental Rate column for your district.
Enter the Equipment Rental Rate.

Save the record by pressing the Save button, or press F6.

M
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MMIS Main S5creen - [MMIS Table Maintenance - EQUIPMENT -] HEER

Eile Edit Manage Becord Reports/Quenies Admin Windows Help _|5’|5|

Sy = i
v|o|ela|g|x|x|s|®]| |« ] =]
Search Detail |Histc-rv|

E quipment Code: I Rental R ate Code: I vl
Equipment Clazs Code: I I [¥/ald Eguimert
Equipment D escription: |
District Equipment =
Rental R ate
= | OWEN SOUND 2
| |
Prass F1 For Help | | [TRammz0s  [MMISE [TRAMING | [ oM [

Figure 8-5

8.2.5 - The AMC Contractor Equipment Table
To enter the Rental Rate for each piece of equipment, the AMC contractor will:

Select a piece of equipment from the Search tab.

Select the Detail tab.

Click on the Equipment Rental Rate column.

Enter the Equipment Rental Rate.

Repeat steps 3 and 4 if there is more than one contract.
Save the record by pressing the Save button, or press F6.

S
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=] MMIS Main Screen - [MMIS Table Maintenance - EQUIPMENT -]

Figure 8-6
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8.2.6 - The Highway Table

=] MMIS Main Screen - [MMIS Table Maintenance - HIGHWAY -]

||| [ f»]

Figure 8-7

The Highway table provides a listing of highways for the program. This table is administered by
the Head Office MMIS business administrator.
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8.2.7 - The Mater

ial Table

The Material table provides a list of material that can be used on a job. The Material Code,
Description, Unit of Measure Code (UM Code), and the Valid Material check box are
updated by the MMIS business administrator within the MTO maintenance office.

To enter the Material cost for their district, the MTO district MMIS Coordinator will:

o Wbk

Select a material from the Search tab.
Select the Detail tab.
Click on the Material Cost column for your district.
Enter the Material Cost.
Check the Allow Override check box to allow the material cost to be overwritten.
Save the record by pressing the Save button, or press F6.

NOTE: Check the Allow Override check box to allow the material cost to be
overwritten with actual costs during data input.

MMIS5 Main Screen - [MMIS Table Maintenance - MATERIAL -]

EE| File Edit Manage

Becord Reportz/Queries

Admin Windows Help

Fresz F1 For Help

A= = e
w| o|e|e|d] x| o R
Search Detail |History|
M aterial Code: 120
Material Description: |CDNNECTICUT BARRIER COMPOMENTS
Material L
Desoription [EONNECTICUT BARRIER COMPONENTS
U Code: |52 [ | alidifd ateal
Diztrict Material Cost | Allow Overide Check Al
r
r Uncheck Al
F
F
F
=
=
W | DWEN S0UND BE r
=
F
=
F
[1 |1 [TRAMNGDZ  [MMISE [TRANNG | [ NOM [

Figure 8-8
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8.2.8 - The AMC Contractor Material Table

To enter the Material Cost, the AMC contractor will:

Select a material from the Search tab.

Select the Detail tab.

Click on the appropriate cell in the Material Cost column.
Enter the Material Cost.

Repeat steps 3 and 4 for each contract.

Save the record by pressing the Save button, or press F6.

A o e

[=] MMIS Main Screen - [MMIS Table Maintenance - MATERIAL -]
=

Jv | /5lid i aterial

et T e et

Figure 8-9
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8.2.9 - The OP Prefix Table
The Operation Prefix table sets the prefix numbers that can be used in MMIS.
The table contains the:
e Prefix Code and Prefix Description.
and

e Check boxes are used to set a prefix to valid (Valid Prefix) and allow projects (PCA
Allowed) to be used with the prefix.

This table is administered by the MMIS business administrator within the MTO Maintenance
Office

MMIS Main Screen - [MMIS Table Maintenance - OP_PREFIX] HmEE
File Edit Manage Hecord Reports/Queres Admin Windows Help = Iﬁllﬂ

o SR =TNERR T

Search §De1ailj| FfiEtaEry, I

Prefix Code: IUU

Prefix Description: IHDUTlNE GEMERAL

NORCEE

Iv alid Prefix

I~ PCA Allowed

Fress F1 For Help [ 15 |HEDRIBO [rriss [TRAINING | I N

Figure 8-10
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8.2.10 - The Operation Table
The Operation table is a list of all Operation Numbers in MMIS.

