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Summary by topics

Click on the topic that you want know more (en francais ici)
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Fast Summary

Welcome to the User Manual of MEMO

> Summary by topic <

Periodic activities in MEMO :

Frequency

link to practical sheet ctri +click
F.1.6 Fill a preventative Work Order (tablet / laptop) [&Video]

F.2.3 Fill a corrective Work Order? (tablet / laptop) [ & Video] SRy DA Technician
F.3.2 Close a Work Order (Laptop) [Video] Every WEEK Supervisor
F.3.1 Check the schedule of the preventive maintenance
G.1.5 Fill fuel consumption for a vehicle / Motorpump Every MONTH | Supervisor
K.3.2 Use the dashboard Log manger
G.3.1 Follow the communication bills for satellite phones Eve
. . ry Log manager
K.3.4 Verify the quality of the data 3 MONTHS
E.1 Perfom an inventory (tablet) [&Video] Every Supervisor
E.2 Follow up the inventory (laptop) 4 MONTHS | Log manager
K.3.6 Do a handover with your colleague Eve
. . . - ry Log manager
L.1 Fill an BASICS evaluation (for medical facilities) 6 MONTHS
G.1.6 Follow the technical inspection and insurance vehicle deadline
Every YEAR | Log manager

K.3.5 Manage the renewal of equipment
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Glossaries / abbreviation / Time format

TOPICS | FRANCAIS ENGLISH SPAIN

Trouvé found Encontrar
Inventory / IYEITERS missing J}“ﬂ Desaparecidos
Inventaire WREJER: moving Jasi) Movido
Non traité no status e e Sin Tratar
Hebdomadaire Weekly (Week) Y saul( Ue saud Semanal
(semaine) (semanal)
Maintenance Mensuel Monthly Lo Mensual
Trimestriel Quarterly Al ) Trimestral
Semestriel Bi-annual Bl Caal Semestre
Annuel Annual S5 Anual
- Actif Active ARy Activo
SAV ASS (after sale service) | aull 22l dad servicio postventa
EQ - Status p — -
Declasse Decommissioned Cuadd Degradado
En réparation Repair galeaill En reparacion
Achat int Inter. Purchase el el il Compra
internacional
Don Donation [ Don
EQ - Entry Don - Autre Donation Other SN )Ac - &l Donacién - Otro
Emprunt Limited borrowing R Préstamo
Location Rent o Arrendar
Gauche Left Db Izquierda
Droite Right e Derecha
En attente Standby oyl A A la espera
Faite Done A\ sl Hecho
SicilEANeR Nouvelle intervention New intervention s Jae Nueva accion
Annulé Cancelled sl Cancelado
Fermé Close Glay Cerca
Tension Voltage 4l s
Ouverte Open o) Abierto
Status Terminée End Dl Terminado
FRANCAIS ENGLISH
BT : bon de travail WO : Work Order
DI : demande d’intervention WR : Work Request
CO : Société CO : compagnie
EC : Equipement complémentaire EC : additional équipement
EQ : Equipement EQ : Equipment
PM : plan de maintenance préventive PM : preventive maintenance plan
ME : Mesure ME : Measure
PL : Gamme de Maintenance PL : Maintenance range
MP : Modéle Technique MP : Pattern maintenance plan
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INTRODUCTION

What is MEMO Which equipment do we find in
, , each application
What is an equipment?

What are the families of equipment Link between elements
Life cycle of equipment Status in MEMO

Intro - What is MEMO?

MEMO is a CMMS = Computerized Maintenance Management System

MEMO means : Management des Equipements et des Maintenances par Ordinateur (Management of
Equipment and their Maintenance by Computer)

MEMO is not an goal but a means. The objective is therefore to have good management of the equipment
fleet and not to have MEMO up to date.

MEMO has 3 modules: Maintenance, Fleet management and General Data. In each module, there is
different applications.

¥ MAINTENANCE Maintenance

This module is for the preventive and corrective maintenance : schedule the preventive maintenance
plan, fill and follow the work orders, follow the measurements

B FLEET MANAGEMENT
Fleet management

This module is to follow the specificity characteristic of the EQ:
o fuel consumption, incinerator activities, energy consumption, bill for satellites phone...
o technical specification
O When they have a specific status : Out of fleet, in after sell service, and the additional

£ GENERAL DATA General data

This module is to create and have a global overview for each element : equipment, staff, location,
company. It's also to download reporting and do the Basics assessment.

In each application, you have the list of element.

One element can be :
WO : Work Order

WR : Work Request

CO : company

EC : additional equipment

EQ : Equipment

ME : Measure point

PL : Maintenance Plan (template)
PM : preventive maintenance plan
ST : Staff

71187
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Intro - What is an equipment

Need
maintenance

Important
financial value Is used over a
(> 500¢€) mid long period

Defined in the

Strategic device EQUIPMENT
MEMO catalog
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Intro - What are the families ?

Type of EQ inside

é é Biomed equipment, 3D printer, blood bank
BIOMED

ﬁ City-car, pick up, moto, truck, boat
VEHCILE

motor of boat, boiler, space heater, generator, incinerator, motor-pump

(generator, motor
pump, incinerator)

* Passive coolbox, freezer, fridge

COLD CHAIN

E‘!]J UPS, air conditioner, battery, invertor, solar panel

ENERGIE

g GPS, Radio HF VHF UHF, satellite phone

RADIOCOM
=

IT
[

Camera, smartphone, computer, laptop, printer, video projector, tablet, monitor

_’ Electrical pump, water treatment unit, drier, washing machine, measure
equipment relative to water, water tank,...
WATSAN P

water sanitation

/g‘k\ Container, Tent, heater radiant gas

SHELTER

i- Pedagocic tool, high pressure cleaner, compressor, fuel-pump, electrical
measurement tools, extinguisher, concrete mixer, laser meter...
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Intro - Life cycle of equipment
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Intro - Which equipment do we find in each
application?

C? EQUIPMENT

Coordination
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Intro - Link between elements

N

MEMO EQ CATALOG

020,

EQUIPMENT

LOCATION

%

MEASURE WORK ORDER

# Create [ generate .....- Link need to be fill manually ====== Link created automatically
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Intro - Status in MEMO

% MAINTENANCE EQUIPMENT
PLAN Q T]

COMPAGNY

WORK ORDER @ ﬁ Q

20-OUVERT-OPEN 20-APPR MANUEL ><—< ACTIF
21- STANDBY ACTIVE < E-PREP ACTIF
22-DONE
23-IRREP REPAIR
24-NEWINTER

DECLASSE
) J— stock
30-TERMINE-END 30-FERM INACTIVE < SAV INACTIF
“—— our
40-ANNULE-CANCEL 40-ANNUL
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CHAPTER A / FIRST STEPS

A.1 Sign in/sign out of MEMO e A.5 Create a Work Request (laptop)
A.2 Make a search e A.6 Training existing

A.3 To have information about an EQ e A.7 Support available
A.4 Download a report

A.1 Sign in/sign out of MEMO

—> Open a web browser of your choice (Mozilla Firefox, Internet Explorer, Google Chrome ...) and type
in the address

https://memo.msf.fr

Tips: if you are using Chrome, the reports will download faster than with the others browser

=2 Login with the MEMO username (function@project), password for MEMO and click on “ENTRER”

MEMO

Identifiant

Mot de passe

ENTRER

Mot de passe oublié ?

Once logged in, you will arrive on the homepage for MEMO

¥ MAINTENANCE

EOUIPMENT B FAMLY (MISSION) OUPMENT B FAMILY MSF)

EREREn
|

LR B BN B
1361 }

LB BB -n
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On the screen, there are 3 main areas:

Zone 1: Fixed upper bar
Zone 2: Side navigation bar
Zone 3: Data display area, working screen.

This is the screen you will start from to complete all your actions within MEMO. As each User has
different access rights, you may see a very basic image or some more detailed information
depending on your position.

—> To disconnect : click on the bottom “off’, in the right-hand corner " @? &0

Note : After 30 min of being idle MEMO will disconnect automatically
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A.2 Make a search

You have several options in MEMO with which to make a search:

—> For example, In the module General Data, in the left-side bar, click on Equipment to access the
equipment list, the different search tools available are:

Global search
Histo
i o Pre-established filters
=% & Q clobal search dAh 2?2 L2

RISTORY.

Semnch

» Criterins

Search criteria Search filter

The search filters

=2 Type the information in any text-field within the filters bar.
For example, to search for BIOMED equipment, type BIO in the [FAMILY] :

STAIUS & STATE &

=2 You can improve the search by entering information in other fields as well, for example [FAMILY],
[STATUS], [STATE] etc.

SCHEDULED ¥
ON

Tips : For a date, you can choice before or after one date : write > or < before the datelewzz

The pre established filter

Allow you to see the list of equipment to be corrected (for example : data is missing) or which have a
common point (for example : non-inventoried equipment for more than 4 months)

= Click on the pre establish filter on the top of the search filters
They are different for each application.

|
Recherche Général Entrée DI- BT Historique Compteurs Maint. Préventive Immabilisations Chronologie

Filtres pré établis - ﬂ VOIR CLAUSE

Recherches paramétrées

Equipements ayant plus de 2 BT en cours / Equipme

Equipements dont FANNEE DE f

Equipem nt la VALEUR DI

Equipements non inventoriés (depuis plus de 4 mois) / yment not invent 16-

2201612

PRFSSIIRF RONDSTFR

History:

List of the few last elements (equipment, WO, location, staff...) you opened .
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=2 Put your mouse on the history bar and click on the element you want to go to.

= 08 H e & Q

HISTORY ) ea-20748 ) srars2 Brris2 Fecmes EQ-459 «m 2 wo-160891

Tips : if you keep your mouse on the name of the element, a black window appears with more information

[ JIUEETEE My WO WO-160801
CONCENTRATOR 02 (New Life Intensity) 101, 230V, 50 Hz + acc. (MONTHLY)
ol i e

The search criteria :

—> Under the « Results » list, by clicking on the « Criteria » arrow, you access this screen :

IDENTIFICATION LOCATION PARENT EQUIPMENT

CLASSIFICATION MANUFACTURER INFORMATION USER

Type EEMDCON

PURCHASE (DETAILS) LAST SURVEY ENTRANCE TO THE PARK

a2 srymy cone e 01012000

HISTORY

—> After having selected one or several search criteria, click on the button SEARCH to get the search
results.

Tips:

O - Use the « % » symbol in the « Location code » to filter a location and its sub-locations.

o For example, if you type « ML106% », all the equipment of the ML106 project will be listed
whereas if you type « ML106 », only the equipment whose location is on the root of ML106 will
be listed.

o - Use != before the text for asking everything except this value. For example if type
« I=TOYOTA » in brand, you will have all equipment which are not Toyota

The example on the left shows how to search :
o - Oxygen concentrators (Type = EEMDCON
O - The entire Irbid project in Iraq (—
O - Inventories since 15t of January 2020 (Last survey done after 01/01/2020)

The global search:

The global search bar is always at the top of the screen whatever the application open. You can
specify the search by type (equipment code, MSF number, serial number, description, MSF code, WO
code, PM code).

—> As you are typing the information you are looking for, the results appear directly in the scrolling
menu. The research is done in the following applications: Equipment, Out of fleet, SAV
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- The research is done in the
following applications: Equipment,
- Out of fleet, SAV

You can click on the application
name to see the results linked

o & |You can click on a piece of

equipment to access its card

You can see more results for doing more
filters

= You can click on the application name to see the results linked

—> You can click on a piece of equipment to access its card or you can click ALL RESULTS

Display more resuits Q

e — 3 mumssions o
: ‘ 3 auramues sovoe [
B wuw = |

00000 B008

The searches are in the application: equipment, all mission, out of fleet, SAV, reception, all families
schedule, all WO.
The results numbers for each application appear in the RESULTS SUMMARY column.

Note : A number in a red square means that the number of results is greater than the shown value.

For example, ™™ B means that there are more than 20 results got by the global search for
the All WO app
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A.3 To have information about an Equipment

From any application with this logo B you will have access to the information about the equipment.
In the module “Fleet management” the applications have an extra tab:
o fuel consumption for vehicle and GMI
o Technical specification for biomed, vehicle GMI, Satellite - GPS
o Bill for satellite GPS

HISTORY
Site: MSF-F
A MAINTENANCE v
Search

B FLEETMANAGEMENT A~
™

# siomen

"3

& vewoLe

"3

# omi

" SATELLITE - ExeoRT
& saTELLTE - ADMIN
o saraTe-oRs
20

# 1 compuTERs

- comnecnvimes

9 ] Q  Global search

General | Technical Specifiations | Enmy | WR-WO

*EQUIPMENT CODE  EQH35272

IDENTIFICATION

*MSF Number STH-354

*Description  SATELLITE PHONE (Thuraya XT-PRO) + acce

CLASSIFICATION

History

‘SATELLITE - GPS
EQ35272

Billing || Preventive maint. | Stops

* GENERAL STATE EXCELLENT

LOCATION

*Location code  SD125-0FF1

Location  SD125 - MSF Office

n TRANSFER THE EQUIPMENT

MANUFACTURER INFORMATION

il @ ? &Y

>

- *STATUS ACTIF

n CHANGE THE STATUS.

PARENT EQUIPMENT

=] Parent equipment code

Parent Equipment

STAFF

o
& eneney

% meceprion * Family  RADIOCOM *Brand thuraya Staff code 3
T S “Type PCOMSAT *Model XT Pro Name

& sav o MSE Code [ — *Manufecturing yeer 2019 Function

3 *Serial N°  35610706-137548-4 Service

3 ouT oF THE FLEET

& venToRY STATUS

% INVENTORIES FOLLOW-UP HISTORY LAST SURVEY NOTES

COUT DE COM A REFACTURE A OCG a partir
du23juillet 2020  OCG - SD256
Phone number : +B821651146098

' ApoimioNAL Last survey date 13/08/2021 10:15

Createdby rdsmascene

@ Aomun: sPare Crestion date 18/11/2019 1439 Last survey state  TROUVE

£ GENERALDATA

Modified by rdsmascene

Modification date  08/04/2022.11:07

General : the main important information about the equipment : location, status, state, msf number, msf
code, brand, model,...

=2 Technical Specification : different for each application. You will find the characteristic about the EQ
Only in ELEET MANAGEMENT

Entry : where the equipment is from (international order, local purchase, the supplier, the price, date of
commissioning, end of guarantee

History : 3 information : all movements of the EQ and the reason, all inventories (where was the EQ,
who did the inventory), all status by who and when

Consumption: depending on the applications: liter of fuel consumed, kilometer done, running hours,
energy consumed for electric meters. Only in FELEET MANAGEMENT

Preventive Maintenance : link for the preventive maintenance plan, the name of the company who is
doing the maintenance

Billing : only for satellite phones : the cost each month
Only in ELEET MANAGEMENT

TIMELINE VIEW OF EQUIPMENT'S EVENTS
2024

u ge Jan
* o ¢ o o 9 4

=2 Timeline
Only in GENERAL DATA
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A.4 Download a report

To access overview data sheets or reports to VERIFY the quality of the data and to ANALYSE the
equipment management activities.

=> Click on General data module and click Reporting application

. GENERAL DATA

"o TREE-VIEW
LOCATION
B company

F& STAFF

o

° ALL MISSIONS
O P

5 EQUIPMENT

¥ MEMO CATALOG

=2 You can view the topics with reports available. Click on the small arrow next to the topics you which
to view

- ™ 1. EQUIPMENT

M 2.1 BIOMED
M 2.2 COLDCHAIN
M 2.3 ENERGY

W24

—> Reports for each topic will be visible. Click on a specific report to view.

B 2.1 BIOMED
MSF004 - BIOMED Chronogram (MSF004)
MSF213 - WO follow up per month (BIOMED) (MSF213)

MSF316 - Analysis of Biomed WO (MSF316)

Into ‘MISSION/PROJECT’, enter the mission code (example HT1) to see a report pertaining to a
specific mission or the project code (HT133) if you only want to see the data on a specific project.

Note : it isn’t possible to have a report for only 2 projects of one mission at the same time.

—> Complete the other information fields required to access the data (example fuel consumption
needs the relevant time period)

—> Choose file type (excel, PDF...).

=> Click LAUNCH to view report.

20/187



MSF316 - Analysis of Biomed WO

QUICKREPORTING PARAMETERS

* Organisation MSF-FORM

*MISSION / PROJECT
(Ex: HT1 or HT101)

PDF @) Excel (xIsx)

* Site  MSF-F

NG116

QUICKREPORTING FORMAT

Word (docx)

v LAUNCH

Note: Some reports can only be viewed in a specific file type (excel is the most common).
It isn’t possible to download a report of 2 projects : only 1 project or 1 mission.

1. EQUIPMENT

MSF100 - Equipment list

MSF100D - List of
equipment whose the
MSF number must be
corrected

MSF101 - Additional
inventory

MSF102 - List of
equipment (+ additional)
with parents / children

MSF104 - Transferred
equipment list

MSF107 - Out of the fleet
and SAV equipment list

MSF110 - Inventory
monitoring

MSF306 - Missing
equipment list
MSF307 - E-PREP
equipment list
MSF312 - "Reception”
equipment list

2.1 BIOMED

MSF004 - BIOMED
Chronogram

MSF213 - WO follow up
per month (BIOMED)

MSF316 - Analysis of
Biomed WO

Description

more than 21 types of information per
equipment including comments

List of all EQ with a duplicate MSF
number at the mission level

list of additional equipment with their
guantities

Basic information (13 headings) by
equipment

All transfers without time limit

All outings/after-sales service without
time limit

Information of the last 2 inventories by
equipment

List of equipment missing from last
inventory (18)

List of equipment with E PREP status
(18)

List of equipment with date of transfer
Shows BIOMED maintenance settings
Graph representing the completion

times of the WO

Detailed analysis of biomed activities

Example of use

See all comments from the same
technical family (example SIM card
numbers); see the equipment
loaned to Staff etc...

Before an inventory, verify that all
EQ have a unique MSF number.

Documentary support for carrying
out an inventory of additional
equipment

Have a global view of all the
equipment on the project/mission

With the filter on "transfer of" get
the list of equipment transferred
following the closing of a project
More information than the "OUT
OF THE FLEET" application with
the "Explanation” column and ref of
the attached documents

Decision support on the follow-up
to be done on the equipment (to be
inventoried, to be taken out, or
nothing to be done)

Extraction to facilitate the search
for equipment

Preparing for an emergency
response

Prioritize equipment searches in
"Reception”

Distribute the Biomed Tech
workload; find maintenance plan
programming errors

Ensure that the WOs are carried
out on time, support for the
individual interview with the
Biomed tech

Workload distribution between
Technicians, cost of preventive
maintenance, repetition of curative
maintenance on the same
equipment.



2.2 COLD CHAIN

MSFO008 - COLDCHAIN
Chronogramme

2.3 ENERGY

MSFO005 - ENERGY
Chronogram

MSF301-Energy
Consumption

2.41T

MSFO006 - IT Chronogram

MSF315 - Maintenances -

T

2.5 RADIOCOM

MSF007 - RADIOCOM
Chronogram

2.6 WATSAN

MSF009 - WATSAN
Chronogram

2.7 VEHICLES

MSF303 - Out of the fleet
vehicles list

MSF304 - In the fleet
vehicles list

MSF310 - Vehicles
Administrative deadlines
MSF317 — Vehicle fleet
analysis

2.8 GMI

MSF313 - GMI
administrative deadlines

3.1 FUEL
CONSUMPTION

MSF300 - Fuel
consumption follow up
3.2
MAINTENANCES
(ALL FAMILIES)
MSFO001 — Individual

chronogram
MSF003 - MEMO Catalog
and associated MP

Shows CdF maintenance settings

Shows the setting of the Elec
maintenance

follow-up your energy consumptions
from one year to another and by
energy source/production type

Shows IT maintenance settings

Shows the results of the last WO by
equipment

Show Telecom maintenance setting

Shows Watsan maintenance setting

Release history, with reason and sale

price

Basic information on cars and the

number of kilometers travelled since a

reference year

Technical inspections, insurance, other

deadline of your choice

Detailed analysis of the fleet

14 headings per generator including the

due date

Detailed monitoring (TuFioul
equivalent) for vehicles and GMI

(missing values in red) over 12 rolling

months

Shows all maintenances setting for the

user specify
List of all MSF codes

Distribute the workload of the Cold
Chain Tech; find maintenance plan
programming errors

Distribute the Elec Tech workload;
find maintenance plan
programming errors

Check the efficiency of the
environmental action plan

Distribute the IT Tech workload;
find maintenance plan
programming errors

Identify equipment whose
maintenance is poorly performed or
unscheduled (filter on status). See
the number of Windows 10
licensed computers

Distribute the Telecom Tech
workload; find maintenance plan
programming errors

Distribute the Watsan Tech
workload; find maintenance plan
programming errors

Find the history of all the vehicles
that have been removed from the
fleet in recent years

Estimate a trend per vehicle to
calculate in how many years it will
be necessary to change them
Ensure that the entire fleet is up to
date from an administrative point of
view

Renewal of vehicles, identify the
intensity of use

Ensure all generators are up to
date from a regulatory perspective

Identify input errors or consumption
anomalies thanks to detailed
monthly consumption for each
vehicle

Check the work need to be done
for all families

Find a code for a new piece of
equipment by searching in the



MSFO010 - Verification of Shows the maintenance settings of all

maintenance plans families

MSF214 - Equipment with Lists of equipment for which at qust
T one measurement is out of range in the

out-of-limit measurement

last WO
MSF215 - List of
equipment with 3
corrective WO

Lists of equipment with the number of
WO fixes

List of WO over a given period and a
MSE221 - Work orders given family (or all families)
Report
3.3 FLEET
RENEWAL

MSF800 - Need Renewal : For each computer: if it meets the fleet
IT (laptop) change criteria (model)

MSF801 - Need Renewal : For each generator: if it meets the park
GENERATORS change criteria(operating time)

For each biomed equipment: if it meets
the fleet change criterion (+ 8 years or
concentrator + 15,000 hours)

MSF802 - Need Renewal :
BIOMED

For each vehicle: if it meets the fleet
change criteria (more than 10 years or
150,000 km)

For each piece of equipment: if it meets
the fleet change criteria (7 or 10
depending on location)

MSF803 - Need Renewal :
VEHICLES

MSF804 - Need renewal -
COLDCHAIN

MSF810 - Need renewal  All renewal reports 1 single file (one tab
(Bioméd, vehicles, per family)
generators, IT, coldchain)

4. DASHBOARD

MSF710 - (Mission- Synthesis on Inventory, reception,
Project) Dashboard Biomed, fuel consumption

duplicate MSF numbers at mission level
duplicate MSF numbers at mission level
MSF100D - List of equipment whose MSF number must be corrected
MSF100D - List of equipment whose MSF number must be corrected
MSF100D - List of equipment whose MSF number must be corrected
MSF100D - List of equipment whose MSF number must be corrected

description

Find maintenance plan
programming errors

Identify unreliable equipment
(preparation of next year's budget)

Identify unreliable equipment
(preparation of next year's budget)

See all WOs performed over
several years in a remote care
center

to support the analysis to set the
budget for the following year/s

to support the analysis to set the
budget for the following year/s

to support the analysis to set the
budget for the following year/s

to support the analysis to set the
budget for the following year/s

to support the analysis to set the
budget for the following year/s

to support the analysis to set the
budget for the following year/s

To analyse your monthly activity
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A.5 Create a Work Request (laptop)

Once you are logged in to MEMO:
=2 Go to the left side of the screen under the module Maintenance and click WORK REQUEST

)
L+
=> Create a new Work Request by clicking on the icon at the top of your MEMO screen

MEMO =0

HISTORY
Site: MSF-F
J MAINTENANCE ~

b= WORK REQUEST Search General

=2 Fill the following mandatory information:
- Requester Name / Position
- Equipment Code: you can directly enter the equipment code OR select from the drop down
menu or passing by the “tree view”.
- Problem description: Brief description of the fault on the equipment.

