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Disclaimer: 

Deleting any Data record from any TAB for this application is strictly prohibited. Deleting any entry will result in data 

corruption. Selsoft or any party selling the TrackMe RE Software will not be held responsible for data loss or data 

corruption. It is the User of the TrackMe application responsibility to ensure that proper privilege is granted to its 

application users. 

 

Action Item for System Administrator: 

Only the system administrator must have the permission to delete any entries in this application. All other users of this 

application must not have an option to delete any entries. Please ensure that the “Delete” option is not selected for any 

tab associated with TrackMe RE application in the Profile.  Please refer to the Profile Setup requirement for this 

Application. 

Selsoft has created three sample profiles for this application that will minimize the risk of data corruption as a result of 

deleting records from the application. 

a. TrackMe Administrator1:  

Profile has all the necessary privilege required to manage the application data security. No Delete privilege exists 

for this profile.  

 

b. TrackMe Property Manager User1:  

Profile is created for Property Managers. Certain Master records will be considered as Out of scope for this 

profile. Users of this profile must contact the TrackMe Administrator to create or edit master records. Team 

Leads and higher management can be given access using this profile. No Delete Privilege exists for this profile. 

 

c. TrackMe Member User1:  

Profile is created for Members or the general users of this application. Crew members that will perform the 

actual work on the TrackMe Case must be given access via this profile. No Delete Privilege exists for this profile. 
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1. TrackMe Setup Menu 
 

Define and identify the necessary Setup required by the application to manage the private and commercial Property 

Location. It also provides ability to combine various elements of the Property Location Case Management system. 
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1.1 LOCATION and UNIT 
Define and identify the private and commercial Property Location.  In case if Location is not available than we 

recommend creating a dummy location for this application because it is a key requirement for this application. The 

Application is designed to work around Property Locations. Each Location is then subdivided into multiple Units. At least 

one Unit must be defined for a property Location. 

1.1.1 PROPERTY LOCATION 

Create New or Edit Existing Location: 

Select the menu option “Property Location” from the “TrackMeSetup” Tab. 

• “New Location”: Select the button “New Location” from the Location List Screen.  

• “Edit”: Select “Edit” next to the existing Location listed under the “Action” column on the Location List Screen.  

• “View”: Select the specific entry listed under the “Location ID” column. 
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View Existing Location: 

To “View” the details of an existing Location, select the tab “Property Location” from the “TrackMeSetup” tab. To view, 

select the specific location from the Location List. Once the Entry is displayed on the View screen, you can select various 

attached TAB’s to display multiple details about this location. Using the below interface, you can View the Property 

Location and its associated components. 

 

Delete Existing Location: We do not recommend “delete” of any existing location.  
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1.1.2 UNITS 

Create New or Edit Existing UNITS under a Property Location: 

Select the menu option “Property Location” from the “TrackMeSetup” Tab. Select the Location of the Property by 

selecting the LOCATION ID. From the LOCATION DETAIL screen, select the appropriate options to manipulate the UNITS 

under this location. 

• “New Unit”: Select the button “New Units” in the UNITS SECTION from LOCATION DETAIL Screen.  

• “Edit”: Select “Edit” next to the existing UNIT listed under the “Action” column on the Location List Screen.  

• “View”: Select the specific entry listed under the “UNITS ID” column. 
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View Existing UNITS under the Property Location: 

To “View” the details of an existing UNIT, select the tab “Property Location” from the “TrackMeSetup” tab. View the 

Location Details by selecting the specific location from the Location List. After the LOCATION Entry is displayed on the 

View screen, select the appropriate UNIT ID from the list displayed in the UNITS SECTION. On the UNITS DETAIL SCREEN, 

select various attached TAB’s to display more details about this UNIT. Using the below interface, you can View the UNIT 

details and its associated components. 
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1.2 CASE CATEGORY or REQUEST TYPE 
Define and identify the type of issues reported by the User community. Details present in this tab will be used by the 

end user that is creating the TrackMe Case to select the type or category for the issue. 

Sample Request types are:  

a. HVAC-HOT b. HVAC-COLD 

c. Plumbing d. Power/Electrical 

e. Parking lot f. Light 

g. Security h. Flooring 

i. Restroom j. Break room 

k. Windows/Doors l. Others 

 

Create New and Edit Existing Case Category / Request Type:  

Select the menu option “Case Category” from the “TrackMeSetup” Tab.  

• “New Request-type”: Select the button “New Request Type” from the Request-Type List Screen.  

• “Edit”: Select “Edit” next to the existing Request-type or Case Category in the Request-Type List Screen.  

• “View”: Select the specific entry listed under the “Request-Type Name” column. 

