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1 Getting started with MXSuite

1.2

Getting started with MXSuite
MXSuite fleet management software

Tools are needed in order to manage your fleet properly. With a range of modules, MXSuite gives
you the chance to optimise fleet management, from maintenance to certificates and from
purchasing to crewing. Data is available at the click of the mouse and can be automatically
exchanged between ship and office.

MXSuite was developed using the latest technological advancements, but is easy and effective
thanks to its simple user interface. This means users with minimal knowledge of computer systems
can also use the software.

We wish you the best of luck with MXSuite!

Mastex Software BV

MXSuite is developed by Mastex Software BV. New features are added daily to MXSuite and we are
working on continuous improvement. Despite the fact that MXSuite is easy to use, we created this
user manual to make the use of MXSuite even easier.

If your question is not answered in the user manual, first contact your MXSuite supplier. If you
purchased MXSuite directly via Mastex Software BV, you can contact our help-desk instead. The
telephone help-desk is available on weekdays from 8:30 AM to 5:00 PM (CET). You can also contact
us by email.

To make optimal use of MXSuite and to get the most out of your organisation, Mastex Software BV
offers training programmes on location and at our own training facilities. In consultation with you,
we can create a basic training programme or course that is tailored to your specific needs. Feel free
to contact us to discuss the available options.

Contact information:

Telephone +317820202 02

Support email success@mastexsoftware.com
Sales email sales@mastexsoftware.com
Website www.mastexsoftware.com
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1.3

1.4

System requirements

To be able to use MXSuite, your system must meet the following requirements.

Component Minimal requirements

Processor

Memory
Operating system

Hard drive
Graphics
Database

x64 Processor 2GHz. AMD Opteron, AMD Athlon 64, Intel Xeon, Intel
Pentium IV

2 GB RAM

Windows 7

Windows 2008

80 GB

VGA resolution 1024x768

Microsoft SQL Server 2012 Express

To make optimal use of MXSuite the following is recommended:

Processor
Memory
Operating system

Hard drive

Graphics
Database

F' Note:

Intel i5/i7 processor

4 GB RAM

Windows 10

Windows Server 2012 R2/ 2016

80 GB; SSD

Full HD, resolution 1920x1080

At office: Microsoft SQL Server 2012/ 2014/ 2016 Standard
On board: Microsoft SQL Server 2012/ 2014 / 2016 Express

The delivery of MXSuite includes the database program Microsoft SQL Server Express by

default. While this version is offered for free by Microsoft, please bear the following limits in

mind:

e Maximum 1 GB memory usage

e A maximum of 10 GB of data storage (attachments in MXSuite are not included)

When you start reaching these limits, we recommend switching to the Standard edition of

SQL Server. In practice, the office version will likely need to be switched to the Standard

version in due time.

Registration number MXSuite

up.

After MXSuite is installed, you will be prompted to enter a registration number during the initial set-

Enter the registration number and click on Activate to activate the license. License data will be

collected online from the MXSuite license server, after which MXSuite will be ready for use.
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MXSuite Activation

Please enter the required information.

1.5 Starting MXSuite

MXSuite opens with a login window:

MN\suite

 Administrator B8 <password> a

®

Select the user name and enter your password.

The standard password for the Administrator isadmin

E Important:
Immediately change the administrator's default password to prevent misuse.
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1.6 Howdo | change my MXSuite password?

1. Start up MXSuite. On the login screen click e%

M\ suite

Administrator B8 <password> Q

®

2. Enteryour current password and then enter your new password twice

CHﬂnge password

Old password: |
Mew password:

Retype new password:

3. Click on Ok
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1.7

1.8

What do the colours mean?

In MXSuite three main colours are used. These colours are often used in symbols or on part of the

status bar. The colours indicate the status of the relevant item.

A status bar indicates which percentage of items are red, orange or green.

— ]

The table below explains the meaning of each colour per module.

Module — Meaning

Maintenance

Running hours

Certificates

Safety

Inventory

Purchase

Documents

Crewing

Synchronisation

O maintenance is in good order

A the maintenance task expires this week

< this maintenance task should have been completed

O the running hours were recently updated

A the actual running hours have to be entered

<2 the actual running hours have not been entered for more than seven days
O the certificate is in good order

A\ a survey must be conducted

< the certificate has expired or a survey should have been conducted

O the drill does not need to be performed yet

A the drill has to be performed during this period

< this drill should have been performed

O this part is well-stocked

A there is not enough stock to perform the upcoming maintenance activities
< the actual stock of this part is less than the required minimum stock level
O the order is being processed and the delivery date has not yet expired

A the order is marked as unread

< the delivery date has expired and the order has not been delivered

O the document task is in order

A the document task is about to expire

< the expiry date of the document task has been exceeded

O there are no expired documents for the crew member

A the crew member has documents that are about to expire

< the crew member has expired documents

O the synchronisation for both data and documents was recently performed
A the data and/or document synchronisation has not been performed for 8-14
days

< the data and/or document synchronisation has not been performed for more
than 14 days

Date and time notation in MXSuite

The date and time notation as displayed in MXSuite is copied from the computer on which MXSuite

was loaded.
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2 View settings

2  View settings

In MXSuite, results are displayed in different ways. These are known as views.

Aview determines which data is displayed on the screen. It also determines the order, the columns
and the way the data is ordered. Per user the most recent view is saved and displayed next time by
default.

The following view options are possible:
Select different views

Order by columns
Filter data

Search for specific words within the selected view
Print the data in the selected view

r' Note:
The views can be configured to the user's needs. This chapter uses the default settings. Texts
or images may therefore differ from your situation.

2.1 How do | filter in a view?

1. Click on ¥ in the column header
2. Select the desired filter

Drag a column header and drop it here to group by that column.

v Category path 4 Y Taskname Y Job plan name
@ IH] 100 Superstructure = 130.1 Emergency hatches Custom Filter... Planned maintenance
<@ 100 Superstructure > 131 Weather deck hatches [ select all Planned maintenance

[C1100 Superstructure > 130.1 Emergency hatches

3 m] 100 Superstructure > 133 Watertight doors
[J100 Superstructure = 131 Weather deck hatches

~ Planned maintenance

<@ 100 Superstructure > 133.1 Watertight doors(1) 100 Superstructure > 133 Watertight doors Planned maintenance
; v
< 100 Superstructure > 133.1 Watertight doors(1) 100 Superstructure > 133.1 Watertight doors(1) Planned maintenance
@ 200 Engines & propulsion = 210 Main engines = 210.1 Main m Corrective maintenance
ance
<@ 200 Engines & propulsion > 210 Main engines > 210.1 Main k= - ! Planned maintenance
(3 m] 200 Engines & propulsion > 210 Main engines > 210.1 Main E... main eng P5 general alarm comp Planned maintenance
3. Clickon Ok
r Note:

Active filters can be identified by the coloured filter symbol above the relevant column.
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2 View settings

2.2

2.3

2.4

2.5

How do | group columns?

Drag a column to the group bar.

Drag a column header and drop it here to group by that column. <+ Category path

v Category path & T Task name ¥ Job plan name

This view has the option of grouping multiple columns. You can also change the order of the

grouped columns.

4 Category path X a Job plan name X

v Category path 4 T Task name

+ 100 Superstructure > 130.1 Emergency hatches

+ Planned maintenance

@ [ﬂ] 100 Superstructure > 130.1 Emergency hatches Check emergency hatches

How do | search in a view?

Enter the search term in the search bar.

Search... m

r' Note:
In the view definition (to be created by an MXSuite administrator), determine the columns to

include in or exclude from your search.

How do | print a view?

Each view can be printed. It is possible to print specific information as a report.
1. Click on Print
2. Theview will be printed as seen on the screen

How can | change the ordering in a view?

1. Go to the column name in question
2. Click on the column name to change the ordering

W Category path 4 Y Taskname v VW Job plan name ¥

12



2 View settings

- Tip:

Look next to the column name to see how the column is sorted. There are 3 options:

Tarkinek 7 Ascending order.
Task name v v Descending order.
Task name 7 Ordered according to the display settings.
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3 Fleetwide overview

3.1

3.2

Dogu Schip 1

Docy Schip 2 Ll === = m— ———— — = p— - — py— ]
Doeu Schip 3 =] ] s — e p— e |
Docu Schip 4 e e I e e e e e ]

The fleetwide overview gives you information about the status of the various MXSuite modules for
the entire fleet. The status of the different modules can be seen per ship in the status bar. Click on a
bar to open the relevant module for the selected ship.

r/ Note:

The fleetwide overview is only available in the office version of MXSuite. The accuracy of the
data depends on the synchronisation settings between the office and the ships.

How do | change the order of my ships?

1. Click on Ordering at the top right and select one of the ordering options
2. Click on Direction at the top right and select Ascending or Descending

Why am | missing a module in the overview?

This may be due to the following reasons:

e The module was not selected in the list of visible modules. Follow the steps below to change the
visibility

e The useris not fully authorised

e The module is not a part of the license

Follow the steps below to hide modules or to make them visible:
1. Right-click on the title of a column

v Maintenance
Docu SChip 1 v  Running hours
Docu Schip 2 v Certificates
Docu Schip3 | ¥ =

v Inventory
Docu SChip 4 v Purchase
Docu SChip g ¥ Documents

v Crewing

¥ Synchronization

2. Click on the desired module to view or hide it
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3 Fleetwide overview

3.3

3.4

3.5

How do | get an overview of the expired certificates for the entire
fleet?

In the fleetwide overview, click on Certificate expiry.

Dusin Hmorcts [ Seane

.V -7 T | Noest Enclorsmmem Middieime ¥ | Doneat Bxpury 7

Bocusane Mptamians S0 Maceinary Aneas ta GoC 17308 708
B Cargn Sup Safesy Centicane (551 EET TR

Docu &g Tt (oA ] it 112010 142010
Docu i T (ataga 112007 i 1S et (ST} 152000

This generates an overview of the certificates as defined in the selected view. If multiple views have
been configured, these can be selected using the button at the top right of the screen.

How do | see a budget summary for the whole fleet?

Click on Budget in the fleetwide overview and select the desired Year.

[ FLRO =
_‘u{ﬁsel Ordered De.h_i\._'emd Bu:.!geted Amaount
Docu Schip 3 97500,00 0,00 252000,00 B
Docu Schip 1 86250,00 150000,00 322500,00 I
Docu Schip 2 15000,00 75000,00 260000,00 B
Fleetwide Total  198750,00 225000,00 834500,00 T

The table displays the total budget per ship, as well as the amount currently being processed for
delivery and the amount that has already been delivered.
This is also displayed in a coloured bar as:

Blue: ordered parts
Black: delivered parts
White: available budget

What is the function of the Warnings button in the fleet overview?

It performs the same function as the option Warnings in the Crewing module.
See "How can | tell which of my crew members’ documents are expired?" on page
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4 Summary

4

4.1

Summary

-

Drerion
@ Wk Los

= MASTEA

0 Budgmt

O n |
Py re— |
@ Wi |
O Hotun o e

Cahioaks.

Rimeireg Hours Wubntenanoe Cestificates Satery Puschone
@ = machututn 1) @ = an shechie B £ = dubart @ = an echazhih (1] @ @-
i =tk 18] A thivesk (0 = docking A = wuch attemicn {7} A = o wbrstian (8 g:u
@ = cotun 54 ®= -

This is the home screen that will appear when MXSuite is opened on the ship.
All modules can be opened from this screen. A menu can be found to the left. The menu features are
described in the next few paragraphs.

How do | know which maintenance activities to perform?

Click on Work list.
MXSuite will display a list of maintenance tasks that need to be performed. The structure of this list
depends on the view settings.

The list of tasks can be printed in two ways.

e Click Print to print the current view

e Click Print work list to print the current job with a wider view. More options are available for
this print, such as ticking a box to indicate that a task has been completed and adding a comment

16



4 Summary

4.2

4.3

to atask

Mastex Software BV | Mastex Trader | IMO 12345678

Group / Part Due date Comments
100 Superstructure > 130.1 Emergency hatches > Planned maintenance

Check emargency hatches
1722018

100 Superstructure > 131 Weather deck hatches > Planned maintenance

check and grease hatch whiskers{sliding baolts)
1752017

100 Superstructure > 133 Watertight doors > Planned maintenance

Grease sl walertight doors.
15-1-2018

How do | know which orders to process?

Click on Orders to do.
This overview displays purchase orders that require the current user to perform a certain action.
The order can be finalised in this overview.

Follow the steps below to process an order:
1. Double-click on the order to be processed
2. Click on an action

3. Clickon Ok

The list with orders can be filtered by status using the buttons at the top.

How do | update the running hours?

To calculate maintenance tasks that are linked to running hours, you must first determine the
running hour status of the running hour machines.

1. Click on Enter

2. Enterthe running hours per machine

3. Clickon Ok

On board the input window will appear as a pop-up every 7 days when you login to MXSuite.

17



4 Summary

4.4

4.5

4.6

r Note:

If the calculated weekly average is higher than 168 hours, you will not be able to save new
running hours. If you are sure about the entered running hours, manually change the average
to avalue between 0 and 168. You will then be able to save the running hours.

How do | create a new running hours machine?

Click on Running hours
Click on New...

Enter the name

Click on Ok

M N o=

How do | use the docking overview?

