
PMDirect:
Reporting Guide

Leverage your preventive maintenance schedule information you enter into PMDirect with dynamic and
easy to use reports. These reports can be used to quickly see trends in the allocation of your resources.
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Reporting in PMDirect

Leverage the schedule information you enter in PMDirect with dynamic and easy to use reports. The
reports are used to quickly see trends in the allocation of your resources. Most of the items listed in the
Information Analysis section of the home page are reportable fields in PMDirect. To report on the
information in your PM Work Orders, you can use the reports available in MaintenanceDirect.

How to run Reports

l Click on the field you would like to report on under the Information Analysis section. This will bring
you to a list of the criteria that you selected.

l Click on the Print My ... link in the Shortcuts section at the top of the page to bring you to the
report creation screen.

 The Dude Says:
Always look for the Print links in the shortcuts of each page to access the report
screens. Think of Print as a code word for Report.

l Select the information you want to include in your report.
l Select your Reporting Period. You can select a predefined period from the drop down box (Last

Week, This Month, Fiscal Year, etc.).
l Continue to enter the filtering criteria for your report.
l If you need to highlight more than one item in a selection box, click on your first item, then hold

down your Ctrl key when selecting the others.
l At the bottom of each report screen, you will be asked to choose the Report Type for Viewing. This

usually includes a Summary Report and a Detail Report. (There may be other options on some
reports.) Each report type includes varying degrees of detail and different formatting. Try each one
until you find the one that includes the information you want.

l Then you will choose a Report Format, usually PDF or Excel Spreadsheet.
l Click Print This at the bottom of the page to view a print preview of your report. You can then send

it to your printer.
l If the report you are running has an option to save at the bottom, it means this report can be used

as a Saved Action. You can enter a Report Title and click Save to make it available on the Saved
Action screen.
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Recommended Reports

The valuable information in your PMDirect schedules and PM work orders can be accessed in various
reports in both PMDirect and MaintenanceDirect. Below are a few recommended reports from both
products that show the success of your preventive maintenance program.

Equipment Expenditures Summary

l What it does - Generates a "corrective maintenance" vs. "preventive maintenance" comparison of
labor hours, labor and material costs, and total costs associated to equipment tracked in
MaintenanceDirect and PMDirect. *Note: Equipment has to be tied to PM Schedules and
transactions have to be associated to work orders in order to create this report.

l Why it's great - This is an excellent report to run to help compare and analyze the amount of time
and money invested in each piece of equipment for corrective maintenance vs. preventive
maintenance. This report can be used to help determine when it might be more cost effective to
replace a unit versus continuing to invest resources into repairs.

l Where to find it -
l In MaintenanceDirect, click on Report in the Actions menu, and then click on Equipment.
l Enter the criteria for your report, making sure to select Summary Report - Maintenance
Costs versus Preventive Maintenance Costs in Step 13.

PM Calendar

l What it does - Allows you to view and print a PDF snapshot of upcoming PM schedules. The
calendar can be filtered by the month and year as well as the Location, Classification, Type, Craft,
and Assigned To fields.

l Why it's great - The PM Calendar is a great way to quickly and easily view upcoming PMs scheduled
for your organization. This could be very helpful when planning your resources.
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Recommended Reports 4

l Where to find it -
l Click on the Calendar tab in PMDirect and select the criteria from the filters (location,

classification, type, etc.).
l To load the report, click Print This!

Work Order Detail to Compare PM vs. Non PM (Printed to Excel)

l What it does - This report contains all of the information provided on a work order including
codes, journal notes, and even automatic emails.

l Why it's great - The Work Order Detail is an excellent report to open in Excel. The report results
include every field on the work order allowing you to create a Pivot Chart/Table to compare your
organization's PM work orders vs. Non PM work orders. For more information on Pivot Charts, view
our recorded webinar.

l Where to find it -
l In MaintenanceDirect, click on Report in the Actions menu, and then click on Work Order.
l Enter the criteria for your report, making sure to select Detail Report in Step 21.
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Advanced Search

The Advanced Search feature gives you a way to search for PM Schedules and Equipment. It is one of the
quickest and easiest ways to start generating reports.

Advanced Searches return any results that match your selected criteria. Those results can be printed as a
PDF document or as an Excel spreadsheet. In PMDirect, an Advanced Search can also be set up as a Saved
Action, allowing you to easily run the search again in the future. Saved Actions can also be set up to
automatically generate and email the results to multiple email addresses on a regular basis.