 

 

Note: The SORT-SEQ field is used for displaying the entries in the drop down list for Request-type. If all the entries have 

0.00 as the SORT-SEQ then the entries will be sorted in alphabetical order of Request-Type-Name field. Hence if you 

wish that the Request-type “Other” should be displayed at the bottom of this Request-type pick-list then populate the 

number that is higher than rest of the records. Records will be sorted in ascending order of the numerical sequence 

defined in this field.  
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View Existing Request-type: 

To “View” the details of an existing Case Category / Request-Type, select the option “Case Category” from the 

“TrackMeSetup” tab. To view, select the specific Case Category from the Request-type list. Once the Entry is displayed 

on the View screen, you can select various attached TAB’s to display multiple details about this location. Using the below 

interface, you can View the Case Category / Request-Type and its associated components. 
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1.3 TENANT 
Capture existing and potential new Tenant (clients) information with this option. This is to ensure that various elements 

like the TrackMe Cases, Expenses, Income, and Lease are connected to the Tenant record. Also maintaining a record 

about the Tenant will provide valuable information about your cliental base. 

Create New or Edit Existing Tenant: 

Select the menu option “Tenant” from the “TrackMeSetup” Tab. 

• “New Tenant”: Select the button “New Tenant” from the Tenant List Screen.  

• “Edit”: Select “Edit” next to the existing Tenant in the Tenant List Screen.  

• “View”: Select the specific entry listed under the “Tenant ID” column. 
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View Existing Tenant:  

Select menu option “Tenant” from the “TrackMeSetup” tab. 

“View”: Select the Tenant listed under the Tenant-ID Column on the List Screen. You can maneuver over the various 

TABs to view more details about its associated components.  
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1.4 LEASE 
LEASE Agreements are made with a combination of LOCATION, UNITS, and LESSEE (Tenants). This element also helps in 

creating individual LEASE CHARGES for each LEASE. Once the Charges are created and the Lease is Active, then you have 

an option to generate ACCOUNTS RECEIVABLE transactions (Income Transaction) for the Total lease charge amount on a 

periodic basis.  

Create New or Edit Existing Lease:  

Select the menu option “Lease” from the “TrackMeSetup” Tab.  

• “New Lease”: Select the button “New Lease” from the Lease List Screen.  

• “Edit”: Select “Edit” next to the existing Lease in the Lease List Screen.  

• “View”: Select the specific entry listed under the “Lease ID” column. 
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View Existing Lease:  

Select menu option “Lease” from the “TrackMeSetup” tab. 

“View”: Select the Lease listed under the Lease ID Column on the List Screen. You can maneuver over the various TABs 

to view more details about its associated components.  
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1.4.1 Attach LESSEE to the LEASE agreement 

To attach the LESSEE to the LEASE, you will need existing entry for the TENANT. You can refer to Section 1.3 in order to 

create an Entry for the Tenant. Most Important is that the Credit rating for the Tenant record should be Approved or in 

By-pass status. You cannot attach a Lease to Tenant that do not have approved credit. 

Views the LEASE Record created in Section 1.4, and then select the button “ADD LESSEE” from the LESSEE section. 
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1.4.2 Attach LEASE CHARGES (RENT, UTILITY, GENERAL EXPENSE) and/or DISCOUNT to the LEASE 

agreement 

A Lease record is not active unless at least one Lease Charge is created and assigned to the LEASE RECORD. Lease 

charges can be a recurring RENT or a One Time Charge or Fee entry. Lease Charges can be future dated in case if you 

have a change in the amount. A discount can also be created for a Lease Charge by creating a new lease charge and 

classifying it as a Discount.  

1.4.2.1 Create or Edit a LEASE CHARGE 
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1.4.2.1 Create or Edit a DISCOUNT on LEASE CHARGE 
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1.4.3 Generate BILL or ACCOUNT RECEIVABLE entry for the LEASE 

Once the LEASE CHARGE record is created and the LEASE STATUS IS ACTIVE, you can start generating Billing or ACCOUNT 

RECEIVABLE or INCOME records for this Lease. You can manually generate a Bill record on a schedule date using the BILL 

MODE as MANUAL; however, this effort will require manual intervention. Another method is to set up the BILL Mode as 

AUTO and then setup a BATCH JOB to run every day at a set time to create the Billing record.  

Manual AR Record can be created anytime after the NEXT BILL DATE by checking the checkbox “Create BILL/AR ASAP” 

and then saving the Lease record. You can verify the Bill or AR record is created by refreshing the LEASE RECORD (press 

F5 in your Browser), and switching to the INCOME DETAIL tab.  
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1.4.4 Automate the BILLING process for LEASE (Bill Batch Job Setup) 

This item must be performed by the User that has System administrator privilege. 