In addition to time-related tasks and tasks based on running hours, there are also docking tasks.
The docking overview shows all created tasks that are linked to a planned docking. The overview of
docking tasks can be filtered based on the status of the task. You can also use the search bar.

Tasks that have been linked to a docking can be identified by the gear symbol. The colour of the
symbol indicates the status:
2 This task is planned for a future docking

This task is planned for a docking that is currently being carried out

© This task is planned for a docking that has already been carried out

The list with docking tasks can be printed or sent by email by using the corresponding buttons at
the top of the screen.

In addition to the task overview, the planned dockings are also illustrated in a graph. This view is
based on the module Certificates, which also shows an overview of dockings.

What is the status of my annual budget?

1. Click on Budget
2. Select the year of the budget you want to see

An annual budget will appear for each ledger account. The coloured bar shows the status of the
budget per ledger account, per year.

B [The bar will be blue for orders

B [The bar will be grey for deliveries

B - A mark will indicate when a budget has been exceeded

18



4 Summary

4.7

4.8

How do | see an overview of all document tasks?

Click on Tasks.

In Tasks, an overview is displayed of all tasks that are linked to a document from the module
Documents.

Click on a task to view and edit the information. Document tasks are generally created in the
module Documents, but they can also be created in this overview by clicking on New...

P Tip:

If you select User view, only tasks of relevance to the current user will be displayed.

How do | send a message to another user?

Messages can be sent between the office and the ships using Messenger.
1. Click on Messenger
2. Clickon New

New message
ID: 2
Message: ~Sendte;: ——————— ~Sendto:
H.elio wolrlll(.il!l i L= B |
| ¥ Office [ Chief Engineer
| |
¥ Docu Schip 1 ) Docu [ES] |
¥ Docu Schip 2 D) Docu [FR]
¥ Docu Schip 3 /) Docu [ML]
¥/ Docu Schip 4 2 Docu [RO]
E : (-]
| Sclectall || Selectnone | | | Selectall || Selectnone |
3. Write your message
4. Select Location and user (if applicable) i K

29/08/2011 21:37
Mastex Software BY
Docu Schip 1

5. Click on Send

A new message will appear as a post-it note in the overview. Hetlo world!
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4 Summary

4.9

How do | know which of my crew members' documents are about to
expire?

Warnings not only gives you an overview of the documents that are about to expire, it also
provides additional information, such as birthdays and a list of people for whom the known
qualifications do not correspond to the rank entered.

Warnings

|. O Employee expiry l © Birthdays l © On-board expiries | @ Ranks | A planning
Default view g Search._ O, |
Drag a column header and drop it here to group by that column.
Employee name & Y Rank Name T STCW Department YT STCW Level Y Limitation Y
Mac Docu, Docu [EN] 2nd Engineer © o
. 4 n L 50 g items per page Results: 1
Close

P Tabs:

Employee notification: This provides an overview of the crew members' expired
documents.

Birthdays: This view provides an overview of the crew members born on this day. In the
module Crewing, you can specify a certain period to create a list of all birthdays such as in the
past seven days, today, and the next seven days.

On board expiries: This shows the expired documents of crew members currently planned
to be on board.

Ranks: This shows the crew members whose rank as listed in the General tab does not
correspond to their known qualifications and educations.

Planning: This shows the planning warnings, such as failure to meet the safe manning
requirements.
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4 Summary

4,10 Howdo | check for a new version?

1. Go to the module Summary
2. Clickon About
The latest version number will appear.
3. Clickon Check for Updates...
4. Follow the steps in the installation wizard

21



5 Cash book

5.1

5.2

Cash book

@ Purning Haun, Nmber & ¥ | hama | curnangy V| e modsesam T
O Ducling 7 SHipgane wur mamises
i o - i wamsora

It is possible to keep a cash book in MXSuite. Multiple cash books can be created, after which
transactions can be added per cash book.

Each cash book is linked to a specific currency and has a unique identification number. In addition to
the date and the amount, you also have the option of saving a document per transaction.

How do | create a new cash book?

1. Click on Cash books
2. Click on New to create a new cash book
3. Change the Number of the new cash book if desired
4. Enter the Name of the cash book
5. Select the Currency
6. ClickonSave and close to create the cash book
Mumber & Y Name T | Currency Y | Last modified date oV
100 Shipowner EURD 20-3-2018 09:47
10 Ship manager EURD 20-3-2018 09:47

How do | create new transactions?

Click on Cash books

Right-click on the desired cash book and select Open
Click on New

Complete all required fields

SN

Click on Save and close
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5 Cash book

Cashbook details
Number: 100
Name: Shipowner
Currency: EURQ

Transactions:

Date Port Description Incoming Quigoing Balance
5-3-2018 00:00 New laptop bought 550,00 49.400,00 n
2-3-2018 00:00 Fee 10 agent 50,00 4995000
1-3-2018 00:00 Opening balance 50.000,00 50.000,00

o
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6 Maintenance

Maintenance

" Lozetion: Oneu Schip 2
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The module Maintenance is designed to register all maintenance tasks. Maintenance tasks can be
based on running hours or on time intervals. As soon as a task is scheduled, it is added to the work
list.

The module Maintenance can be used to relate tasks together. This functionality is meant for
machines that have identical maintenance schedules. Changes to a maintenance task within a
related job will be implemented in all other related maintenance tasks.

How do | create a new category?

1. Right-click on a category. The new category will be created as a subcategory of the existing
category. To create a new main category, click on an empty part of the tree structure
2. Click on New category...
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6 Maintenance

3. Complete all required fields

C&tégory

AP General Parts
1D
Narne: [| Mame is requirvea‘.] |
| Priority: %
1
{ Parent categery: 000 General L
|
| Comments:
|
Picture:
Rernove
Preferred running hour: ns
Documents
MName i [ MNew... I
| Open...
=il Pelete..
o [ conen |
4. Click on Ok

P Tip:

If you clicked on the wrong category in step 1, you can change the parent category in this
window.

How do | hide categories and make them visible?

Hide a category:
1. Right-click on a category and select Hide category
2. The category is now hidden

Make a category visible: (This is only possible when the remark Some categories are hidden can
been seen at the bottom of the tree structure)

1. Right-click under the final category in the tree structure and select Show hidden categories

2. The categories are now visible again
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6 Maintenance

6.3

6.4

How do | copy or move a category, job or task?

1. Right-click on a category, job or task and select Copy... or Move...
2. Select the location to which the category must be copied or moved
3. Clickon Ok

When moving a category, you will be prompted to copy the history as well. If you select this option,
a copy of the history will be moved to the new location. If you do not select this option, the history

will only be available in the current location.

r' Note:

A new expiry date will be calculated for time-specific tasks copied to the new location. This is
calculated as follows: expiry date = date + interval.

The date used:

e The birth date of the ship, as listed on the docking certificate

e The current date, in the absence of a docking certificate

How do | search for a category?
Use the search bar at the top of the tree structure to search for a category.

Search category... @

1. Enter the name or partial name of the category

2. Click on E8
3. Thetree structure will now only show the categories in which the search term appears

P Tip:

To display all categories, delete the search term and click on .}
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6 Maintenance

6.5

How do | mark a category as critical?

Right-click on a category and select Make critical.

|

|

® @ 4OQ MNew categary...
i+ € 500 Edit category...
\-!-_a < 600 Delete category...

Hide category

"i" © 700 Mark as critical
Reorder categories...

Create service request..,

+ < 800

Copy...
Move..,
i+ < 800

Go to history

A red symbol will appear behind the category name to indicate the critical status of the category.
You can filter the work list to only display categories that have been marked as critical.

How do | add a photo to a category?

1. Right-click on a category and select Edit category...
2. Click on Browse...

Category
General Parts
D: 210.1
MName: | Main Engine PS |
| Priority: 4
| Parent category: | 200 Engines & propulsion —
‘ Comments:  fgdfgdfgdfg ‘ ‘
| |
‘ Picture: |
Preferred running hour: e
Documents
MName i [ Mew... J
Open.. '
- Delete...
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6 Maintenance

3. Select the image
Permitted image formats are: .BMP .DIB .RLE JPG JPEG JPE JFIF .GIF .TIF .TIFF .PNG
4. Click on Ok

The same process is used to change the order of a category, job or task in MXSuite.
1. Right-click on a category, job or task and select Reorder...

2. Select aline and use Move up and Move down to change the order

3. Clickon Ok

Ajobis used to group tasks. This makes it easier to place all tasks with the same interval in one job.
This also makes it possible to mark all tasks in a list as done.

1. Clickon New job...

2. Complete all required fields

-

4 General | Related jobs
Unique id: |
Mame: [ Marme is rEq'.u're:.'.]
Cost code: ™~
ol Cancel
3. Clickon Ok

This functionality is meant for machines that have identical maintenance schedules. Changes to a
maintenance task within a related job will be implemented in all other related maintenance tasks.
The current opened job is used as the reference. When a job already contains assigned tasks, these
tasks will be copied from the reference. Tasks with the same ID are considered the same task.
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6 Maintenance

For example:
This is the situation before relate the job.

job machine AID fasks—— ——[fob machine BJD Tasks |

Planned 1.1 Replace the filter Planned 1.1 Replace the filter
maintenance maintenance

1.2 Check level of lubricating oil 1.2 Refresh oil

1.3 Refresh oll 1.5 Measure battery voltage

1.4 Measure battery voltage

Below you will find the situation after the job is related to another job.

The relationship was created from the job of machine A. The task with ID 1.5 of machine B was
removed after the job was related. The name of task ID 1.2 was made identical to that of task ID 1.2
of machine A. Additionally, task ID 1.3 and 1.4 were added to machine B.

job machine AYD Tasks—— —Jfobmachine BJD Tasks ]

Planned 1.1 Replace the filter Planned 1.1 Replace the filter
maintenance maintenance
1.2 Check level of lubricating oil 1.2 Check level of lubricating oil
1.3 Refresh oil 1.3 Refresh oil
1.4 Measure battery voltage 1.4 Measure battery voltage

Which fields will be related?
All fields will be equalised, except the expiry date and the expiry running hours, which may differ.

Roadmap:

To relate jobs, the following conditions must be met:

« Inthe property settings for a machine, Preferred running hour must be selected
¢ Alltasks in the job must have an ID

e The relationship must be made in the office version

F' Note:
Existing tasks with the same description, should have the same ID before the relationship is
made. If this is not the case, the tasks will be overwritten.

1. Right-click on the job and then click Edit job...

2. Click onthe tab Related jobs

3. In the tree diagram, select the job that should contain the same tasks. It is possible to select
more than one job
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6 Maintenance

Reted ot

I [ Docu Schip 1
4 Docu Schip 2
I 1000 General
I 100 Casco
4 /] 200 Engines & propulsion

[»

[ Planned maintenance
[ Docking
I [J210.1 Main Engine PS
4 [#210.2 Main Engine 5B
[+l Planned maintenance
|l Docking
I [J211 Reduction Gear
I [J211.1 Reduction Gear PS
I [J211.2 Reduction Gear SB
I [J211.3 Reduction gear Dredge pump
[T 214 Propeller Shaft & Bearings
[[]214.1 Propeller shaft installation PS
[[1214.2 Propeller shaft installation SB
(221 Rudder
[ 221.1 Rudder PS5
[1221.2 Rudder SB
(1222 Steering gear
(11223 Bow Thruster Installation
[1]223.1 Bow Thruster Engine

4. Click on Ok
5. Anoverview of the selected relationships will appear

The following jobs are going to be affected by this operation:

Docu Schip 2 = 200 Engines & propulsion = 210.2 Main Engine 5B » Planned maintenance [Relationship added]

Are you sure you want to continue?

6. Click onYes if the overview displays the right jobs

r’ Note:

This feature is only available in the office version and cannot be used for the Corrective
Maintenance job because these involve one-time tasks.
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6 Maintenance

P Important:
Failure to correctly perform the mentioned steps to relate jobs can result in data loss!

6.10 How do | create a maintenance task?

1.

Click on New task...

Maintenance task details

AP General [ TaskDescriptiunT I}ocummtsT _Paris,]

1D

Dﬁcﬁpﬁqm[

Description is requf.red.]

] Docking task
[ Use this task once
[l Defect
O ls based on running hours
Job plan:| Job plan is required, pg| Cost code:

~5cheduling
[ Fixed Interval
IntervaL:[ | &= ]{

Interva... E]

Due Date:[ Due Date is requured,

-~ Other
Function/Rank:

Time needed: hours

[_J Remark is mandatory

. ok | Goneet |

2. Enterashort Description
3. Select ajob

4. Select one of the following options:
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6 Maintenance

Time interval (default)
-Scheduling
[ Fixed Interval

Interval: [—] e

Due Date;I Due Date is required. ]

Enter an Interval and select day, week
or month.

The Due Date is calculated based on
today's date +interval.

Extra option:

e Fixed interval

Docking task

-Scheduling

Docking: First docking [~ ‘

Select the Docking period.

5. Click on Ok

P. Optional:

Running hours linked

- Scheduling
| Fixed Interval

Interval: ‘:]running heurs

Maximum Interval: [

Running Hours Machine:[ !I

Due Running chrs:[ l

Enter an Interval and select a Running Hours
Machine.

Enter the Due Running Hours. If the current
running hours status has been entered, the hours
will be added automatically.

Extra options:

e Fixed interval

e Maximum interval
Enter an interval and select day, week or month.
This option allows you to perform a task with

time intervals in addition to running hours.