WORK REQUEST ¥ creson [ e |

Search General
REQUEST EQUIPMENT INFORMATION

Requester name | Kelly Anne MSF Number  NZ02

Equipment Code | EQ-4966 | = Equipment  (New Life Intensity) CONCENTRATEUR 02 101, 230V, 50 Hz / CONCENTRATOR 02 101, 230Y, 50 H

Prabiem deserpion | Sow Atfiow Locaton | HOSPITAL

|Was working periodically over some weeks but now has really stopped Mission

Project

ADDITIONNAL INFORMATION

Enddere | 071072017 ‘ Equipment out of rder [

Out of order since l

=2 Add other information such as your email and an ‘Out of order date if relevant.
—> Click on SAVE

your Work Request is saved and sent to the Logistics Department in MEMO. This isn't notification by email.

Note :All fields in orange are mandatory thus need to be filled out before saving.
On saving, if they are not filled out, a pop-up window in Orange will highlight errors. If filled out correctly,
a pop-up window in GREEN will highlight Saved OK.

Follow up

=2 You can come back later to follow up your request : click on the bottom " to open your WR : you will
see if the one WO is open for this WR, the status of the WO (approved, done, close) and the report of
the WO.

WRN ¢ REQUESTER ¢ REQUESTDATE ~ DESCRIPTION EQUIPMENT LOCATION ¢ STATUS &

DNA PURIFICATOR UG965 - MBARARA

CY WR-5564 Innocent 16/01/202310:19 No Power supply RGQ-001 (QIAGEN EZ1) LABORATORY - POST PCR 10-ATTAPPR
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A.6 Training existing
All trainings are on the TEMBO platform

https://tembo.msf.org/local/tembo/myown.php?

Module 1 : Using MEMO, feature overview and

practising
Use MEMO and discover the different software features.
Mebo 1 WS Average duration : 2h30

Target audience : All MEMO users : specialists Technicians, Log supervisor, log
manager, RTR, Colog, MIO.

Summary :

Introduction of e-learning

Chapter 1 : MEMO Introduction

Chapter 2 : MEMO browsing/data update/basic equipment
Chapter 3 : Create a piece of equipment in MEMO
Chapter 4 : Fleet Management &amp; lifecycle with MEMO
Chapter 5 : Fuel Monitoring in MEMO

Chapter 6 : Maintenance with MEMO

Chapter 7 : Inventory with MEMO

Module 2 : Manage with MEMO

Implement the software and monitor your activity with MEMO.

Average duration : 1h

Target audience : Logistic manager, Logistic Coordinator, Log Cell
"a’ﬂlan\’s’é

Summary :

Introduction

Chapter 1: Roles and responsibilities of the various players involved with MEMO
Chapter 2: Who does what in MEMO?

Chapter 3: Managing using MEMO

Module 3 : Biomedical equipment management with
MEMO

Good management and practices of Biomedical equipment with MEMO
Average duration : 1h30

Target audience : all logisticians involved in the management of biomedical
equipment on OCP fields with MEMO

Summary :

Chapter 1: Biomedical equipment management with MEMO
Chapter 2: Corrective maintenance: from WR to WO treatment
Chapter 3: Planning and monitoring preventive maintenance
Chapter 4: Management of external maintenance

Chapter 5: Equipment renewal
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A.7. Support available

1) On-site support
a. Your manager
b. Your college with experience in MEMO

C. Your Focal point

-

Sy
!\\g) ]

)y |

L

2) Document
a. This User guide
b. Power point of training
Cc. Tembo training

3) Remote support
a. RTR: for technical questions concerning fleet management (good practice of schedule

maintenance plans)
b. Support MEMO: memo@paris.msf.org
i. Question that Focal point don’t know the answer, or he is unavailable
ii. Request for:
1. Create a new accompt
2. Create a new location (or sublocation)
3. Massive transfer
4. Massive creation
iii. Visit Call online for specific training
iv. Brief / Debriefing
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CHAPTER B / TABLET and SMARTPHONE

In this chapter :

B.0 Introduction to the tablet and e B.2 Change user in the table
smartphone

B.1 Install the new application on the

tablet & smartphone (& delete the old e B.3 Perform aresearch, short, filter
) on the tablet

Others chapters about tablet in this manual :

D.5 Attach a document to the EQ and consult them (tablet)
F.1.6 Fill a preventative Work Order (Tablet)

F.2.1 Create a Work Request (Tablet)
F.2.2 Create a corrective Work Order (tablet)
F.2.3 Fill a corrective Work Order? (tablet)

271187



MEMO User Manual ENG 2024

B.0 Introduction to the tablet and smartphone

MEMO isn’t only an online tool. It also works offline. This application can be installed on a tablet or
Android smartphone (not iPhone).

After installing and synchronising the application you can use it offline. Actions you can do are limited to:
creation of a Work request, create corrective wo, fill preventive and corrective WO, perform inventory.
Consultation of details about the equipment.

Dashboards

On the main page, you can find the following indicators:

1. The « Work Orders » which have been assigned to you

2. The « WO to be synchronized » means the WO that you have created from the tablet but not yet
synchronized with MEMO

3. The « Last repairs » which are recent corrective WOs of the project.
Note : you will also find information related to your work requests

4. The « Work requests » which have been assigned to you

5. The « WR to be synchronized » means the WR that you have created from the tablet but not yet
synchronized with MEMO

Dashboard o

el f || LAST REPAIRS I WORK ORDERS o

0 L 6

lﬁ“ WORK REQUESTS | WORK ORDERS TO

SYNCHRONIZE
0 o 0 2

WORK REQUESTS TO

) ESTS
eﬁ SYNCHRONIZE
h 0
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B.1 Install the new application on the tablet &

smartphone (& delete the old one)

NB : This procedure is exactly the same for a smartphone
You can find the latest version of the software of the tablet :

- in MyMSF : https://mymsf.org/jcms/prod2 334914/fr/013-installation-memo-tablette
- onthe MEMO home page :

= htitps://iframememo.msf.fr/Package Tablette.zip (FR)
= https://iframememo.msf.fr/Package Tablet.zip (EN)

This document presents the steps to follow to remove the old application, then install and configure
the new one.

Ahair

Step 1 : Uninstall the current application

1. On the home screen, find the « Altair » application.
2. Click and hold until a bar appears above the application and click « Uninstall ».

3. Delete the old installation file:

Go to « My files ».

Choose the « Device storage » folder, then open the « Download » folder where the
installation file is located.

Select the « Altair » file and hold until the checkmark appears. Then click on the trash icon
to delete it

Imoe T 45008 soneQ PN |
Mes fichiers Q = 1 sélectiorné(e)
©  Fichiers récents AT ©  Fichiers récents
o~ -
0 e )
Images mages
0 ween "
O vidéos O vidéos
Q> Andod
Ao Auho
| :] =
Documents Documents
Q Downloat
Téléchargements Téléchargements
Q Mowwe:
Fichiers nstall Fichiers install
(s
\ Stockage mteme O NotAcaton : Stockage inteme
Carte SO Q e Alarms
0 e 2
Samsung Cloud
& O Podcasss e
y
Google Drive O bngorer Downiosd
w
0 s
G Omocve Movies
E' Siechage ieme 13 Snnsary > 1 demant h lf o < a
J —— A2 G0 7 1000 4 Tnde 4 ’ - 3 <
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m.Step 2 : Install the new application
1. Connect the tablet to a computer with a cable.

2. Verify that you can access the tablet folders from the computer.
In « Start Menu » open « Computer ».

3. You should see the tablet appear under « Removable devices ».

@
a

Jov— “ D >
&

g Pem SYSTIM IC

< — et
< &

data (D

‘, - s Autre (1
g - 8 Buetocth FTP
0 - Pte
‘] . ¢ Penpheéng an ¢
> I [P - Galavy Tab Active
(» 3(
5 Supe
[ JR PO

If it is not the case, go directly to step 4, otherwise follow step 3.

Step 3 : Make the tablet visible from the computer
1. On the tablet, open « Settings
2. Choose the "Search" tool and type « USB Debugging ».
(NB: the tablet must be in "developer" mode to access this option)
3. Inthe list of search results, click on « USB Debugging ».
4. Activate « USB Debugging ».

- R T 40800 - R T 455800 - R T 4008
PARAMETRES D Débogage USE ’ OPTIONS DE DEVELOPPEMENT

Connexions . v PEMIN Activé d
Débogage USB =
g
Sons et vibration &

Annuler autorisat. de débogage USB

Notifications Annuler autorisat. de bogag

Inclure des rapports de bug dans.

Affichage
Apphi. localis. fictive

Fonds d'écran et thémes

IS ISH JAB
Afficher linspection des attributs
Parametres EoncUore AT Ies 123 456 7 890
Application & déboguer
qiwlelritiylujijolp

Maintenance de lappareil

ajlsidifiglhljik]i!

lications Q)
Applicet zZxcvbnma@

Vérifier applications via US8 e
re il . 1™

o
&
&

Ecran verrouillage/Sécurité

You should then be able to access the tablet from the computer. If it is still not the case, please
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send us an email: memo@paris.msf.org

Step 4 : Copy the application file
1. From the computer, open the tablet folders.
2. Double-click to open the “Tablet” folder.
3. You will then have access to all of the folders on the tablet. Copy the new application that
we sent you to the "Download" folder.
4. The installation file is now available on the tablet.
< Disques durs (2)

a—, ol o » Osinates » Goliry Tob Active » Tablet »
SYSTEM (C2) » Cvinstows » Golaey Tob Atiee » S A

Tatiet Favoes Alarms Androd
— | !

e
- feamlemo (e )
{ T/' . J '
Dowriosd More
4 Autre (1) | - e |
9 Bluetooth FTP Qs - Rhsonper
cixmrnilil i i ‘ PartPro Pty
!
4 Périphériques amovibles (1)
Bl ey Podents
J
- Galaxy Tab Active ol '
. st multimédia poctable B Panness de corbguaben Fingtones Sedidiig
g £ Comele | ! ¢

Step 5: Install the new application
1. Before the installation, make sure that the permission to install applications from unknown
sources is activated:
a. Go to « Settings »
Choose « Biometric data and security »
Choose « Installation of unknown apps »
Choose « My files »
Activate « Authorization from this source »

© oo o

Parametres Q @ < Données biométriques et sécurité Q < Installation applis inconnu. Q  } < Installation applis inconnues
& Sons et vibration - Mes fichiers
Google Play Protect @ Chrome
@ Notifications Tragage du mobile 5 Autorisation depuis cette source @
@ ool swre

Affichage M Gmai
Mise 3 jour de sécurité

: = fichi

w  Fonds décran et thémes Samsung Pass Moy Bohlers

Ecran de llag G Messages

Installation applis inconnues
Oned:

Dossier sécurisé a

Données biométriques et sécurité
Cryptage de la carte SD

Comptes et sauvegarde
Autres paramétres de sécur

G Google
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2. On the main screen of the tablet, find and open the « My Files » folder.
3. Click on « Device storage », then open the « Download » folder where the new
application is located.
4. Click once on the application to start the installation.
5. A pop-up window opens. Click on « Install »
The mstallatlon is complete You onIy have the last step: the configuration (to do step 6 below).

a

R |

s

Step 6 : Configure the new application

1. On the tablet, click on the « Altair » icon to open
the application. The application opens directly
on the settings screen.

1. Allow Altari to have access to the camera
(While using the app) &

Allow Altair to take pictures and record video?

While using the app

Only this time
Don't allow
2. Complete the following fields: Altair g 9
. Settings
User code: enter your login o
Password: enter your password
https://memo.msf.fr/altairrest/
The other fields are filled in automatically.
itsup@ht121
3. Click on the button ° at the bottom of the .
screen to validate. MSF-FORM
Work order
30
30
Work request
30
30
Planning
30 aet days




4. Check that you are connected to the internet.

5. Accept the validation message, to synchronize
the tablet data with MEMO, by clicking on
« OK ».

6. This may take several minutes.

Note: Make sure the tablet remains connected to

WiFi until the end of synchronization.

The message "synchronization complete"

should appear.

Congratulations, you are now ready to
use the tablet again.

Global synchronization

You are going to synchronize all data, this may take some minutes.
Confirm the synchronization?

CANCEL

oK

7. The synchronization cannot be done if:

a. Wrong connection data (either wrong user code or wrong password or both)
b. Disharmony between the application version installed and the MEMO version (you
will then need to install the correct version of the application !)

NB : When the synchronization cannot be done, you will receive an error message
NB : When the synchronization cannot be done, the dashboard is blank
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B.2 Change user in the tablet

|
=—> On the home page, click on the logout button then OK to log out. The application will then
close.

= Dashboard @(') 4 .‘_

Logout

LAST REPAIRS /l WORK ORDERS

Do you really want to disconnect? e

CANCEL 0K

" =
WORK REQUESTS ] WORK ORDERS TO

B - @ =
©

WORK REQUESTS TO
SYNCHRONIZE

0

—> Reopen the application which will open directly on the Connection page.

—> Enter your username and password
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1513 Wed,31Jan BBEARX N2 4+ 75%a

Connection

AItai()

Enter your informations

itsup@ht121

a z e r t y u i 0 p &)

q s d f g h j k | m  Done
el W | x c vib|]n ' ?
ctrl A1 < Frangais (FR) > < 5

—> Click on ENTER @ to confirm your username and password.

=> Confirm the synchronization to synchronize the tablet with MEMO and download the information for
the new user. This step can take time and the tablet must be connected to the internet (the time will

depend on the connectivity).

The new user will now be able to see the equipment for which he is responsible, and the work orders
assigned to him

Note : It is possible to check the account in use on the tablet by clicking on the menu button

The synchronisation will not work if :
Your user account and/or password is not correct
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Connection error S
Global synchronization

An error occurred while testing the connection on At e ] .
this user. Do you want to continue with these - Please check authentication informations
paramters?

CANCEL  OK 0K

When you enter a wrong user account

and/or a wrong password When you try to synchronize with a wrong

user account and/or a wrong password

The version of the tablet application and the one of MEMO do

Global synchronization not match
Your android application is not updated compared with the ~ —~ A mandatory update of the application will have to be done.
deployed Altair version. Please contact your Altair
administrator.

0K
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B.3 Perform a research, short, filter on the tablet

On the tablet, you can access the list of WOs assigned to you, of equipment, of locations and of your
work requests.

Perform an overall synchronization (optional) to ensure that you are including all updated data in
your search, you can perform a global synchronization.

. i = . Q Global synchronization )
To do this, click on the menu then on the option to synchronize
the tablet with MEMO.

—> From the dashboard, click on the menu = then select the option you are looking for:
Work order

Equipment

Tree

Work request

"Work Orders" list

.
—> By clicking on the button Work order you access the WO page.
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=  Work order

Q Research

OXIMETER, PULSE (MASIMO RAD-5) +
ACCESSORIES (QUARTERLY)

9 (BD108-HOSP-NEON) BD108 - Hospital - Neonatology
£} (EQ-61756) POX-034

CONCENTRATOR 02 (NEW LIFE INTENSITY)

(WO0-218888)

(WO-218717)

Scheduled
From : 05/0
To: 05/02/2024

10L, 230V, 50 HZ + ACC. (MONTHLY)

ED108 - Hospital - Pediatric Intensive Care Scheduled

Unit From : 04
To - 04/02/

@ (BD108-HOSP-PICU)

Q[EC 6B198) CON-065

FRIDGE MAINTENANCE (MONTHLY) (WO0-218648)

L] (BD108-PHAR) BD108 - Central Pharmacy
Q:EC-FJ 1571) FRI-026

SUCTION PUMPB ELECTRICAL (MEDELA VARIO (WO0-218325) ‘-"
18), 100-230V,50-60HZ (QUARTERLY)

@ (BD108-HOSP-NEON) BD108 Hospital - Neonatalogy
$£#(EQ-61785) SUC-013

Scheduled

From : 01/C

EXAMINATION LIGHT (LID MEDICAL), MOBILE, (WO0-218250) ‘-‘

230 V (BIANNUAL)
Scheduled Dates
From : 31/01/2024
To:31/01/2024

@ (BD108-HOSP-PADI) BD108 - Hospital - Pediatric
(EQ-61754) LEX-013

A list of all open WOs is displayed, indicating:
o The code and description of the WO,
The code of the related equipment,
The MSF number of the related equipment,
The location of the related equipment.

O OO

Perform a quick search on the WO list

=2 In order to perform a quick search, you can indicate what you are looking for in « Search » bar.
MEMO progressively displays the results after entering each character

Q quart Y —
OXIMETER, PULSE (MASIMO RAD-5) + (WO0-218888) =

ACCESSORIES (QUARTERLY)

Q (BD108-HOSP-NEON) BD108 - Hospital - Neonatology
£ (EQ-61756) POX-034

Scheduled Dates
From : 05/02/2024
To:05/02/2024

SUCTION PUMP, ELECTRICAL (MEDELA VARIO (W0-218325) .'-'.

18), 100-230V,50-60HZ (QUARTERLY)
Scheduled Dates
From : 01/02/2024
To:01/02/2024

9 (BD108-HOSP-NEON) BD108 - Hospital - Neonatology
£}(EQ-61785) SUC-013

The values sought may relate to:
o The WO code :
= Examples : « WO-23 » or « 23456 » for « WO-23456 »
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O The WO description :

= Examples : « POUL » or « QUART » for « PULS OXYMETER (QUARTERLY) »
O The related equipment code :

=  Examples: « eg-19 » or « 19391 » for « EQ-19391 »
O The related equipment location :

= Example : « hosp » for « BD102-HOSP-ISOL »

Filter the list

—> Click on the button filter v and choice the information you want. Examples with the app WO :
= Do afilter by status "20-APPR" to see only the WO not yet done
= Do afilter by location to see only the WO about the EQ in this service
= Do afilter by type of maintenance to see only the corrective WO

Work order

Q, Research A ¢

"Equipment search" page

Equipment
—> By clicking on the option you access the « Equipment search » page :

= Equipment list o
Q ps2 = s
LAP-052 (EQ-18297)

9 BD108-0FFI BD108 - Project Office

Type AP - Family : IT - Sf ac
5 umber . PCOFTJKS - Technical pattern : 1112

AIR-052 (EQ-19477)
& BD108-GUHO BD108 - Project Guest Houses
Type : CCLIAIR - Family : ENERGIE - Status - ACTIF

Serial Number : 603HAXCF405

GLU-052 (EQ-69444)
€ BD108-PHAR BD108 - Central Pharmacy

Type : ELA u atu: TOCK

Serial Number : 1

POX-052 (EQ-69456)
@ BD10E PIC! B - Hospital - Pediatric Intensive Care Unit

Type : EEMDPOX Status : ACTIF

Serial Number : N197779 - Technical pattern : 1035

< @ , : %

+ x + = / _ < > [ 1 &)
@ # $ % & O ( ) Done

1/2 = ? ! 1/2
Ctrl  ABC < English (US) » < >

You can search on :
O The equipment code :
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= Examples: « eg-19 » or « 1939 » for « EQ-19391 »

um

O By clicking on the button
equipment

o The MSF Number of the equipment
= Examples : « pox » or « 004 » for « POX-004 »

o The equipment location :
= By clicking on this option, you need to find the location on the tree view

, you can scan the bar code or the QR code of the

Sort the data

=2 You can sort the displayed data (WO, Equipment or WR) before or/and after the research by clicking
this button v

A
=2 Then choose one of the displayed fields to sort in increasing order (by clicking on the button ) or
A
decreasing order (by clicking on the button ) depending on the column in question.

Sort

Equipment
Description

Type

Family

Status

Staff

Serial Number
Technical pattern

Location parent

POOLPOLOOO OO
OO O OO

«Tree view» page
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Qsearch v e
OBUZL Qg

@ . o g W e, R
Q: Q

Q: ks b
Q. QF  weon

Q: Q OE‘J“\ e e
Q: vqpﬁﬂkwqﬁ
9 M =

- Qe Qs
8 Rl -

R: N o g0

o _ Tas Tree
—> By clicking on the option TREE you access the

location tree view and its related equipment.
On this page, are listed the locations (symbol: ) and the list of
equipment (symbol : o )

Note: the blue background means that a location/equipment doesn’t own any location/equipment as sub
level

=2 By clicking on a location 9 , you find the list of its equipment and
its sub locations on the right side column.

—> By clicking in the magnifying glass Q you open the page of the
equipment

=2 By clicking in the flat key ﬁ you open the list of WO about this
equipment
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CHAPTER C / CREATION - RECEPTION
EQUIPEMENT

e C.0Process of entry equipment in the e C.2 Duplicate an equipment for use
fleet as a template to create a new EQ

e C.1 Create a new eguipment e C.3 Record the reception of an
Equipment (international order)

C.0 Process of entry equipment in the fleet

V2  INTERNATIONAL ORDER CREATION BY
“' to MSF Logistic MSF LOGISTICS

LOCAL PURCHASE MANUAL
e Donation from another organisation CREATION

e Loan BY THE FIELD
e Rental

MANUAL
SATELLITE PHONE or GPS with SIM Card CREATION BY

(international order or local purchase) THE RADIOCOM
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C.1 Create a new equipment

Point of vigilance: Your EQ is a telecom equipment? (SAT PHONES, BGAN AND GPS - Garmin
Inreach Explorer) => contact RadioCom.FR@paris.msf.org for ask to create it

Tips : if in MEMO there is already one EQ with the same brand and model? Use the function duplicate

Tips : Before creating a new entry, check in the MEMO catalogue application for the family, type, and
MSF code. It’'s more convenient to use this function for a search than the dropdown list

Tips : if the rent of the equipment it s for a short term (less than 1 month), it isn’t necessary to create in
MEMO

=2 Check if the equipment isn’t already in MEMO : write the serial number in the global search
Q, Global search

If the EQ doesn’t have a SN, check in “All mission”. Did you check the reception area?