1.4.4.1 Check for the Batch Job that will trigger the Billing or Account Receivable for the 

Lease on a Bill date. 

Step 1: Select “Setup from the top Menu item. 

 

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration Setup.  

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job is 

present in your environment, and it is active to run on a daily basis then you don’t have to perform 

the steps to create a new batch job. 
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1.4.4.2 Create a New Batch Job to trigger the Billing or Account Receivable for the Lease 

on a Bill date 

Step 1: Select “Setup” from the top Menu item. 

 

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”. 

Step 3: Select the button “Schedule Apex” from the Apex Classes.  

 

Step 4: Create the new batch Job to automate the Lease Billing on the Next Bill date. This job 

will review Lease that are in ACTIVE status and has the BILL MODE set as AUTO. On the schedule 

NEXT BILL DATE, the job will trigger a creation of a new Billing or ACCOUNT RECEIVABLE or 

INCOME record for this Lease. You can view the AR record from the INCOME TAB on the LEASE 

DETAIL SCREEN. 
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1.5 DEPARTMENT 
Define and identify the groups and teams responsible to investigate and resolve the issues reported by the User 

community. When a TrackMe Case is assigned to a specific department then all the users present under this department 

will receive the email communications pertaining to the case assignment or any changes like priority or Status. This 

group will be informed immediately via email about a case being assigned to them. 

Create New or Edit Existing Department:  

Select the menu option “Department” from the “TrackMeSetup” Tab.  

• “New Department”: Select the button “New Department” from the Department List Screen.  

• “Edit”: Select “Edit” next to the existing Department in the Department List Screen.  

• “View”: Select the specific entry listed under the “Department Name” column. 
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View Existing Department:  

Select menu option “Departments” from the “TrackMeSetup” tab. 

“View”: Select the department listed under the Department Name Column on the List Screen. You can maneuver over 

the various TABs to view more details about its associated components.  
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1.6 Department User Management: 
Departments are made up of team members from the organization. The Users listed under the department will only be 

able to make changes to the TrackMe Case. Hence, if a user that is not part of this department will not be able to make 

any updates or change status of the case. Non TrackMe user cannot be assigned to the department. License user will 

only be listed in the User section. 

New Department Users: 

Create New or Edit Existing Department USERS:  

Select the menu option “Dept User Mapping” from the “TrackMeSetup” Tab.  

• “New Department User”: Select the button “New Department User” from the Dept User Mapping List Screen.  

• “Edit”: Select “Edit” next to the existing “Department User Number” in the Department List Screen.  

• “View”: Select the specific entry listed under the “Department User Number” column. 

Another way to add user to the Department is by selecting the specific department from the Department list, and, then 

selecting the “Assigned User” tab. 
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View Existing Department USERS  

Select menu option “Dept User Mapping” from the “TrackMeSetup” tab. 

“View”: Select the “Number” listed under the Department User Number Column on the List Screen. You can maneuver 

over the various TABs to view more details about its associated components. 
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1.7 BUSINESS FLOW 
Define and identify the automatic assignment of the issue reported in one of the Request type category for a given 

location to a specific department based on “Status” of the Cases. By setting up the Business Flow for a given Request-

type and Location, the user will ensure that any new TrackMe Cases that are created are automatically assigned to the 

specific department. This will ensure that specific cases are auto routed to the designated department. The same 

process exists for existing cases with different status. Hence, when the case status changes from “Assigned” to 

“Complete” then the TrackMe Case will be auto routed to the department defined for this case status. 

Create New or Edit Existing BUSINESS FLOW: 

Select the menu option “Business Flow” from the “TrackMeSetup” Tab.  

• “New”: Select the button “New Business Flow” from the Business Flow List Screen.  

• “Edit”: Select “Edit” next to the existing under the “Action” column in the Business Flow List Screen.  

• “View”: Select the specific entry listed under the “Business Flow Name” column. 

There are two parts to this Process:  

1. Create the Business Flow that will be defined for a given the Case Category or Request-type and Location (specific or global).  

2. Create child entries called Business-Flow Steps that will define the departments for each TrackMe Case Status.  

1.7.1  Part I - Create Business Flow 
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1.7.1 Part II - Create Business Step Flow 

Create New or Modify Existing BUSINESS FLOW STEPS: 

After creating the Business Flow, select the “Assign Dept by Case Status” Tab from the View “Business Flow” screen. 