This table is administered by the MMIS business administrator within the MTO Maintenance
Office.

This table contains the:
e Operation Code
e Operation Description

e Accomplishment Code

Check Boxes determine if:

e A highway is required. (Highway Required)
e A structure Site Number is required. (Site No. Required)

This table also:

e Displays the Valid Prefix numbers applicable to an Operation Code.

MMIS Main Screen - [MMIS Table Maintenance - OPERATION] [ _ 5] x]
Fil=  Edit Manage Becord Reports/Queriez Admin  Windows Help - |5'|5|

RDKILIE

w|oje]n|e] o

Operation Code: |1UU?
Operation Desc.: [DRAGGING DR GRADING
Debit Acct. Mao: |123 o el e ]
Operation Type: |1 ™ Site Mo, Reguied
Accom,. Code: |39 Kilometre vl ¥ Planned HRS Feq.
¥ Planned Dal. Req.
SlEme] el st I v walid Dperation
—Walid Prefixe:
Prefix Code Prefix Dezcription “Walid Prefix
an ROUTIME GEMERAL I
0z ROUTIME WINTER I
04 DamMAGE TO CROWN FROPERTY I
05 EMERG. CALL OUT [ELECTRIC —
U] PROJECT GEMERAL I
a7 RECOWERAEBLE wWORK I
U] PROJECT WINTER —
Press F1 For Help I I [HEDRIBD = [TRAMING | o]

Figure 8-11
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8.2.11 - The Patrol Table

The Patrol table contains a list of patrols within a district.

The MTO MMIS Coordinator maintains this table.

++; MMIS Main Screen - [MMIS Table Maintenance - PATROL -]

AMC Patrol

EP Patrol

Crew

DDIS Crew
DDIS Patrol
Home Location
Mng. Outsource

To set up a Patrol:

1.

N

VXN kW

Feb.03Rev.2.0

Click the New button on the button bar to create a new patrol, or select the Details
tab to edit an existing patrol.
Confirm that the system has defaulted to your Region and District.

Select the Patrol Type by clicking on the drop-down arrow and making a selection.
Enter the Patrol Code.

Enter the Patrol Description.

Enter the Responsibility Centre for the patrol.

Enter the Pay Rate for the patrol.

Set the patrol to active with the Active Patrol check box.

Select the Employees tab; enter the Last Name, First Name, and check the
Active Employee box if the employee currently works at the patrol. This must be
done for each employee on the patrol.
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10. Select the Highways tab and enter the Highway Code, Highway Description,
and Highway Class. This must be done for each highway within the patrol.

11. Select the Equipment tab, enter a list of frequently used equipment for the patrol

12. Select the Hired Equipment tab; enter a list of frequently used hired equipment.

13. Save the record by pressing the Save button, or press F6.

-, MMIS Main Screen - [MMIS Table Maintenance - PATROL -]

0o0oo
0o SMDN WAGOMN
ooonz2 I VAN

/.
/
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8.2.12 - Creating a Home Location Patrol

The Home Location patrol is used only by MTO MMIS Coordinators to enter work order
information in an AMC area when the work order is not awarded to the AMC contractor.

To create a Home Location Patrol:

1. Click the New button on the button bar to create a new patrol, or select the Detail tab
to edit an existing patrol.

The system will default to your Region and District.

Set the Patrol Type to Home Location by clicking on the drop-down arrow.

Enter the Patrol Code.

Enter the Patrol Description.

Enter the Responsibility Centre or leave the field blank.

The RC is optional for a Home Location Patrol.

Enter a Pay Rate of 0.

Save the record by pressing the Save button, or press F6.

VXN kW

NOTE: Employees or Highways are not required for a Home Location Patrol.
The Responsibility Centre is optional for the Home Location Patrol.

The Pay Rate should be set to 0. This field cannot be left blank.
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8.2.13 - The AMC Contractor Patrol Table

The contractor can enter employees and set the pay rate for each patrol within their contract.