Use this task once / Defect
-5Scheduling

Due Date:l

Due Date is required. W |
|

Select when the task should be performed.

ID: This is a unique number that will be added before the task description.

Ledger: Select a ledger account. Potential costs are deducted from the budget of the selected

account.

Position: Select a rank. Only users with this rank can see the task on the job list.

Duration: Specify how many hours are needed to perform this task.

Remark is mandatory: When you sign off on a maintenance task, the comments field is

required.
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6 Maintenance

6.11 What does the fixed interval option do?

The fixed interval option can be selected when you create a:
¢ maintenance task
o safety drill

The following table clarifies what this option does.
Atask or a drill has an interval of one month.

No fixed interval Fixed interval

Expiration date 1January 1January
Date of first execution 3January 3January
Next expiration date 3 February 1 February
Date of second execution 6 February 6 February
Next expiration date 6 March 1 March

With a fixed interval, the next expiration date is always calculated from the first expiration date.

6.12 How do | make the task description visible in the work list?

1. Openthetask and go to the tab Task Description

. Maintenance task details

General - Task Description [ Documen?sT Parts |

E} Print task description at work list

Paragraph g | (inherited font] g | (inherited size)

AM op [B]1]u]«][=]E]=][e|[n

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut
aliguip ex ea commodo consequat. |

4=

Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.
| | |Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est
laborum.

[ oc || Concel |

2. Select the option Print task description at work list
3. Clickon Ok
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6 Maintenance

6.13 Howdo | add documents to a task?

1. Right-click on a task and select Edit task...

2. Gotothetab Documents

3. Click on New... and select the document

Maintenance task details

[ General I Task Description | Documents Parts
MName J
|l =] 02092012367jpg
[ test.doc —

e |

oo

4. Click on Ok

P Tip:

The option Link from documents... makes it possible to add a document from the module

Documents.

6.14 Howdo I link spare part(s) to a task?

1. Right-click on a maintenance task and select Edit task...

2. Gotothetab Parts
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6 Maintenance

3. Click on Select Part(s)...

i Maintenance Part Selection

Search... | Show only below minimum stock
Search category... '@ Part number Description Own code Price per unit i
—| |3N 9574 Jaw A 100.0470 0,00 H
Show all = _ =
2M 4453 Pakking / O-ring blz12/13 100.0199 12,95
000 General 4W 1456 Coupling 100.1274 0,00
6V 5054 (3512B) Pakking / O-ring blz452  100.0203 0,00
# 100 Casco 1W 8875 E bus 100.0928 0,00
D) ‘200 Engines & pr.. 189 5746 Sensor 100.1126 0,00
e TN 4782 100.1149 0,00
el 1552270 Plug kit 100.0108 0,00
210.2 Main En.. 166-4376 seal GP (mech. Seal HT p... 1000652 4,95
211 Reductio... 2720759 Seal Pip 100.0958 0,00 '
211.1 Reductio... 1A 5183 Capscrew 100.0639 0,00
311.2 Reductio.. 614950 Thermostaat Waterternpe... 100.0302 0,00
_ £V 5103 (3512 B) Pakking / O-ring blz412 1001103 0,00
211.3 Reductio... i 4 -
3p 7313 Pakking / O-ring 100.0740 0,00
214 Propeller... 155772 Pakking / O-ring blz.144/... 100.0528 0,00
214.1 Propelle... 3P 0655 Pakking / O-ring blz.132/... 100.0607 0,00
214.2 Propelle... BV 6609 100,150 0,00
S 7M 9909 (3512 DLTA) Pakking / O-ring blz211  100.0114 0,00
——— 5L3773 Pakking / O-ring Exhaust... 100.0453 0,00
SHRHEHETD 121 2028 Valve Inlet 100.0311 0,00
221.2 Rudder 5B 258439 _ Seal O-ring blz.144 100.0416 0,00
222 Steering g... ingersoll rand 55800R 12 onder deel start motor 100.1167 0,00 =
223 Bow Thrus... IE‘ « mn | v
' ok

4. Select the part(s) (you can select multiple parts using Ctrl or Shift)
5. Click on Ok

6. Enterthe quantity of parts needed. When executing the task, the stock of the selected parts will

be updated

6.15 Howdo | order the required parts for a task?

1. Right-click on a task and select Create requisition...
2. Select the parts you want to order

. Select parts for requsition

£
| Part Quantity Actual stock Reserved stock =
| | « Change all filters -
‘ || Updated 7,00 4,00 7,00

3. Click on Ok
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6.16 How do I create a service request?

1. Right-click on a category and select Create service request...
2. Note in the description the reason for the service request

Service order AASOF000004

Order status

General Addresses

Servi it nique i
ST Ul'::;eioﬁ ﬁw Select urgency: Next possible port |t Budgeting year: 2015

Stetus: Requisition Delivery port: Equipment: 400 Electrical Installation > 411.1 Generator P
Creation date: 6-8-2015 «(] ()

Created by: Docu [EN] ETA: 5]

Remarks:

Group by: Default supplier g |

Posno. Description Price Currency Cost code Total cost Status -

| ~ No supplier

‘ Actions Describe here the ‘
Filter a status to show actions - desired senvice
= 0 ERC e B 000 EURO
Supplier -1
Documents: Remarks:
Email  Name z
View
Delete |

Click to add new order line...

Total cost: 0,00 EURO -

Save os diat || Save 8.send “

Order line last modified at: 6-8-2015 103255 by Docu [EN]

3. Click onSave & send

P Tip:

If a defect is registered in the category, this defect will also be included in the service request.

6.17 Howdo I mark a task as complete?

A maintenance task can be performed from the work list and from the module Maintenance.
1. Double-click on atask
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2. Enter aRemark

I Mau‘l tenance Tasks Done :

Adjust fuel injector

Print work order
Main Engine P5 > Planned maintenance
~Date and Week
Date: 6-8-2015
Week no: 32

Running Hours Machine: Main engine P5 (41491}
Mo. of running hours: 41491

~User name and remarks

User name; Docu [EN]

Last remark:

Remarks:

Task Description Documents Parts .

| Teskdone || Tesknot done

3. Click onTask done

4. The task will be removed from the work list and will be added back to the list at a predetermined
interval

Follow the steps below to mark multiple tasks as done:

1. Mark the tasks that are done by selecting these under column v (all tasks with a v will be
selected)

Click on Mark selection as done

Enter a Remark (in the image below it is required as this is a task with a mandatory comments
field)
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| Job done

-Date and week

Date: 13-8-2015
Week: 33

-User name and remarks

User: Docu [EN]

Remarks:

Remarks are required.

~Tasks

Category path y
(200 Engines & propulsion
= 210.1 Main Engine PS
[200 Engines & propulsion

210.1 Main Engine PS
[200 Engines & propulsion
f+ 210.1 Main Engine PS
{200 Engines & propulsion
223.1_ Main Engine PS

Job plan

Planned maintenance

Planned maintenance

Planned maintenance

Planned maintenance

Task description Running hours m...
Main eng PS lub oil
pressure low
main P5 lub ail
temperature high
Main eng PS coclwater
temprature
Main eng Ps coolwater
tank level low

Main engine 5B

No. of running ho... | Remark

oo @[

4. Click onTasks done

5. The tasks will now be removed from the work list and will be re-added at a predetermined

interval

6.18 How do I print a work order?

1. Double-click on atask
2. Clickon Print work order
3. The work order will open in the standard browser
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4, Click onPrint

Work order | Mastex Trader

e Description: Change oil filter
MASTE Rank: Chief engineer

Priority: 90,00%

Mastex Software BV | Mastex Trader | IMD 12345678

Work order

Title: Change oil filter
Category: 200 Engines & propulsion > 210 Main engines > 210.2 Main Engine 3B
Job: 250 running hours

Manufacturer: Caterpillar
Type: 3512B

Serial number: 4TNQG0588

Motor number: 123456753

Planned start: 96659 hours
Downtime: 1 hours
Interval: 250 days
Last done: 6-3-2018

|Wor|c description
1. Remove each oil filter with a TU-8760 ChainVWrench.

2. Clean the sealing surface of the mounting base. Ensure that all of the old gasket is removed. Caterpillar oil filters
are built to Caterpillar specifications. Use of an oil filter not recommended by Caterpillar could result in severe engine
damage tothe engine bearings. crankshaft, etc.. as a result ofthe larger waste particles from unfiltered oil enteringthe
engine lubricating system. Only use oil filtarsrecommended by Caterpillar.

3. Apply clean engine oil to the gasket of the new oil filter. Do not fill the il filters with oil before installing them. This
oil would not be filtered and could be contaminat- ed. Contaminated oil can cause accelerated wear to engine

components.
| Own code Part number Description Guantity Used
100.0953 LF 3376 Qil Filter 1,00 pes

Date job done:
Actual run time:
Job performed:

Spare parts:

Notes:

e Page 1of 1 MXSuite 2.10.6.0 np‘i
age 1 o 1H} Al
121.055 v4.2 ¢ 'S

6.19 How do | see the history of a task?

1. Go to the module History
2. Click on Search
3. Usethefilters to add the history of the corresponding task to the overview
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P Tip:

Right-click on a category, job or task and select Show history. MXSuite will then open the
module History and display the data for the selected category, job or task.

6.20 How do | undo a completed maintenance task?

6.21

1.

Go to the module History

2. Select Maintenance

Right-click on the maintenance task and select Mistake
Taskdone [ | Planned maintenance Taak 2 Docu iNLJ. 9-7-2015 9-7-2015 14:00:01 ocu Sch\‘p?
‘ ocu Schip 1
ocuSchip!  Done
ocuSchip!  Done

Mistake
Task done Docking Taak Docu [NL] 9-7-2015 9-7-2015 13:57:59
Task done Planned mair Sounding Tk16 - Ball.. Anderson, Carl 3-6-2015 3-6-2015 13:26:48
Task done 100 Casco > 110.1 D... Planned maintenance Sounding Tk2 - Dry t... Anderson, Carl 3-6-2015 3-6-2015 13:26:35

o
o
&
a
g
3
I
ES
oo oo

Confirm the mistake

Ty

o]

Are you sure you want to mark this task sign-off as a mistake?

Click on Ok

r' Note:

For each task only the most recently completed task can be marked as a mistake.

How do | create an overview of all critical tasks?

1.

Go to the module Reports

In the left column, select Maintenance

Double-click on Maintenance overview. The overview will be opened in the standard browser.
On the right side of the screen you can select the tasks to be displayed

4, Select thelocation inthe Locations filter

Select all equipment. Simply delete the current selection by clicking on the Clear selection
and then choose Select all

Select all job plans. Simply delete the current selection by clicking on the Clear selection and
then choose Select all

Under Show only critical, click Yes

8. Click on Preview to generate an overview of all tasks
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6 Maintenance

nlw

W » B & 8 &8 via

100 Casco > 110 Hull

. Maintenance overview
.
®

M

Docu MXSuite

100 Casco > 110.1 Dry
tanks

Job Plans

suite

‘Corrective maintenance

. Docking
Docu Schip 1

Planned maintenance

This report contains the maintenance tasks in the database of the selection:

Planned maintenance 1

- 100 Casco > 710.1 Dry tanks > Corrective maintenance

Planned Maintenance 2

- 100 Casco > 110.1 Dry tanks > Planned maintenance

[ cear setecton ]
Minimum priority
Job name Task name Next maintenance Interval Last maintenance 0
100 Casco > 110.1 Dry tanks > Corrective maintenance Show only critical
Corrective maintenance  Corrective maintenance task  Cannot be estimated 20-11-2010
100 Casco > 110.1 Dry tanks > Planned maintenance No
. Sounding Tk2 - Dry tank fore
Planned maintenance peak (boatswain store) 7-11-2017 1 weeks 31-10-2017 Maximum priority
. 100
Planned maintenance (SE‘)’:QIS'”Q Tk16 - Ballast tank 7 44 3017 1 weeks 31102017
= Filter out corrective tasks
Planned maintenance  S0unding Tk18 -Dry tank 7 44 5547 1 weeks 31-10-2017 ves
double bottom (engine room)
Planned maintenance  Sounding Tk3-Drytank 7 44 5947 1 weeks 31-10-2017 .
double bottom (pump room) =
Planned maintenance  S0UNding Tka -Drytank —7.44.9917 1 weeks 31-10-2017 .

6.22 Howdo | add a document to a completed maintenance task?

A wnN -

Go to the module History

Select Maintenance

Click on Search to search for the relevant maintenance task

Once you have found the maintenance task, there are two ways to add the document:
a. Right-click on this maintenance task and select Add document

b. Double-click on the line or click View and then New to add the document

F Tip:

The option Link from documents... makes it possible to add a document from the module
Documents.
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7.1

Equipment

Location: ocu Schip 2

R ——

© 090 Gurea | ol i

(% @ o caso

[ 200 Engires ® proausicn sesl number ATz
& 2101 Man Ergrersmm )| || [~ yosw
£ 2102 Man Crgne SE

D 21" Reduvtion G

@ 21 Revuior Gean B3

@ 173 Herurmian ear SH

¢ 2173 Recucior gear..

@ F14 Propsler Salt F.,

@ 314.7 Prepaler shadt ...