From here you can select “New” or “Edit” the existing Business Flow Steps entries that is associated to a specific 

Business flow. 
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Business Flow View:  

Sample Business-Flow and its associated child Business-Flow-Steps. In this case, a Business flow “Billing-Local” is defined 

for a specific location “L-0112 – Murphy, TX” and Case-Category or Request-Type of “Billing”. The corresponding 

Business-Flow-Steps are defined for Case Status – Assigned, and Complete. (You can also define assignment department 

for Case status as “Closed”). For each Target Case Status, a department is selected. Hence, when the case is created, it 

will be auto assigned to “Billing – Local - Murphy” department. Once this case status is changed to “Complete”, the case 

will be assigned to “Billing – HQ -Global”. Since there is no target department assigned for CASE STATUS = CLOSED, the 

case will remain in the last assigned Department or Group Bucket. 
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1.8 SLA – Priority & Service Level Agreement 
Define the priority and its resolution time frame at Order, Department and User level. Service Level agreement time line 

can be defined for all Orders and Users in general. However, SLA at department level can be defined specific to a certain 

Department. 

Create New or Edit Existing Priority and SLA: 

Select the menu option “Priority and SLA” from the “TrackMeSetup” Tab.  

• “New”: Select the button “New SLA” from the Service Level Agreement List Screen.  

• “Edit”: Select “Edit” next to the existing under the “Action” column in the Service Level Agreement List Screen.  

• “View”: Select the specific entry listed under the “SLA Priority” column. 

 

  



Page | 30 

View Priority and SLA:  

Select the menu option “Priority and SLA” from the “TrackMeSetup” tab. 

“View”: Select the Priority listed under the “SLA Priority” Column on the List Screen. You can maneuver over the various 

TABs to view more details about its associated components. 
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1.8.4 SLA Monitor 
This item must be performed by the User that has System administrator privilege. 

1.8.4.1 Check for the Batch Job that will monitor the SLA for the CASES with Priority. 

 

Step 1: Select “Setup from the top Menu item. 

 

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration 

Setup.  

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job 

is present in your environment, and it is active to run on a daily basis then you don’t have to 

perform the steps to create a new batch job. 
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1.8.4.2 Create a New Batch Job to monitor the SLA for the CASES with Priority. 

Step 1: Select “Setup” from the top Menu item. 

 

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”. 

Step 3: Select the button “Schedule Apex” from the Apex Classes.  

 

Step 4: Create the new batch Job to monitor the SLA Violation. This job will review all open 

cases that has the SLA & Priority assigned on a daily basis. When a due date has passed for a 

case without any resolution then it will flag the TrackMe CASE for SLA Violation. This data will be 

reported on the Dashboard under the “SLA Violation by Location”. 
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1.9 Tenant Case Status 
Define and identify the type of message you wish to send as a response to the case to an external tenant. It is advisable 

that predefined Status updates are created in this TAB so that Property Managers can communicate specific message to 

their client. The data from this TAB is available to the TrackMe Admin or Property Managers in the TrackMe Case Edit 

screen.  

Create New or Edit Existing TENANT STATUS (Communication with Tenant): 

Select the menu option “MAINTENANCE” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Select the button “New MAINTENANCE” from the MAINTENANCE List Screen.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the MAINTENANCE List Screen.  

• “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column. 
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View Tenant Case Status:  

Select the menu option “Tenant Case Status Response” from the “TrackMe Maintenance Setup” TAB. 

“View”: Select the “Status Name” listed under the “STATUS NAME” Column on the List Screen. You can maneuver over 

the various TABs to view more details about its associated components. 
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2 TrackMe CASES 
Define and identify the cases that are in various stages of investigation and Resolution. New Cases are created by the 

users of TrackMe Application, along with the Tenant via the web interface. Cases are also created by the Equipment 

Maintenance process.  

2.1 Create New or Edit Existing TrackMe Cases: 

Select the tab “TrackMeCase” from the TrackMe Application. 

• “New”: Select the button “New Case” from the TrackMe Cases List Screen.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the TrackMe Case List Screen.  

• “View”: Select the specific entry listed under the “Case Number” column. 
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2.2 Case Assignment to a Department and User:  

Once the case is created you can assign the cause from the Case Detail view page. Go to the TAB “Assign to Department” 

and select the button “New Department Assignment”. You can also assign a user once the department is assigned by 

selecting the “Add User Assignment” button. You will have to do this manual assignment when you want to transfer the 

case between teams. You will not have to perform this operation if there is an auto assignment Business Flow defined 

for this case for specific Case Status. In that case, just the change in Case Status will trigger the case to be assigned to the 

corresponding department defined under the Business Flow Step process. 
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2.3 View TrackMe Case: 

Select the TAB “TrackMe Cases” from the TrackMe Application. 