[EIMMIS Main Screen - [MMIS Table Maintenance - PATROL -] [ _ =] %]
=] File Edt Manage Becord Reports/Queries Admin indows Help == ﬂ

x|ojele|@lx|wja|w] |- |«|r]=]

Search Detail lHislUry]
Region: Resp. Centre:
Diistrict: Pay Rate:
Patral Type:
=
Patrol Code:
Patrol Description: |
Emplopess Highwaps ]
Last Mame First Mame Active Employes i‘
01 JOHN MOMAHAM ICd
02 TOM REID ~
02 KERRY HODGKINSOM v
~ | 04 TIM O'DOMMELL ~
05 .JIM HALLMAM v
0B KEVIMN MCNAB T4
55 TODD ELDER v
B0 DOUG RADER T4 j
MMIS Patrol Pay Rate 1 1 [TRANNGOS [2mcz [TRANNE
Figure 8-13

To enter the information:

Select a Patrol from the Search tab.

Select the Detail tab.

Enter the Pay Rate for the patrol.

Select the Employees tab, enter the Last Name, First Name, and check the
Active Employee box. Repeat this step for each employee.

5. Save the record by pressing the Save button, or press F6.

b e

NOTE: Do not delete an employee from the Employee Tab. When an employee is no longer at a
patrol, uncheck the Active Employee checkbox. When entering jobs, the employee’s name will not
appear in the list of employees on the Labour tab.

If a new patrol is required contact your MTO MMIS Coordinator.
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8.2.14 - PCA - Project Contract Account

The Project Contract Account table in MMIS contains information about projects.

This table is administered by the MTO MMIS Coordinator.

57 MMIS Main Screen - [MMIS Table Maintenance - PCA -]

8] File Edit Manage Record Repons/Queries Admin  Windows Help == x|

ﬂ

Region:

District

olefa|slal|=]w] | |«|~]

Search Detail |Histury|

Description: |

Default RC: Privatization Code I vI

¥ Has Operation ™ Recoverable V¥ “alid Project FCA Status I vI

Record Updated

[CENTRAL = PCA Code

[roronNTD = PCA Type | =

 Capital Project
F Froject
' Wark Qrder

MMIS PCA Type e 176 [MATHESEU [COORD [TRAINING |

Figure 8-14

To set up a PCA:

1.

2.

W

5
6.
7.
8
9.
10.

1.
12.

Click the New button on the button bar to create a new PCA, or select the Detail tab
to edit an existing PCA.

Confirm the system has defaulted to your Region and District.

Enter the PCA Code.

Enter the PCA Type by selecting one of these options from the drop-down arrow:
Capital Project, Project, or Work Order.

Enter a text Description of the Project.

Enter the Project Default RC if required.

Leave the Privatization Type box blank

Check the Has Operation check box, if operation numbers are required.

Check the Recoverable box, if the cost of the project can be recovered.

Check the Valid Project box, so jobs can be entered against the project. Uncheck
this box when the project is complete.

Set the PCA Status box to (O) open or (C) closed.

Save the record by pressing the Save button, or press F6.
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NOTE: Setting a Default RC for the project causes all patrol and crew work on that
project to be charged to the project RC. If the Default RC field is left blank, all
project costs will be charged to the RC for the patrol or crew when entering jobs.

8.2.15 - The Vendor Table

The Vendor table lists the Vendors in MMIS. Vendors are obtained from the government’s list
of Active Vendors of Record.

The Vendor table is imported from the Ontario Government’s financial system.

8.2.16 - The Vendor Table in AMC Areas

The MTO MMIS Coordinator will maintain the Supervisors list in the Vendor table.

This identifies the contractors’ staff who will use MMIS and Review jobs for the Data
Promotion Process.

This information is required to complete the Area/Contract table.
To set up the Supervisors list:
1. Select the appropriate vendor from the Search tab, and double-click with the left

mouse to move to the Detail tab.
2. Click in an empty line in the Name column with the left mouse button.

(98]

Right-click with the mouse to see a list of available supervisors.

4. Select the appropriate individual, and click on the Ok button with the left mouse
button.

5. Save the record by pressing the Save button, or press F6.

NOTE: If a name is not available, then it has been selected by another contract or the user
has not been issued an User ID by MTO.
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8.2.17 - The Vendor Equipment Table

This table is administered by the MMIS business administrator within the MTO Maintenance
Office.

The MTO MMIS Coordinator will enter the rental rate for the equipment for their district.

To enter the Rate:

1. Search for the appropriate piece of equipment, and double-click on it with the left
mouse button to move to the Detail tab.

Double-click your home District in the District.