@ 2142 Prepele sheft

D 22 Audie

& 220 Rudeer PS

D 222 Rudver 5B

@ T Steerng gear

@ 223 Dow Theuster Inst..

2230 Bow Theuster 1.,

@ ZI0T Aus Engine Har,

4 3302 Aux Engine PS

G 2303 Aun Engine 56

Al Lrenge pump es
& @ 300 Primary Shis Systems

& @ 400 Becia Instaliation —
(% @ 500 Duuk Equivment
(& @ &0l Dredgng Equinment

| @ T0C Inventory |

The module Equipment is used to save all data associated with the installed equipment such as the
manufacturer, type, serial number, etc.

The entered data can be used, among other things, to create a purchase order or a service order.
You can also add the information from the relevant machine to a purchase- or service order.

How do | add a detail to a category?

1. Select the desired category in the tree structure
2. Clickon New...
3. Complete all required fields

Equipment attributes details

Marme: [ The name is :Equirtd.]

Value:

Show on service orders 7]

Show on product orders [

Ok t=GM=J

4. Click on Ok
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P Optional:

Show on service orders: Select this option to send the detail along with a service order.
Show on product orders: Select this option to send the detail along with a product order.

7.2 Howdo |l add a photo to a category?

1. Right-click on a category and select Edit category...
2. Clickon Browse...

Category

General - Parts

D 2101

Mame:  Main Engine PS

Priority: %

Parent category: | 200 Engines & propulsion el

Comments:  fgdfgdfgdfg I

Pictures
Preferred running hour: e
Documents
Nome g ——
Open...
- Delete...

3. Select the image
Permitted image formats are: .BMP .DIB .RLE JPG JPEG JPE JFIF .GIF .TIF .TIFF .PNG

4. Click on Ok
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7.3

How do | reorder the details?

1.

Right-click on a detail and select Reorder i

attributes...

Select a detail and use Move up and Move down to
change the order

Click on Ok

Reorder attributes

Manufacturer

Type

Serial number
Color




8 Certificates

8.1

Certificates
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The expiration date of certificates can be monitored and managed in the module Certificates.
Certificates are subdivided into groups. The group name is displayed above the first certificate in the

group.

What do the symbols mean?

Explanation

- The green ball indicates that a survey or certificate needs to be updated in this period.

At the moment, no additional actions are required.
9% The green ball with the curl indicates that this survey has been performed. This survey

has been included in the history tab.

- The orange triangle indicates that the survey or certificate renewal is currently in the

e window period and therefore needs your attention.
The red diamond indicates that a survey or certificate needs to be renewed and actually

: - is overdue.

The line to the left of a symbol indicates the window period before the survey or
certificate renewal. The length of the line indicates the number of months in this period.
~ The line to the right of a symbol indicates the window period after the survey or
?m certificate renewal has been completed. The length of the line indicates the number of

months in this period.

EXPIRED !! e i ; . . .
This certificate has expired and the due date is not in the current view.
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8 Certificates

8.2

8.3

How do | create a new certificate category?

1. Right-click on a certificate and select Edit
2. Typethe name of the category in the Category field
3. Clickon Ok

The new category can be selected when creating a new certificate or editing an existing certificate.

How do | create a new certificate?

1. Click on New
2. Select the Certificate type

S S e z o ==
'\ Certificate Details o=
- Certificate type
) Annual Months e before: 3 Months |y after: 3 Months g before renewal 3
O intermediate | Months g before: 8 Months pe after 8 Months e before renewal 3
I Mone Months e before: 3
Certificate number: I Certificote number is required. ] Catego ry:l
Certificate name:[ Certificate name is required. ] Date of issue:l Issue date is required.
Renewal after: [: Years  ma Date of expiny:
Storage:
Comments:
-Documents
Delete
Open
Equipments Parts
[~ Add Remove [~ Add Remove
Ok Cancel

Annual: A survey will be planned annually for this certificate
Intermediate: A survey will be planned for some time between the date of issue and the

date of expiry

None: Use this type when no intermediate surveys are required

Docking: This type is used to plan dockings, after which the tasks can be created in the
module Maintenance that are related to a docking (only shown when no docking is created)

3. Complete all required fields
4. Click on Ok
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P Tip:

If a certificate is entered with an issue date but without an expiry date, enter a 0 in Renewal
after. This will remove the expiry date from the screen.

8.4 Howdo I reorder categories?

1. Right-click on a Category and select Reorder certificate categories...
2. Select a category and use Move up and Move down to change the order

' Reorder certificate categories

i Ship Certificates Ij

| MNavigation & Communication | Maove up. |

Safety equipment

|
Class certificates Move down

Fixed category E‘

(S|

3. Click on Ok

8.5 Howdo |l reorder certificates?

1. Right-click on a Certificate and select the option Reorder certificate items...
2. Select a certificate and use Move up and Move down to change the order

" Rearder Ship Certificates items

Certificate of Classification (CoC) B

| | Hull Annex te CoC |
|

International Load Line Exemption Certificate

Docurnent of Compliance (DOC)
Safety Management System (SMS5)
Continuous Synopsis Record Part 1 (CSR1) ‘

Continuous Synopsis Record Part 2 (C5R2)
Afvalstoffen Inzamel en Vervoer Certificaat

Keel Laying Attestation E‘

Do o |

3. Click on Ok
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8.6 Howdo | add an extra docking?

1. Right-click on the docking certificate and select Add docking

520

Minimum ate Manning Llocument mMap |

157 O

=y
Lol

LU et L
5-23 Communautair Certificaat Voor Binnensc... Map 1
| | BN | L1 Delete... =
5-31 Afvalstoffen Inzamel en Vervoer Certificaat  Map 1 | | ‘ | | Dacking
| 1| L | | | | 1| Add docking .
5-33 Certificaat van Goedkeuring (VCA) Map 1 No expiry date R oriior canonte warets B
IClass certificates
Show history
dockegeiin d
Docking schedule |

B =3 ¥ -;|41—_
35 T T . G

2. EntertheStart date and End date

Type:

Start date: 4-3-2016
End date; | 4-5-2017

o n

| Concel |

3. You can also select Intermediate or Special under Type

4. Click on Ok

P Tip:

You can link a docking task to an intermediate survey or a special survey.

8.7 Howdo I mark a survey as done?

1. In the timeline of the certificate you want to extend, double-click on the symbol (this is only

possible if the colour is orange or red ) or right-click on the symbol and select Endorsement...
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8 Certificates

Complete all required fields

Certifira te operaf:ion

Surveyor: [ Surveyor (s requr'.rea‘,]
Flag State or Class
i Class endorsement
. Flag state endorsement
Ptace:[ PJ'acer'srequirEd.]
Date: 6-8-2015
Time window: Renewal (11-4-2015 - 11-7-2015) st
Comrments:
~Documents
Marme -

imiElpencain|

| ‘Remove.. |

3. Select the annual or intermediate survey that has been completed

4. Click on Ok

r' Note:

After extending the certificate, a green ball with a curl will appear.

o Tip:

When carrying out a survey, select the option Extra survey to save an interim survey in the

certificate history.
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8.8 Howdo I copy all certificates?

1. Goto Settings Copy data window. .
2. Clickon Communication Select what data you want te copy: |
3. Click on Copy data | ety
' . | [ Safety
4. Select Certificates and click on Ok
[ Certificates
5. Select the destination ,
_J Equipment
6.

Click on Ok

ok || Concel |

r/ Note:

Alocation is not displayed during the copying process if:
o the destination has no module Certificates
e the source has a docking certificate and the destination does not

8.9 Howdo | email certificates?

1. Click on Email...
2. Select the email you want to send. You can select all certificates and all attachments at the same
time or you can add them separately

I 'Se!é:t iﬁformaﬁon for emalil

Please select certificates and attachments you want to include in your email.
/] Select all certificates

[ Select all attachments

| I [ Mavigation & Communication
I @ Class certificates |
I (@ Ship Certificates |
! 4 [ Safety equipment
[ Inflatable Liferafts & HRU's
|¥#) Breathing Apparatus
[ Quick Release Hooks (3x)
¥ EEBD's
[ Davits & Electrormotor & Draden
I Pilot Ladder
[ Zuurstofrneter
| Fixed Fire Fighting System (C02)
(] MOB Rescue Boat
| Portable Fire Extinquishers

' & Fixed category

Lo o)

3. Click on Ok
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9 Safety

9.1

i v i e . ' | al . -y . e b s
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In the module Safety you can view and plan the safety drills.

How do | create a new category?

1. Right-click on a drill and select Edit...
2. Inthe Category field, enter the name of the new category
3. Click on Ok to save the new category

A new category can also be created when creating a new drill.
When a new drill is created later or when an existing drill is changed, you can select the new category
from the list of categories.
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9.2 Howdo |l add a newdrill?

1. Click on New...
2. Complete all required fields

Safety Details

I'\Eamf:[ Drill narme Is reg uired,] - Add for locations
- Dirill cat [ ired g :
Category[ i i il ¥] Docu Schip 1

X Sign off template iz required.
Sign Off Template: [ Docu Schip 2

[ Docu Schip 3

[ Docu Schip 4

(] Docu Schip 5

[ Fixed Interval

Due Date:| 6-8-2015 fis)

~Documents

| New. |

| Delete |

| Open |

o | caned |

The Start period is the timeframe in which the drill must be completed. During this period the
drill will be orange

3. Select the locations to which the safety drills must be added (only visible in the office version)

4. Click on Ok
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9.3

9.4

rl Note:

Ifthe new drill already exists at the other location, the following warning will appear:

A safety itern with the same name exists in the following locations:
Docu Schip 2
Docu Schip 3
What would you like to do?
JReplace
JCreate
JSkip

o | i

Make a selection and click Ok.

What does the fixed interval option do?

The fixed interval option can be selected when you create a:

e maintenance task

e safety drill

The following table clarifies what this option does.

Atask or a drill has an interval of one month.

No fixed interval Fixed interval

Expiration date 1January
Date of first execution 3January
Next expiration date 3 February
Date of second execution 6 February
Next expiration date 6 March

1 January
3January
1 February
6 February
1 March

With a fixed interval, the next expiration date is always calculated from the first expiration date.

How do | reorder categories?

1.

Right-click on a category and select Reorder

safety items...

Select a category and use Move up and
Move down to change the order

Click on Ok

Reorder Drill items.

Evacuation drill
MOE manouvre

Fire drill .

Oil pellution drill Moveup- | |

Ship security drill & test 55A5 button = |
| Movedown |

Ok || Concel |
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9.5 Howdo |l change the ordering of the drills?

1.

Right-click on a safety drill and select
Reorder safety items...

Select a safety drill and use Up and Down to
change the ordering

Click on Ok

9.6 Howdo |l mark a drill as done?

1.

Reorder Drill items

Evacuation drill

Man owverboard manoeuwvre
Fire drill

MOE drill

Boat Drill (swing out)
Boat Drill {operation)
Free Fall Launch

Qil pollution emergency response
Training Session E

——

- Moveup

ii

Double-click the time bar of the completed drill or right-click on the drill and select Done...
2. Enterthedrill data

Name: Ship security drill & test SSAS button ~Employees:
~Date and Week [ Current employees:
Date: | 6-8-2015 L15] I Mac Decu, Docu [EN]
Week no. 32

[ Assigned

~User name and report

Uszer name: Docu [EN]

Report: Flace

Rotterdam

Crew present

Conclusion

Janssen, Janine
= (I Master, Docu [NL]

|| Moon, Charles

~Documents

[Bs|Reddings Oefening.png

3. Select the employees that participated in the drill (only possible if the module Crewing is

included in the license)

4. Click on Ok
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9.7

How do | copy drills to another ship?

It is possible to copy all drills from one ship to another.
Make sure to select the location you wish to copy from
Go to Settings

Click on Communication

Click on Copy data

Select Safety

Click on Ok

Select the location you want to copy to

Click on Ok

© N o vk~ W=

Ca.:py,.'du.fa, window.

; Select what data you want to copy:
| Inventory
¥ Safety
[ Certificates
) Equipment
ok || Concel
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10 Inventory
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All parts can be registered in the module Inventory. The properties can be saved per part, along with
the necessary order information. As MXSuite uses a central database, parts can easily be linked to
various ships. The categorisation ensures that parts are stored in an orderly fashion.

10.1 What do the colours in the overview mean?

The following colours are used in the overview:

e red: actual stock is less than the minimum stock requirements

e orange: actual stock is not sufficient for executing a maintenance task
e grey background: the part is not linked to a selected location

Pt ramrher Description Do e Uik Price pernit Currency | Actus stock Couartity i —— Lastissued Marmfacturer Suppler Cast code
335 Sing Loty o 000 R 1 0 o SEWAT Catrpilr Fan Povier B¢ 191 - Enginercom
1M 5255 e 1000198 e a0 w1 5 ] o NENGEARM  Cterpilar Fon Power B¢ 10}~ Englnercom
1 41 Pakking £ 0 pag ki, Mdnns d 1L UK SNSRI Lakerpibar Itaun Moy Bt i Engnecan
T 7T il et 17 10200 ES 50 FET D n a FEAMITGLT Al Copin Allas Tarje s Mool
1853736 Socke connection 1004201 % L LT ] ] SEWONAGT Cotpilar [ — 191 - Enginercem
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10.2 Howdo | add a part?