“View”: Select the “Case Number” listed under the “Case Number” Column on the List Screen. You can maneuver over 

the various TABs to view more details about its associated components. 
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3 TrackMe Maintenance Setup Menu 
 

Menu Option created to group the Maintenance Related items under one topic. From this Menu Option, you can create 

and edit Master entries for Equipment, Parts or Activity, Barcode (inventory), and, Maintenance Schedule. 

 

 

  



Page | 39 

3.1  EQUIPMENT 
Define and identify the Asset that is eligible for Periodic maintenance. An asset can be any item that requires periodic 

maintenance. This is a Master setup and unique equipment must be entered in this Tab.  Please ensure that the 

description used for defining the equipment is sufficient enough to classify a certain type of equipment. Say for example, 

if you have Air-conditioning equipment that are of different type then please ensure that proper description is assigned 

to them so that they can be identified easily. 

Note: The term Equipment and Machine is used in the TrackMe Application. They both mean the same. 

Create New or Edit Existing Equipment Master: 

Select the menu option “Equipment” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Select the button “New Equipment” from the Equipment Master List Screen.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the Equipment Master List Screen.  

• “View”: Select the specific entry listed under the “Machine Master ID” column. 
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Create New or Edit Existing Equipment Detail: 

Equipment details are added so that unlimited information can be attached to the Equipment Master record. 

Information related to Manufacturer, Warranty, Contact, Model, Type, and, so on, can be added as detail records. 

Equipment details can be accessed from the Equipment Master View detail page. All relevant information is listed under 

the TAB “Relevant Details”. 

• “New”: Select the button “New Equipment Detail” from the Equipment Master -> “Related Details” Tab.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the Equipment Details List Screen.  

• “View”: Select the specific entry listed under the “Machine Detail Record Name” column. 
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View Equipment: 

Select the menu option “Equipment” from the “TrackMe Maintenance Setup” TAB. 

“View”: Select the “Equipment” listed under the “Machine Master ID” Column on the List Screen. You can maneuver 

over the various TABs to view more details about its associated components. 
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3.2 PARTS OR ACTIVITY 
Define and identify the Parts or Activity that is required to perform maintenance on Equipment. A part can be goods as 

well as service. In our case, a part can be any element used for regular maintenance. Like Oil, grease, Electrical cable, 

bulbs, air filter, water filter, and, so on. A service can be activity like general maintenance, or, schedule cleaning. Similar 

to Equipment, please ensure that the description defining the Part can be self explanatory and well defined. One more 

thing, Parts is independent to any equipment record. In the Maintenance setup, you will be able to relate the Equipment 

with a Part. 

Create New or Edit Existing Parts Master: 

Select the menu option “Parts or Activity” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Select the button “New Parts or Activity” from the Parts Master List Screen.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the Parts Master List Screen.  

• “View”: Select the specific entry listed under the “Parts Master ID” column. 
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Create New or Edit Existing PARTS or ACTIVITY DETAILS: 

PARTS or ACTIVITY details are added so that unlimited information can be attached to the Parts Master record. 

Information related to Manufacturer, Warranty, Contact, Model, Type, and, so on, can be added as Parts detail records. 

PARTS or ACTIVITY details can be accessed from the PARTS or ACTIVTY Master View detail page. All relevant information 

is listed under the TAB “Relevant Details”. 

• “New”: Select the button “New Parts or Activity” from the PARTS or ACTIVITY -> “Related Details” Tab.  

• “Edit”: Select “Edit” next to the existing case under the “Action” column in the Parts Details List Screen. 

• “View”: Select the specific entry listed under the “Part Detail ID” column. 
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View Parts or Activity: 

Select the menu option “Parts or Activity” from the “TrackMe Maintenance Setup” TAB. 

“View”: Select the “Parts of Activity” listed under the “Parts Master ID” Column on the List Screen. You can maneuver 

over the various TABs to view more details about its associated components. 
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3.3 BARCODE / EQUIPMENT INVENTORY 
Define and identify multiple equipments for a specific location. Each Asset is tagged with a unique BARCODE and SUB ID 

that is useful for inventory management. If a property has multiple HVAC equipment (say 40 HVAC equipments) then 

each of this equipment will be considered as a separate asset. This separation will help identify issues related to 

individual equipment. Using this method, you can isolate the type of equipment across all location, in case, if there is a 

manufacture defect identified. It is also useful to audit/review all the past Maintenance work performed for specific 

Equipment. 

Create New or Edit Existing BARCODE (Asset Inventory): 

Select the menu option “BARCODE/EQUIPMENT INVENTORY” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Select the button “New BARCODE/EQUIPMENT INVENTORY” from the BARCODE List Screen.  