=2 Define the MSF number of the EQ : AAA-XXX

e 3 letters (The 3 last letters of the type of the equipment. Example : ADAPLAP)

3 numbers: check the last number use for the letters (all mission: filter with the column,
IKNUMH)

e Search by way of a global search the MSF number choice to be sure it isn’t used by
another equipment (out, sav...)

Tips : For rental EQ, another MSF number can be used. Example vehicle : LIMA-001

=2 In the "General data" module, select "Equipment. You will arrive on the list of equipment for your
[
project. Click on theicon *“*

MEMO =° s °

|
HISTOS
EQUIPMENT
e

B GenerALDATA

Pre-estatilznes Fiters - n £x cLause
- TREE- YW -

LOCATION

B comrasr

= s

o4 merosTma

§ Miwssons

. s
N -
& MLMO CATALOG

o7 AOMDY | USER

A new equipment page will be generated as well as a new equipment number (EQ-XXXX).

=2 All you have to do is enter the information relating to this equipment.

BE CAREFUL to choose the MSF code that corresponds to the equipment (same brand, same model).
All the orange fields are mandatory to be able to create a device.
EMO =EDBDw® <

il @ 0?8 YO
eszon

e (T
. Coeanon
a

AMNGE THE STATUS
. HOENTIFICATION . LOEATION PARENT EQUIPMENT
— ’ = W— =
TRANSFER THE EQUFMENT

X m

MANUFACTURER INFORMATION

e

CLASSIFICATION STAFF

Point of vigilance : If the manufacturing year isn’t know, write the purchase year. If there isn’t Serial
Number : write N/A (as no applicable)
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Note: It is not useful to fill in the "Description” box. It will be completed automatically from the MSF
code.

= Click on SAVE

NTCOOE  EQ-3783 MSF NUMBER
DESCRIPTION

ENTRANCE TO THE PARK

PURCHASE (DETAILS)

Case of the rental equipment : fill in condition "rental" and a new table will appear below. Fill the
information (date begin, date end...). If your renal company didn't exist, follow the instruction in this

pratical sheet

RENTAL

Rental company code 3 Start of rental

Rental company End of rental Check sheet done ? |:|

=2 Change the status if necessary D.8 Change the status of an EQ
= Print the label D.4 Print Label (sticker)

For vehicle and generator, check these specificities
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C.2 Duplicate an equipment for use as a template to
create a new EQ

Point of vigilance : If your EQ is a telecom equipment (SAT PHONES, BGAN AND GPS - Garmin
Inreach Explorer) => contact RadioCom.FR@paris.msf.org and ask them to create it

—> Check if the equipment isn’t already in MEMO: write the serial number in the global search
Q, Global search

If the EQ doesn’t have a SN, check in “All mission”. Did you check reception area?

—> Define the MSF number of the EQ : AAA-XXX
o 3letters (The 3 last letters of the type of the equipment. Example : ADAPLAP)
o 3 numbers: check the last number use for the letters (all mission: filter with the column, “NUM”)
o Search by way of a global search the MSF number choice to ensure it isn’t already dused by
another equipment (out, sav...)

=2 In the "General data" module, select "Equipment”. You will arrive on the list of equipment for your
project. Open the EQ already created that are similar to the equipment you want to create.

=2 Click on the burger menu (3 lines), select “Create” and click on “Duplicate (auto N°)

EMO EE a g lﬁ I'EJ Q Global search

Create * E‘.,., New (auto N°)
B save Duplicate (auto N°)

,',] Cancel
¥ L R R

Site: MSF-France

MAINTENANCE

cations Entry WR -WO Histt

=2 Change the MSF number

—> Change the location if necessary

=2 Fill Manufacturing year and serial number

= Fill Entry data and attach documents

—> Click on SAVE

=2 Change the status if necessary

= Print the sticker (D.4 How to print Label (sticker)?)

BDas® R Ciobel sear il @ ? &0

BIOMED v SAVE
Creation
eral | Technical Specifications WR-WO  History | Measure points Preventive maint Stops

* EQUIPMENT CODE  EQ-4146 * GENERAL STATE  EXCELLENT - *STATUS  STOCK

n CHANGE THE SlnllN.

A

D g.m-
o
IDENTIFICATIO| LOCATION PARENT EQUIPMENT
F SATELLITE - GRS
* MSF Number  CON-038 * Location code  CD111-HOPI = Parent equipment code =
§ IT- COMPUTERS
Description  (DeVilbiss 525KS) CONCENTRAT Location  CD111 - Hépital Parent Equipment
§' 1T - CONNECTIVITIES
n TRANSFER THE EQUIPMENT
¥ RECEPTION
2 sav
- CLASSIFICATION MANUFACTURER INFORMATION STAFF
§' OUT OF THE FLEET
* Family  BIOMED and  DeVilbiss Staff code *
& INvENTORY STATUS
*Type EEMDCON - ol 525KS Name
%’ INVENTORIES FOLLOW-UP
*MSF Code  EEMDCONES -

o -
& ADDITIONAL

' Function
Serial N* Service

GEMNERAL DATA
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C.3 Record the reception of an Equipment
(international order)

When international orders, for example from Bordeaux, are on their way for your mission / project, they
appear in the “reception area” of MEMO.

Once this equipment arrives on the field, you can find it by using the order nhumber and packing list
number (if the equipment arrives from MSF Logistique) or the Delivery Note number - DN (if the
equipment arrives via Casier-Départ). In some cases, you can find it by its serial number

—> Click on FLEET MANAGEMENT module then on RECEPTION application.

S MSE RECEPTION
Search

Search | Genersl = WR-WO | History | Measurepoints | Preventivemaint | Stops | Timeline

oo
¥ venicLe

= Rowils

% omt

9 sareLITE - ExpoRT

DESCRIPTION & FAMILY $ BRAND O MODEL & SN & PL/BL FROM & ORDERN* &

@ saTeLuTe - ADMIN

9§ sareLme - ops

ToBE OXIMETER, PULSE (Masimo MSF 20/044
§ IT - COMPUTERS e, [EQ45393 YE132 DEFINED RAD-5) + accessories BIOMED MASIMO RADS/RADSV  YE132- RECEPT N211260 217325 Logistique JFRIYE132
OB it comerrics = 7 ToBE OXIMETER, PULSE (Masimo 3 MSF 20/044
3 ,,  EQ-45389 YE132 DEFINED RAD-5) + accessories BIOMED MASIMO RADS/RADSV  YE132- RECEPT N209789 217325 Logistique JER/YE132
9§ mecepTion ToBe OXIMETER, PULSE (Masimo MsF 20/044
< *x EQ-45390 YE132 DEFINED RAD-5) + accessories BIOMED MASIMO RADS5/RADSV  YE132- RECEPT N209813 217325 Logistique JFRIYE132
£ sav/RETURN Ha
TOBE OXIMETER, PULSE (Masimo MSF 20/044
- EQ-45391 YE132 BIOMED MASIMO RADS/RADSV  YE132- RECEPT N209821 217325
9§ oUT OF THE FLEET |2 DEFINED RAD-5) + accessories Logistique  /FR/YE132
o & 2 TOBE OXIMETER, PULSE (Masimo 2 MSF
B INVENTORY STATUS y  EQ-45392 YE132 DEFINED RAD-5) + accessories BIOMED MASIMO RADS5/RADSV  YE132- RECEPT N211249 217325 Logistique JFRIYE132
&' INVENTORIES FOLLOW-UP Toee INTENSIVE CARE VENTILATOR MsF 20/002
o @ Eo4sss2  vems  OFE it 1o, i St BIOMED  AIRLIQUIDE Monnal T60 YEN18- RECEPT MT60-08265 202216 et U s TOS
9§ AvpITIONAL
TO BE TENT multipurpose, 45m®, 6x7.5m TO BE MSF 20/FR/KE101
& : - . : 7
(e o Ea4s3es  keon  ORR e SHELTER asm KE101- RECEPT LR 217794 s |
- ) TOBE SCISSOR LIFT 230V single phase, " N . TOBE MSF 20/FR/KE101
& cencraoaa p [vees fimo 08 T |oosonter oy s | roos

Details of all equipment in reception will appear.

=2 Using your preferred search criteria, for example serial number, order number, etc., locate the desired
equipment, and open the equipment page

The equipment details will appear.
—> Check that the information is correct and make these actions in “general”:

a) Enter the MSF number (field number) according to the Mission
b) Transfer the equipment to the appropriate location of your project

RECEPTION
v SAY
e EQe8727 4 cal
n
O
wenmiFcaTion Location —
e TOBE DEFINED de  NEVT4 RECEPT =
LAHOMASER 14 L) 1 e St LD - e
B resoncmmon
c) (Vehicle/GMI only) Initialize the equipment MANUFACTURER INFORMATION sTarr
— .
— . Sr——
e p— . Wedacnaiogpee: 2022

W 30FO16350

INITIALIZE & VEHICLE / GMI

B oo d) change the status if necessary

= Click on the tab “Entry”

=2 Check that all information fields are filled

= Fill date of commissioning if necessary

=2 You can use the box “End date” for the end of warranty if necessary
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EQUIPMENT
< EQ-52579 >

Search General WR -WO0 History Measure points Preventive maint Stops Timeline

EQUIPMENT CODE  EQ-52579

MSF NUMBER  CON-042

*DESCRIPTION CONCENTRATOR 02 (New Life Intensity) 101, 230V, 50 Hz + acc.

ENTRANCE TO THE PARK

Conditions  ACHATINT

- Supplier / donor / owner  MSF Logistique

Date of commissioning  15/05/2021

End date

Initial/Catalog value (€) 1714,20

Purchase date

Funding

PURCHASE (DETAILS)

Date of order

Order reference (mission)  21/FR/KE150/P001334

International Freight
,

Bill date  01/02/2021

Bill number 264591

nunber 7 Bl 228668 Purchase price (€) 1710,23

= Print the sticker D.4 How to print Label (sticker)?

v SAVE

2) Attach documents

Specific for Vehicles and Generators for the reception :
1) Check the tab “Technical Specification” from Vehicle or GMI application (Fleet management module)

a. GMI: Picture of the nameplate
b. Vehicles: Picture of the document specifying the key and engine numbers

Note : The equipment ordered via Casier-départ is ALWAYS located in the reception area of the

mission.

Note: The equipment in the reception area is ALWAYS located in the RECEPTION location of the

project that ordered them.

To extract all information about the equipment in the reception area:
=> Click on GENERAL DATA, then on REPORTING and, under EQUIPMENT, select the report

MSF312.

Site: MSF-F
J MAINTENANCE v
¥ FLEET MANAGEMENT
& GENERALDATA ~
Tof TREE-VIEW
LOCATION
B company
S STAFF

. % REPORTING

EQUIPMENT

O
% ALL MISSIONS
O
ol

B 1. EQUIPMENT

MSF100 - Equipment list (MSF100)

MSF101 - Additional inventory (MSF101)

MSF102 - List of equipment (+ additional) with parents / children (MSF102)
MSF104 - Transferred equipment list (MSF104)

MSF107 - Out of the fleet and SAV equipment list (MSF107)

MSF110 - Inventory monitoring (MSF110)

MSF306 - Missing equipment list (MSF306)

MSF307 - E-PREP equipment list (MSF307)

MSF312 - "Reception” equipment list (MSF312) l
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D.1 Transfer an EQ from one

location to another location
inside your project

D.2 Transfer an EQ of my
project to another project?
(the sender)

D.3 Transfer an EQ from

another project to my project
(the receiver)

D.4 Print Label (sticker)?

D.5 Attach a document to the

EQ and consult them ?
(laptop and tablet)
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D.8 Change the status
stock, actif...) of an EQ

and conseguence

D.9 Change the state
ood, bad...) of an EQ

D.10 Write a note for an
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D.1 Transfer an EQ from one location to another
location inside your project

—> Open the page of the equipment you want to transfer (from Equipment application or one of the Fleet
management module)

—> Click in the bottom TRANSFERT EQUIPMENT
MEMO =0BDwe oo Wa? 8w

HISTORY

st _
INKED DOCUMENTS v av
e u < EQ32673 >

“EQUIPMENT CODE EQ-32673 * GENEWAL 5TATE  EXCELLENT - SSTATUS  ACTIF

u CHANGE THE STATUS.

IDENTIFICATION LOCATION PABENT EQUIPMENT

o MOBO2Z

ocose YEIISOFFE Parent equement cooe

L}

0 HILUX 4x4 (LAN) 6 seats, diesel LHD pick o Goudle cat Parert Equipment

CLASSIFICATION MANUFACTURER INFORMATION STAFF
*Famdy VENICULE - *@acd  TOYOTA Stalf code 3
po  TVEHPICKUP -

el HILUX LAN Mame

*MSF Cose  TTDYRALDOEL - * Manulaciunng year 2010 Function

wal N MRODBICDSKS142219 Sevce

—> Select the new location (2 options)

Option 1 : fill directly the name of the location in the “to location” box (it’s like a search bar). You can fill
the code of the location or the description

EQUIPMENT TRANSFER

TOSITE: MSF-F -
TOLOCATION  log =
i Code Description Mission | Project
YE115-OFFI- 2 YE115 - OFFICE - STORE2 YE1 YEI15
VEII5-0FFI-LOGS  YE115 - OFFICE - MAIN LOG STORE vEI YEI5
COMMENT ' yE115.KHHO-LOOF  YEI15 - KHAMER HOSPITAL-LOG OFFICE  YE1 vEns
YE115-OFFI-LOOF YE115 - OFFICE - LOG OFFICE YE1 YEI15

Option 2 : use the burger menu to open the tree view and choose the location.

SELECT A TREE-VIEW ELEMENT X
~

FILTERS

Display the system PRIMAIRE - Filter

TREE-VIEW

¥ g MsFF-MsFF
e ‘ YE1 - Yemen Mission
¥ gl YE115-YEI15- AMRAN PROJECT
gl YE115 RECEPT - YE115- EQUIPMENT RECEFTION
~ g YEV15EXHO - YE115- EXPAT HOUSE
* g YE115EXHOCLST- YEI15 - EXPAT HOUSE - CLEANER STORE
* gl YE115EXHODIRO - VE115 - EXPAT HOUSE - DINING ROOM

» ‘ YE115-EXHO-KITC - YE115 - EXPAT HOUSE - KITCHEN

Point of vigilance : /!\ you need to click on the * to see the sub-location. Then click on the text of the
final location to select it

= Fill the comment :

e The reason of the transfer (to replace EQ? New activities? Donation to who? If a loan, for how
long?...)

e For the long travel :
o Who is organising the transport and by which form of transport? (Go back to coordo
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with the LogCo)
o Who should receive it?

EQUIPMENT TAANSFER

Tips : the more precise you are in the comments section, the easier it will be in the future to understand
what has happened.. This comment can’t be deleted (unlike that of notes on the general page)

=> Click on the bottom TRANSFER
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D.2 Transfer an EQ of my project to another project?
(the sender)

1. You are the person responsible to send the EQ to another project

=2 Open the page of the equipment you want to transfer (from Equipment application or one of the Fleet
management module)

= Click in the bottom “TRANSFERT EQUIPMENT”
—> Select the EQUIPMENT RECEPTION location of your project

¥ gl MSFF-MSFF
> ‘ YE1 - Yemen Mission

v

‘ YE115-YE115 - AMRAN PROJECT

» cw YE115 - EQUIPMENT RECEPTION
= Fill the comment

=2 Click on the bottom TRANSFER
= Inform the receiver (by email, call...) that the EQ is in the reception

Point of vigilance : your EQ must to have the status "STOCK"

2. You are the person who received the EQ from another project

=2 Go the application RECEPTION

=2 Open the page of the equipment and follow the instruction of the D.1 Transfer an EQ from one
location to another location inside your project
e @ il & ? & d

BLOTI4Z Casier Départ

nnnnnn

BIOMED HOVA Statstrip ¥EI15- RECEPT 130092122111 275259

£ i 54
EQ-69671 1S TOBEDEANED [OUCOMETERRIISLeeR ay  BIOMED  NOVA  Swsmp  VENSRECEPT  seszizzin zmsass el O

o B 7: 5 nBE ALE [Seca 354), ehectroni, . o 22064
 acom % aeez  |vens  |Toscoa 3 .
B cenenaLDATA R faeosn  vENs  Tomcomwep 'NPAVTSCALE(ecadSOsecmec poucy  seo 354 P — wsass00n 264 200
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D.3 Transfer an EQ from another project to my
project (the receiver)

You received physically an equipment from another project, but this equipment isn’t in the reception
area

—> Open the application “ALL MISSION” in General Data module

—> Open the page of the equipment and follow the instruction of the D.1 Transfer an EQ from one
location to another location inside your project

il @ ? 80

ALL MISSIONS
Search
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D.4 Print Label (sticker)

To print new labels, you have two main options:
o Option 1: you have more than 1 sticker to print
o Option 2 : you have only 1 sticker to print

Option 1 : To print more than 1 sticker

=2 Open the application EQUIPMENT in General Data module

From this page you have the possibility to:

—> Select all the equipment you want to print:

a) Possibility 1: Print all labels according to the filters used: don’t check the boxes, just use
the filters, and follow step 3

b) Possibility 2: Print labels of a selection of equipment: you must check the boxes associated
with each equipment and then follow the steps below.
= i | R skl Wil @ ? & U

EQUIPMENT
Seaecn

[ : o [

COMPUTER laptog (Lenave 18043
P — " Lenowo  THGOP ACTIF EACELLENT 2018 YEVI5-0FFLLOOF PCOKRENK T 7000
COMPUTER laptop (Lenave
T440) qwe o

YENS  LAP.IZZ

LAP-033 n LENOVD T ACTIF G000 2015 YE115-OFF1LOOF PCOMBKED 779,00

nnnnn e comom wm vensomeoor e D g

[T " — H 22035
L A T350T STOCK EXCELLENT 2021 YENIS-OFFILOOF 5061 30FST ety 22
TER laptop (HF 840 GB 84068 22039

) querykeybonrd " e & et sT0CK EXCELLENT 2021 YE115-DFFILOOF S0G1200FZE e PR

Tips : you can check all box of the page by clicking on this box

=)

=2 Click on , A pop-up window will display:

REPORT CREATION

Quickreporting list

MSF400 - MSF400 - Labels (Small) - preferably in PDF

MSF4D1 - MSFADI - Labels (Large) - preferably in PDF

MSF402 - MSF402 - Labels (Small) with i - preferably in PDF

MSFAD3 - MSFA403 - Labels (Small) wiih QR Code - preferably in POF

MSFADA - MSFAD4 - Labels (Large) with QR cods - preferably in PDF

=2 Select the label size you want to print out by clicking inside the Quick Reporting list. Depending on
your choice of the label format, you will get the following printing formats:

LAP-122
SIN : PCOKRBXK MSF402 — Labels (Small)

CODE : EQ-14808 With serial number
[E£E
e

=2 Choose the type of format to export these labels — You need to choose a PDF document to fit the
standards MEMO stickers

E&E Lap-122
W : MSF404 — Labels (large)

M5F403 Labels (Small) [El& cope:eatason | with QR code and Serial number
With QR Code S/N : PCOKRBXK

808¥1-03
ZZT-dv1
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Quickreporting list  MSF404 - MSF404 - Labels (Large) with QR code - preferably in PDF -
QUICKREPORTING FORMAT

@) PDF Excel (xlsx) Word (docx)

v  LAUNCH

mowm W e on om

= Click LAUNCH

—> Once the format is selected — click the «Launch» icon to generate the report

J ALTAIR Enterprise 144 rev.45 X MSF404_—_Ftiquettes (Grande) ave: X + - a %
(& O 8 https/memo.msffr/altair/viewreport?outputformat=PDF&reporturi=/EQUIPEMENTS/MSF404 o @ L o =
o 1 | surt — + Zoomautomatique v Oann| »
~
o .

E .. CODE : EQ-14808

SIN : PCOKR8XK

Note : Depending on the internet browser you are using, you will need to allow pop-ups to be able to
print the data.

1 B | w

Pop-ups blocked:

« aboutblank#blocked

I @ 2 Always allow pop-ups and redirects from https:/

QO Continue blocking <o aele

Manage ’ m

Show 'hitp://www. com/popupd.html

2

=2 Try to print on normal paper first, to see if the labels are well aligned with the paper (by
transparency).

If it isn’t working, follow the next step. If it is working, put the sticker paper in the printer and print again.

—> Download the report and print it with abode acrobat following specifics settings. Some settings
need to be modified according to the model of the printer, the brand of the computer and the size of the
stickers. Ask your MEMO focal point for instructions about the print settings.

¢ @a®

Pay attention to how to put the paper in the printer (depending on the model: front or back, put the top
or bottom of the page). These settings work for the most of printers.
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Printer; HP LaserJet Pro M428f-M429f o2 Properties Advanced Help @
Copies: |1 = Print in grayscale (black and white) [ ] Save ink/toner @
Pages to Print Document: 8.3 x 11.7in
@ Al Current Pages |1 8.5 x 11 Inches
P More Options
1" Page Sizing & Handling @ Page Setup *
| Size Poster Multiple Booklet
O Fit () Actual size {
! () shrink oversized pages (®) Custom Scale: 100 %
[[] Choose paper source by PDF page size ’l
| Orientation: Paper
OAuto O Landscape
i see Ad -
| Comments & Forms A Automatically Select -
Document and markup | Summarize Comments
¢ Orientation Margins (inches)
g | @ Porait 1 1

Page 10f 1
1 Olandscape 1 1

Cancel 1

Print

Page Setup...