1. Click on New...
2. Complete all required fields

Parts details

.Q General [ Additional suppliers I Comments ] Equipment I Docurments T Stock from other locations ] Crewing ]
~ General details - Stock details
. Description: [ Description is reqquEd.] Current stock: [ Initial stock (s :Equf.n?d.] |
: Part nurmber: [ Part number is requfma‘.] Minirnum stock: :
| Own code: | Will be generated when save. a Maximum stock: |
| |
‘ Bt | Remove - | ‘
| (11 eritical |
| ;—De['wery details |
Unit: | Unit s required. pg| Box:
Price per unit: 0 Barcode:
Currency: e Size:
Manufacturer: Drawing no.
Supplier: Fot POS no.:
Crder code: Ship drawing no.:
Catalog no: Ship POS no.
Cost code: [ Cost code is required. “] Product categeny: -
Delivery time: days Material:
Storage: Standard:
ok Cancel
3. Click on Ok
P Optional:

Own code: There is an option that allows you to generate the code automatically.

This own code is used as a reference during the import process. During the import process,
MXSuite will check whether the part is present using the own code. If the own code is present
during import process, the part will be overwritten. If the own code is not present, a new part
will be created.
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10.3 Howdo I link extra suppliers to a part?

1. Right-click on a part and select Edit...
2. Goto thetab Additional suppliers
3. Click on Select suppliers and make a selection
4. Enter the part information for the selected supplier, such as price, unit, order number, etc.
" Part details associated with location Mastex Trader
General . Additional suppliers I Comments ] Category ] Documents | Stock from other locations T Crewing ]
Supplier name Price per unit Unit Delivery time Order code . |||
ADT Fire & Security (.. 425 12 AT-1423
I Mastex Software BV~ 422 PCS gl 12 MX-84t28
‘ Rubber Disign 427 PCS = [12 RD214-215
[
|
1
ok || concel |
5. Click on Ok

P Tip:

Right-click on the name of an Extra supplier and click on Make preferred to edit the
preferred supplier for this part.

10.4 How do | make a part visible for another location?

1. Right-click on a part and select Edit...
2. Gotothetab Stock from other locations
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3. Select the location where the part must be visible

Parts details

[ Genelalr AddﬁionaisuppiiersT CommenisT Documenisl Stock from other locations Crewing

Location Name  Actual Stock ‘

[ Docu Schip1 0
[l Docu Schip2 0
[JDeocuSchip3 0

[ Docu Schipd 0

4. Click on Ok

P Tip:

Use the Export and Import feature to assign multiple parts at once to another location.

10.5 Howdo | delete a part?

1. Right-click on an part and select Delete... (you can select multiple parts at once)
2. Click onYes to delete the part from all locations
Click on No to delete the part from the selected location only

Confirm delete

You have select 1 part(s).
Some parts are also visible for other locations.
Do you want to delete this parts also from other locations?

Yo || Ne || conce

10.6 How do | adjust the stock?

The stock is automatically adjusted when:
e a maintenance task is executed to which parts are linked
e apurchase order is marked as delivered

Follow the steps below to adjust the stock manually:
1. Right-click on an part and select Adjust stock...
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2. Enterthe Real stock

. Adjust stock

Current calculated stocks 0
Description: Kneepads for overall

Real stock: [ Real stock is mquired'.]
Year: 2013
Cost code: 101 - Enginercom [
Comments:
o | Cancel |
e A
3. Click on Ok

10.7 How do | move stock to another location?

1. Right-click on a part and select Edit...
2. Go to thetab Stock from other locations
3. Click right of the location name on Move stock to other location
4. Complete all required fields
Move stock from Docu S;:hip 1 to other location
Current calculated stock: 2
Description: Bearing |
Move stock: [ Mavestockérequired.‘l !
Location: [ You must to select a location were the stock should... i]
Year 2015
Cost coder | 101 - Eng_ineroom e
Comments:
Lok [ conced |
5. Click on Ok

A change will be made based on the selected ledger account. This keeps the budget up to date. This
change can be consulted in the history.
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10.8 How do | see the history of a part?

10.9

H W=

Go to the module History

Select Inventory

Click on Search

Use the Filters to add the history of the right part to the overview

o Tip:

Right-click on an article and select Show history. MXSuite will now open the module History
and display the data for the selected part.

How do | link an article to a category?

eSS

Right-click on an article and select Edit...

Go to the tab Category

Select the category where the article should be displayed
Click on OK

" Port details associated with focation Docu Schip 1

[ GeneraIT SuppliersT Commetts Category Docurments I StockfromotherlocationsT Crewing |

~ Category ~Free category ——
[ 000 General | | fdd || Remave I
4 (100 Casco
110 Hull |
(11101 Dry tanks
[ 111 Foundations
1120 Deckhouse
(130 Small hatches
11301 Ernergency hatches
[ 131 Weather deck hatches
(1133 Watertight doors
[J133.1 Watertight doors(1)
(1135 Windows
(1140 Stairs, ladders, handrails and platforms
1151 Fenders
1157 Sunawning

[_1161 Painting and finizhing hull and superstructure
(1163 Cathodic protection

(] 200 Engines & propulsion
() 300 Primary Ship Systerns
(1400 Electrical Installation
(] 500 Deck Equipment
(1600 Dredging Equiprrent
1700 Inventory

(1900 Mawvinatinm Carmeaomication 8 Sines Eaninmmant L

Lo ceneel |
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P Tip:

If an article is created while a category is selected, the article will be linked to the selected
category.
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11 Purchase
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The module Purchase allows you to process all purchases by and for ships in a central location and
provides you with a clear overview of outstanding purchase orders.

rl Note:

The module Purchase can be configured to meet the user's requirements. This chapter uses
the default settings. Texts or images may therefore differ from your situation.

11.1 What is the difference between the types of orders?

Different orders can be created in the module Purchase.

Apurchase order allows you to order products from stock. Free order lines are used if the product
is not available from module Inventory.

A local purchase order is the same as a product order, with the exception that a different
purchase process can be configured. A local purchase order offers the crew the opportunity to
purchase local products and register them in MXSuite.

Aservice order allows you to request a service. In this case, it is not possible to add products from
stock.

You can configure the process for all orders, but product orders may differ from service orders.
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Click on New purchase order...

Enter a search term in the column own code and click on & to open the list of parts

Select one or more parts and click on Ok

The selected parts will be added to the order

Order lines can be automatically added to an order by clicking on Insert required inventory.
This will add all parts to the order whose stock is lower than the minimum requirement and for
which no previous order has been placed

Enter the desired amount for all order lines

Click on Save & send to save the order and to forward it for further processing. Click on Save
as draft to edit the order or to send it at a later date

Click on New local purchase order...

Enter a search term in the column own code and click on &3 to open the list of parts

Select one or more parts and click on Ok

The selected parts will be added to the order

Enter the desired amount for all order lines

Click on Save & send to save the order and to forward it for further processing. Click on Save
as draft to edit the order or to send it at a later date

Click on New service order...
At the top right of the window, select the machine that needs servicing

| General ‘ Addresses |
Unique id: AACFO0D00%
Location: Docu Schip 1

Status: Requisition Delivery port: [~ iEI Incoterm:  Delivered Duty Paid || ‘E
Creation date: 13-8-2015

Created by: Docu [EN] ETA: 5|

Select urgency: Mext possible port 4 Budgeting year: 2015

Remarks:

Clearly indicate the necessary service in the order line
Click on Save & send to save the order and to forward it for further processing. Click on Save
as draft to edit the order or to send it at a later date

You can add documents per order line.

1.
2.

Click on 'F'in front of the order line

Click on Add in Documents
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| Purchase order PO17-0063

SHoe bh | General | Addresses | Financial
Wait for approval I Unique id: PO17-0063. 4 s 5
T s Mt T er Select urgency: Next pos_s_rble_poft [ Budgeting year: 2018
Status:wait for approval Delivery port: L] Incoterm:  Delivered Duty Paid ]
Creation date: 8-2-2018
Created by: Administrator ETA: fig] i
Remarks:
Group by: Default supplier gy
Posno. Own code Order code Description Quantity Unit Price perunit  Status Currency Costeor *
~ Mastex Software BV
= w3 100.7675 12080120 Mobilgard HSD 15W40, bulk 32 5t g 20000 Wait for approval EURO i 465-Lu
Actions § - =
Supplier: Mastex Software BV ﬁ@ Total: 64,00 EURD Tl

[ - Equipment: n ehvered quantity:

Description: Mebilgard HSD 15W40, bulk

H
Documents: Remarks:
Email  Name 2 L
© AKD-73662038085.pdf [ 1
J -_L i EI‘ View, |
O E MAspng ‘ 1
= || Delete | =
4 T G "
Related part info
Picture: Date created: 17-9-2010 Bar code: Ship drawing number:
Last issued: 9-3-2017 Size: Ship POS no.:
Total cost: 724,00 EURO B4 Exchange rate: 1,00
Discount: | 10,0000 EURO (138 1%

Discounted total cost: 714,00 EURO

Order line last modified ot: 8-2-2018 10:38:30 by: Administrator

P Tip:
If the option Email is selected, the document will be included when the order will be emailed

to the supplier.

11.6 Howdo | use Incoterms in my order?

The international Incoterms are used to determine the rights and duties of buyers and sellers during

the international transport of goods.
The Incoterm of relevance to the order can be selected or changed at the top right of the order

screen.

Budgeting year: 2013

Incaterm: | Delivered Duty Paid 1y
Carriage Insurance Paid to

Carriage Paid Te

Cost & Freight

Cost Insurance & Freight

Delivered At Frontier

Delivered Duty Paid

Delivered Duty Unpaid

Delivered Ex Cuai Duty Paid -
Delivered Ex Ship

Ex Works

Free Along Ship

Free Carrier

Free Onboard Vessel
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When an Incoterm is selected for which the transport costs are borne by the customer, MXSuite
adds an extra order line to the order on which the order costs are mentioned.

Pﬂslno. Own code Order code Description Quantity Unit Price perunit  Currency Cost code Product category Total cos *
Description: Transpert costs Price: 0.00 EURO ma Cost code: I~
 No supplier
+ 1 100.9045 axel sleeve 12,00 Pc 0,00 EURO 101 - Engineroom 033000 - Gearboxes 0,00 EUR
& 2 (2] 8o FURO et [~] B4 000 EUR

P Tip:

Using Incoterm Ex Works, a line with transport costs is added to the order.

11.7 Howdo | add the expected delivery date to an order line?

1. Open a purchase order

2. Right-click on an order line and select Set expected delivery date...
3. Select adate

4. Click Ok

P Tip:

You can select multiple order lines using Ctrl or Shift.

11.8 How do | change the exchange rate in an order?

Open a purchase order

Select the desired order line and click on Currency
Select the desired currency

Open the tab Financial

v A N

You can now change the exchange rate for this order. The exchange rate as configured in
MXSuite module Administration is used by default
6. Click on Ok
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|\ Purchase erdar RO7-0085
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11.9 Howdo | enter the discount for an order?

1. Open an order

2. Enterthe percentage or the discount price

Total cost: 724,00 EURQ pa  Exchangerate: 1,00
Discount: | 10,0000 EURO (138 )%
Discounted total cost: 714,00 EUROQ i
1

ok || Cancel

3. Click on Ok

r' Note:

Only one value is necessary. If a discount percentage is entered, the discount price will be
calculated. If a discount price is entered, the discount percentage will be calculated.

11.10 How do | change the status of multiple order lines?

1. Open a purchase order

2. Select the order lines to be moved to another status
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3. Right-click on one of the selected order lines and select the desired status

Ord . . . .
roerstatus It is possible to convert all order lines with the same status to the next

Purchase requisition

Wi I status by using the action buttons to the left of the screen.
ait for supplier prices

Filtered results Vi Il . X
T L'A D In the image, all order lines are first filtered by the status Purchase
ctions
l Request prices__| requisition, after which three action buttons will appear:
I — | e Request prices
I Reject | e Order
e Reject

Click on one of these buttons to move all orders to the selected status.

There are two statuses in MXSuite:
e Order status
e Order line status

An order status can contain multiple order line statuses. For example, an order with the status
'Open' may contain the following order line statuses:

e Pending supplier prices

e Pending approval

e Approved

e Ordered

The status bars are visible to the left. You can select an order status and an order line status at the
top of the screen.

Filtering on order status will only display the orders in the selected status to the right of the screen.
Filtering on order line status will display all orders with at least one order line.

r Note:
When filtering by order line status, the order will be opened in the order status. Other order

line status filters can be applied within the order.
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11.12 How can | see the progress of an order line?

Right-click on an order line and select View progress details...