• “Edit”: Select “Edit” next to the existing Barcode entry under the “Action” column in the BARCODE List Screen.  

• “View”: Select the specific entry listed under the “Name” column. 

 

Note: View of the BARCODE is explained above. From the BARCODE you can create a new Maintenance Record from 

the Section “Schedule Maintenance” - “Create New Maintenance” button. 
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3.4 PREVENTIVE MAINTENANCE 
Define and manage schedule maintenance task on Equipment utilizing specific Part or activity for each specific location. 

TrackMe Cases will be created based on the schedule defined. The application uses the Maintenance records to forecast 

the amount of expected Cases in near future.  

There are three parts to this Process:  

1. Create the Maintenance Scheduling Record for a Specific Location and Equipment information..  

2. Assign the Equipment from the inventory to this Maintenance Scheduling Record. 

3. Activate the BATCH JOB to monitor the Maintenance Record and Create the TrackMe-Case at the Scheduled time. 

3.4.1 Maintenance Scheduler Details: 

Select the menu option “PREVENTIVE MAINTENANCE” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Select the button “New PREVENTIVE MAINTENANCE” from the MAINTENANCE List Screen.  

• “Edit”: Select “Edit” next to the existing Maintenance ID under the “Action” column in the MAINTENANCE List Screen.  

• “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column. 
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3.4.2 Add Equipments to Maintenance Schedule 

Add Equipments from the Inventory that is matching the Location and the Equipment type of the Maintenance 

Scheduler Record. This will ensure that the Maintenance is performed for the same type of equipments deployed at a 

specific location. 
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3.4.3 Automate MAINTENANCE Scheduler monitoring (Maintenance Batch Job Setup). 

This item must be performed by the User that has System administrator privilege. 

3.4.3.1 Check for the Batch Job that will trigger New Maintenance CASE on the Schedule 

Date. 

Step 1: Select “Setup from the top Menu item. 

 

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration Setup.  

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job is 

present in your environment, and it is active to run on a daily basis then you don’t have to perform 

the steps to create a new batch job. 
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3.4.3.2 Schedule a New Batch Job for Creating TrackMe Maintenance Cases at the 

Scheduled time 

Step 1: Select “Setup” from the top Menu item. 

 

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”. 

Step 3: Select the button “Schedule Apex” from the Apex Classes.  

 

Step 4: Create the new batch Job to automate the creation of the TrackMe Cases for the 

Scheduled Maintenance Activity on the NEXT-SCHEDULE-DATE. This job will review the 

PREVENTIVE MAINTENANCE records that are in ACTIVE status. On the NEXT SCHEDULE DATE, 

the job will trigger a creation of a new TrackMe Case for this PREVENTIVE MAINTENANCE 

record. 
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3.5 MAINTENANCE HISTORY 
Repository that stores information related to MAINTENANCE cases that are now in CLOSED status. It provides an easy 

access to the Maintenance related CASES in order to perform any audits.  

View MAINTENANCE HISTORY: 

Select the menu option “MAINTENANCE HISTORY” from the “TrackMeMaintenanceSetup” TAB.  

• “New”: Entries in this objects are generated automatically when a Maintenance Case (CASE CATEGORY OR 

REQUEST TYPE = “Maintenance”) is CLOSED.  

• “Edit”: Edit of this table entry is not recommended because it will result in inaccurate data.  

• “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column. 
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4 TrackMe Financials 
Provide the ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLE capability to track Income and Expense along with its 

Payments-received and Payments-Made functionality. Below screen describes the TrackMe Financials functionality: 

 

4.1 ACCOUNTS PAYABLE & MAKE PAYMENTS 

4.1.1 Create New or Edit Existing ACCOUNTS PAYABLE: 

Select the menu option “Account Payable & Make Payments” from the “TrackMeFinancials” TAB.  

• “New”: Select the button “New Accounts Payable” from the Account Payable List Screen.  
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• “Edit”: Select “Edit” next to the existing Account Payable entry under the “Action” column on the ACCOUNT 

PAYABLE List Screen.  
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• “View”: Select the specific entry listed under the “EXPENSE ID” column. 
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4.1.2 Make PAYMENTS to the ACCOUNT PAYABLE item: 

Select the menu option “ACCOUNT PAYABLE & MAKE PAYMENTS” from the “TrackMeFinancials” TAB. Select the 

ACCOUNT PAYABLE / EXPENSE ENTRY from the list Screen. From the ACCOUNTS PAYABLE DETAIL screen, payments can 

be made from the PAYMENT-MADE Section. 

• “New”: Select the button “New Payment Made” from the PAYMENT-MADE Listing Section.  