Cancel

—> Stick the sticker on the EQ

Point of vigilance:

- Don’t stick on a removable part (cover, battery cover, antenna, battery for radios, etc.)
- Clean and dry the surface before sticking

- Define the MSF number before printing the sticker

Option 2 : Print 1 sticker
=2 in GENERAL DATA module, open the application EQUIPMENT
=2 Open the page of the equipment you want to print

-— | - - Q Global search -
EMO = DB Des & wa?EEed
HISTORY
Site- MSFF
EQUIPMENT > v SAVE
F MAINTENANCE EQ-46164
Search Entry | WR-WO st asure points | Preventiv ops e
Y FLEET MANAGEMENT earch | Gemeral | Entry ~ WR-WO | History = Measurepoints | Preventivemaint  Stops  Timelin
& GENERAL DATA *EQUIPMENT CODE EQ46164 * GENERAL STATE EXCELLENT - *STATUS  ACTIF
I—— n CHANGE THE STATUS
LOCATION
IDENTIFICATION LOCATION PARENT EQUIPMENT
B company
# MSF Number KF-093 *Location code  KE153-OFFI = Parent equipment code =
£ sarr
*Description  MOTORBIKE XTZ125 with Courier Box Location  KE153 - OFFICE Parent Equipment
4 REPORTING B
n TRANSFER THE EQUIPMENT
& AL missioNs
4 EquipmeNT
CLASSIFICATION MANUFACTURER INFORMATION STAFF
% MEMO CATALOG
*Family VEHICULE - *Brand  YAMAHA Staff code 3
ADMIN : USER
*Type TMOT - *Model XTZ125 Name
¢ PATTERN: PM
*MSF Code TMOTGEN - * Manufacturing year 2020 Function
& PATTERN : METER
*Serial N° LBPKET179000030602 Senice

ADMIN : LOCATION

- Clickon #

, A pop-up window will display, and select your type of sticker

=2 you need to define the position (row, column) of the label in the generated document.
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REPORT CREATION X

Quickreporting list MSF404 - MSF404 - Labels (Large) with QR code - preferably in PDF -

QUICKREPORTING PARAMETERS

* Organisation MSF-FORM

*Site  MSF-F

*Equipment  EQ-46164 -

*Line number 4

*Column number 2

QUICKREPORTING FORMAT

I

(é) PDF () Excel (xlsx) 'C:‘ Word (docx)

v LAUNCH

In this example with Label sheet large, , 10 stickers are already used, you want to print in the yellow
position (Column 2, line 4)

L1C1 |L1C2

L2C1

L4C2

> Choice PDF and click LAUNCH
=2 Follow the instruction of the option 1
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D.5 Attach a document to the EQ and consult them
(laptop / tablet)

MEMO allows you to attach documents to equipment, WOs etc. This allows files to be associated with
equipment and at the same time to keep the history of all MSF equipment in the field.

Computer

—> Open the page of the equipment, the WO, etc. to which you want to attach a document.
= Click on the icon °

then select the option [Add a document]

o a 9 G =y Q Global search
»

Create
Save

Cancel

[(ory Measure points Preventive mi
Nange Status
TN
Add a document
&

Move equipment

IDENTIFICATION

* MSF Number ORDI63

* Description ORDINATEUR portable (Lenovo T440) clavier azer
A new pop-up appears

=2 Choose the type of documents (for example, Admin, Insurance, Maintenance, Rental or Technical)

ADD A DOCUMENT

P

6\ New file O Link () ALTAIR library O National library

* Folder ... -

* Document code 6290 * Description

The second part of the pop-up appear

% Browse

=2 Click on the button to get the file to be attached.
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ADD A DOCUMENT b4

|;} New file ",:..) Link 1:,: ) ALTAIR library  |{ 7» National library
* Folder ADMIN v
* Document code 6290 * Description

UPLOAD A FILE ON THE DOCUMENTS SERVER

% Browse

—> Add a description to this document otherwise it will not be taken into account by the system.
Note: The name put in the Description part will be the one used by MEMO to save your document.

Tips : for the description : put a date of the document (example “insurance 2023”) or the type of service
if it's a report (example “Service 45000km January 2023”)

—> Select the file from your computer and click “open”.

. OneDrive - MSF = & packup_bases_MSF_20161004 10/4/2016 5:18 PM  Dossier compressé 4801 Ko
g SharePoint | Catégories 3/14/2017 10:31 A, Document texte 1Ko
& MsF P21 How_to_access_solution 9/29/2016 327 PM  Feuille de calcul M.. 11Ko
y}::l Support arganisation 11/24/2017 250 PM  Feuille de calcul M, 9Ko
~ Bibliothéques
% Documents
5. Images
4 Musique
K vidéos
- i | »
Nom e Catdgories .

MEMO will upload the document, which will be confirmed by the appearance of the message:

V The file has been uploaded

—> Click on VALIDATE, or VALIDATE AND CLOSE, and the following message will appear to indicate
that the document has been uploaded on the database :

V Document successfully added

Tips : «VALIDATE» allows you to upload several documents one after the other without closing and
reopening the popup.

Consultation
= To see the linked documents, click on the icon LINKED DOUCMENTS

728 LINKED DOCUMENTS

Search General WR-WO History Measure points Preventive maint Stops Timelim

A dialogue box appears.

= To see the content of the document, click on Q or on the name of the document.

The document will then be downloaded
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LINKED DOCUMENTS X

€3 Equipment EQ-21051 B o DOWNLOAD ALL

M REFERENTIEL

EHOEZFR0664_EN (EHOEZFRO664_EN) P 7 Q
EHOEZFR0664_FR (EHOEZFR0664_FR) 8 7 Q

Tips : for the WO report by an external company, you can attach to the EQ and not the WO. It's easier
to have access afterwards (you don’t need to open WO by WO, you will see all of them on the same

page)
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—> Open the equipment application in MEMO, click on the bottom "Camera" @ or go on the tab
“Documents” and click on the bottom PLUS *

—> Select the document or take the photo

If you want to add a file already existing on the tablet (pdf document or picture already
took) click on (“Document”).
Choice the file in the tablet, it will download directly

If you want to take a picture, click on “picture”.

Take a photo
Click on “SAVE” &

= Click on the bottom of synchronise to synchronize with the server

VIEW  WISTORY DOCUMENTS

POX-018 (EQ-55421)

Locanon
1110 - Floer 3 (10110F3)

Oescription
OIMETER, PLLSE (Masimo RADS) + accossonies

Type
EEMOPOX

Famity
BOMED

Statos.
ACTF

Serial Number
NiSust

Labor In charge

Attach a document

Would you bke to take o picture of import a
document from your device 7

¥ T X 73%0 0930
g

-
I
+
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D.6 Link an equipment to another one (parent/child
EQ), consulate and delete

We speak of «Parent» and «Child» equipment when one equipment is located within another equipment. A
common example is a radio in a car. In this example, the car will be the «Parent» and the radio will be the
«Child»

Created the link

—> Go to the EQUIPMENT application, select the «child» equipment (the radio in our example) and open
its equipment sheet.

¢ >
EQ-2397

Search General WR-WO History Measure points Preventive maint Stops Timeline
* EQUIPMENT CODE  EQ-2397 * GENERAL STATE BAD bod *STATUS ACTIF
n CHANGE THE STATUS
IDENTIFICATION LOCATION PARENT EQUIPMENT
* MSF Number HFMOD109 * Location code ML106-BURE-EXTE = Parent equipment code  EQ-2428 =
* Description EMETTEUR-RECEPTEUR HF (Codan Envoy X Location ML106 - Bureaux - Extérieur Parent Equipment  MOB30

n TRANSFER THE EQUIPMENT

=2 In the PARENT EQUIPMENT section, select the parent equipment code (the car in our example).
This box is like a search bar : you can write the MSF number, EQ number, description... or you can
click on the burger menu to choose a value

[~ ] it
IDENTIFICATION LOCATION PARENT EQUIPMENT
*MSF Number  GPS-001 *Location code  YE115-OFFI-LOOF = Parent equipment code =
Code MSF Number Description Status Family Type Location Project

EQ-16066 008 HILUX 4x4 (LAN) 6 seats, diesel LHD pick-up double cabin ACTIF VEHICULE TVEHPICKUP MROFR22G2D0758743 YE115- OFFICE YET15
EQ-16067 MOEB-005 MINIBUS 4x2 (Hiace KDH) 15 seats, diesel LHD ACTIF VEHICULE TVEHMINIBUS JTFJKO02P200028981 YE115- OFFICE YET15
EQ-32673 MOB-022 HILUX 4x4 (LAN) 6 seats, diesel LHD pick-up double cabin ACTIF VEHICULE TVEHPICKUP MRODB9ICD5K5142219 YE115- OFFICE YET15
EQ-39521 MOB-026 LANDCRUISER 4x4 Petrol LHD hard-top GRJ76 ACTIF VEHICULE TVEH4X4 JTEEUT3JILF0015% YEI15- OFFICE YE115

Once selected, the equipment code and MSF number will appear.
= Click on SAVE

Note : To link two devices, the user must have access to the two technical families (eg a radio in a car.
The user, who wishes to link the radio and the car, must have access rights to both the Vehicle and
Radiocom families).

Consultation

To see the list of equipment linked to any parent equipment, simply consult its equipment sheet. You
will then see a list called « Sub-equipment list ».
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0f EQ-2428

IDENTIFICATION
mber  MOB3O

5 LANDCRUISER 4x4 (HZJ78) 11 sitges. dies

CLASSIFICATION

y VEWICULE -
pe  TVEHAX4 -
se TTOVLCTBONIL -

N — SAVE

LOCATION PARENT EQUIPMENT

de  MLI0GBUREEXTE

MANUFACTURER INFORMATION STAFF
*Brand  TOYOTA Staff code 3

sel HZSTS Nome

2015

N JTERE71J000083540

Note: You can link several children to a parent piece of equipment. In the case of a transfer of parent
equipment, the children will also automatically be transferred. The reverse is not verified.

Remark: During an inventory, equipment registered as children will only be visible if the user has
access rights to the family of the parent equipment (eg a radio in a car : a user, who has access rights
the Radiocom family, will only be able to inventory the radio if it has a right of access to the Vehicle

family)

Note: During an inventory, if the user has the necessary rights to see both families, the parent
equipment becomes a location for the child equipment

Delete the link

To remove the link between two pieces of equipment:

=2 Go to the child equipment sheet

—> Delete the code for the parent equipment.

= Click on SAVE

ODE EQ-2397

IDENTIFICATION

¥ Number HFMOD109

ription EMETTEUR-RECEPTEUR HF (Codan Envoy X

Search | General ' Measure p Preventive maint
* EQUIPMENT CODE  EQ-2397
IDENTIFICATION
MSF Number  HFMOD109
* Description  EMETTEUR-RECEPTEUR HF (Codan Envoy X

LOCATION

code ML106-BURE-EXTE

Location ML106 - Bureaux - Extérieur Parent Equipment

Bl roosren moe cauement
v SAVE
GENERAL STA BAD -
CHANGE THE S us
LOCATION PARENT EQUIPME!

Location code  ML106-BURE-EXTE

Location ML106 - Bureaux - Extérieur

TRANSFER THE EQUIPMENT
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D.7 Staff : definition, create him/her? Assign/remove
an equipment to the staff
Definition

A Staff is a person who has the exclusive responsibility to use the equipment. The staff is not the person
in charge of the maintenance of the equipment, but he is in charge to take care of it: report in case of a
problem, basic clean-up...

All equipment needs to have a staff attached: a computer given to someone according to his job, biomed
equipment for a specific nurse who is going to different health centres (only 1 user)

Equipment that doesn’t need to have staff attached: generator in the guest house, biomed equipment in
service in a hospital (different users), vehicle (different drivers)

Particularity case: computer for a server or one which stays in the corridor for Tembo training: a staff
“server unifield” or “training” can be created so that it can have a description and to allocate the EQ

Create a staff

MEMO isn’'t linked to HR software; you need to manually create each staff member of your project who
has an equipment.

=2 In the GENERAL DATA module, select Staff. You will see the list of staff of your mission/project.

=> Check if the staff isn’t already created or inactive (criteria / remove the filter ongoing)

l_-\
=2 |f not, Click on theicon “*

MEMO =(0) A i ¢

Site: MSF-F STAFF

Search

@ ceneraLDATA Pre-established Filters - ﬂ SEE CLAUSE
ot TREE-VIEW v Results
LocATION

R company

MSSION & PROJECT &

o4 RePoRTING -
~ ST4984 (=1)] conrs RESPONSABLE ADMIN ADMINISTRATION ACTIF Bismos Mirindi

® SSIONS
E AL misSIONS

o, ST4983 PK1 PK122 NBU Technical Refrent Medical ACTIF

ol
ST & ST4s81 PH1 PHI09 Log Sup LOG ACTIF Roje CORPIN GARCIA

o
- MEMO CATALOG * ST3316 so1 50102 SO102-NAM ACTIF S0102-NAM

A new staff page will be generated as well as a new staff number (ST-XXXX)

=2 Fill the information relating to this staff member according to these rules :

e |nthe "Role" field, the data entered must be in the form "PROJECT CODE-POSITION NAME" ex :
HT133-COLOG, ML101-LOGBASE.

The "First name, last name" field, copy the name of the "Function” field
Service: Medical / Pharma / Logistics / Supply / Admin / Operation / Communication
e Project : fill the Project Code (AA0QO) in this example MW110

General

*STAFFN'  ST-3706

ICE MEDICAL STATUS  ACTIF

EMAIL PHONE N* MOBILE N*

Tips: First name, last name: use the position name instead of the person’s name so that MEMO is kept
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up to date when the person occupying the post changes.

Tips: For Service, limit the different names helps to find a person. Operation is for PC, translator, Head
of mission...

Tips: don’t fill email and phone number: the contact list will be the best place for follow this information.

Assign an equipment to a staff

This step is after you have created the staff

—> Go to the EQUIPMENT application (or any fleet management application), select the equipment you
want to assign to the staff and open its equipment sheet.

—> Write the user's name in 'User Code' which is a search bare

Or click on the arrow + then on « choose a value »

caupenT >
EQ-14808

Search | General | Emry = WR-WO  History  Measurs Preventive maint Stops | Timeline

* EQUIPMENT CODE  EQ-14808 SENERAL STATE  EXCELLENT hd *STATUS ACTIF

n CHANGE THE STATUS

IDENTIFICATION LOCATION PARENT EQUIPMENT

* MSF Number LAP-122 * Location code  YE115-OFFI-LOOF Parent equipment code

* Description  COMPUTER laptop (Lenovo T460p) qwert Location  YE115- OFFICE - LOG OFFICE Parent Equipment

n TRANSFER THE EQUIPMENT

CLASSIFICATION MANUFACTURER INFORMATION
*Family 1T - *Brand  Lenovo Staff code
*Type ADAPLAP - * Model  T460P Neme
* MSF Code  ADAPLAPEL46Q - * Manufacturing year 2018 Function
* Serial N*  PCOKR8XK Service

—> Select the staff by clicking on

CHOOSE A VALUE

CONTACT CODE &

PROJECT ~ NAME < SERVICE <

UG117-LOGMAN

UG117-LOGMAN

UG117- LANDING SITE UG117- LANDING SITE
6Lz ACTMAN ACTMAN MED
[
|

UG117- LANDING SITE UG117- LANDING SITE MED
MEDICAL MEDICAL
ST-3107 uGn7 UGT17- MTL UG117-MTL MED
ST-3108 ueNn7 UG117-KACMAN UG117-KACMAN MED

Search General WR - WO History Measure points meline

* EQUIPMENT CODE  EQ-10685 MGJE EXCELLENT *STATUS SAV

n CHANGE THE STATUS
IDENTIFICATION LOCATION PARENT EQUIPMENT
- umber  ORDI63 * Location code  TD101-BURE-COLOD Parent equipment code =
* Description  ORDINATEUR portable (Lenovo T440) clavies Location TD101 - BUREAUX - COLOG Parent Equipment
u TRANSFER THE EQUIPMENT
CLASSIFICATION MANUFACTURER INFORMATION STAFF
* Femily IT *Brand LENOVO e ST-3348 3
“Type ADAPLAP *Model T440 TD101-FLEET MANAGER
* MSE Code  ADAPLAPELTAA * Manufscturing yesr 2015

*Serial N°  PCOSFSHB

—> Click on SAVE.

Remove a link between an EQ and a staff
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In the equipment page, delete the staff code and save

~

STAFF

Staff cod

Name TD101-FLEET MANAGER
Function TD101-FLEET MANAGER

Service LOG

Tips : don’t remove the link between the staff and the equipment when the EQ is OUT of fleet, so that
you keep the history.

=2 In the event of a position closure, you must inactivate the user in the "staff* application
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D.8 Change the status (stock, actif...) of an EQ and

consequence

—> Go to the EQUIPMENT application (or any fleet management application), select the equipment you
want to change the status and open its equipment sheet.

= Click on the bottom CHANGE STATUS
—> Select the new status =

HISTORY

Site: MSF-F

 MAINTENANCE ~

¥ FLEET MANAGEMENT
B GENERALDATA A
Ton TREE-VIEW

LOCATION

B company

§ EquiPMENT

EMO = a g & Q Global search il G ? £ <0
EQUIPMENT
EQ-46164
General | Entry  WR-WO  History = Measwrepoints  Preventivemaint.  Stops imeline
* EQUIPMENT CODE  EQ-46164 * GENERAL STATE EXCELLENT - *STATUS ACTIF
n CHANGE THE STATUS
PARENT EQUIPMENT
* MSF Parent equipment code =
* De} Parent Equipment
= | ACTIF Actif / Active
=, |DECLASSE Véhicule déclassé / Decommissioned vehicle
= fJout Sontie de parc / Out of the fleet
STAFF
s [REPAIR En réparation / Under reparation
o [stocK Stock
=, ] E-FREP E-PREP
SAV sAV

The consequence of the new status :

STATUS

DECLASSE
(only for vehicle)

REPAIR

CONSEQUENCE AUTMATICALLY

Initialise the equipment if this has not yet been done, activate the maintenance plan if
not already done

Ignore

Cancel all open WOs, deactivate the preventive maintenance plan,

Create a table for information about why the equipment is being put out of
the fleet,

e This equipment disappears for the applications “All mission”, “Equipment”,
Inventory, IT, Energy, Satellite, Biomed.
e This equipment appears in the application “OUT OF THE FLEET” in the
Fleet management module
For Vehicle / GMI
e Stop the follow up of fuel consumption
e In app Vehicle GMI, the EQ appears in grey
Ignore
e Cancel all open WOs, deactivate the preventive maintenance plan
Ignore
e Create a table for information about why the equipment is being put in SAV
status
e Possibility to print the SAV form
e This equipment disappears for the app “All mission”, “Equipment”, Inventory,
IT, Energy, Satellite, Biomed.
e This equipment appears in the application “SAV” in the Fleet management

module
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Note : when you click on the bottom “change the status”, MEMO saves the page. In case of an error
(missing mandatory information, MSF code don’t exist...) you will not able to change the status. An error
message on the corner will appear to explain what the problem is.

D.9 Change the state (good, bad...) of an EQ

=2 Go to the EQUIPMENT application (or any fleet management application), select the equipment you
want to change the state and open its equipment sheet.

MEMO =0BDwe oo a8
S F
 sie MSEE EQUIPMENT
EQ-46164

General | Entry WR-WO  History  Measurepoints  Preventive main

§ siomeD
* EQUIPMENT CODE  EQ46164 * STATUS ACTIF
¥ VEHICLE

ELLITE - EXPORT IDENTIFICATION : N PAREAT EQUIPMENT

o <
' SATELUTE - AOMIN * MSF Number ~ KF-093

GENERAL

STATE DEFINITION

EXAMPLE : EXAMINE LIGHT

EXCELLENT All functions working Just purchased
All functions working but start to need to do a little scratched
some repair, a little play between the elements
The second function not functional, the main Less light, the rod can stay on the same
function continues to work but less efficiency position
The main function of the EQ doesn’t work Don’t turn on
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D.10 Write a note for an equipment

=2 Open the equipment sheet
—> Write the note with the date of today and your function
—> Click on SAVE
Point of vigilance: Don’t duplicate information, example if the staff is attached to the EQ, it isn’t

necessary to confirm this information in “note” the risk is if one of these information isn’t updated, we will
have 2 conflicting entries.

Point of vigilance The history of the note isn’t saved. The important information about transfer EQ
needs to be written in the comments during the change of location

BDaes pccuins Wil @ ? & <0
EQUIPMENT v s

EQ6164

DE EO6164 *GENERAL STATE EXCELLENT - TSTATUS  ACTIF

IDENTIFICATION LocaTioN PARENT EQUIPMENT

ber  KFA83 *Locan e KEI530FF!

MOTORBIKE XTZ125 with Courier Box ocation  KE153 - OFFICE

[« [ ——

CLASSIFICATION MANUFACTURER INFORMATION STAFF

' LBPKE! 179000030602

LAST SURVEY

D ABoiT0
B AnbmasaL

Tip: To download all notes for all EQs, you need to download the MSF100 Equipment List report (last
column)
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CHAPTER E / INVENTORY

e E.OProcess. e FE.2 Follow up the inventory (lapto

e E.1 Perform an inventory (tablet

E.0O Process.

As a reminder, according to the Basics, you should take an inventory of your equipment every 4 months (in
April, in August and in December).

And for your information, any MEMO account can do an inventory of an equipment even if it is not listed on
its tablet.

When organizing an inventory, the list of locations to be inventoried has to be defined (example: offices, then
hospital, finally pharmacy,...), by following a few practical tips for inventory preparation, before and after the
inventory :

e Before an inventory, verify that all EQ have a unigue MSF number with the report MSF100D

e Before an inventory, identify the equipment without labels in order to assign them one.
o Note: if alot of equipment is unlabelled, you could review the reception procedure and define
who does what.
e Plan the different phases of the inventory and communicate the dates to the different departments.
o Note: To speed up the execution of an inventory, do it together with department managers.
e |dentify the HR who will take the inventory so that they can include it in their activity plan and can be
dedicated fully to it without being distracted.
o Note: as indicated in the Basics, inventories must be carried out by a person independent of
the day-to-day management (segregation of duties).
e Carry out this inventory over a short period of time in order to limit the movement of equipment.
o Note: if travel is imperative, it must be communicated in advance to the logistics team.
e After the inventory, manage the case of MISSING or never-inventoried equipment.
o Note: If necessary, take out this equipment from the fleet in agreement with the Coordination.
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E.1 Perform an inventory (tablet)

You must make an inventory on the tablet for each of these locations. To do this, you should follow the
following steps:
1. Purge the database then synchronize
o Clean the data from the tablet and download the MEMO database from the internet
o Note: If you have WOs already treated on your tablet, synchronize BEFORE purging,
otherwise you will lose all your work
2. Define the scope of the inventory,
O You choose the location and its sub-locations on which you will make the inventory.
3. Indicate the inventory location,
o For each location (ward, room, floor ... depending on the organization of your tree-view),
you indicate where you are.
4. Inventory the equipment,
O You indicate the equipment that are found, missing, transferred and you check for those
that are not found.
5. Finalize the inventory.
O You complete the inventory and synchronize the data with MEMO.

Purge the database then synchronize

=2 Click on the MENU = then on SETTING then click on the following button PURGE THE
DATABASE , then VALIDATE ¥

Altair o U]

Settings
Général

https://memotest. msf.fr/altairtestrest/

MSF-FORM

Work order

365 last days

30 net days

Work request

30 st days

30 next days

Planning

365 Tast days

30 next daye

8 H

% @

The reason for this action is to erase the data of other users, to empty the data and thus to ensure that
the synchronization will perform the exact copy of the MEMO database on the tablet

. O Global synchronization
— Click on GLOBAL SYNCHRONIZATION
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Define the scope of the inventory

—> Click on the menu = then click on the option EQUIPEMENT SURVEY

4 Equipment survey

—> Click on the button + o to create a new inventory:

=  Equipment survey

Step 1: select location

Q search Y s
ROOT_TYPE MSF-F

Root MSF-F

2]
:::—: v 2 l.:’-do«.h Mission v

| £°
I\

Step 1: select location

Q search Y $
ROOT_TYPE MSF-F BD1 B8D108
Bangladesh Mission BD108 - GOYALMARA HOSPITAL
BD108 - GOYALMARA BD108 - EQUIPMENT
9 HOSPITAL V 9 RECEPTION
BD108 BD108- RECEPT \

9 BD108 - Project Guest Housgs

9 BD108 - Goyalmara Hospital

BD108 - Project Logistics
Warehouse

9 BD108 - Project Office '
9 BD108 - Central Pharmacy
€ PHAR o

—> Browse the project tree-view by clicking on the locations. And click on the button X of a
location to define the inventory scope : You will be able to inventory all equipment of this location

and of its sub-locations.