I Progress details

Delivered quantity:6,00
Saved changes:
Location User Operation Performed by office Date Comment 2
Docu Schip 3 Casper Schilder Edit Yes 3-12-2010 14:.07 Order line was moved to s..
Docu Schip 1 Casper Schilder Deliver Yes 3-12-2010 14:13 Order line was moved to 5.
Docu Schip 2 Mastex Software BY Edit Yes 19-11-201009:23
Docu Schip 2 Casper Schilder Deliver Yes 3-12-2010 14:13 Order line was moved to s...| |||
Docu Schip 1 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5.
||Docu Schip 2 Casper Schilder Edit Yes 3-12-2010 14:07 Order line was moved to 5.
|| Docu Schip 2 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5. |5
Docu Schip 1 Mastex Software BY Edit Yes 19-11-2010 09:23
Docu Schip 1 Casper Schilder Order Yes 3-12-2010 14:07 Order line was moved to s...
Docu Schip 1 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5.
Docu Schip 1 Casper Schilder Edit Yes 3-12-2010 1407 Order line was moved to 5.
Docu Schip 3 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5.
Docu Schip 2 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5.
Docu Schip 3 Mastex Software BY Edit Yes 19-11-2010 09:23 &
Docu Schip 2 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved to 5.
Docu Schip 3 Casper Schilder Edit Yes 3-12-2010 14:13 Order line was moved to 5.
Docu Schip 2 Casper Schilder Order Yes 3-12-2010 14:07 Order line was moved to 5.
Docu Schip 3 Mastex Software BV Edit Yes 19-11-2010 09:23
Docy Schio 3 Casper Schilder Edit Yes 3-12-2010 1413 Order line was moved tos., ~

11.13 How do | create a backorder?

When an order has not been delivered in full, a backorder can be created for the non-delivered
parts.

1. Mark an order line as Delivered (status name depends on the configuration)

2. Enter the number of delivered parts and any additional delivery comments

Command actions

' Packing list number; 125.361

| Invoice details: 125.361 Split
Description Supplier Quantity Remnarks =
Filterelement Mastex Software BV 8 Out of stock]

(s

3. Click on Ok
4, Click on Make backorder

Delivered quantities are lower than ordered quantities.

T — | T e—— |

5. Anew order line will be created in the existing order with the number of non-delivered parts
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P Tip:

In addition to creating a backorder, you can also skip the difference. This option allows you to

move the order to the next status without creating a backorder.

11.14 How do | use the search function?

Click on Search to open the search window.

ez
Cremtet herumen: [iz] et L] Usinue Cremed oy ™
supphen - Typs: g Lestcode: =
Ot o iz [F

Llinciode dosed ceders | Searchi

P Important:
When the search screen is closed, the search filter stays active.

r' Note:
When the list with orders is filtered by status or location, the search will only be performed

within those parameters.

11.15 How do | see closed orders?

1. Click on Search to open the search screen

2. Select the option Include closed orders
. . . < 0000034/ Open
3. You will now see closed orders in the order overview
Q  AMA-0D0SS Open
AMA-00099 Closed
Closed orders can be identified by the lack of an icon. AMA-00039 Closed
The status of the order also makes it clear that it has been closed. O ooooo32 Delivered
QO 0000029 Open

P Tip:

Select the order status Closed to see only the closed orders.
This status is only visible if the closed orders are included in

the overview.
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11.16 How do | link a supplier to an order line?

M w N -

Select supplier...

All suppliers

Open a product order

ﬁ Search...

Select the order lines you want to link to a supplier

MName & ¥

2L International B.V.

A & A Thorpe

AT snelkoerier.nl

Absorbit

AED Solutions bv
Aegir Marine BV
AHREND

Airco Totaal Service
Airtec
Ajax Chubb Varel Br...

AJ. Steenkist-Rooijm...

Abeln Project Stoffer...

ADT Fire & Security [...

Ahrend Inrichten Gr...

Ajax Chubb Varel Fir...

Country &

Y  Port a

Ajax Chubb Varel Se... V]
Al-Wielans f!_:[i t(:c !\_u'll

w «Jllz 345678 9 10

L 50 @ items per page Results: 517

Right-click on a selected order line and select Select supplier...
Select the suppliers used for the order line by using the buttons .= Jand [ » |

Selected suppliers

Name
A Propos Produkt...
A Nobel en Zn
ABB BV
Airsales BV

Country

Port

5. Click on Save & close
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12 Documents
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In the module Documents, documents can be easily managed and synchronised across the entire

fleet to ensure that ships have instant access to accurate documentation.

Documents can also be created based on a template, to ensure that all created documents follow

the right layout. User forms can also be created in this module.
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12.1 Howdo | create a new document category?

1. Click New Category... or right-click on an empty part of the tree structure and select New...
2. Complete all required fields

Document category details

Wisible for user groups——— . - Visible for locations
Name:‘ Mame is required. L e
|| Parent category: Manuals Mselectall ¥ Select all
DOCU_USEr_group  Role 1 [~ [ Docu Schip 1
‘ - Custom attributes [ Docu Schip 2
[+ Docu Schip 3

1D:

Picture: 5xf

3. In the middle column, select the user groups that can view this new category and assign the
desired rights

4. Intheright column, select the locations that can view this category

5. Click onSave and close

P Tip:

Right-click on an existing category and then click New... to fill the above category.

12.2 Howdo | copy a category?

Right-click on the category and select Copy
Select the location you want to copy the category to
Right-click on the category and select Paste

M w N -

A new category will be created with the copied documents. The pop-up window shows how
many documents and categories have been copied

\Copy document category. -

i Data was successfully copied.
1 of 1 categories copied.
6 of 6 documents copied.

|
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12.3 How do | assign roles to categories?

1. Right-click on a document category and select Edit...
2. Inthe central column (visible for user groups) you can select a role per user group

12.4 Howdo | create a new document?

1. Click on New document

Properties
s - -Visible for locations
Document file: No file selected. a@ Nouify user: L editable: [1
Confidential: [ | M Selectall
l Name:| The name is required. | [v| Docu Schip 1
¥ [V Docu Schip 2
| Request sign: I [V Docu Schip 3

Signed by:
Category: Manuals
Custom attributes

1D: 131
Description:

Tags:

2. Clickon E to select the document

3. Enter or edit the name. The name of the document will be automatically generated based on
the chosen document

4. Intheright column, select the locations for which the document should be visible

5. Complete all required fields

6. Click onSave and close
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P Optional:

Description: Enter a description of the document.

Tags: To be able to search for certain words using the search function.

Confidential: Indicate whether this is a confidential document. Only authorised users will
have access to this document. This document will not appear in the list for non-authorised
users.

Sign: If the document has to be signed before it can be opened, select this option. In order to
open the document, the user will first be prompted to enter the password.

Notify user: The user will be notified of any changes to the document when starting
MXSuite.

Editable: Select this option if the document needs to be edited. This makes it possible to edit
the document at a later date and save it in the database.

12.5 Howdo I create a template?

1. Clickon Templates at the top left
2. Inthe screen Manage templates, click on New... You can now enter the basic information from

the new template

‘Template detuails
- Categories - Locations . User groups
File: No file selected. ;
m -—l [ select al [+ Select all W] Select all
Mame: | The name is requirad. | 4 [ Manuals [+] Docu Schip 1 ] Docu_user_group
Confidential: [ v [ Mxsuite [ Docu Schip 2 ] Purchase approval
Notify user: [ [#] Docu Schip 3
; 4 [J MxSuite [ Docu Schip 4
-Custom attributes X :
» [] MxXSuite manual [V Docu Schip 5
_ID:131
Description: ¢+ [0 MxSuite manual -1

Tags:

[owse ]

3. Clickon m to link the document
4. Enter the Name for the template
5. Select the Categories for which the template can be used
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6. Select the Locations that can use the template

7. Select the User groups that can use the template

8. ClickonSave and close to create the template

A wnN -

LA

o v A wWwN =

Click on Templates at the top left

Right-click on the template and select Edit template...

The template can now be edited in an external editor
Save the file in the external editor and close the editor
Fdit.conten: &

The content of the template is edited in an external editor.

|_S§e_ | cancel

Click on Save

Click on New template document
Select a template from the drop-down menu
Complete all required fields

Select the location in which the document has to be visible
Click on Save and close to create a document based on the template

Click on New form and select the desired form
Enter at a minimum the mandatory fields

Select the location(s) where the form should be displayed

Click on Save and close to create the form
Enter at a minimum the mandatory fields
Click on Save and close

. Right-click on the form

2. Select Edit properties...
3. Select the option Is closed
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12.10

12.11

12.12

r' Please note:
You may find that the option Is closed is not visible after step 2. In that case, click on More
details >> and go to step 3.

P Important!
Only users with the authorisation Allowed to reopen form may reopen the form.

How do | delete a document?

Right-click on the relevant document in the document list and select Delete...
Select the location from which the document should be deleted

Click on Ok

Choose Select all to delete the document from the office version as well

\Select appropriate delete action L

Please specify if you want to keep the document only at office or you want to delete it completely.
| Delete also from ofiice || Keepatoffice || Cancel |

M w N o=

What is the difference between duplicate and copy?

When you duplicate a document or category, they can only be copied in the same category.
When you copy a document or category, you can also copy them to another category.

How do | obtain editing rights?

To prevent discrepancies in the content of a document, an editable document cannot be edited at
multiple locations at the same time. This means it can either be edited in the office or on the ship. If
the menu option Edit document is not available, editing rights must be requested.

1. Right-click on the document

2. Select the option Request edit

This request will be sent via synchronisation to the location that currently has editing rights. A
subsequent synchronisation will accept the request and grant editing rights.

r' Note:
The location that adds the document in MXSuite has editing rights by default.
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12.13 How do | see what happened to a document?

1. Right-click on a document
2. SelectView log...

@ Default view u Search... n

ag a column header and drop it here to group by that column.

T User Y  Operation Y Perfarmed by office Y Datea
Administrator Create ¥ 10-1-201811:34 -
Administrator Publish M 10-1-2018 11:34
Administrator Read E 10-1-2018 11:34
Administrator EditContent ¥ 10-1-2018 11:34
Administrator Publish = 10-1-2018 11:24
Administrator Read . 10-1-2018 11:24

W
£ > v
(==} EE— T

<

12.14 How do | search for a document?

1. Enter a search term into Search...
2. Alldocuments that contain the search term will be displayed

[ [ ) a

"En-:'m Jon  Mame s ¥ coegoy 7 Temume. T Templme rottyuser ¥ St 7 Rl ¥ | Creovun datn ¥ Creonnn user bt oar | Cremon user st
158 .)i Eapiainng sync Wi o Butithae RIS 18381 1445 Mastan Sofowars BV

gy ey e o [ K8 @t 160+ oau

iy Ostatatin s WS 6] 1.2 st o Puina HTINE 1 e Mt Sctovara BY

B Manualy Spenencinan NS 84 M o Butines 2448 BT G o (]

o M SaiS egn Mitsuita o Pubitines TG e Mastar Sawars B

F Note:

The search will be carried out at all locations. The search can be specified by selecting a specific
view option or category.
Only the document properties are searched (e.g. name, description, tags, etc.), not the

document content.
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12.15 How do | create a document task?
1. Right-click on the document and select Add task

Task details

I o General Notes

1D
Document:Formulier 2 test
Date created:6-8-2015
Due date: Due date is required. jgj

The description cannot be empty.

Description:

Private: [ |

Confidential: [

Assigned to:  _ Docu [DE] na
Status: Open oy

Enter the fields Due date and Description
Assign the task to a user

Select the Status

Click on Save and close

vk wonN

POptionaI:

Private: only visible by this person; not synchronised to the ship.
Confidential: only visible to the authorised user group.
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The module Voyages was designed to clearly register all travel data. You can add voyage documents,
voyage times and important notes. You can design this module to suit your own preferences. To do

so, simply change the preference settings in the module Administration. This manual describes the
default settings.

P Tip:

You can edit the default names of the Loading and Discharging tabs in the module
Administration. For example: you can view country and port names the tabs.
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13.1

1.

Click on New...

How do | create a new voyage?

[ Voyage details # |

~Voyage general

Product:

Voyage number: 2015003

M
Order date;  18-4-2018 12:21 E

ote

-

Start date:  18-4-2018 12:21 E
Final date: B
-Voyage details
yLoading ()
ul[)'Echalging (1) ) Country: = Comment:
| Other Port:[ Port is requfred.'“l&_;Juangemus goods:
Arrival: E et
Start discharging: E e
End discharging: E
Departure: E w5

Save

Complete all required fields

Click on [5lto select a date and time or on to use the current date and time

Click on 22 to search for a port

Click on Save

13.2 Howdo | add a new loading or discharging tab?

. Right-click on aLoading or Discharging tab

Click on Add loading tab to add a loading tab
Click on Add discharging tab to add a discharging tab

Complete all required fields

Click on Save

13.3 Howdo I change the name of a tab?

1.

Right-click on a Tab and select Rename

2. Change the name of the tab and press Enter

Rename

Add loading tab
Add discharging tab
Delete

Rename

Add loading tab
Add discharging tab
Delete
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13.4

13.5

13.6

How do | delete a tab?

1. Right-click on a Tab and select Delete
2. Confirm that you want to delete the tab in the pop-up that appears

Are you sure you want to delete this voyage tab? l

Yo || Mo |

How do | add a document to a voyage?

1. Open avoyage and select the tab you want to add a document to
2. Click on Documents...
3. The new documents can be added to the pop-up window

There are two kinds of documents that can be added:
e Documents

e Documents based on a template

How do | create a new document?

1. Click on New document

Properties

Visible for locations

T Notify user: [] Editable: [
Document file: No file selected. px'f
B Confidential: [ | b 5electall
Name: | Tne name s required. | [¥] Docu Schip 1
’ [ Decu Schip 2
Request sign: [ [V Docu Schip 3

Signed by:
Category: Manuals
Custom attributes

ID: 131
Description:

Tags:

2. Clickon E to select the document
3. Enter or edit the name. The name of the document will be automatically generated based on
the chosen document
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4. Inthe right column, select the locations for which the document should be visible
5. Complete all required fields
6. Click onSave and close

P Optional:

Description: Enter a description of the document.