• “Edit”: Select “Edit” next to the existing PAYMENT-ID under the “Action” column in the PAYMENT-MADE List 

Screen.  

• “View”: Select the specific entry listed under the “PAYMENT ID” column. 
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4.2 ACCOUNTS RECEIVABLE & COLLECT PAYMENTS 

4.1.1 Create New or Edit Existing ACCOUNTS RECEIVABLE: 

Select the menu option “Account Receivable & Collect Payments” from the “TrackMeFinancials” TAB.  

• “New”: Select the button “New Accounts Receivable” from the Account Receivable List Screen.  

• “Edit”: Select “Edit” next to the existing Account Receivable entry under the “Action” column on the ACCOUNT 

RECEIVABLE List Screen.  

• “View”: Select the specific entry listed under the “AR ID” column. 
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4.1.2 Collect PAYMENTS to the ACCOUNT RECEIVABLE item: 

Select the menu option “Account Receivable & Collect Payments” from the “TrackMeFinancials” TAB. Select the 

ACCOUNT RECEIVABLE / INCOME ENTRY from the list Screen. From the ACCOUNTS RECEVIABLE DETAIL screen, 

payments can be collected from the PAYMENT-RECEIVED Section. 

• “New”: Select the button “New Payment Made” from the PAYMENT-RECEIVED Listing Section.  

• “Edit”: Select “Edit” next to the existing AR-ID under the “Action” column in the PAYMENT-RECEIVED List Screen.  

• “View”: Select the specific entry listed under the “AR ID” column. 
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5 TrackMe SEARCH 
Provides a unique capability to identify Equipments located at a specific location, including, its case history, 

Maintenance Schedule, Details of the Equipment, and, most importantly the multiple locations where this Equipment is 

deployed. 

TrackMe Search: 

A search can be performed using a BARCODE or by selecting the Location. Search results can be used to solve issues with 

selected equipment. The results also can be used to identify all the locations that have similar type of equipment 

deployed. Such information can be useful in case if a manufacturing defect is identified. Below screen describes the 

TrackMe search: 
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This TrackMe Search Screen shows the data from the various TABS that are as a result of the Search. 
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6 DASHBOARD and REPORTS 
Enhanced Operational and Financial view providing micro level details on the entire operations. TrackMe Dashboard can 

provide near real-time information to the managers at all levels. Operational and Maintenance Dashboards will help 

managers to analyze the work load and assign resources to resolve the issues on time and on budget. Financial 

Dashboards will help the managers in estimating the CASH FLOW for each Property Locations. The reports will provide 

immediate snapshot of all Accounts Receivables and Payables for each Property Location. 

Note: Selecting or clicking the Dashboard graph will take you to the DETAIL Report.  

List of Dashboard objects: 

6.1 TrackMe Operations 

This report provides information related to the TrackMe CASES. This dashboard provides a view of the entire 

operations on the Issues that are being reported and resolved for each Property Location and Units. 
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6.2 TrackMe Maintenance and Equipment Dashboard  

This dashboard provides information related to Equipments, Preventive Maintenance, and Maintenance Case 

Status. It forecast the work load on preventive maintenance so that resources are aligned to handle the event.  
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6.3 TrackMe Financial Accounts Payable 

This dashboard and reports provides a view of the entire Expense or ACCOUNTS PAYABLE activity at various 

levels like Property Location, Units within the Property Location, Lease, Tenant, and CASE. It helps analyze the 

CASH out-flow at various levels and helps the organization plan for fulfilling its obligation to make payments on 

time.  
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6.4 TrackMe Financial Accounts Receivable 

This dashboard and reports provides a view of the entire Income or ACCOUNTS RECEIVABLE activity at various 

levels like Property Location, Units within the Property Location, Lease, and Tenant. It helps analyze the CASH IN 

flow at various levels and helps the organization to decide on properties that are generating profit or loss. 

Note: There is no Income generated at CASE Level, and, so no reporting data is gathered at this level.  
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6.5 TrackMe Financials Miscellaneous Dashboard 

This dashboard and reports provides a view on miscellaneous financial items like Accounts Payable and Accounts 

Receivable reports at UNIT OWNER level. These reports are used by the Property Manager (Not the owner) to 

provide expense and income statement on a monthly basis to the individual Property Owner.  
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7 Functional Flow of the Application: 
In this section we shall discuss the minimum data required to start using the application.  

• What minimum master data is required in any TABs in order to start creating a TrackMe Case?   

• What data is required for setting up the Maintenance schedule for Equipment?  