Example : If you make an inventory of guest house, you indicate the location « BD108— Guest house».
Point of vigilance: When choosing the scope of the inventory, ALWAYS choose the primary location.

For example, to inventory ER and then ICU, choose "HOSPITAL" and not Emergencies, in which case
you will have to repeat all the steps after synchronizing once the ER inventory is complete.

Start the inventory: indicate the inventory location

You can browse the tree-view by clicking on one location on the list
—> Click on the location you want to inventory (the room where you are) in order to select it.
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Example: During the hospital inventory, when you enter into the intensive care unit to perform the
inventory of its equipment, you indicate the location « Hospital — ICU ». You can come back to list of
service of the hospital by swiping the finger from the right to the left.

15:45 Wed,31Jan B 15:45 Wed,31Jan B

15:46 Wed, 31 Jan B

Step 2: find equipment Step 2: find equipment

Step 2: find equipment

Q search Y 2 Q search Y ¢ Q Search '
ROOT_TYPE MSF-F BD1 ROOT_TYPE MSF-F BD1 80108 801 80108 80108-HOSP BD108-HOSP-LABO
MSF-F Bangladesh Mission BD108 - GOYALMARA HOSPITAL BD108 - Goyalmara Hospital BD108 - Goyalmara Hospital BD108 - Hospital - Laboratory
o ‘Bangladesh Mission 9 BD108 - GOYALMARA HOSPITAL 'BD108 - Goyalmara Hospital 9 BD108 - Hospital - Antenatal care unit 9 BD108 - Hospital - Antenatal care unit
801 8D BD108-HOSP. BD108/HOSP-ANCU BD108-HOSP-ANCU
80108 - Hospital - Acute watery BD108 - Hospital - Acute watery
diarrhea diarrhea
BD108-HOSP-AWD

° BD108 - Hospital - Bore Hole
BD108- HO

9 BD108 - Hospital - Egfergenc
BD108-HOSP-£R
9 BD108 - Hospital - Cberator room
BD108-HOSP-GENR

BD108
LD 8008 - Hospital - Emergency
Rl i

550 - osoital - Generatorroom

80108 - Hospital - Health promotion
om

BD108 - Hospital - Health promgg®
room

BD108-HOSP-HP D108-HOSP-HP
p108 - Hospital - Inpatient
erapeutic feeding center

° BD108 - Hospital - Inpatient
108 HOSPTFC

therapeutic feeding center
BD108-HOSPATEC

9 BD108 - Hospital - Kids comer QY £0108 - Hospital - Kids corner

BD108-HOSP-KDCO BD108-HOSPKDCO
9 BD108 - Hospital - Laboratory v 80108 - Hospital - Laboratory

BD108-HOSPAABO BD108HOSP-LABO.
9 BD108 - Hospital - Laundary 9 BD108 - Hospital - Laundary

BD108-HOSP-LAUN BD108-HOSP-LAUN
9 BD108 - Hospital - Logistics office v BD108 - Hospital - Logistics office

864 s 8D108-HOSP-LOOF

BD1 SP-LC BD10¢ P-LOS CEN-003

£Q.61679

Then you access the list of equipment that are supposed to be present in this location:

The meaning of the different color/button/icon

4

Grey background : Equipment inside in this location

¢Grey background : Equipment with child : click on it for doing the inventory of the children

Q

Blue background : location empty (no EQ inside or sub locaton)

Blue background : No children equipment

L

Q displays its details: Code, MSF number, serial number, note, status and original location. It is also

possible to access its “Full record” for have the staff attached. Press
button on the bottom of the tablet) to come back to the inventory.

or < (touch or physical

A
Equipment no treated (wait to have an inventory status)
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Found (in the right location) [FR : Trouve]

=

Move (found in another location) [FR : Déplacé]

Missing [FR : Manquant]

o2 8
Change the inventory status manually (found or missing)

Add an equipment under this location by scanning his MEMO sticker (QRcode or barcode) or
by scanning the manufacturing sticker with the QRcode or bare of the serial number.

Add an equipment under this location by filling the equipment code (EQ-XXXX) or his serial
number and click OK

Equipment survey Equipment survey

eg-226d

f18puhn

CANCEL 0K or CANCEL OK

Automatic message possible following these actions:

Equipment eq-60696 has been found

: the EQ was already under this location. Now the
EQ has the status "FOUND"

. Equipment eq-60696 has been moved on location

0N : the EQ was in another location. It is now
under this location with the status "MOVE". Don't touch again his inventory status! If you change to
"FOUND", the equipment will be send back to the previous location.

o Unknown code. To create this equipment, use web interface.

o If you scanned a MEMO sticker, this can mean that :
®= The equipment is registered in another mission (another country)
=  The equipment was remove of the database by administrator (example : decision
LogCo to stop to follow a type of EQ)
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If you scanned a manufacturing sticker

The equipment doesn't exist in MEMO

The serial number wasn't record in MEMO in the same way than the manufacturing
(with space in the sticker, without space in MEMO, or the barcode include (21) like
glucometer nova; or in MEMO "to be defined")

o If you filled manually the EQ code :

The indicated equipment code is spelt incorrectly (example forget to put "-" between
EQ and the number)

The equipment is registered in another mission (another country)
The equipment was removed of the database by administrator (example : decision
LogCo to stop to follow a type of EQ)

o If you filled manually the serial number :

The indicated equipment code is spelt incorrectly (example record in MEMO with
space but you fill without space in the tablet)

The equipment isn't record on MEMO : You need to create it after the inventory and
print a sticker.

Note : If you scan an equipment that is “OUT of Fleet”, MEMO will change the status as in “Stock” and
it will re-appear in the fleet. it will appear on the tablet and again in the “equipment” app.
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15:46 Wed, 31 Jan B N{ 2.4 80%a

Step 2: find equipment

Q Search Y —
BD1 BD108 BD108-HOSP BD108-HOSP-LABO
BD108 - Goyalmara Hospital BD108 - Hospital - Laboratory
9 BD108 - Hospital - Antenatal care unit AIR-106
BD108-HOSP-ANCU EQ-61167
. AIR CONDITIONER N
9 BD108 - Hospital - Acute watery inverter, TR
dianhea ﬁ 230V-240V,1200BTU XV
BD108-HOSP-AWD split unit
9 BD108 - Hospital - Bore Hole ENERGIE - CCLIAIR
BD108 - Hospital - E ARl
9 BD108 I-—iO(S)TDpIIE; e Eolile:
) ) AIR CONDITIONER =
9 BD108 - Hospital - Generator room » inverter, Q {@x)
BD108-HOSP-GENR Dy 23(_)V-240V,1 200BTU >
split unit
BD108 - Hospital - Health promotion ENERGIE - CCLIAIR
9 room GOOD - 2019
BD108-HOSP-HP UPS-012
BD108 - Hospital - Inpatient EQ-61178
9 therapeutic feeding center (Delta-BACK-UPS 6K) TR
BD108-HOSP-ITFC [L:'J ELECTRONIC UNIT Q _@;/
(=) *
9 BD108 - Hospital - Kids corner WITH T6%5AH
BD108-HOSP-KDCO ENERGIE - PELEUPS
GOOD-2018
9 BD108 - Hospital - Laboratory T
BD108-HOSP-LABO EQ-61233
9 BD108 - Hospital - Laundary :Opl\illgs(é%;@éR%GB
: J g g e ¢
BRICBE05R LA w15, 6TH GEN, 2.3 GHZ, Q @
1 -
9 BD108 - Hospital - Logistics office [GENERIC] Computer
BD108-HOSP-LOOF Bpep
IT - ADAPLAP
9 BD108 - Hospital - Logistics store GOOD-2017
BD108-HOSP-LOST CEN-003
9 BD108 - Hospital - Maternity EQ-61679
RN1NQ.HNQD.NMAT CENTRIFUGE. - TR

- ©0
m m

To finalize an inventory

If you press the “Back” physical button , you will access the ongoing inventory summary.
e This summary displays:

When the inventory was created

Who created the inventory

The inventory location

The number of equipment with the status :
o «Found »

o « Transferred »

o « Missing »

751187



MEMO User Manual ENG 2024

— ) 5o a1 s g = 00%
— Eqmpmentsurvey 17:25 Wed, 31 Jan B3 X =4 100%0

=  Equipment surve
Creation date gaiE ¥
31 January 2024 16:34

Creation date

Created by 31 January 2024 16:34
Simonmio@memao
Created by

Location Simonmio@memo

BD108 - Goyalmara Haspital (BD108-HOSF) Location
MNumber of found equipment BD108 - Goyalmara Hospital (ED108-HOSP)
7 Number of found equipment
Mumber of moved equipment 8

o]

Number of moved equipment
w2

Mumber of missing equipment
%

Mumber of missing equipment
® 2

This survey will be sent during the next synchronization

(1) (2}

The button @ continues the ongoing inventory.
The button o closes the ongoing inventory.

The button deletes the ongoing inventory.

=> Close the inventory by clicking on the bottom STOP o

All the inventory data is recorded locally on the tablet but not on the MEMO server, until it is
synchronized.

—> Enter a Wifi zone and make sure that the tablet is connected, click on the button SYNCHRONISE

0 to send the data to MEMO.

Point of vigilance : Wait until the end of the synchronization before moving the tablet (to ensure
that the tablet always has the Wi-Fi connection during synchronization)

When the synchronization is complete, the inventory information is visible in MEMO website.

—> After tablet synchronization, you need to control the inventory : on the application “Inventory status”
look for the equipment that haven’t been recorded as “FOUND” or “MISSING” or “MOVED”. After
having cross checked, you will have to record them as “MISSING” if you cannot find them.
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E.2 Follow up the inventory (laptop)

Reminders :

- According to The Basics, you should perform an inventory of your fleet of equipment every 4 months.
- E.1 Perform an inventory (tablet) explains how to perform an inventory using the tablet

At any time, especially just after having performed an inventory on the tablet, you can check the
inventory situation of your equipment in MEMO.
To do that, you have several options:

1. The « Inventory status » application, allows you to consult the status and the date of the last
inventory of your equipment

2. The « Inventories follow-up » application allows you to revise an inventory

Note : This application can only be accessed by Logistic Managers and Logistic Coordinators

groups

3. The « Inventory Follow up » report summarises the equipment with the date and the status of
their 2 last inventories.

« Inventory status » application

The « Inventory status » application of the « Fleet management » module gives you the date and the
status of the last inventory of your equipment.

DESCRIPTION & FAMILY $ BRAND & 6 S SAls ¢ STAIE ¢

STAIUS

< MO < we DATE
 — ) c—  — —  —
T47 ACTIF EXCE T L

Tips : For the date filter, you can use the symbols > or < and indicate a date (example : « >
01/01/2019 »)

Two filters are available to quickly identify the equipment inventoried less than 4 months ago, and the
ones still to be included in the inventory :

% siome

o0

o
# cmi

B SEE CLAUSE

o
¥ SATELLITE - GPS

@ IT- COMPUTERS STATUS & STATE

e & DATE STATUS
. e e

G IT - CONNECTIONS

"Inventories follow-up" application

To revise an inventory, access the « Inventories follow-up » application in the « Fleet management »

module. This application also makes it possible to perform the punctual inventory of one or more devices
on MEMO.

Reminder : The most suitable method to perform an inventory is by using the tablet.
Choose the location and tick the box « Include all location children ».

Note : If you do not tick the box, the listed equipment will be those whose location is limited to only those
which exactly fit the criteria in the main, or parent, location

The Equipment to be inventoried table then lists all equipment which matches the selected criteria:
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FILTER EQUIPMENTS TO SURVEY

Missson Ma

® SATELUITE - EXPOI

¥ SATELLITE - ExPORT

& SATELLITE - Ao
FELLITE - AC

® SATLLTE - oPs

® samuun

& 17 - computens INVENTORY - INFORMATIONS LAST SURVEY DATE INVENTORY - VERIFICATIONS

o o
® 17 - connEcTIons TR -

& nECEPTION
& neceemion 3

o
& sav

& ouT OF THE FLEET
cooe bna) MM ey e Mo SNALN SIS | SIAE  DNE  COMOMLOCKIN | SIAIE  RWLOCAMN | MOWSINT
& mvenronss rouow.r onam .

$ Avoimonal , Eoien  Mu2) e 7 S

€, Aomin - sPaRE

§ GENERALDATA

mmmm

Tp TREE VIEW
; = - 9 s ExceLLEny 22/04/2020 MLIOGHOPLLAR

The different filters you can use are :

- The general information
o Location, Family/Type/MSF Code, serial number

- The information from the previous inventory
O Status, who did it, date

- Two specific filters
Equipment to be searched following an inventory

FILTER EQUIPMENTS TO SURVEY
Location ML = Description  Mission Maki

include all location children ? | Family -
Equipment description Type -
Serial number MSF Code -

INVENTORY - INFORMATIONS LAST SURVEY DATE INVENTORY - VERIFICATIONS

ast mventory status - After Equipe
Last inventerist 3 Before Equipment remair
Never inventotied

o Equipment not inventoried for more than 4 months

o The Equipment to be inventoried table displays the following data :

EQUIPMENT TO BE INVENTORIED TABLE VALIDATE INVENTORY CANCEL &

PROJ MSF NUM FAMILY BRAND MODEL SERIAL N* STATE CURRENT LOCATION NEW LOCATION * NEW STATE

STATE
(INVENTAIRE)

DATE
(INVENTORY)

5/04/2020 NON TRAITE

v EOC10463  WML12) HAE-069 BIOMED HEMOCUE  HB 301+ 1715821187 STOCK EXCELLENT : a1 ML121-HOPLBLOP TROUVE =

v EQ10496 MLI06 NEC-016 BIOMED PARI BOY z"‘R'MDE‘LE AC16E05362 REPAIR BAD ??S:zuzo ML106-HOPLETAL-BIOM DEPLACE = NON TRAITE>
v EQI0585 MLI2T WALD09 BIOMED NUFER ;j:}‘""f”" 1498-31117 ACTIF EXCELLENT :5;/3;::1020 ML121-HOPLNEON TROUVE =  NONTRAITE®
« EQ1060 ML106 VWS-001 BIOMED GERMFREE VWS C-2809 ACTIF EXCELLENT fi t"f‘"‘)”m W TROUVE = NON TRAITE>

- The general information of the equipment listed according to the filters, in particular the information at
the last inventory

- The data for the update of the inventory. For each piece of equipment, this is its new Location and its

new Inventory Status.
The « Non traité » status indicates that no treatment will be done on the piece of equipment when

clicking on "Validation of the inventory"

- The possible actions are :
O « Validate inventory » saves all inventory update data
Any update performed via this action will appear in the equipment inventory history.

o « Cancel » does not take into account the inventory update data

«MSF100 Equipment list » report

To assist you to do this, check or control an inventory, a report lists all the equipment registered to your
project or your mission. Among other information, this report indicates the date and the status of the last

inventory of each piece of equipment.
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The report can be found in the « Reporting » application of the « General data » module and more
specifically in the « 1. Equipements » category. This is the « MSF100 — Equipment list » report.
Run this report in Excel, indicate if you want the list of all the equipment or those of a particular family,

then « Launch »:

A B £ D E F ] H ] J K L M N g P a
= m e Equipments list{ Printed D42712020 at 1154
L | Msam o | Famin v | Twe v | MsFeos o Desciiption. v| Bt o Motel v | Seialmumbe . | A Location v Bonower | Statw + [Generals +
3 o Jwem oo e e

Lastsur
state

v| e

oeusn TRV

oo e seoner e sTocx

05 -+0Pss-ETagE - ATELERENOMED Far e s [oertace :

4 Ems oo ecuen B pariEor Frrrcetes acremE =
TROUE [T

5 o |vaons scuen evova EEMOVAED- | RAMFE CHALFFANTE POUR BESES)

= Cecsnerm 603 w3 e Ea ey

The O and P column show the information from the last inventory.

«MSF110 Inventory monitoring» report

To go more deeper in the analyses, the report inventory monitoring indicate the 2 last inventories for

each EQ and in the last column what you need to do :
o No action : the EQ was inventoried these 4 last months (can be missing, found, moved)

O To be inventoried : the last inventory of the EQ was more that 4 months
O To take OUT : the 2 lasts inventories status of the EQ were missing ("manquant” in french).

Point of vigilance : Before to put OUT the missing EQ, check there is 4 months between the 2 missing
dates of inventory.

Last inventory Before last inventory
Date = Status |, By = Date = Status |, By = Situation .
29/12/2023 12:16 TROUVE elec@ng116 24/11/2023 10:50 TROUVE elec@ng116 No action
14/12/2023 14:42 TROUVE biotech@ng116 07/08/2023 20:50 TROUVE c-biomedref@ng1 To be inventoried
15/12/2023 15:57| MANQUANT biotech@ng116 06/08/2023 16:02| MANQUANT c-biomedref@ng1
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CHAPTER F/ MAINTENANCE

Global process maintenance in MEMO

F.0.0 What maintenance are we e F.0.1 What are the application in

following in MEMO? MEMO for the maintenance?

Preventive maintenance

F.1.0 Process F.1.4 Manage a contract with
external company.

F.1.1 Schedule the maintenance plan

and extract the chronogram F.1.5 Create a preventive Work
Order (laptop only)

F.1.2 Re-schedule a group of

maintenance plan F.1.6 Fill a preventative Work Order
and print it (tablet / laptop)

F.1.3 Check the schedule the

preventive maintenance F.1.7 Change the frequency of the
maintenance plan

Corrective maintenance

F.2.0 Process e [F.2.3 How to fill a corrective Work
Order? (laptop / tablet)
F.2.1 Create a Work Reguest? (Tablet)
e [.2.4 Filter corrective Work Order in

F.2.2 Create a corrective Work Order the app “My WO” and “All WO”?
and print it (laptop / tablet) (laptop)

Maintenance Follow Up

F.3.1 Check that the maintenance is e F.3.4 Extract the measurement
carry-out points

F.3.2 Close a Work Order? (PC) e F[F.3.5Cancel WO

F.3.3 See archived Work Orders
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F.0.0 What maintenance are we following in MEMO?

Preventive
maintenance of
active EQ not
recorded in

Preventive Preventive

maintenance not maintenance of

EQ in stock

yet created in
MEMO by
Technical (every

referent Gmonths)

EQ record in MEMO
with a preventive
maintenance plan
Preventive

Preventive .
maintenance

maintenance of done by

infrastructure ]
medical team

Preventive
maintenance
done weekly
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F.0.1 What are the application in MEMO for the
maintenance?

APPLICATION DECRIPTION

Technician

profile Only open WOs that | am in charge of

- Open WOs that | am in charge of (Scheduled @ or

Others late @)

profiles - Open WOs without labour in charge (to sched © or late
(log slup, @)

resp log, ) o ]

Colog) WOs waiting to be closed (22-DONE, Irreparable, ...)

(completed O)

Technician | Consultation only All open WOs of all families | can

profiles see, for all locations | have access
¥ AllWO

Others

profiles

All open WOs of all families | can see, for all locations |

log su
(log sup, have access

resp log,
Colog)

List of EQ with the maintenance done by external company

ﬁn' EXTERNAL MAINTENANCE
& BIOMED SCHEDULE

& MECA SCHEDULE

List of preventive maintenance plan for the Biomed equipment

Dashboard about the preventive maintenance of GMI and Vehicle
(estimation the next date of the service)

r
g METER List of the measurement point (included or not in the WO)

& ALL FAMILIES SCHEDULE
MAINTENANCE PLAN

List of all preventive maintenance plans

Catalogue of all preventive maintenance plans (no link with your
project)
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F.1 PREVENTIVE maintenance

F.1.0 Process F.1.4 Manage a contract with
external company

F.1.1 Schedule the maintenance plan

and extract the chronogram F.1.5 Create a preventive Work
Order and print it (laptop only)

F.1.2 Re-schedule a group of
maintenance plan F.1.6 Fill a preventative Work Order
(Tablet / laptop)

F.1.3 Check the schedule of the

preventive maintenance F.1.7 Change the frequency of the
maintenance plan
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F.1.0 Process of preventive maintenance

Status of the maintenance plan :

In MEMO, we can decide if we want that the Work Order are generat automaticly or if we want to
create each of them manually. According to the type of EQ, we will use one strategy or the other one :

b, ©

BIOMED ENERGY WATSAN  COLD CHAIN

% C
MEMO automatically generates the WO at

PRINTER TOOL RADIOCOM INCINERATOR
the frequency indicate in the PM (every

month, 3 months, 6months..)

VEHICULE GENERATOR LAPTOP

WORK ORDER

The supervisor or the mechanic

up
create manually the WO before the
it

Cycle step :

MEMO will generate the next WO according to the cycle of the maintenance defined in the Preventive
Maintenance plan of the EQ (PM-0000). Each cycle step have a number. The fist have number 10, the
second 20, etc

This number corresponds to the line number in the maintenance types table.

The same cycle step has a different meaning depending on the type of equipment:

Type of maintenance EQ /Number cycle step 10 | 20 | 5
1 type of maintenance (monthly) Dosatron M

1 type of maintenance (quarterly) Pulse oximeter Q

1 type of maintenance (biannual) Examination light B

2 type of maintenance (monthly and quarterly) Air conditioner M M

2 type of maintenance (fortnightly, quarterly) Sensitive air conditioner F F

3 type of maintenance (monthly, quarterly, annual) Oxygen concentrator M M

3 type of maintenance (A, B, C) with ABAC Vehicle A | B |

Example with the air conditioner (2 types of maintenance ; monthly (inside unit) and quarterly (inside +
outside unit) :
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After 1 month After 1 month

WO Monthly WO Monthly WO Quarterly
(Cycle step 10) (Cycle step 20) (Cycle step 30)

W -

After 1 month

Example with a dosatron (only 1 type of maintenance every month)

WO Montly

After
(Cycle step 10)

1 month

Example with a pulse oximeter (only 1 type of maintenance : every 3 monts)

WO Quarterly

After
(Cycle step 10)

3 month

Work order status

When the preventive maintenance plan is well schedule, the technician will receive the WO he need to
do.