Choose the Unit Measure, from the drop down menu and enter the Default Rate
There can be several Unit Measures chosen with different Default Rates.

Save the record by pressing the Save button, or press F6.

e

vof D]l [x[cioje] [»] [»]]

foo0”
- BANCROFT

CHATHAM
SINGLE PLOWEWING HUNTSVILLE
5 KINGSTON

LONDON
SA2E0 NEW LISKEARD
5F2 OTTAwA
DWEN SOUND
SAULT STE MARIE
SUDBURY
5000 THUNDER BAY

TORONTO

430
.
40-38-37

PAT 04

Feb.03Rev.2.0 8-21



MAINTENANCE MANAGEMENT INFORMATION SYSTEM
USERS MANUAL

9.0.0 - The Bare Pavement Module

The Bare Pavement module tracks the highway maintenance program’s winter performance
measure. The data is collected at the patrols, recorded on paper forms, and later entered into the
system at the MTO district office. Your MMIS user group will determine if you have access to
the Bare Pavement module.

9.0.1 — Opening the Bare Pavement Module

To open the Bare Pavement window:

1. Select Manage from the menu bar.
2. Select Bare Pavement.

7, MMIS Main Screen

| OpenBarePaementModde T Temsss T Tees T TRamnes [
Figure 9-1
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9.1.0 - The Bare Pavement Window

" MMI5 Main Screen - [MMIS Manage Bare Pave 8|
File Edit Manage Record Reports/Queries Admin  Windows Help - | =) |1|
= &5 b,
wlojelal@lplolsie] |«
Legend: Blue - 'Initisted’ Events, one or more weeks old.  Fed - ‘Rejscted’ Events, one or more weeks old.
Search BP Entry |History|
Fiegion: SOUTHWEST [ BF ID:
Distict: OWEN SOUND I Ewent Mo: [Blank indic-ates Create Mew Event.)
Patral Type: |EF Pabal i
Patiol T Status: Iln\tiated - I
Ewent Date [Month Day, Year): Ewent Type: I vI [~ Continuous Entry
Highveay: I Highway Class: I j &)l Time values expressed in terms of 24 hrs.
Ewent Beginning [y /MM/DO]): I Time: I BP Lost [v¥'/Mb/DD): I Timne:
Ewent Ending [v* /MDD I Time: I BP Regained [¥“ /MM/DD): I Time:
— Comment:
Press FL For Help | =GRS IEE] | TRAINING-Si | [ pm [
Figure 9-2

The Bare Pavement window has three tabs:

1.The Search tab

This screen is used to Search existing records and is explained in 3.0.0 - Searching for

Information in MMIS

2.The BP Entry tab

Enter new information or edit existing records on this screen. (Shown in Figure 9-2).

3.The History Tab

This screen displays the changes to a record and is explained in
4.0.0 — The History Tab
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9.2.0 — The BP Entry Tab

:;f MMIS Main Screen - [MMIS Manage Bare Pa = | a |1|
File Edit Manage Record ReportsiQueries Admin  ‘Windows Help — &=

id SR e=A =0 e o O S

Legend: EBlue - 'Initisted’ Events, one or more weeks old.  Fed - Rejected’ Events, one or more weeks old.

Search BP Ertry |His‘tory|

Fegion: SOUTHWEST | BP 1D:
District: DWEN S0UND I Ewent Mo: [Blank indic-ates Create Mew Event.)
Patrol Type: |EF Patral I
Paol  [10COOKSTOWN T S frieed ]
Event Date [Month Day, Year): 200241125 Ewent Type: I vl [ Continuous Entry
Highway: I Highway Class I j &l Time values expressed in termns of 24 hrs.
Event Beginning [ /MMADD): | 2002411/25  Time: I BP Lost [vv /MDD | 2002411725 Time:
Ewent Ending [v*' /MDD I Time: I BP Regained [¥“"' /MDD I Time:
— Comment:
Press F1 For Help | IR [MmIS3 | TRAINING-8i | [ mm [
Figure 9-3

9.2.1 - The Location

The Location is determined by the Region, District, Patrol and Patrol Type.
The Region and District is based on your User ID.

The Patrol is the location where the winter operation was performed.

The Patrol Type should be set to BP Patrol. The BP Patrol is set up under the Patrol Table.

9.2.2-BPID

The BP ID is a unique number assigned by the system to each Bare Pavement Record. This is a
searchable field.
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9.2.3 - Status
Bare pavement records follow the Data Promotion process.