Tags: To be able to search for certain words using the search function.

Confidential: Indicate whether this is a confidential document. Only authorised users will
have access to this document. This document will not appear in the list for non-authorised
users.

Sign: If the document has to be signed before it can be opened, select this option. In order to
open the document, the user will first be prompted to enter the password.

Notify user: The user will be notified of any changes to the document when starting
MXSuite.

Editable: Select this option if the document needs to be edited. This makes it possible to edit

the document at a later date and save it in the database.

. Clickon New template document
. Select a template from the drop-down menu

1

2

3. Complete all required fields

4. Select the location in which the document has to be visible
5

. Click on Save and close to create a document based on the template

A template is used to create a new document for a voyage based on an existing document that is
used as a template.

1. Click on Templates

2. Clickon New...

3. Select the category/categories for which you want to create the template and click on Ok
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4. Complete all required fields

Template details '
4® General

File:No file selected. B e Qroues
Name: [ The name is re;Jired. | _El-SeTéa o
* W] Technische afdeling
Confidential: [] ] Crew
Notify user: [ | W] Waork/resthours
- Custom attributes ] Alle rechtan
1D: 19 VI Captain
Description: (V] Totale kantoor
W] Inkoop afdeling
W] Extern
[¥] Administrator
Tags: [¥] Crewing afdeling
] Chief Engineer

5. Select the user groups that are authorised to use this template
6. ClickonSave and close

13.9 Howdo | change a template?

1. Clickon Templates
2. Right-click on the template and select Edit template...

I M:mage templates

Default view B4 | Search. C, |
Drag a column header and drop it here to group by that column.

Icon  Name 4 ¥  Motifyuser Y | Creating user first name Y | Creating user last name ¥  Creating user em
|j% Default template Voyages ] Docu [EN]

View template...
Edit template...
Edit properties...

Delete_

Change categories...

L 2
4 4 n » M 50 g items per page Results: 1

3. The template will be opened in the corresponding program (external editor) for editing. The
template in the picture will be opened with Microsoft Word
4. Change the template in the corresponding program and save it
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5. Close the external editor
6. Click on Save
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FLGO stands for Fuel, Lube and Gas Qil. By regularly entering the actual stock and all bunkered
quantities, the module FLGO can calculate the consumption of each preferred period. This provides

insight into consumption and costs.

How do | enter the actual values?

1. Click on Update values

' Fill Bunkering

Tank/Product MName Operation type Fill Tg!rpe Value Last bunkering value  Unit Date

Product Lube oil Received pa  Content [~ Liter pa  18-4-2018 f
| Product Fresh water Received ms Content [~ 5.000 Liter B | 18-4-2018 [

Product Fuel oil Received ms  Content [~ 5.000 Liter B | 18-4-2018 [
| |
| |

4 m (]
Save | Cancel

2. Enter the actual measured values and click on Save

86



14 FLGO

14.2

14.3

14.4

14.5

How do | enter received bunkering?

1. Click on Fill bunkering
2. AtOperation type, select Received and enter the received quantities
3. Click onSave

How do | enter delivered bunkering?

1. Click on Fill bunkering
2. AtOperation type, select Delivered and enter the delivered quantities
3. Click onSave

How can | see my consumption?

1. Click on Print
- < 1 /1 B a- & Q Q Q

FLGO history report

y .K . between 13-6-2014 and 13-6-2015
MM suite

Docu MXSuite | Docu Schip 1] AB11223344

FLGO type FLGO name Start value unit End value unit Difference Qty received Qty used

Koud Water Tank 0 Liter 0 Liter 0 5200 163.000
Product
Brandstof 0 Liter 0 Liter 0 - 31.300

13-8-2015

Page 1 of 1 MXSuite 2.8.9.0
121.088 v2

2. Select a Start period and End period
3. Select aLocation
4. Click on Preview

How do | edit historical FLGO values?

Go to the module History
Select FLGO

Click on Search to search for the incorrect value

A wnN o=

Right-click on a line
a. Click on Edit... to edit a line
b. Click on Delete... to delete a line

>

»

unit
Liter
Liter

4

Start period
13-6-2014 00:00 B0

End period
13-6-2015 00:00 moe

Location

Dacu schip 2
Docu Schip 3
Docu Schip 4
Docu Schip 5

Preview
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14.6 How do | create a new FLGO item?

M w N -

Go to the module Settings

Click on FLGO items

Click on New

Enter the mandatory fields and click on OK

- Consumable Details

Tank/Product: Product “
Filltype: Content
Marne: “ The namefsmquin?d.]
Units [ Units is required. |
Comment :
Color: _
ok | Cancel |

P Tip:

If the desired unit cannot be selected, the MXSuite administrator can add this.
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Crewing
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The module Crewing is used to keep track of all crew data. It can be used to make schedules, keep

track of work and rest hours, ensure safe manning practices and more.

How do | add a new person?

1. Click on New...

Employee basic details

First name is requirad. |
|
|
|

Last name is required. I

Birth date is require...@l

Rank is required |

Complete all required fields e | —
Click on Save Prefix:
The person has now been added, but you still need to Last name: |
enter or edit the additional information Date of birth: |

4. Complete the required fields under the tab General Rank: |
You can enter additional information in the other tabs

- [ose]

Click on Save

15.2 What is the use of the field email for expiry?

In the tab General you can enter an email address for expiry.

When an education, document or medical is about to expire, MXSuite will send a notification email

to the specified email address. The email will contain an overview of all available data that has

expired or is about to expire.
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15.3 How do | know which of my crew members' documents are about to

expire?

Warnings not only gives you an overview of the documents that are about to expire, it also

provides additional information, such as birthdays and a list of people for whom the known

qualifications do not correspond to the rank entered.

Warnings

|. O Employee expiry l © Birthdays l © On-board expiries | @ Ranks | A planning
Default view g Search._ O, |
Drag a column header and drop it here to group by that column.
Employee name & Y Rank Name T STCW Department YT STCW Level Y Limitation Y
Mac Docu, Docu [EN] 2nd Engineer © o
. 4 n L 50 g items per page Results: 1
Close

P Tabs:

Employee notification: This provides an overview of the crew members' expired
documents.

Birthdays: This view provides an overview of the crew members born on this day. In the
module Crewing, you can specify a certain period to create a list of all birthdays such as in the
past seven days, today, and the next seven days.

On board expiries: This shows the expired documents of crew members currently planned
to be on board.

Ranks: This shows the crew members whose rank as listed in the General tab does not
correspond to their known qualifications and educations.

Planning: This shows the planning warnings, such as failure to meet the safe manning
requirements.
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15.4 How do | create an evaluation?

Select the crew member
Click on the tab Evaluation
Click on New...

H W=

Select an available template

Available templates

Master all ships
(0 Bvaluation Engineers

o)

5. Click on Ok
6. Complete the form
7. ClickonSave and close

15.5 How do | register cash movements?

You can track cash movements in the Cash tab. The balance is updated and displayed at the top of
the screen.

1. Select the crew member

Click on the Cash tab

Click on the desired option

Complete all required fields

Click on Save and close

AR

F Optional:

Cash advance: This refers to a sum of money given to a crew member as an advance.

Other advance: This refers to other parts from stock. The stock includes a sales price for
crew members.

Clearance: This compensates the credit used with the salary payment.
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15.6

15.7

How do | use the work/rest hours?

The tab Work/rest hours displays a monthly overview of the work and rest hours of the relevant
person.

{ General l Addresses ] © Education [ A\ Documents I O Medical I O Evaluation I O Activities | Cash I Employment | WOrK/restnours | sarery drilis | other | skils

[ Print | Month-Aug gavear: 2017 gp e
[ e = o s T e i [ e
Hours | 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 res;‘;zr” V:":Lk;d Overtime | Location Active regime: Comment
H H H H H H H perion

8/1/2017 2 0

8/2/2017 2 0

8/3/2017 24 0

8/4/2017 175 65 - Docu Schip 1 ILORest |Signon
3/5/2017 17 7 7 Docu Schip 1 1LO Rest

8/6/2017 175 65 65 Docu Schip 1 1LO Rest

8/7/2017 17.5 6.5 - Docu Schip 1 ILO Rest

8/8/2017 175 65 z Docu Schip 1 1L0 Rest

8/9/2017 175 65 - Docu Sehip 1 1LO Rest

8/10/2017 175 6.5 - Docu Schip 1 ILO Rest

8/11/2017 175 55 B Docu Schip 1 1LO Rest

8/12/2017 175 65 65 Docu Schip 1 1L0 Rest

8/13/2017 175 65 65 Docu Schip 1 1LO Rest

8/14/2017 175 65 s Docu Schip 1 1LO Rest

3/15/2017 175 65 = Docu Schip 1 1L0 Rest

3/16/2017 175 65 2 Docu Schip 1 1LO Rest

8/17/2017 175 65 : Docu Schip 1 1LO Rest

When a box (half-hour) is selected, this is considered as time worked. All empty boxes are therefore
rest hours.

The values in the fields work/rest hours and overtime hours are calculated automatically, but can be
edited by someone with sufficient user rights.

The value will be recalculated once the number of hours worked is changed.

The overtime hours are calculated as follows:

e Working more than X hours per day

e Working on a weekend

e Working on a holiday

When the hours are entered in the office version, it is assumed that the hours were worked on the

ship selected at the top of MXSuite.

The work and rest hours will be checked against the actual work regime. If these do not meet the
legal requirements, the corresponding period will be marked in red. If you hover your mouse over

the red sentence, a notification will appear explaining why this sentence is red.

What do the colours in the work/rest hours mean?

MXSuite distinguishes between rest hours and short breaks.

According to MLC 2006 short work breaks are not considered as rest hours. Depending on the
settings in MXSuite, a working interruption of a maximum of 2 hours may or may not be counted as

rest hours.
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Rest hours are indicated in light blue.

IWork hours are indicated in dark blue.

Short work interruptions that are not viewed as rest hours are indicated with shading.

01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23

15.8 How do | add a comment to work/rest hours?

15.9

1. Right-click on a date and select Comment...

| Add a comment for the current work day: 4-3-2015

[Saveand,mse ” Close J

2. Enter the comment and click on Save and close

How do | make a planning?

The Planning section has an overview of the ships with the scheduled crew members listed by
rank.

2020
| el | Tar | A | My | Jan 14 | g L sap ot T L Dac Jan

Beeu Sehip 1
v o e FE e | T BhaEE Siae BEeEE S EiEm T
P Firea|c P C Pires € Pires C Piree Plred © Hre s Plres Pires © Pires © Pires P
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1. Right-click on a non-scheduled part of a rank and click on New...
2. Complete all required fields

Planning details '

General | gt | other
Wessel: Docu Schip 1 w4 Rank: 2nd Engineer e
Employee: Mac Docu, Docu [EN] ] a
- Signed on .. - Signed off
Start travelling: 1-5-2015 00:00 iERe) Signed off date: 1-5-2016 00:00 LERS)
Sign on date: 1-5-2015 00:00 0] End travelling: 1-5-2016 00:00 {EEmeh
Country: E Country: Eu
Phrr am Port: m
Note: MNote:

3. ClickonSave and close or Save & Recurring
With the function Save & Recurring it is possible to create a recurring schedule

\Planning recurring

Repeat each: 2 g Months Ba

|
|I
Repeat this planning item untill the selected end: ‘

® End after  5times ﬁ:
2 End at ] ‘
|_Save and close || Close |

4. Enter the fields for recurring schedules and click on Save and close

r' Note:

If an employee cannot be scheduled on a specific ship, check to make sure the ship has been
listed as one of the employee's preferred ships.

15.10 What do the colours mean in the planning?

When safe manning does not require a certain rank to be scheduled, this rank will be displayed as a
white line.
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A red line indicates that this rank is required according to the safe manning, but has not yet been

scheduled.

Master all ships | | unplanned | |
Nav. watch officer (1) | | | |
Nav. watch officer (2) | | | |
Chief Mate <500GT

AlB

Chief engineer | |

15.11 How do | register that a crew member cannot be planned on board?

1. Select the crew member
2. Click onthetab Activities
3. Click on New and select New note

Note details

Subject: || Subject is required. l
Date:

| Due date: @il
| Warning period: Number of days ﬂl
Unavailable from: @Ii
Unavailable to: ({22
Reason: “

Status: “

Digital copy: O, ) I
Remarks: Remarks is required. I

Complete all required fields

Enter the date from when the crew member is unavailable for planning
Enter the date until the crew member is unavailable for planning

Click on Save and close or Save and send

N o v oA

15.12 How do | add a note?

1. Select the crew member
2. Click on the tab Activities
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15 Crewing

3. Clickon New and select New note

Note details

Subject: || Subject is required. |

Date:
Due date:

Warning period: Number of days
Unavailable from:
Unavailable to:

Reason:

Status:

Bppeeae

Digital copy:

Remarks: Remarks is required.

4. Complete all required fields
5. Click on Save and close or Save and send
If you select Save and send, you will be able to send the note via email

Send email

[_.];q;_. Jl Email address is required to send email. :

|

Subject:

Attachment: m

Message: Date:

DueDate: ~
Unavailable from:

Unavailable to:

Reason: null

Status: v

s ot il i ARty e

15.13 When and how do | add a historical planning?

To get an idea of someone's experience level, it can be useful to add the accumulated sailing history.
To do so, use the option historical planning.