All WO created or generated have the status "20-APPR" as the request of corrective intervention is
approved, the preventive intervention is approved.
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WORK ORDER STATUS (common situation)

WORK
ORDER

WO OPEN

(not archived)

WORKFLOW

3

\

~

- %
w WO ARCHIVED

Work

Work

.

;

21-STAND BY

20- APPRO 22- DONE N 30 - FERM )

WORK ORDER STATUS
WORK _— A
WO OPEN \ WO ARCHIVED

20 - APPRO

=
S
&
3
S P
- A
3 L4
s Equipment 4 WO closed
e irreparable
23 . IRREP 30 - FERM
()
New wWo
int:;?;;ﬂon cancelled
24 - NEWINTERVENTION 40 - ANNU

\_ I
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PROGRESS STATE MEATING AND ACTIONS

@ PLANIFIE / WO with a person in charge, a date of schedule less than 7 days after

SCHEDULED today
If it's a preventive maintenance WO : schedule information is missing :

@ APLANIFIER / can be either no date scheduled or no person in charge
TOSCHED If it's a corrective WO : can be okay or can be due to missing schedule

information

@ ENRETARD

J LATE This progress state appears after 7 days of the schedule date of the WO,

(7 days after the schedule and the WO s still not completed (status 20-APPR)
date)
& TERMINE/ The WO is done (22,23,24) or closed (30)
COMPLETED
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F.1.1 Schedule the maintenance plan and extract the chronogram

To initialize an Equipment and activate its Maintenance Plan, the equipment must be already pre-
existing in MEMO. If the equipment does not exist in MEMO it needs to be added first (Refer to C.1
Create a new equipment (generally local purchase)

For an equipment to be activated for the first time

=» On the equipment sheet, when you change the status, from “Stock” to “Actif”, a pop-up does
appear to set-up the Maintenance Plan. The initialization is automatic.

= Fill the pop up

B2 LinkeD bocumenTs < BIOMED >
£Q12338
earch G Techr Entry = WR-W History = Messure point Preventive maint top

hnical Specifications

* EQUIPMENT CODE  EQ-12338 * GENERALSTATE GOOD

NCE 10-(220V 365W) EXTRACTEUR 02 (DE VILBISS 515AKS+0SD) / CONCENTRATOR 02 (DEV

biotech@iq2 ¥
N o
*STATUS ACTIVE :
-
been updated

o Next sequence: you can choose the type of service which is part of the maintenance plan
cycle (monthly, quarterly...)

o Labor: the person in charge of the maintenance for this equipment (the one receiving and
treating the Work Order)

o Next launch date: the date the first service will be scheduled

O Status: status of the Maintenance Plan : active > generate automatically by MEMO

—> Click ACTIVATE
Now, all PREVENTATIVE Maintenance for this equipment will be automatically generated by MEMO

and sent to the assigned Technician — as well as appearing with a ‘Next Estimated Service’ in
Maintenance section under BIOMED schedule.

Re-schedule: Configure the maintenance plan in detail

=> On the tab “Preventive maint.”, you can change the parameter of the Maintenance Plan : click on the
link PM-XXXX
MEMO =E0BO2=s& 8o Wil @ ? & O

HISTORY
o
== — o ’ T

MSF NUMBER  CON-001

-
EQUIPMENT CODE  EQ12338
FPTION CONCENTRATOR OZ (DeVillias 515K5+05D) 220V 365W + access.

EXTERNAL MAINTENANCE

FREQUENCYUNIT & METERFREDUBNCY & CATEGORY

WO-IERS

. 1 e w5 Totak; 1
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When you click on this code it opens up a window, which is the page associated with configuring the
parameters for the automatic triggering of the Preventive Maintenance Work Orders.

Enter the type of maintenance operation you wish to trigger (based on the
maintenance cycle detail below) if you don’t want to start from the beginning Select Active

of the maintenance cycle

- BACK BIOMED SCHEDULE v SAVE
PM-3428
General
£ PM3428 IN (DeVilbiss 515AKS 220V 365W) CONCEN STATUS INACTIVE hd

0E EQ12338 ER CON-0D1 EQUIPMENT STATUS  ACTIF

00E  10241-PHAR CATION 10241 - PHARMACY
INFO ABOUT THE LAST TRIGGER INFO ARQUT THE NEXT TRIGGER | Worning: the status of the QUIPMENT and the maintenance plan are nat
consistent
Last WO Code  WO-33618 * ervice 10
Type MENSUEL ype MENSUEL
Status  40-ANNU Next Ser. to pfTenlized on  08/04/2022 00:00]
Status date  25/04/2019 15:54 O | apr v | 2022 - Enter the date and time
s M T w T F 8 of the next service
CORRECTIVE MAINTENANCE PREVEN 1 2
3 4 5 1] 7
n NEW CORRECTIVE WD 10 n 12 13 " 16
7 18 19 20 2 =
u n 3 v @ » Enter here the login of the

TIME-BASED TRIGGERIN@
Time 00:00

person responsible for
maintaining that equipment/

Frequency 1

quency unit  MOIS

Current Date Close // family of equipment
MAINTENANCE CY(J DETAILS =

DESCRIPTION

(220V 365W) EXTRACTEUR 02 (De Vilbis:
CONCENTRATOR 02

bistech@iqz ¥ ¥

(220V 365W) EXTRACTE!

CONCENTRATOR IGHCTIg ¥ 3

(220V 365W) EXTRAC
COMCENTRATOR 02 (f

blotech@ia2 ¥ Enter here the name of the
external compangy in charge of
the preventive maintenance

Vigilance point : for vehicle, generator, motopump and computer : the preventive maintenance plan
status is “MANUAL”

Now all PREVENTATIVE Maintenance for this equipment will be automatically generated by MEMO
and sent to the assigned Technician — as well as appearing with a ‘Next Estimated Service’ in the
Maintenance section under all families schedule.

Desactivate preventive maintenance plan

=> For deactivate the preventive maintenance, change the status of the PM by “inactivate”. This operation
is possible only when all WOs are closed or cancelled and the preventive maintenance plan well

schedule

PM STATUS INACTIVE
n CHANGE THE STATUS

EQUIPMENT STATUS REPAIR

Tips : if you change the status of the equipment from active to stock or OUT, SAV, the preventive
maintenance will be automatically deactivated and the WO cancelled.

Extracting the chronogram for a global view on the maintenance setup

=» Under the General Data Module, Click on Reports Application and then Click on the [Family]
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section and click Chronogram.

MSF004 - Chronogram : BIOMED

QUICKREPORTING PARAMETERS

MSEE

MSF004 - Chronogram : BIOMED (MSF004)

MSF210 - Suivi BT par mois / WO FollowUp Per Months (BIOMED) (MSF210)

QUICKREPORTING FORMAT

With this report, users can view all the data associated with the Biomedical equipment

@)
©)

(@]

Has a technician been assigned for the maintenance?

Is there equipment in STOCK, REPAIR, SAV, OUT OF FLEET but the Maintenance Plan is
still activated?

Is there a company assigned to the equipment?

What is the workload according to available technicians in the field — perhaps look to
change the trigger dates to spread the work more evenly?

Is the equipment in different locations being adequately serviced? There are many useful
indicators and it is a very helpful tool to have a global overview on the Biomedical
Maintenance Plans.
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F.1.2 Re-schedule a group of maintenance plan

Situation 1: According to the planning of schedule between 2 dates : You are going holiday or for a
training... and you don’t want to have WOs created during this period : you need to change the schedule of
all maintenance plans during this period

Situation 2 : According to the location : all biomed EQ in the OT need to be re-scheduled to another
week

Situation 1 : between 2 days

=» Go to the application ALL FAMILIES SCHEDULE in MAINTENANCE module

=» With Criteria Filter : select the next launch date after the beginning of your planned absence, and the
date that you will come back, then select status “actif” + search

ALL FAMILIES SCHEDULE
Search | General

Pre-established Filiers - B SEE CLAUSE MANAGE QUERIES

b Results

MP CODE DESCRIPTION

' EXTERNAL MAINTENANCE EQUIPMENT CODE

© BIOMED SCHEDULE FREQUENCY FREQUENCY UNIT

PLANN® 3 PM PATTERN CODE 3

NEXT LAUNCH DATE AFTER  06/11/2023 BEFORE 11/11/2023

B woRe cRITERIAS:

STATUS  ACTIVE

Open the 1st maintenance plan of the list

Change the date of the next maintenance and save it

Click on the arrow# to move to the next maintenance plan.
Repeat steps 4 and 5 until the end.

1111

Situation 2 : by location

Go to All families schedule in Maintenance module

Filter by the location you are concerned with

Open the 1st maintenance plan

Change the date of the next maintenance (and copy it)
Click on the arrow ¢ to move to the next maintenance plan
Paste the date of the previous maintenance plan

Repeat steps 5 and 6 until the end

1111 ill

tjfammmmm.

ECHEANCIER TOUTES FAMILLES O -
PM-1079

DESCRIPTION POMPE DOSEUSE (DosatrorfD20) 20 m*, STATUT ACTIVE 24

NUMERO MSF  DOS-006 STATUY EQUIPEMENT ACTIF

EMPLACEMENT IW110 - Hopital - Laboratoie

INFO SUR LA PROCHAINE MAINTENAN
* N° étape ducycle 10

Type MENSUEL

* Date planification
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F.1.3 Check the schedule of the preventive maintenance

Check if all preventive maintenance plans are scheduled:

MEMO ° *

HISTORY
Site: MSF-France

. B ™ 1 EQUIPMENT

8 GENERALDATA

"ot TREE-VIEW

LOCATION
B company

£ starr

25 RADIOCOM

F 5
™ 28GMI POF
G EquiPmENT

0
G memo caTALOG

" ADMIN : USER
i associated MP (MSF003)

[+ patTeRn:PM
[

% PATTERN = MNEn MSF214 - Equipment with Ut oTTimit measurement (MSF214)

ADMIN : LOCATION MSF215 - List of equipment with 3 cormective WO (MSF215)

—> Download the report “MSF010 — Verification of maintenance plan”

Wil @ ? 8% 0

MSFO010 - Verification of maintenance plans
QUICKREPORTING PARAMETERS

" MSF-FORM

ily ALL

|
|
J
$ QUICKREPORTING FORMAT

PM Labor in Compan Next
SIS Status charge in chr;rgg launchdate Ui 7R [EET (T 61
techbio@cf41
ACTIF | ACTIVE 0 © 2/13/23 0:00 2 Nothing to do : all is well scheduled
ACTIF | MANUAL | meca@cf410 Nothing to do : all is well scheduled
Nothing to do BUT : when you generate the
ACTIF | MANUAL next WO manually, you will need to fill the
person in charge
The person in charge isn’t defined S
ACTIF | ACTIVE 2/10/239:00a | > fillit
Be careful > MEMO generates WO without a
person in charge
The date of the next maintenance is not
ACTIF | ACTIVE |supbio@cf410 defined Faningdate > fill it
MEMO doesn’t generate WO
ACTIE | ACTIVE Th_e person in charge ar_ld the dgte_ of the next
maintenance are not defined > fill it
INACTIV If t_he EQ is active, the preventati\{e
ACTIF E maintenance plan needs to be active or
manual > change it
> Change the status of the EQ to “Stock”
ACTIF e equipme 0 alised and then change again to “Actif”.
Automatic initialisation
ACTIE The equipment has to be re-initialised (contact MEMO > Write an email to memo@paris.msf.org with
team) the EQ number / PM Number
Nothing to do,t BUT if you consider that the
. ' maintenance of this equipment should be
ACTIF No standard maintenance plan defined followed on MEMO. cgntgct your technical
referent to discuss
Nothing to do : when the status of the
STOCK | The equipment is not initialised equipment will be “actif’, the equipment will be
initialised.

=» Check the labour schedule : In the application REPORT, in the folder 3.2 maintenance all families,
download the report MSFOO1 - Individual chronogram with the name of the worker
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MSFO001 - Individual chronogram

QUICKREPORTING PARAMETERS

* Organisation MSF-FORM
*Site  MSF-F
* Labor in charge code technician@bd 102

QUICKREPORTING FORMAT

PDF

@ Excel

(®lsx)

Ly LAUNCH

Word (docx)

Chronogram Mon Jan 08 00:00:00 CET 2024

Légende : F FORNIGHTLY M MONTHLY Q QUARTERLY B BIANNUAL
PM Code Laborci: dt;harge Company in charge | Next launchdate i:\"' : ic: ‘,: j;'r] :‘ i:;' : ff: ; f:‘;’; f:': ;‘ fvé: :‘ 'v'\"a:: ma:: rvr‘l’a"r: 'v'\"a:: va“'v:; VTIV:'R ‘:’V:"i ‘:
Number of maintenance per week : 23 37 22 31 28 25 28 42 17 26 26 35 17 38
PM-9812 technician@bd102 2/7/246:30 a M Q M
PM-9813 technician@bd102 1/20/24 7:00 a M M Q M
PM-9814 technician@bd102 1/20/24 8:00 a M M Q M
PM-18537 technician@bd 102 1/16/24 0:00 a Q Q
PM-24533 technician@bd102 1/16/24 10:46 a M M Q M
PM-24534 technician@bd 102 1/16/24 10:46 a M M Q M
PM-24535 technician@bd102 1/16/24 10:46 a M M Q M
PM-24621 technician@bd 102 1/24/24 10:46 a M M Q
PM-24532 technician@bd102 1/16/24 10:46 a M M Q M

=» Check that there is not too many WOs in a given week

=» Check during the holiday week of one of the labors to make sure there is either another person in
charge or a low WO schedule during this period

Tips : Group maintenance of equipment of the same family at the same time
Tips Group maintenance within sensitive services (example: OT)
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F.1.4 Manage a contract with external company

o = —m—
/ o EQUIPMENT Preventive maint
‘-—-—_—

ﬁ All families schedule IN CHARGE COMPANY

& aLwo

The company is used in MEMO to link equipment to an external company for rental or maintenance.
The maintenance plan needs to be linked as well.

B company

—> Click on General Data Module and Click on Company. It will display all the companies in your
Mission/ Project.

Check if the company doesn’t already exist

4

=» Click on Eﬁ' to create a new entry.

Q ¢ o
W@ ?E T
COMPANY
Search
Rent it [ d equip
8 ceneraLoaTA Pre-stabishea Fiters . B secuuse B oucsavemes
% TREE-VIEW o9t
LocaTion
%
B company C &
DESCRIPTION < MSSION < PROJECT < ALLPROJECTS & TYPE < STATUS
£ s
i meporTING
2 W 1004 Sté Location - MW1 01 MW w101 v RENTAL/LOCATION  ACTIVE
§ ALmssions
1005 Societé de maintenance - TOUT MW MW M1l 3 MAINTENANCE INACTIVE
€ caurement
1006 Sockte MW 10 uniquemer) ww w10 v ANTENANCE  INACTIVE
£ Mo cataLG
. CASIERDEPART Casier Départ (Paris) ALL AL v MAINTENANCE ACTIVE
Aomin - sen
A colon Analyse BIOMED pour lesconcentrateurs o o v WANTENANCE  ACTIVE

A new company page will open up and a new compangy code will be generated (CO-XXXX).

=HGH a8 dn? Ll
= [ O “ i

MAIN ATORESS conTACT ‘OTHER ADORESS

= Fill out the information about this company. All fields in orange are mandatory to create the

company
*TYPE -
Nzl MAINTENANCE Maintenance
RENTAL/LOCATION Rental / Location

Point of vigilance : Make sure that you put a relevant description of the company in the field "Type”.
Point of vigilance :only the mangager profil of the project can create a company attach to his project

Tips : In the title of the company, add the name of the city where they are based.
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Fill the other fields and click SAVE
Attach the contract to the company D.5 Attach a document to the EQ and consult them (PC and

Tablet)

Go to the tab “Preventive maintenance” of the equipment sheet; in the external maintenance part, click
on the arrow ¥ to choose the company in the field « Maintenance company » (or write in the box the
name of the company)

Fill the other information
click SAVE

— 0 @ " Q Globals v .
h'E'q:) = DBEDaE S il @ ? 80
HISTORY
e VEHICLE
D n LINKED DOCUMENTS \ 62456 ,
e e [ oD e e [ | o
=
FOUIPMENT CODE  FO-62466 MSF NUMBER  FO&6 - HSP

* DESCRIPTION DUSTER - Aina 034 B2 019 49

Description  HOOB SERVICE PLUS

End date

Conditions  Maintenance 3 la charge du louew

MAINTEMANCE PLANS LIST &

PM-20199 5000 KM W1 6305 0802022 MANLIAL

o 1 e w5 v Total 1
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F.1.5 Create a preventive Work Order and print it (laptop only)
The preventive work needs to be created by the logistics team when the maintenance plan is with the
status “MANUAL”.You can also use this function if you want to anticipate preventive maintenance without
changing the date of the next schedules.

Create a MECA WO, follow this pratical sheet

—> Open the ALL FAMILIES SHEDULE application, and open the preventative maintenance plan of
the equipment.

=» Check this isn't already a preventive work order open in "info about he last service" (Status : 20-APPR)

=> Click on the bottom CREATE PREVENTIVE WO
A pop up open

Site: MSF-France
- BACK MECA SCHEDULE %3  TRANSLATE v SAVE
PM-1415
Search General
~
% BIOMED *MP CODE PM-1415 *DESCRIPTION  Standard Vehicle - ABAC (500( STATUS  MANUAL -
0 VEHICLE EQUIPMENT CODE  EQ-4091 = MSF NUMBER  MOB-448 EQUIPMENT STATUS  ACTIF
-]
g &Ml LOCATION CODE  TE201-OFFI = LOCATION  Office
¥ SATELLITE - EXPORT
b INFO ABOUT THE LAST SERVICE INFO ABOUT THE NEXT SERVICE
Do SATELLITE - ADMIN
Code *N°cyclestep 10
# SATELLITE - GPs
Type Type SERVICEA
-
& IT - COMPUTERS Status Planning date
-
-1 IT = CONNECTIVITIES Status Date
o
BT Hours/KM
o
-1 RECEPTION
# sAv/RETURN Ha CORRECTIVE MAINTENANCE PREVENTIVE MAINTENANCE
& sav
-] CREATE CORRECTIVE WO X CREATE PREVENTIVE WO
g OUT OF THE FLEET
O
G INVENTORY STATUS TIME-BASED MAINTENANCE METER-BASED SERVICE

INVENTORIES FOLLOW-UP Frequency To be launched each l:(lh% 5000
© aAppiTiQ

—> Click on VIEW GENERATED ELEMENTS

© Hierarchy for WO W0-9093 created

" VIEW GENERATED ELEMENTS n CANCEL

Print a WO

=» Open the WO, and click on print reporting

You have 3 possibilities :
o Print MSF210 for the WO with all informations already filled in MEMO (for example start to be
filled in the computer, need to be finish by paper)
o Print MSF211 for the WO will just the information when it was generated (already start to be
filled but you don't want information appear on the WO)
o Print MSF212 for the WO totally empty (use as template for an EQ without maintenance of
MEMO)

=» Select the type of report
=» Select the format (PDF, Word, Excel)
=¥ Click on LAUNCH
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F.1.6 Fill a preventative Work Order (Tablet /laptop)

Computer
(for the tablet click here)

= In the Menu on the left, Under MAINTENANCE Module, click on “MY WO” Application to display the
list of WOs assigned to the User.

¥ MAINTENANCE
b= WORK REQUEST

& mywo

% ALL WO
EXTERNAL MAINTENANCE

BIOMED SCHEDULE

O
o
w0
& MECA SCHEDULE
[ ¢
0
[V]

. CODE ¢ STATUS ¢ DESCRIPTION ¢ MSF ¢ PROGRESS ¢  EQUIPMENT <  LOCATION < PERSON & MANAGED ¢ FAMILY < SCHEDULED < REPORT
NUMBER STATE IN BY ON

CHARGE COORDO

Maintenance des COMPUTER
— 24- Ordinateurs laptop (Lenovo
| | WO-04495 \\r\TERVENTION portabl LAP-210 TERMINE/ 1494 +
— portapies COMPLETED DT

(ANNUEL) keyboard

YE104-
HAYDAN T 05/04/2022
OFFICE

You need to fill all information of the work order :

Subcontractor

Some maintenance work is carried out by or with the help of an external company or an intersection
garage. In this case :

= Fill the name of the company in the Subcontractor field or click on the black arrow and select the
company from the list.

PLANNING
In Charge biotechbrule@ht121 1
3

* Planned start  25/01/2024 08-00

* Planned end  25/01/2024 09:00

Note : the company need to be already created in MEMO by the Log Manager : F.1.4 Manage a
contract with external company

=> Fill the cost of the service in euros in the Maintenance total cost
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EXTERNAL MAINTENANCE DATA

Maintenance total cost
(equiv €)

Measurement records

For some WO, you must enter data in the corresponding measurement line for each meter — examples:
hours of use, pressure, mileage depending on the type of equipment — at the time of this intervention

=> Fill in the VALUE field without its unit for each measurement Automatically, the measurement date
will be filled with today's date and the status O (meaning Yes the measurement was made).

Point of vigilance : if you complete the BT on a day other than the date of the intervention, you must
change the date of the measurement. Click on it to open the calendar and choose the measurement

day by clicking on it.

1000  Measurement records

7010 Readthe hour meter *Value 1037.00
Details - Last measurement at 25/07/2023 12:33: 11507,00.

l *Meas date 17/01/202411:56 __

Skipped State 0 -

Remarks
EY

If you haven't performed the measurement, only change the state to N (meaning No)

— Click SAVE below the WO
The values will appear in a new table “Measurements taken on this work order”
If the value is out of range, it will appear in red in the table.

MEASUREMENTS TAKEN ON THIS WORK ORDER

MEAS POINTCODE = DESCRIPTION CATEGORY = = MEASURE = MEASUREMENT DATE
ME-8365 Nb d'heures d'utilisation / Hours of use USAGE-H COMPT 1037,00 17/01/202411:56
ME-8369 Débit doxygene / Oxygen flow (L/min) @8L/min DEBITO2-8 MESURE 17/01/2024 12:01

If you have a measure out of limit, you need to create a corrective WO with the tablet or create the
corrective WO from the computer

Maintenance (operations)

=> For each line, you must carry out the action (visual inspection / replace spare part / clean / test /
purge...) then fill in the State of the action as O (Yes) to mean that the action has been carried out .

2000 Maintenance

2010 General condition: Hood
Skipped ? [__| State 0 - =
S| Remarks iop ﬁ\_\ ate 7

If you notice something broken, or if you realize something unusual in relation to the maintenance line,
fill out the comment section.

Note: State corresponds to the state of the action. If during the visual inspection, the chassis is
broken, you must put Status: O (Yes) because you will have checked it. Specify in the comments if you
were able to repair it or if you need to order a new one.