All new records are assigned a Status of Initiated.

NOTE: Please check the accuracy your data before setting the Status to Closed. Only
Initiated data can be edited.

The record must be saved with each change in Status.

9.2.4 - The Event Date

The Event Date is the day the storm started.

9.2.5 - The Event Type

The Event Type options are Snow, Ice, and Both.
9.2.7 - The Continous Entry Check Box

When checked, this box retains the Location and Event Type information to speed up data
entry.

9.2.8 - Highway and Highway Class
You type in the Highway number,
or

Right-click on the Highway box,
or

Press the F2 key to show a list of highways.
When the Highway is entered, the Highway Class field will automatically be filled in. You
can overide the Highway Class by clicking on the drop-down arrow and selecting one of the
Highway Class options.
9.2.9 - Event Beginning date and Time: The date and time when the event started

9.2.10 - BP Lost date and Time: The date and time when bare pavement was lost.

9.2.11 - Event End date and Time: The date and time the event stopped
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9.2.12 - BP Regained date and Time: The date and time bare pavement was regained
9.2.13 - The Error Message

The BP Regained date and Time must be after the BP Lost date and Time.

The Event End date and Time must be after the Event Beginning date and Time

The following message (Figure 9-4) will appear when an incorrect entry is made:

Error

Losgt datetime should naot be less than start datedtime |

Figure 9-4
9.2.14 - The Date Format

All Bare Pavement Dates are entered in the Year/Month/Day format.

You have the option of entering the date,
Or
Press the F2 key on your keyboard
Or
right-click with the mouse to display a calendar to select the date.

Find Doy 1

il Cancel (|

4] Octaber 2000 3
Su Mo Tu We Th Fr 3Sa
1 2 3 4 5 b 7
B Y 1 I B - b R

5 KB v o8 19 2 2

2 2 M 3\ o\ 27 M

Concel the current oparason.

Figure 9-5
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9.2.15 - The Event Time Format
All event times are entered using the 24 hour clock format.

The time is recorded to the nearest %5 hour.

9.3.0 - Entering Bare Pavement Event Information

v~ MMIS Main Screen - [MMIS Manage Bare Pavement]

o (bin = jaix|nir] <[> <=

02 Burlington

[oet 6 2000 I | =

B Both

- FR Freezing Rai

S Show

r mme[

Figure 9-6
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:;:{ MMIS Main Screen - [MMIS Manage Bare Pavement] - | = |1|
Fil= Edit Manage Record Reports/Queries Admin  Windows Help - | = |1|
ru ez w) L, =
djojep|@lmis|s|w| r|«n]
Legend: Blue - Inttisted’ Events, one or more weeks old.  Red - 'Hejected’ Events. one or more weeks old
Search BP Entry |Histnry|
Region: SOUTHWEST e BPID:
Dttt OWwEN SOUND Eell ot [Blank indicates Craate New Event )
Patral Type: |EF Patiol =l _
Patral 10 COOKS T 0w =] St firived <1
Event Date [Month Day, Year): 2002411425 Event Type: | vl [v Continuous Entry
B Bath
: . i I FF Freezing F‘ﬂiﬂ}xll Time values expressed in terms of 24 hrs.
Highweay: ISS Highway Clasz: |1B Clasz 1B 5 Snow
Event Beginning (VY /MMADDYE | 2002411225 Time: I BPF Lost [y /MMADDL | 2002411425 Time:
Ewvent Ending [ /MDD I Tirmne: I EP Regained (v /MM/DD]: I Tirne:
— Caomrmen
Event Type I [ [risoz [rrais3 [TRANNG-3 | [ m [
Figure 9-6

To enter Bare Pavement information:

Press the New Button to enter a new record.
Select the Patrol from the drop-down arrow options.
Enter the Event Date.

Enter the Highway.

Confirm the Highway Class is correct.
Enter the Event Beginning date and Time.
Enter the BP Lost date and Time.

Enter the Event Ending date and Time.

10 Enter the BP Regained date and Time.
11.Enter Comments if applicable.

e e AR L

12. Save the record by pressing the Save button on the button bar, or press F6.

Feb.03Rev2.0
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Appendix A

Log In Groups in MMIS

The Group you belong to in MMIS allows access to different parts of the system.
There are groups available for MTO staff and Area Maintenance Contract staff.