 

7.1 Creating a TrackMe Case with minimum data: 

7.1.1 Step 1: Create an entry in the LOCATION Tab. 

 

7.1.2 Step 2: Create an entry in the REQUEST-TYPE that will classify the Case in certain category 

 

7.1.3 Step 3: Start creating the TrackMe Case. 

7.1.3.1 The DEPARTMENT and it USERS are not defined because they are not mandatory to be defined. 

Hence, when the case is created, it will remain in “New” status. The owner of the Case will then 

have to change the status manually by editing the Case to “Assigned” -> “Complete” -> “Close”. 

During its journey from “New” to “Close” the case will not be assigned to any Department or any 

users. 

7.1.3.2 Since the Departments are not defined, there is no need to define any data for the BUSINESS 

FLOW. The primary objecting of defining a BUSINESS FLOW is to auto-assign the case to specific 

Department. 

7.1.3.3 The SLA and Priority is not defined. The drop down list on the Case will remain empty. There will 

not be any data for the SLA Violation because Due Dates will not be set for the Cases. 

 

7.2 Creating TrackMe MAINTENANCE with minimum data: 

7.2.1 Step 1: Create an entry in the EQUIPMENT tab. 

 

7.2.2 Step 2: Create an entry in the PARTS tab.   

7.2.2.1 You can create a DUMMY part that you can use for all the Equipment.  

 

7.2.3 Step 3: Create an entry in the BARCODE/EQUIPMENT INVENTORY tab. 

7.2.3.1 BARCODE can be any number. If an existing inventory management is tracking the equipment 

with a special code then that can also be used here to identify the same equipment. 

7.2.3.2 Any BARCODE Scanner with a Plug-and-play function can be used to scan the 2D Barcode from 

the tag on the equipment itself. 

7.2.3.3 If you have four elevators of same type (Single EQUIPMENT type/model) on your property then 

you will have to create four unique BARCODE and SUBID entries for the same EQUIPMENT and 

LOCATION. 

 

6.2.4 Step 4: Create an entry in the MAINTENANCE tab. 

6.2.4.1 Please make sure that a MAINTENANCE activity can only be created if you have matching data in 

the following tabs: LOCATION, EQUIPMENT, PARTS, and, BARCODE. 

6.2.4.2 Add the equipment by selecting the BARCODE from the drop down from the Section Assign 

Equipment. 

6.2.4.3 Please remember to put the number of days between Maintenance, and, Activate the Entry. 

 

6.2.5 Step 5: If you want the Maintenance Case to be created as-soon-as-possible: 

6.2.5.1 Edit the entry from the list of MAINTENANCE. 

6.2.5.2 Check the field “ASAP Create Case: “, and, “Save” the MAINTENANCE record. 

6.2.5.3 Case will be created once the “Save” is complete. 
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7 Create TrackMe Cases from External Website Users 
You will be registering a domain and then creating a site where your Clients or Tenant or External Users (any one) can 

create cases in your TrackMe RE Application. The Webpage can be customized to suit your business requirement. Please 

contact Selsoft Inc for additional assistance for customization. The Webpage used here is a basic template that is 

provided with this Application. 

By activating this webpage interface, you are enabling your User Community to report issues via the website page. You 

can direct your clients from your website by incorporating the URL that you will create after following the below steps. 

Steps to setup the Website interface: 

Note: The below steps must be performed by a user having System Administrator Profile. 

Step 1: Select the “Setup” Option from the Top menu on your screen. 

 

Step 2: Select the “Site” Option from App Setup -> Develop. 

Step 3: Create the Site Domain that you want your external clients to use  
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Step 4: Once the Domain is created successfully, please select “New” from the Sites Section. 

 

 

Step 5: In the Site Edit page, please provide relevant information. The key element here is the ACTIVE SITE HOME PAGE. 

This is the web page that you want your external clients to view. Also remember to select the “Active” check box to 

make this website available. 
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Step 6: Once you save the Site details, you will be shown the Default Web Address for this webpage. This is the URL that 

you will enter on your browser to access the Create TrackMe Case page. From this page select the option “Public Access 

Settings”. 

 

 

Step 7: Select the “Edit” button from this Profile view page. 
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Step 8: Go to the section “Custom Object Permissions” and give privilege to certain custom objects like LOCATION, 

REQUEST-TYPE, TRACKME ANNOUNCEMENT and TRACKME CASES. Once complete please click the “Save” button for the 

changes to be effective. 

 

 

Step 9: You can test the webpage. 

Log-out from your current TrackMe environment. Open a new browser window, and, type in the URL for the webpage. 

You can find this URL from the View screen presented in the Step 6 above. 

Your page should display as below: 

  

Clients, Tenants, or any external user can create cases using the URL that you have created and linked to this webpage.  