Follow the steps to add a historical planning:

1. Select the crew member

2. Click onthe tab Activities

3. Click on New and select New historical
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4. Complete all required fields

Historical details
General Email
| N
| | Vessel: | Location name is required. |Rank:| Rank is requfredg
| Signed on - Signed off |
| B |
Start travelling: | Start travelling d... ['a'a'a']iﬁ]“ Sign off: | Signed off date L. (EHiRGS ‘
Sign on: | Signed on date i... RSy End travelling: | End traveliing da... jdHigsey
Country: Country: n
Port: port: E3
Note: Note:

5. Unlike normal planning, which involves selecting a ship from the available ships in the license,
this option allows you to enter the name of any ship
6. ClickonSave and close

15.14 How are the number of days on board calculated?

In the tab Activities the number of days that a person has been on board is displayed. The days on
board are calculated as the difference between the sign-on date and the sign-off date, which are
specified in the planning.

Sometimes, the sign-on day or sign-off day is not counted as day on board. This is due to the
settings in MXSuite, where you can indicate whether half-days are calculated as full days.
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15.15 How do | create a crew list?

1.
2. Select the crew to display on the Crew list

Click on Crew list

Rank
Master all ships
Master <3000GT

>

Select crew members
Crew members on the crew list
First name Last name
Maria del Carmen
Piet Plezier
£
P » M 50

B4 items per page

Results: 2

Other crew members

First name Last name Rank
Brian Anderson Master all ships
Michae| Brown Master all ships
Peter Driel Nav. watsﬁ officer
Marc Dupre Master all ships
Susan Friedman Guest
Jan Jansen
Tulia Opsala A/B Motarman
Jack Pepijn Master all ships
Jonathan Salmon Chief engineer
Jon Valentin Chief engineer
Linda van Driel AfB Cook
Richard van Driel
< >
(LR | bl 50 | items per page Results: 12

3. ClickonPrint
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15 Crewing

4. Select the necessary data in the right-hand column

hnﬂ:«u@n»»llnvagaaq
Arrival/Departure &
IMO CREW LIST roire

(IMO FAL Form 5 e

i Last of call
_]Amval X |Departure Page Number 1
1.1 Name of ship 1.2 IMO Number Algeria - Annaba (Ex Bone)
; Algeria - Arzew
Docu Schip 2 CD112233 Algeria - Bejaia (Ex Bougie)
1.3 Call sign 1.4 Voyage number Algeria - Benisal
Algeria - Bethoula
algeria - Cherchell
2. Port of arrival/departure 3. Date of arrival/departure ilgeria - Collo
. Algeria - Dellys
Argentinia - Necochea 28-5-2015 Inlgoria - Diere D
4. Flag state of ship 5. Last port of call Algeria - Djidjelli
Algeria - Alger Algeria - Durrés
\algeria - Ghazaouet
10. Date and 11. Nature and number of Algeria - Mostaganem
6. Mo | 7. Family name, given names 8. Rank or rating 9. Nationality |place of birth identity document NQETF - Oran
12. Date and signature by master, authorized agent or officer Algerfa A Sarand__e
\lgeria - Shengjin
28-5-2015 Docu [NL] Algeria - Skikda (Ex
Philippeville)

Algeria - Tenes

Algeria - Vlora

\Antigua & Barbuda - Antigua
iAntigua & Barbuda -
Barbuda

Antigua & Barbuda - St
Uohns

\Argentinia - Bahia Blanca
\Argentinia - Bahia Blanca-
‘Cuatreros

‘Argentinia - Bahia Blanca-
Ingeniero White
\Argentinia - Bahia Blanca-
Puerto Belgrano
Argentinia - Bahia Blanca-
Puerto Galvan

\Argentinia - Bahia Blanca-
Puerto Nacional

Preview

5. Click on Preview
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16 Reports

16

16.1

Dt drcated Liat e il Cocatan st Last el ety byt oot
TN RS A1 RSS2 Aernehator ) e
BATISHG L-ANTIRSSE Acmunetater e
ites epart ST THENS 1A TeSady  Acminebber es

n 2312000 Ty Acmanetiator Ves
212000 Ty Acminitirter Ves

2T-an e Acmuniiater e
20T Ty acminitiater Ho
T4 R Adminkiater e

The module Reports accurately displays all database information. This gives users the opportunity
to view the information they need and add them to a report.

MXSuite contains several default reports. You can also add your own reports to this module.
Reports cannot be created in MXSuite, but require Microsoft SQL Report Builder v3. Users with
sufficient knowledge of SQL Server and the MXSuite database structure can create their own
reports. Mastex Software BV also offers this service.

How do | create a new report?

Reports cannot be created in MXSuite. To do this, use Microsoft Report Builder (which can be
downloaded for free from the Microsoft website).
Creating a report requires knowledge of Microsoft SQL Server.

Mastex Software BV does not offer support in creating reports. However, we can create reports for

you.
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16.2 Howdo | add a report?

16.3

16.4

16.5

1. Select the category in which to place the new report

2. Clickon Add report...

Report details

Mame: [

Mame s required.]

Category: Maintenance

Content: [

Report content s requtr’ed.] [ Browse... l

[ Has subreports

| Gonce

3. Complete all required fields

4. Click on Ok

How do | delete a report?

1. Right-click on the report you want to delete and select Delete...

2. Click onYes to confirm deletion

r' Note:

Only non-system reports can be deleted.

How do | delete a report category?

1. Right-click on the category you want to delete and select Delete category...

2. Click onYes to confirm deletion

How do | change the properties of a report?

1. Right-click on the report and select Edit...

2. Change the data
3. Click on Ok
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17 History

17 History
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The history of the following modules can be viewed in the module History:
e Maintenance

o Certificates

o Safety

¢ Running hours

¢ Inventory

e FLGO

e Sent items (emails)

P Tip:

Use the Search feature to quickly search for an item in the history.
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18 Synchronisation

18
18.1

18.2

Synchronisation
How do | turn a synchronisation flow on and off?

M w N o=

Go to the module Settings

Click on Communication

Select the location

Select the desired synchronisation flow. Data synchronisation or Document
synchronisation

Automatic synchronisation can be turned on or off with the Use synchronisation service
option

Synchronisation

O Data synchronisation ‘ O Documents synchronisation

Settings

[ Use synchronisation service

How do | configure email synchronisation?

LA

Go to the module Settings

Click on Communication

Click on Email settings

Click on Synchronise via email

Enter the POP3 details to receive emails and the SMTP details to send emails

E-mail settings

Enable sync by e-mail: ]
Pop 3 Address:
Pop 3 Port: 0
Pop 3 Username:
Pop 3 Password:
Use Pop 3 Secure Connection: ]
Smitp Address:
Smitp Port: 0
Reply E-mail Address:
Admin E-mail Address:

ok || cancel
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18 Synchronisation

18.3

18.4

P Optional:

Admin email address: If the synchronisation package cannot be loaded or sent, the email
will be forwarded to this email address. Emails that are not recognised as synchronisation
emails are also sent to this address.

r Please note:
Inform Mastex Software BV about the email address entered as Reply Address to ensure
the automatic recognition of synchronisation packages proceeds smoothly.

How can | check the synchronisation?

1. Go to the module Settings
2. Click onCommunication
3. Select the location

The info block displays the information regarding the synchronisation of the most recently sent

packages.
Infa

Status: Waiting for package from vessel.

Last package send: 5-10-2018 16:55:34
Last OUT package created: 5-10-2018 16:55:32
Last package receive:

Last IN package created: Search... Search

How can | check the status of the synchronisation process?

The icon of the MXSuite synchronisation service can be found at the lower right of the task bar.

The icon indicates the status of the synchronisation:
ﬂ This indicates that the synchronisation process is working normally and is idle.

E This indicates that the synchronisation process is working normally and synchronisation is

taking place.

E This indicates that the synchronisation process is not working normally.
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To create and save a synchronisation package:
1. Go to the module Settings

2. Click on Communication

3. Select the location

4. Click on Export last oron Create package
5. Select Offline

6. Clickon Ok

7

. Save the file to the desired location

To load a synchronisation package:
. Go to the module Settings
. Click on Communication
. Select the location

1
2
3
4. Click on Load package
5. Select Offline

6. Clickon Ok

7. Open the desired file

The file name is structured as follows:

<ship name>_Data_<package number>.mxs

<ship name>_Documents_<package number>.mxs

Go to the module Settings
Click on Communication
Click on Locations

M w o=

Select the desired office location
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18 Synchronisation

Locations: Docu Schip 1 (7]
Synchronisation Docu 2nd Office
— Docu Schip 1
< Data synchronisation € Uocuments synchronisation |
-Settings | ~Actions
[ Export Last ]
Load package
¥ Use synchronisation service -
[ Reset Sync
Reset Sync Code: 25363438
-Info
Status: Waiting for package from vessel.
Last package send: 4/12/2017 4:27:44 PM
Last OUT package created: 4/12/2017 4:27:40 PM
Last package receive: 4/12/2017 4:20:53 PM = -
Last IN package created: 12/7/2016 4:20:58 PM Search.. | Search |
Full synchrenisation histony:
Order number Package Direction Creation Date Sent/Received Date Size (bytes) .‘:|
903 out 4/12/2017 4:27:40 PM 471272017 4:27:44 PM 2119041
Q02 N 12/7/2016 £:20:59 PM 4712/2017 4:20:53 PM 779674
a0l out 3/11/2016 2:25:06 PM 371172016 2:25:10 PM 1031023
00 N 3/11/2016 1:53:20 PM 371172016 2:22:14 PM 1207
892 out 2/2/2016 2:27:46 PM 2/2/2016 2:2T:47 PM 1204
898 IN 2/2/2016 1:49:28 PM 2/2/2016 2:25:49 PM 1207 "

r' Please note:

The synchronisation status of a multi-office location is only visible at a primary office location

and at the secondary office location concerned.

18.7 How do | reset the synchronisation?

The synchronisation needs to be done both in the office and on board the ship.

In the office:

1. Goto the module Settings

2. Clickon Communication

3. Click on Reset Synchronisation

4. Answer the verification question with Yes
5.

6.

On board the ship:
7. Go to the module Settings
8. Clickon Communication

9. Click on Reset Synchronisation
10. Run the Reset Sync Code from point 6 and click on Yes

Click on Create a package to create the first synchronisation package
Note down the Reset Sync Code as displayed in the office version

11. Click on Load Package to load the first synchronisation package
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18 Synchronisation

r" Please note:
A new Reset Sync Code is created each day, with each one being valid for just a single day.

P Important!

The time between resetting the synchronisation and loading the first package on board the

ship must be as short as possible. If tasks, certificates and exercises have been signed off on

board the ship and the first package has not yet been processed, the new expiry date can be
overwritten by the first synchronisation package.

18.8 How can | create a backup of the database?

Go to the module Settings
Clickon Communication

Click on Backup Database

Save the file to the desired location

A wnN -

F Important!
When the backup has been returned, general data (such as countries and ports) may appear
multiple times in MXSuite.

18.9 Howdo | copy data?

1. Select the ship you want to copy data from
2. Go to the module Settings

3. Click on Communication

4. Click on Copy Data

5. Select the data to be copied

S

Cﬁpy, data window
Select what data you want to copy:
[ Inventery
[ safety
[ Certificates

[JEquipment

6. Click on OK
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18 Synchronisation

7. Select the destination and click on OK

r' Please note:

If Machines is selected, the following is copied:

o Categories

Task lists
Tasks

Category details

Linked documents
Linked articles

P Important!
It is not possible to copy machines if both MXSuite Gold and Silver licenses are present.

18.10 What does ‘Resume package' mean?

Related machine running hours

The button Resume package is visible when a synchronisation package is not completely loaded.

This can occur if the loading of the synchronisation package is terminated prematurely owing to the

computer being restarted, the database being temporarily inaccessible or another error message.

Clicking on Resume package continues the package loading process.

18.11 What information does the synchronisation overview contain?

The following columns are visible in the synchronisation overview.

Full synchronisation history:

Crder number
3
30
29
28
27
26

Package Direction
ouT

Creation Date

21-12-2018 12:01:02
21-12-2018 10:55:21
30-11-2018 16:22:03
30-11-2018 15:50:02
30-11-2018 15:24:19
30-11-2018 14:45:30

Sent.l‘Recel've::I Date
21-12-2018 12:01:03
21-12-2018 11:55:50
30-11-2018 16:29:04
30-11-2018 16:25:50
30-11-2018 15:24:20
30-11-2018 15:20:57

Size (bytes)
2397471
418889
2685

1212

1212

1212
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Order number:

Package Direction:

Creation Date:

Sent/Received Date:

Size (bytes)

18 Synchronisation

Synchronisation packages are assigned successive numbers and are only
loaded if the number of the synchronisation package follows the number of

the previous synchronisation package.

OUT: the package is sent to the other location.
IN: the package is received from the other location.

The date that the synchronisation package was created at the other
location. Changes in MXSuite have been processed in the synchronisation
package through to this date.

The synchronisation package was sent from or received at the current
location at this time and date. If a synchronisation package is resent by

means of the button Export last, the date will be updated.

This is the size of the synchronisation package in bytes. If a package is
approximately 1200 bytes in size, the package will be empty.
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