2030  General condition: Wheels

||
a

= 1 wheel berken, remplaced by new one Skipped ? || State O -
Remarks .
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If it is not possible to carry out the action because the maintenance plan is not adapted to the

equipment (example: cleaning a filter which does not exist on this model) check the Skipped box |i‘.

Automatically, the Action Status will display NA (Not applicable)
You can specify the reason in the comment if you are completing this type of BT for the first time.

2050 General condition: Dust filter (to be replaced if not good)

=2 No dust filter in this model skipped? [ State NA -
Remarks ) —

|
u

If you haven't carried out the action but it is technically possible (example: spare part not available),
fill in the Action Status as N (No) and specify the reason in the comment.

2060  Remove the hoods, dust off and clean inside the device

=2 blower unavail for repair to sippea? || State N -
Remarks $_

1
J

Tip: If you have completed all the actions, after completing the measurements, you can click on the

. .
button @ to change the Action Status to O for all lines.

OPERATIONS
To complete your report you must indicate the status of each operation.

71000 Measurement records

Spare parts list

In some WO, MEMO automatically suggests spare parts that must be used.
= Fill the last column REAL QTY with the number of spare parts used

SPARE PARTS LIST

*ITEM CODE DESCRIPTION DESIGNATION LOCAL REFERENCE PRICE (£) ISREQUIRED?  ESTIMATEDQTY  *REALQTY
(conc. NL Intensity 101) FILTRE ENTREE
v EEMDCONS501 % AIR MI161-2/TOF-010/ INLET AIR FILTER 1,00 1,00 [}
MI161-2/TOF-010
4+ ADDALINE n ADD LINES - < 1 [ 5 v Total: 1

If the spare part(s) used do not appear in the list, you must add them.

Click on ADD LINES, a popup opens with all the spare parts of the family.
Filter by typing the model or brand of equipment in the description column
v

il

=> Select the spare part(s) by clicking on the box | at the start of the line. You can change pages

without losing the selection.
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|
. ITEM N° < DESCRIPTION <

NL intensi

(conc. NL Intensity 10I) FILTRE POUSSIERE, mousse FI002-1 / DUST FILTER,

[ ] EEMDCONS502

foam FI002-1

— (conc. NL Intensity 10I) CARTE ELECTR, Moniteur 02 CB100-1 / ELECTR
‘7‘ EEMBCORSLS BOARD, 02 Monitoring CB100-1
‘7‘ EEMDCONS504 (conc. NL Intensity 101) TAMIS BE186-1R / SIEVE BED BE186-1R

| ‘—‘ EEMDCONS505 (conc. NL Intensity 10I) CARTE ELECTRONIQUE CB107-1 / CIRCUIT BOARD
L CB1071

| ‘7‘ EEMDCONS506 (conc. NL Intensity 10I) KIT VALVES VA034-1 / VALVE KIT VA034-1

| ‘ ‘ EEMDCONSS07 (conc. NL Intensity 10I) VALVES SOLENOIDES VA117-1 / SOLENOID VALVE
(— VAT171

! ‘_‘ EEMDCONS508 (conc. NL Intensity 10I) VENTILATEUR, 220V FN022-2 / FAN, 220V FN022-2
‘7‘ EEMDCONS509 (conc. NL Intensity 10I) RESERVOIR TA132-1 / MIXING TANK TA132-1

| ‘—‘ EEMDCONSS10 (cenc. NL Intensity 10I) KIT COMPRESSEUR C0012-11 / KIT COMPRESSOR
(— Cco012-11

'
‘—‘ EEMDCONS511 (conc. NL Intensity 10I) COMPTEUR HORAIRE HM009-1 / HOURMETER

HMO009-1

f (SRS 1(2)3(4 = ow 10 v Total: 35

=¥ Click on VALIDATE
®  FEMDCONSS0 3
The line(s) appear in the spare parts table.

—> Complete only the last REAL QTY column with the number of spare parts used
When you will on SAVE, the description of the part will appear.

Execution dates

]

Point of vigilance: the times are in 24-hour format. If you perform your operation at 2:00 p.m., note

2:00 p.m._More info here

In MEMO, the importance is the time spent performing maintenance. This data is calculated

automatically by subtracting the Real end - Real start.

If yvou carried out your procedure during the same day:
= Click on in the Real field, a popup opens.

—> Complete the date and time. You can use the 2 balls to specify the start time or directly modify it in

the field below the popup.
— Click CLOSE
= Carry out the same operation for Real End

Search General o ‘Ja|17v|20247v‘ o
S M T w T F S

SPARE PARTS LIST

*|TEM CODE 7 8 9 10 mn 12 13 ‘

14 15 16 18 19 20

Wﬂﬂﬁﬂlﬁzsy

2 30 3
[.] EEMDCONS504 3
| Time 14:00
4 ADDALINE I Hour >
Minute
EXECU1 Current Date Close
*Real start  17/01/2024 14:00 x

*Realend 17/01/202417-00
Stop Needed ? ‘:‘

Stop time (h)  00:00

Don't fill "Stop needed"

If the intervention lasted several days:
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=¥ Calculate the total intervention time
Example 4 hours of work on Tuesday 16/01/2024 (1 p.m. to 5 p.m.) + 3 hours of work on Wednesday
17/01/2024 (8 a.m. to 11 a.m.) = 7 hours total intervention

=» Calculate the start date of the intervention in progress: date, end time of intervention - intervention time
Example: Wednesday 01/17/2024 11 a.m. - 7 a.m. intervention = Wednesday 01/17/2024 4 a.m.

=> Click on in the Real start field, and complete this fictitious value (in our example: Wednesday
01/17/2024 4:00 a.m.)

=> Click on in the Real end field and complete the real end of intervention value

Stop needed is the time the EQ isn't available for the user but the technician isn't working on it. You
can tick "Stop Needed" and fill the number of hours between the 1st and second day
Example 17/01/2024 8 a.m - 16/01/2024 5 p.m = stop needed 15 hours

Report

=—» Complete the intervention report to inform the supervisor of the results of the intervention as well as to
keep a history of all interventions.
If there is nothing in particular, you can keep it very short:

* REPORT

service done, equipment is working properly

Give more information in case of an unusual situation:

* REPORT

oxygen concentration measurement out of limit (82%), change of sieve, new measurement: the equipment operates normally

= Click on SAVE

= Once you have entered all information applicable to the Maintenance procedure, change the status of
the WO

a. Click on a bottom at the end of the WO

b. Click the icon at the top of the page to enter the New Status based on the Intervention
performed i.e.

INTERVENTION RESULTS
q x

n STANDBY INTERVENTION

IRREPARABLE EQUIPMENT

NEW INTERVENTION

OR
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M=EMO = hB D s )@

HISTORY
D
|
% 21-STAN En attente / Pending V My WO WO-128539
o -DONE Faite / Performed Status changed from 20-APPR to 22-
O} 23-IRREP Irréparable / Unrepairable DONE
*  24-NEWINTERVENTION Nouvelle intervention attendue / New intervention needed
s 40-ANNU Annulée / Cancelled
STATUS 22-DONE

Note : if the WO isn’t closed before 7 days after the status changing to “done”, the status of the WO is
automatically changed on “30 Ferm/Close”

It is important to CLOSE Work Orders so they are archived and removed from the Technician’s list of
My WO.

LIST OF STATUS

Work Requests can take the following Status:

10 - ATTAPPR - Request (not yet approved)

20 — APPR — Request Approved (work order generated)
30 — FERM — Work Request is closed

40 — ANNU - Cancelled (for one reason or another)

Work Orders can take the following Status:

20 - APPR — Work Order Approved (work order generated)
21 - STANDBY — Waiting for parts, other approval etc.

22 — DONE — Maintenance complete

23 - IRREPARABLE — Impossible to repair

24 — NEWINTERVENTION — Other contractor, Coordination
30 - FERM — Work order is closed

40 — ANNU — Cancelled (for one reason or another)
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Tablet
ENG Tablet WO Prev Monthly Concentrator SST

You can access the list of your WOs:
o by clicking on one of the « Work orders »

icki ; Work ord
O by clicking on the menu =then the option

List of your WOs

=  Work order o
Q Research Y &
% OXYGEN LESS THAN 82% (1705662016684) ——

CONCENTRATOR NL INTENSITE 10L

Scheduled Dates
From : 19/01/2024
To:19/01/2024

Qo (HT121-HOPI-SOIN) HT121 - Hopital - Soins Intensifs
£#(EQ-1441) CON-059

CONCENTRATOR 02 (NEW LIFE INTENSITY) (W0-217277) sl

10L, 230V, 50 HZ + ACC. (QUARTERLY)

KE153 - HOMABAY HOSPITAL - IPD- | Scheduled Dates
WARD 7 From : 25/01/2024
£$(EQ-35824) CON-001 To:25/01/2024

Qo (KE153-HOMA-IPD-WAD7)

On this page you have the list of WOs assigned to you.

The button o allows to create a new corrective WO where you can find the instructions for create
it here.

|
The button @ allows the WO synchronization
If you click on a WO, you can consult it and update it.

You can switch from one tab to another one by clicking on its title in the top bar or by sliding your finger
from right to left.

Work order W0-217277

INFOS REPORT 4 OPERATIONS MEASUREMENTS SPAREPARS DOCUMENTS
concemm:on 02 (N Life Int;sity) 101, 230V, 50 Hz + acc.

(quaR (W0-217277)

Equipment cation

153 - HOMABAY HOSPITAL - IPD - 9
ARD 7 (KE153-HOMA-IPD-WAD7)

CON-001 (EQ-35824)
Scheduled Dates

Estimated starting date
MERA 25 January 2024 17:48

Estimated ending date

25 January 2024 18:48

Details
Status
Approuvée / Approved

Note : If you use the tablet horizontally, you can see, at the same time, the list of your WOs and the
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details of the selected WO :

T L] INFOS  REPORT OPERATIONS MEASUREMENTS SPAREPARS DOCUMENTS

% OXYGENLESS THAN  (1705662016684)
£2% CONCENTRATOR NL Equipment
INTENSITE 10L

° CON-059 441,
o

% oxygen less than 82% concentrator NL intensité 101 (1705662016684)

9

Estimated starting date
S 19 January 2024 1200
CONCENTRATOR 02 (NEW  (WO-217277) Estimated ending date.
LIFE INTENSITY) 10L, 230V, 19 Janusary 2024 12400
50HZ + ACC. (QUARTERLY)

Details
Status.
Approuvde | Approved

00 5 ®

@ kE1s3HOM

LHeQ

Description of a WO / « INFORMATION » tab

This tab gathers the following information :
O The description of the WO
O The MSF number and the equipment number

The link a will lead you to the equipment sheet
o The MEMO-registered location of the equipment
O Scheduled dates
o The WO status

The button @ allows you to save the information entered at any time on entered.
The button B esere allows you to link a document or a picture with the WO.

Description of a WO / « REPORT » tab

Work order WO-217277

INFOS  REPORT OPERATIONS MEASUREMENTS SPAREPARS DOCUMENTS

CONCENTRATOR 02 (New Life Intensity) 101, 230V, 50 Hz + acc.
(QUARTERLY) (WO0-217277)

B 18/01/2024 1512 X

B 18/01/2024 1610 x

[ Weed Shutdown
Shutdown Duration

00HOD

Report

service done, equipment is working properly

Q ©

This tab allows you to fill in the general information of the WO.

=> the start and end dates and times of the intervention (24h format)

= if a stop has been needed and the duration of this stop

= the report

=» When everything is complete, you can save the information with the button S.
= You can indicate the status of the WO :

O «22-DONE » the maintenance has been done / completed

O «21-STANDBY » the maintenance cannot be completed (due to a lack of parts,
other)

O « 23-IRREPARABLE » it's not possible to maintain / repair the equipment
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0 « 24-NEWINTERVENTION » a new intervention is needed to finalize the maintenance

Note: All this information is mandatory. Input them. You can't change the status of the WO without fill
them.

Description of a WO / « OPERATIONS » tab

MEASUREMENT RECORDS

This first part is to enter the measurements of the equipment associated with the WO. Examples:
Mileage for vehicles, % oxygen for O2 concentrators.
For each of the measures, you can indicate: His value the date and time of recording.

For each measure point, you need to fill

= lIts value
Automatically, the date, time, and the validation are filled

= If you aren't filled the WO at the same time than the service, modify to put the real date and hour of
the measure

MEASUREMENT RECORDS
Validation: (0) Oui/ Yoo | % ¢
7850
® 19/01/2024 13:07 X

MAINTENANCE

This tab allows to enter the operations of the WO.

Note : Operations are linked to preventive maintenance. If the WO is corrective, the list of its operations
is empty.

For each of the operations, you can indicate :

=» Status, has it been completed and validated ? (YES or NO
o Green line on the left : Operation completed
O Red line on the left : Operation not completed

Example: | check the power cable, it is damaged: validation: O (Yes) because | checked. I fill the
remark to explain what | have done to fix the problem.

=» an optional comment (for abnormal situation)
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MAINTENANCE

010 - GEMERAL CONDITION: HOOD \

alidation: (0) Oui / Yes ~ ﬁ 4
FEmarks gnored
2 ZID.-G.ENER."-\LCONDITION.'POWER CABLE %‘ é‘
Viplidation: (N) Non / No
Hpmarks
‘ : |

Statut de l'opération

N - Non / No

Description of a WO/ « MEASUREMENT » tab

Do not use this tab for preventive BT. The measurement values have already been entered in the
operation tab

Description of a WO / « SPARE PARTS » tab

This tab allows you to indicate the spare parts used when treating the WO.
As part of preventive maintenance, spare parts will already be listed. For each one, we can read the
quantity to be used.

=> Click on the symbol at the level of each piece to indicate the actual quantity used.
For each maintenance, it is possible to indicate unplanned spare parts.
Point of vigilance, if these spare parts are the part of a corrective intervention following an problem

not include in the list of operation (example : out-of-limit measurement), a corrective BT must be
created.

Work order WO-217277

Used spare parts

INFOS REPORT  OPERATIONS MEASUREMENTS SPAREPARS DOCUMENTS

(CONC. NL INTENSITY 10L) FILTRE ENTREE AIR (EEMDCONS@R1)
N MI161-2/TOF-010 / INLET AIR FILTER MI161-2/TOF-010 /
-— -

Reserved qty: 1.00 - Issued qty: 0.00

=» To do this, click on the symbol o at the end of the page. A page opens which lists all the spare
parts.
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A search engine allows you to make your selection.

Sélection darticle sur le magasin MEMO

v 101) carTe ELECTR, MONITEUR 02
1/ELECTY ¥ARD, 02 MONITORING CE100-1

(EEMDECNSS05)

(EEMDCONSS01)

(EEMDCONSS02)

(EEMDCONSS03)

(EEMDCONSS04)

(EEMDCONSS07)

el
P @
oK
<

Return to the list of WO and finalization

Used spare parts

cancel \K'
-—

A
5 6 OK
9_

=> To return to the list of WO, you can click on the physical “Back” button on the table

r
= You can synchronize the WO by clicking on the button synchronize @

The Work Order you just made remains visible and will remain visible until it is closed, either by the Log

Manager or automatically.
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F.1.7 Change the frequency of the maintenance plan

The frequency of the maintenance is according to the user manual from the manufacture or can be an
estimation when it's a generic code. You need to adapt the frequency according to the reality of the field
: depending on where you are - in the middle of the desert in a sand storm or in a city, the frequency
with which your equipment needs to be cleaned is different.

Go to “ALL FAMILIES SCHEDULE?” in the maintenance module.

Open the preventive maintenance plan you want to change the frequency
Modify the frequency and the frequency unit
Click on SAVE

Search General

*MP CODE PM-12374

EQUIPMENT CODE  EQ-38734

LOCATION CODE ~ BD102-HOSP-ICU

INFO ABOUT THE LAST MAINTENANCE

Code
Type
Status

Status date

WO0-163514
TRIMESTRIEL
20-APPR

16/01/2023 01:47

CORRECTIVE MAINTENANCE

-

ALL FAMILIES SCHEDULE
PM-12374

DESCRIPTION  (Delta Amplon RT-6K) UNITE ELECTRO/

MSF NUMBER UPS-004

LOCATION  BD102 - Hospital - ICU
INFO ABOUT THE NEXT MAINTENANCE
*N'cyclestep 70

Type MENSUEL

* Planning date  23/02/2023 00:00

PREVENTIVE MAINTENANCE

n CREATE PREVENTIVE WO
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F.2 CORRECTIVE Maintenance

e F.2.0Process F.2.3 How to fill a corrective Work

Order? (laptop / tablet)
e F.2.1 Create a Work Reguest? (Tablet)

F.2.4 Filter corrective Work Order in
e F.2.2 Create a corrective Work Order the app “My WO” and “All WO”’?
and print it (laptop / tablet) (laptop)

109 /187



MEMO User Manual ENG 2024

F.2.0 Process of corrective maintenance

C WORK REQUEST ?ﬁ

£ my wo

-

\ /) ~
(™ (D =3 @

Fill Work Control, modify (another

To

Create Work
Order (WO)

—>

Valid Work
Reaues

Create Work Request

S
10- ATTAPPR @

40- ANNU
30 - FERM

+ inform the requester

a 8
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F.2.1 Create a Work Request (Tablet)

Note : To create a Work request from the computer, please check the A.5 How to create a Work Request

(computer)

= In the MEMO on the tablet, open the Work Request application

M F A 100%012:41

Global synchronization
~  Partial synchronization
9, settings

B pashboard

Maintenance

o N
—

n Work or S
m Planni
— Click on
Mo work request
&
-
’ C

= Fill information about the problem : be as precise as possible

Tips : You can scan the EQ to automatically fill theEQ number and its location.
= Save: Click on the bottom =
. -~
=» Synchronize
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= =] P A 100%0 1243
New Work request creation New Work request creation Work request
WFo Q Research T B
na power when | m en (1673376509350)
Description ﬁ no power when | turn on Loc.: CDA11 - Projet Bambu (CD111) - Eq.: HAE-121 (EQ-18484)
Creation date 16/01/2023 12:43:08
9 tocaven . m 9 Cco111-CON - Projet Bambu 4 m
Equipment JH B cotsassHag LT
St Symuwen
Pl 4
10ATTAPPR 4 10-ATTAPPR P
(- [—
nurse supervisor
Mo work request
+ %
A Y -
B a P X
Y
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F.2.2 Create a corrective Work Order and print it (laptop / tablet)

There are 5 ways to create a corrective WO:

o EEEIEEEL n) GENFRATTHEWO (after approved the WR) (Only
LogSup or more

|2 oo R

o} (after open 1 Preventive Maintenance PM-XXXX):

n CREATE CORRECTIVE WO

(@]

o (after open EQ-XXXX), from the tab “WR - WO” the bottom: -+ [EETET (Only
LogSup or more)

o (from the tablet): o . Itisn't possible to change from the tablet the person in
charge and the date : it will be affected to the account of the tablet and the date of today.

Follow the detail with the method from the EQ. This method should be the primary one that you use
because you can see easily if the WO is already created or not :

4

Open the equipment sheet from the application
Go to the tab “WR - WO”

Check if a WR is already open for the problem > if this is the case, open the WR and generate the WO
from here.

_’
_’
> Check if the WO isn’t already created (WO in progress and WO history)
=> Click on CREATE CORRECTIVE WO

Tips : In the description of the problem, add the brand and model of the equipment
WO IN PROGRESS o n 'CREATE A CORRECTIVE WO E'

WO CODE % DESCRIPTION STATUS MAINTENANCE TYPE ESTSTARTDATE = ESLENDDATE &

Na results

20 v Total: 0

To print the WO

Follow the instruction here

For the tablet

I -
Click on the menu aafter the option

Click on the button o

Fill the description : nature of the problem. And add the brand and model of the equipment at the end.

{1l

Click on ”“"””'“‘"l to scan the QR code or bar code. His location is filled automatically.
it is possible to click on the word "equipment" to open the tree view and select the equipment by

clicking on the button v

=» Click on Save @

Point of vigilance : a WO created from the tablet is necessary with the name of the user as person in
charge of this WO. The date of schedule is necessary today. To modify these information, synchronize
and modify from the website in the application ALL WO
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F.2.3 Fill a corrective Work Order?(laptop / tablet)

Follow the F.1.6 Fill a preventative Work Order (Tablet / computer)

Particularity:

o There is no option to “validate operation”. This is because it is a corrective WO so we
don’t know what work needs to be done.

o Tofill the measurement, in the chapter "Measurement table", fill the measurement point and
click on the bottom "valid measurements". The measurement will disappear of this table, to
reappear inside a new table created automatically below in the chapter "Measurements taken
on this work order". Don't fill again the measure.

Point of vigilance : by default, the date of the measurement is the date of today. If you are filled the
WO few days after, you need to change the date to the date of the intervention.

Point of vigilance laptop: when you click on "validation measurement", you will lost the information no
saved. So save before to fill the measurement point or start with this information.

o For the report: because there is no validation operation, you need to be more precise:

=  What was the cause of the problem?

=  What were the consequences: be precise (left, right?...), the error message (Error
404..)

=  What has already been tried to fix the problem

=  Which solution, if any, worked

= A general review of the EQ : is it working propely? in degreaded mode? Point of
vigilance for the next use?

Some others information can be useful :
=  Who participates to do the maintenance? Extranal compangy, country specialist?...
= Specific information like the list of spare spare, their origin (new, from a old equipment,
from a specific shop)...

Example of WO filled with the tablet

O Report



MEMO User Manual ENG 2024

12:18 Thu,1Feb B

Work order 1706785851957

INFOS REPORT  OPERATIONS MEASUREMENTS SPARE PARS DOCUMENTS

Q EQ-61733 - CON-027 A W

9 BD108-HOSP-MAT - BD108 - Hospital - Maternity 4 W
22-DONE 4
CORR 4

B 01/02/2024 13:05 X
e
B 01/02/2024 1315 X

D Need Shutdown

Shutdown Duration

Report

sieve bed too old because concentrator use full time in this service.
So % oxygen not enought high. Replaced the sieve bed by new
one.After measure the concentrator is working properly. back to the
service.