How to run an Advanced Search

l Click on the Advanced Search link located under
the Search For box in the upper left hand corner
of the page.

l The Advanced Search defaults to the
PM Schedule Search. To search for Equipment,
click on the Equipment Search link in the Shortcuts menu.

l On the Advanced Search page, you will see the possible filter selections. (Classification, Type,
Location, Craft, etc.) You can select any combination of items from each of the fields. You can also
select multiple items from within some of the fields by holding down the CTRL key on your
keyboard. The more items that are selected, the more specific your search will be. *Note: When
selecting multiple items from a criteria box, the "Include All" option should not be highlighted.

l Click the Search Now button at the bottom of the page. Your results will display on the screen and
you will have to ability to print this page to PDF or Excel by using the icons at the bottom left of the
list.

l To save an Advanced Search to use as a Saved Action,
enter a Custom Title at the bottom of the screen and
click Save and Search Now.
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Saved Actions

In PMDirect, you can save frequently used searches and some reports to run quickly and easily again in
the future. Saved Actions can also be scheduled to run on a recurring basis and automatically email you
the results. View the Advanced Search and Report pages for details on how to save them for use as Saved
Actions.

Running a saved Advanced Search or Report

There are a couple of ways to access and run your saved reports and searches:

l Click on the Saved Actions link in the Information Analysis section of your home page.
l You will see a list of all the Saved Actions in your PMDirect account. Find the one you want to run

and click on the Title. *Note: All public saved reports and searches made by any user in your
organization will show in this list. You can filter the list for just the ones you have created by
selecting your name in the Created By filter drop down at the top of the list.

l If you clicked on a saved Advanced Search, this will take you to the Advanced Search screen with the
saved search criteria already selected. Scroll to the bottom of the page and click Search Now.

l If you clicked on a saved Report, this will take you to that Report screen with the saved report
criteria already selected. Scroll to the bottom of the page and click Print.

OR

l You can also access your saved searches and reports directly from the Advanced Search and
Reporting screens. This will filter the saved actions to only show the ones that pertain to that type
of report or search. For example, if you are on the PM Schedule Analysis screen, you will see only
those saved reports listed in the drop down.

l Click on the drop down box labeled Saved Searches or Saved Report and select the one you want
to run. The screen will refresh and display the saved search/report criteria.

l Scroll down to the bottom of the page and click the Search Now button for an Advanced Search or
the Print icon for a Report. Your results will appear on the next screen.
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Saved Actions 7

How to schedule a Saved Search or Report to run automatically

l Click on the List link in the Actions menu located under the Search For box, then click the Saved
Actions link from the box.

l You will see a list of all the Saved Actions in your PMDirect account. Find the one you want to
schedule and click on the word New under the Schedule column. The next page gives you options
for setting up the recurrence pattern for this saved action.

l Select Recurring as the Schedule Type.
l In the Frequency drop down box, choose whether you want to receive these search results Daily,
Weekly, or Monthly.

l For Daily, you can choose
Every Day or Every Weekday.

l For Weekly, select which day
(s) of the week you want to
receive these search results.

l For Monthly, you can choose
either the date (Ex: Day 15) of
the month or you can choose
the day of the week in the
month (Ex: the first Monday of
every 1 month). The monthly
option also allows you to run
this search every other month
or once a quarter by changing
the number in the box that
precedes month. (Ex: the first
Monday of every 3 months)

l Select the Output Format for your results. The most common choices are PDF and Excel.
l Enter the Email Address(es) that these search results need to be sent to each time. To enter

multiple email addresses, separate them with a semicolon. *Note: The email addresses do not have
to belong to registered PMDirect Users. You can send these search results to anyone you choose.

l Click Save Schedule.

1.877.868.3833 | support@schooldude.com | www.schooldude.com



Help Resources

Call, Email, or Chat - Reach out anytime

Have a question? Need more information? Contact our Legendary Support Team!

A friendly "Dude" or "Dudette" will answer the phone within 3 rings and direct you to a knowledgeable
team member who can help. Send us an email! We answer 99% of our support emails within 1 hour.

Call: 1.877.868.3833
Email: support@schooldude.com
Chat: Use the links within the products to chat live with support.

The Client Service Center is open Monday to Friday 8am - 6pm ET. After hours inquiries will be responded
to the next business day.

Training, Support, and Resources

QuickStart
Included with each subscription, every SchoolDude client gets our QuickStart online training and support.
QuickStart includes product launch services, training, support, online client community and more.

Professional Services
Professional services offer clients the right combination of success resources, support, and training.
Clients that take advantage of Professional services often achieve a 50% higher return on their
SchoolDude investment. Contact us for more information on our Onsite Training Services, Data Services,
and Implementation Services.

Online Product Help
Access our Product Help where you'll find information to help you get the most from your SchoolDude
solution. Here you'll find How-To guides, Webinars, Help Videos, and more!

SchoolDude Community

With over 6,000 SchoolDude clients, this is the largest educational community on the planet. The
SchoolDude community is designed for you to Discover, Engage and Contribute. Call us to get involved
today!

SchoolDude University

Make sure you don’t miss our annual user conference! SchoolDude University offers 4 days of valuable
professional development and industry best practices for educational operations professionals. Learn
more about what 1,100 attendees experienced and make sure to reserve your spot today!
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