MTO MMIS Groups:

Group Enter and Edit Jobs for View Information for Data Approval Table Administration
MMIS 1 | Single patrol Multiple patrols within a District Initiate and Close Cannot Change Tables
MMIS 2 | Multiple patrols within a Multiple patrols within a District Initiate and Close
District and Review Patrol Access to:
Admin Employees in Patrol Table
MMIS 3 | Multiple patrols within a All Regions Review and Reject
District and Bare Pavement District Access to:
Admin AMC Table
Admin MTO Equipment Rates
Admin MTO Material Rates
Admin Patrol Table
Admin MTO Labour Rates
Admin PCA Table
Admin Vendor Equipment Rates
Admin Vendor Supervisors
MMIS 4 | Cannot Enter or Edit All Regions Accept and Reject | Cannot Change Tables
MMIS 5 | Cannot Enter or Edit All Regions Admin All MTO Tables
MMIS Allows the user to view All Regions No access to data Cannot Change Tables
R/O information in MMIS only. promotion
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Area Maintenance Contractor MMIS Groups:

Group | Enter and Edit Jobs for View Information for Data Promotion | Table Administration
AMC 1 | Single patrol within a Single patrol within a Contract Initiate and Close | Cannot Change Tables
Contract
AMC 2 | Multiple Patrols within a Multiple patrols within a Contract | Initiate and Close
Contract Admin AMC Equipment Rates for a
Contract
Admin AMC Material Rates for a
Contract

Admin AMC Patrol Labour Rates and
Employees for a Contract

AMC 3 | Multiple patrols within a Multiple patrols within a Contract | Review and
Contract Reject Admin AMC Equipment Rates for a
Contract

Admin AMC Material Rates for a
Contract

Admin AMC Patrol Labour Rates and
Employees for a Contract

AMC This access allows the user | Multiple patrols within Contract No access to data | Cannot Change Tables
R/O to view information in promotion
MMIS only.
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Glossary Index

Responsibility Centre: Identifies the account where the expenditures will be allocated
for the Job.

e To view a list of the available R/C’s right mouse click on the Responsibility
Centre box or Press the F2 key on the keyboard.

Prefix Codes: Prefix codes categorize maintenance operations.

e To view a list of the available Prefix Codes right mouse click on the Prefix Code
box or Press the F2 key on the keyboard.

Continuous Entry: Continuous entry mode is on by defaulted. This can be turned off
in the Preferences Settings.

Operation Number: Identifies what operation was performed

e To view a list of the available operations right mouse click on the Operation
Number box or Press the F2 key on the keyboard.

Highway Number: Identifies what highway the operation took place.

e To view a list of the highways right mouse click on the Highway box or Press the
F2 key on the keyboard.

Accomplishment Quantity: Identifies the accomplishment quantities for a job.

e Accomplishment units are based on the Operation number and are
automatically entered into the field next to the Accomplishment Quantity.
PCA Type and Code: The PCA Type options are Capital Project, Project and
Work Order.

The PCA Code is a unique number that identifies the
project.
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e If'the project has a specific Responsibility Centre (RC), the Responsibility
Centre will change to reflect the RC of the project when the PCA Code is
entered. If there is not a specific Responsibility Centre that is assigned to the
project, then the Responsibility Centre will be the default number for your
location. For information on setting up a project see: 8.2.13 PCA — Project
Contract Account.

e To enter the PCA type, click on the PCA Type box drop-down arrow and select
from the options.

e To enter the Code, right mouse click on the Code box and select the code or
Press the F2 key to view a list of available projects.

Structure Site Number: Is a unique identifier for each bridge on a provincial
highway. If you’re unsure of the Structure Site Number,
contact your MMIS Co-Ordinator.

e The Structure Site Number is required for operations that are carried out on the
structure.

e To enter the site number, click on the Struct\Site box and enter the number.

Recoverable Reference Number: This field is required when the cost of the job is
recovered from another source.

¢ Contact your MMIS Co-Ordinator to determine the numbers that are applicable
for use in your area.

e To enter the number, click on the Recov Ref. field and enter the number.

Comments: The Comments field is where relevant information for the job is entered.

e The Comments field is a maximum of 50 characters in length. Comments are
searchable therefore all comments should be consistent and accurate.

e REMARKS are NOT searchable.
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