8 @

o Mesurements
Work order 1706785851957

INFOS REPORT  OPERATIONS MEASUREMENTS SPARE PARS DOCUMENTS

Q,Research s
£} 5 of oxygen (ME-28666) Last measure on 13/08/2023: 91.00 +
99.0

1 February 2024 12:19

O Spare pars
Work order 1706785851957

INFOS REPORT  OPERATIONS MEASUREMENTS SPAREPARS DOCUMENTS

(CONC. NL INTENSITY 10L) TAMIS BE186-1R / SIEVE  (EEMDCONSS504)
N/ BEDBE186-1R
Reserved qgty: 0.00 - Issued qty: 1.00

F.2.4 Filter corrective Work Order in the app “My WO” and “All WO"”
(laptop)

My WO : use the pre-established filter

All WO : The last column is empty for corrective WO, sort by order
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F.3 FOLLOW UP Maintenance

e F.3.1 Check that the mainteance is e F.3.4 Extract the measurement

carry-out (laptop) points

e [.3.2 Close a Work Order? (laptop) e F.3.5Cancel Work Order

e F.3.3 See archived Work Orders

only from laptop
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F.3.1 Check that the maintenance is carry-out

ﬁ vehicle / generator :

— Go to MECA SCHEDULE
—> Check that there is no negative value (in red) in the “Remaining amount” column

L aptop

= Go to REPORTING
=» Download the MSF report 315 - Maintenance - IT
=» Make a filter on the active EQs, and check that maintenance is carried out (if color = problem)

Others families

Go to ALL WO
Use the pre establish filter to check the number of WO cancelled
Check the WO already created (cancel the pre establish filter)

PROGRESS STATE MEATING AND ACTIONS

11l

@ PLANIFIE/ .
: Nothing to do
SCHEDULED ?
If it's a preventive maintenance WO : schedule information is missing :
@ APLANIFIER / can be either no date scheduled or no person in charge
TOSCHED If it's a corrective WO : can be okay or or can be due to missing
schedule information
@ ENRETARD
J LATE Check with the person in charge of the maintenance the schedule :

(7 days after the schedule Another schedule? Need another resource to do it? Cancel?

date)

®) TERMINE /

Need to be closed > Go to my WO to check and close it
COMPLETED

Tips : check the WOs at least once a week and the maintenance plan schedule at least once a month
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F.3.2 Close a Work Order (laptop)

=» Before closing the WO, the person in charge to do this action in MEMO needs to check if all
information is properly filled :

©)

O OO OO0

o O

Person in charge

Sub contractor? If yes : price of the intervention + report attached to the EQ

All measures filled?

All operation validations filled? (Y/N)

If No > comment to explain why

All spart parts are filled (quantity) + compared to the history of the report to make sure that
none are missing

Date and HOUR filled and make sense: duration in relation to the nature of the intervention
The report is filled and precise

=> If any of the above information fields are missing : inform the person in charge to fill it to correct the WO

Note: Be careful: the WO will close automatically after 7 days when the status is “22 — DONE”’.
Tips: You can change the status to “20 — APPRO” to stop this deadline.

=> Change the status to “30-Close” from the application MY WO by clicking on CLOSE THE WO

ARCHIVING

Cancel the WO

= Or from the application ALL WO by clicking on the icon CHANGE STATUS on the top and click in the
arrow of 30-FERM

MEMO =280

HISTORY

DESCRIPTION

20-APPR Approuvée / Approved |
21-STANDBY En attente / Pending |
23-IRREP Irréparable / Unrepairable !
24-NEWINTERVENTION Nouvelle intervention attendue / New intervention needed !

OO-FERM Fermée / Closed |
1
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F.3.3 See archived Work Orders

Option 1: online

=» Open the application “ALL WO”. By default, you only see those WOs that are open.

=» Use the pre-established filters and choose “Archived WO” or “All WO (archived or not archived)” to
see the archived WO. By default, you see only the open WO.

EMO — = Q ' il @ ? & %O

HISTORY
Site MSF-F ALLWO
Search
b WORK REQUEST Search) [\ 1Geoeat
-~

= WORK REQUEST - B SEE CLAUSE MANAGE QUERIES
“

& My wo o Preestablished Pl

& my wo Parameterized searches
£ awo BT annulés / Canceled WO

= BT Archivés / Archives WO

¥ IMMOBILISATION ¢ MANAGED & FAMILY $ SCHEDULED &

BT ouverts / Opened WO oN

0 C0ORDO

© EXTERNAL MAINTENANCE Tous les BT (archivés et non archivés) - All the WO (archived or not archived)
© BIOMED SCHEDULE 2 —~ L L

Véhienle (SFRVICF oy IGFNFRIC AX4 Fmermnenc v

Option 2 : Download the report

—> Open the application “Reporting”, in general data.
= In the folder 3.2 “All families”, click on the report “MSF221 - Work orders Report (MSF221)
=> Select between which dates you want the report (date of creation)

MSF221 - Work orders Report
QUICKREPORTING PARAMETERS

* Organisation MSF-FORM

*Site  MSF-F

*MISSION / PROJECT 5,10
(Ex: HT1 or HT101)

*Family ALL -

*From  15/01/2024

*to  31/01/2024

QUICKREPORTING FORMAT

) PDF . Excel (xlsx) ( ) Word (docx)

v LAUNCH

119/187



MEMO User Manual ENG 2024

F.3.4 Extract the measurement points

Introduction

Some equipment have one or more measurements. Example : oxygen concentrator have different
measures points : numbers of hours, % oxygen, flow at 5l/min...

Some measure points are to information the use (number of hours, kilometers) and some others measures
point are an performance indicator of the equipment. A limit can be defined by the technical referent (low
limit and/or high limit).

Example with oxygen concentrator :
numbers of hours of the concentrator : information about the use
% oxygen : performance indicator. Limit : need to be more than 90%.

If the measure is out of limit, the measurement point would appear in red in the WO in the laptop, and
would appear with a green tick (check mark)

MEASUREMENTS TAKEN ON THIS WORK ORDER

MEAS.POINT CODE  ~ DESCRIPTION CATEGORY s TYPE < MEASURE < MEASUREMENT DATE ¢
ME-8365 Nb d'heures d'utilisation / Hours of use USAGE-H COMPT 1037,00 17/01/202411:56

To extract the last measurement for the same type measure point for

all EQ

=» Open the application “METER” in the module MAINTENANCE.

—> Realise the filters needed to see only the measure point you want. In "description" by the name of
the measure point and a filter in "num" with the MSF number or in "Equipment" with a keyword like
brand or model. You can do a filter with the status to extract only the active EQ. You can also use the

criteria filter to filter by type.
!

=> Click to the excel icon at the top right of the table.

= Results

DESCRIPTION EQUIPMENT < FAMILY < STATUS <

hours of use|

CONCENTRATOR 02 (DeVilbiss 515K5+05D) 220V 365W

o ME3903 Nb dheures d'utilisation / Hoursof use  EQ-11264 CON-015 ccess. BIOMED ACTIF 944400 08/04/2024 15:04
o ME3909 Nb dheures dutiisation / Hours of use  EQ11265 CON-0T6 fz:ffs':_m“wﬂ 02 (Devilbiss S15K<5+0SD) 220V 365W gy gy ACTIF 8639,00 18/03/2024 03:45
o ME3921 Nb dheures d'utilisation / Hoursof use  EG-11268 CON-019 figféf“wﬂ 02 (DeVilbiss 515K5+0SD) 220V 365W g gpyep ACTIF 5155,00 08/04/2024 15:09
o ME3%T Nb dheures dutiisation / Hours of use  EQ-11275 CON-026 STl s BIOMED ACTIF 319500 19/03/2024 0953
o MESST0 Nb dheures d'utilisation / Hoursof use  EQ-11279 CON-031 CONCENTRATOR 02 (New Life Intensity) 10, 230V, S0 HZ | g4y ACTIF 10966,00 14/03/2024 10:34
o ME39TT Nb dheures dutilisation / Hours of use  EQ-11280 CoN-032 CONCENTRATOR 02 (New LifeIntensity) 101 230V, 50z g oy ACTIF 1823100 08/04/2024 1555
o ME3997 Nb dheures d'utilisation / Hours ofuse  EQ-11284 CON-036 gagccwmmn 02 (New Life Intensity) 101, 230V, 50Hz | g, opyepy ACTIF 2158000 09/03/2024 17:05

To extract all measurements for one equipment

=> Open the app EQUIPMENT
=> Go to the tab Measure point
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= Click to the excel icon at the top right of the table.

To extract all measurements for all equipment

=» Contact the memo support for this request.
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F.3.5 Cancel Work Order

Many reasons can result the need to cancel a a lot WO already generated by MEMO or create in
advance manually :
o EQ back to stock and the status in MEMO wasn't update (or OUT) : the maintenance plan is
still active.
o Too many WO were planned the same week compared to the work load of the person in
charge
o Technician unavailable (holidays, sick...) without be replace
o EQ under repair during a long period, and the preventive maintenance plan is still active
o The maintenance was done long time ago, but MEMO wasn't updated.

It is important to manage the open WO to give the visibility to the technician about the work need to be
done.
It should only have an open preventive WO for one equipment.

A pre establish filter from the ap EQUIPMENT help to identify quickly the EQ who have 2 work orders
or more open.

For the 1st scenario, (equipment under stock, OUT), you just need to change the status of the EQ :
automatically the preventive maintenance plan will be inactivate and all WO would be cancelled.

For the other cases :

Open the application ALL WO in the module MAINTENANCE

Filter to have only the WO you want to cancel (example : status 20-APPR, progress state LATE, type of
maintenance "mensuel” (monthly))

Select all WO by using the tick (check mark) on the top of the column (the selection is only for WO
visible in the active page)

Click on the bottom "change status”
Click on the target bottom "40-ANNU"

Tips : if the cancellation are link with a bad schedule, follow the practical sheet of verification the
schedule, and the practical sheet about re schedule the maintenance plan.

Tips : the WO are generated one week before the schedule date. If you don't have realize the
maintenance, the next WO would be maybe generated in few days or already generated. So you can
cancel :
o WO that has a bi monthly frequency after 1 week late
WO that has a monthly frequency after 2 weeks late
WO that has a quarterly frequency after 2 months late
WO that has a bi annual frequency after 4 months late
WO monthly when the quarterly/bi annual maintenance scheduled the last month isn't yet done

O O OO
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CHAPTER G / FLEET MANAGEMENT BY
FAMILIES

Motorize Fleet Management @&

G.1.0 Process MEM e G.1.5Fill fuel consumption for a
vehicle / generator / motorpum

G.1.1 Creation Reception Vehciles or
generators e (G.1.6 How to follow the technical

inspection and insurance for
G.1.2 Rental vehicle vehicle deadline?

G.1.3 Follow the service A B C e G.1.7 Analysis of the fleet: report

G.1.4 Creation preventive and
corrective work order (internal and

external)

Energy (4

G.2.0 Process Enerqy e (.2.2 Analyse data about ener

G.2.1 Fill the ener roduction et
consumption

o
. . ]
Radiocom @ Incinerator E

G.3.1 Follow the communication bills e G.4.1Fill fuel consumption and
for satellite phones waste quantity for incinerator

Biomed é

G.5.1 Analysis biomed fleet
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G1. MFM Motorize Fleet Management

Motorize Fleet Management ﬁ

G.1.0 Process MEM G.1.5 Fill fuel consumption for a
vehicle / generator / motorpum

G.1.1 Creation Reception Vehciles or
generators G.1.6 How to follow the technical

inspection and insurance for
G.1.2 Rental vehicle vehicle deadline?

G.1.3 Follow the service AB C G.1.7 Analysis of the fleet: report

G.1.4 Creation preventive and
corrective work order (internal and

external)
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G.1.0 Process MFM

Fuel
consumption
follow up

Corrective
maintenance
follow up

Create
a
vehicle

Service follow

up (A, B, C)

Rental contrat

follow up
management

EQ installed
inside the
vehicle (VHf,
HF, antenna)
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Management
end of the life
(renewal)

Frequency of
use follow up
(km/month)

Administrative

deadline follow

up (insurance,
technical
inspection)
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G1.1 Creation Reception of Vehicle GM

Practical sheet : create an equipment

Specific for Vehicle and Generator
1) Initialization
In the General tab, when you create an equipment with a counter, an extra line at the bottom appears
below classification to initialize the counter: number of hours for a generator, and kilometres for a vehicle.
a. Click on the button “Indicate the initial KM/hours”.

b. A new window will open where you can enter: the initial mileage for vehicles / the
initial number of hours for GMI equipment.

c. Once all the parameters have been entered and you have clicked on the button, a
GREEN window will open to confirm that the equipment has been initialized)

CLASSIFICATION .

* INITIAL KILOMETERS 0O

FUEL DIESEL -

CTI0_GAUCHE = - «/  Equipment sucessfully iniialized.

' VALIDATE

. INITUALITE A VEHICLE £ Gadi

2) Technical specification
To access the tab “technical specifications”, click on on [Fleet management] then

e [Vehicle] if the equipment is a vehicle

e [G-M-I] if the equipment is a GMI
Open the sheet of the newly created equipment and fill in data on the "Technical specifications” tab. To
finish, click on the button SAVE

=D0BDaxe ° il A ?2 8 v O

WISTORY

< > = erf_Hl FEE 7

ADMIN DATA

3) Attach specific documents
=8R8

Attach to the equipment the various supporting documents (donation certificates, loan
certificates, rental contracts, invoices, etc (D.5 Attach a document to the EQ and consult them
? (PC and Tablet) and in addition :

e GMI : Picture of the nameplate, bill
e Vehicles : photocopy of the bill, and engine numbers
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G.1.2 Rental vehicle

For main interest of register the loan vehicle (or generator) in MEMO is to centralize the fuel
consumption, and to have a exhaustive report about this topic.

According to how MEMO is working, the fuel consumption will start only the next month after the
activation. Example : you start to rend a vehicle the 7th of July, the 1st fuel consumption follow up will
be filled the 1st of September the consumption during august. So if you don't rend a vehicle more than
2 months, is better to follow separate than MEMO your fuel consumption of your rental vehicle (use as
template the report MSF300 Fuel consumption follow up)

If you rend your vehicle or generator for a long period, you can create on MEMO :

Create the rental company in MEMO by following the practical sheet manage a contract with external
company

Create the rented vehicle in MEMO by following the practical sheet about the creation and the
specificity of vehicle

If you have a lot of rented vehicle and you don't want to follow them individually but you want to have
the fuel consumption on MEMO,

Create only a vehicle with the description "group of rental vehicles"
initialize this vehicle with 0 kilometer,

Every months filled the number of kilometer done (begin of the month record in MEMO + the quantity
done by all the fleet during this month). And for the fuel consumption : the total of the refuel during this
month.

If you rent a car every month but different vehicle, you can keep this vehicle active for follow the fuel
consumption of different vehicles during different months
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G.1.3 Follow the service AB C

To use this tool which helps you to schedule the preventive maintenance, you must fill beforehand :
o Fuel consumption (Fill fuel consumption for a vehicle / generator / motopump)
o The Work Order of the last service done (F.3.2 Close WO)

Example 16/01/2023

Information about
the last service

Information Information Y Information
%,
og,

%

about the next  about the last about the next

service

service megsure

EQUIPMENT <  LAST SERVICE & LAST < LAST < LAST NEXT SERVICE NEXT $ LASTMEAS. © LASTMEAS. & LOCATION < EVAL < REMAINING
MSF TYPE SERVICE SERVICE SERVICE TYPE SERVICE HOURS / KM DATE CURRENT AMOUNT
NUMBER SCHEDULED REALIZED HOURS/ KM ESTIMATED HOURS / KM
ON ON FOR
MOB ML122
= = < o - 311272022 >
“ PM-8067 MOB4S SERVICE A 02/08/2022  27/10/2022 75062 SERVICEC 19/02/2023 77690,00 00:00 ML122-BURE 78438,00 1624,118
311272022
~ PM-5989 MOB44 SERVICEC 06/10/2022  11/10/2022 71009 SERVICE A 28/01/2023 7482000 00.00 ML122-BURE 75493,00 516,00
31/12/2022
() PM-2424  MOBS51 SERVICE A 01/06/2022  27/06/2022 137250 SERVICEC 23/02/2023  138585,00 00:00 ML122-BURE 139653,00 2597476
30/04/2022
~ PM-12487 MOB53 SERVICE C 11/06/2022  27/04/2022 44028 SERVICE A 18/02/2023 35520,00 0932 ML122-BURE 47845,00 1183876

b N
Date of Today + (remaining amount before the next service + Average km/day) = Estimation date of the next servic

Last measure + Average km/day * (Date of Today — date of the last measure) = Estimation Km Today

Km/hours Last service +

Genern!
INFO ABOUT THE LAST SERVICE

‘— Estimation Today Km = Remaining amount before the next service

L) TRANSLATE v

MECA SCHEDULE
PM8067

>

INFO ABOUT THE NEXT SERVICE

Code WO141344 iNep 40

Type SERVICEA Type\, SERVICEC

Staus 30 FEAM date
141172022 1124

CORRECTIVE MAINTENANCE

TIME-BASED MAINTENANCE

CAEATE CORRECTIVE WO

Frequency

Frequency unit

PREVENTIVE MAINTENANCE

CREATE PREVENTIVE WO

METER-BASED SERVICE

T

Meter Code  ME420

Meter Type  Kiometer

one 1624118

Dote

Hours/KM of

Hours / KM e

Next service es

Last Hours/1 311272022 0000
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G.1.4 Creation preventive and corrective work order (internal and
external)

Preventive workorder

The preventive workorder needs to be created by the logistics team when the maintenance plan is with
the status “MANUAL”.

=¥ Open the MECA SHEDULE application, and open the preventative maintenance plan of the
equipment.

=» Check this isn't already a preventive work order open in "info about he last service" (Status : 20-APPR)
= Click on the bottom CREATE PREVENTIVE WO
A pop up open

|/ MAINTENANCE v Pr41415

Search General

Y FLEET MANAGEMENT A

A

# siomen *MPCODE  PM-1415 *DESCRIPTION ~ Standard Vehicle - ABAC (500( STATUS  MANUAL -
!:9 VEHICLE EQUIPMENT CODE  EQ-4091 = MSF NUMBER MOB-448 EQUIPMENT STATUS  ACTIF
O cmo1 LOCATION CODE  TE201-OFFI = LOCATION  Office
£ cm
o

SATELLITE - EXPORT
< INFO ABOUT THE LAST SERVICE INFO ABOUT THE NEXT SERVICE
UO SATELLITE - ADMIN

Code *N°cyclestep 10

0 g s -

SATELLITE - GPS
@ Type Type SERVICEA

IT - COMPUTERS Status Planning date

IT -~ CONNECTIVITIES Status Date

Hours/KM

O
3 RECEPTION
% SAV/RETURN HQ CORRECTIVE MAINTENANCE PREVENTIVE MAINTENANCE
<O
T W n CREATE CORRECTIVE WO X CREATE PREVENTIVE WO
el
B OUT OF THE FLEET
o
G INVENTORY STATUS TIME-BASED MAINTENANCE METER-BASED SERVICE

INVENTORIES FOLLOW-UP Frequency o be launched each (Hor g0

KM)

2

Fill the pop up : choice the service,
Fill the labour in charge (the box is like a search bar)

Fill if the equipment is done by a subcontractor or intersection garage (need to be create in
compagny before)

Click on GENERATE
Click on VIEW GENERATED ELEMENTS

11 11l

*SERVICE  10- SERVICE A - 20 ~ SE‘[ViCEB
COMMENT 30 - Service A
40 - Service C
* LABOR IN CHARGE CODE  SUPMECA-TEST -
T () . XX - Service 50 000km

GENERATED ELEMENT X XX - Service 100 000km

XX - Autre / other service

@ Hierarchy for WO WO0-8534 created

~ VIEW GENERATED ELEMENTS n CANCEL = ] = e |

=

= If you send the vehicle to the intersection garage, click on print reporting and choice the
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report MSF230 Work form (mechanic)

In the description of the WO, the service is already pre-filled, you can add the number of km of the
service (example Service A 15000km)

Now the WO is created, you need to fill it

Corrective workorder

The creation of a corrective WO is identical to other families. Follow the instructions in this practical
sheet F.2.2.
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G.1.5 Fill fuel consumption for a vehicle / generator / motorpump

VEHICLES

=¥ Go to the application VEHICLE on the FLEET MANAGEMNET module

WMO =D = Q  Global search i@ ? 80

HISTORY
Site: MSFF VEHICLE
A MAINTENANCE ~ e
') o QY| scarch || Genersl | Technical Specifications | Emry | WR-WO | Mistory | Messurepoinis | Consumptions | Preventive maint. | Stops
& siomen Pre-established Filters - ﬂ SEE CLAUSE

@ venicie * Results

2 s

# sareume - ors

PROJECT ¢  MSF & sSTAlUS ¢ DESCRIPTION MODEL &  MILEAGE &  MODALTY ¢ TECHNICAL ¢ EXPIRATION ¢  OTHER ¢
NUMBER ) INSPECTION oF DUEDATE
INSURANCE

2 - comrurens

9 ™ - connecrvmes

0
4 mecepTioN RGN

ol D EQ-62014 MG126 FOB5 - HSP  ACTIF Terrecan - Fidelis 034 26 433 92 LOCATION 2550 TBF 11/01/2023 16/04/2022
B sav BREAK
g
- i) D EQ-63097 MG126 FOBI - HSP  ACTIF Hyundai - Aimé 03482019 29 NNSTXP 190140,00 LOCATION 0511 TBD 23/04/2022 18/04/2022
& our oF THE FLEET
o [] Ea6  ME10  BOATO  ACTIF Batesu As00 100 ACHAT-LOCAL
® mvewrony staTus
5 03
% IvENTORIES FoLLOW-UP [ AR
% ADDITIONAL 3 g MINIBUS 4x2 (Hiace KDH) 15
.3 ) D EQ-16217  PK126 MOB-039 ACTIF sests, diesel RHD HIACE 15443900 ACF326 31/12/2022 30/11/2022
£ GEneraLDATA Corolls
% D EQ-16216  PKI01 MOB-038 ACTIF [GENERIC] Citycar Wagon 2 13330200 ADS 215 31/12/2022 30/11/2022

=» Select the equipment you are interested in update and go to the CONSUMTION tab.

EMO =D0BDwme q il @ ? 80

HISTORY

B e oocomens < VEHICLE pS v s
eamme

é’ BIOMED EQUIPMENT CODE  EQ-17706 MSF NUMBER  MOB-42

@ vesar * DESC N LANOCRUISER 4x4 (HZJ78) 11 seats. diesel AHD hard top

® ot

® e

KM AND CONSO (ESTIMATIONS)

® saraure-ces

Oate 31/03/2022 0000

1yes) 16861

| year) 222700

1 year)

oare - I [ xto0E FUEL QuANTITY Ve " ) MOFYTIE
END 05 THE MONTH) (BEGHOENG OF THE MONTH (840 0F THE MONTH) WeASURE
2 K 16 128 £
8637700 n 4 1232 £
5553300 r 8 1273 7]
8421300 85539.00 13 0 1282 £
400 21300 & 13 1260 £
< e 12)3)as 6 783910 » w5 v Toae

Under this “consumption” tab, you will find all fuel consumption history for the selected equipment.

=» Check the first line: if correctly filled, it should display the same figure for the KM at the beginning of
the month than the KM for the end of the previous month.

EQUIPMENT CONSUMPTIONS &
DATE s KM KM KM DONE FUEL QUANTITY AVERAGE CONSUMPTION (L/100 KM) MODIFY THE
{END OF THE MONTH) {BEGINNING OF THE MONTH) END OF THE MONTH) MEASURE
31/03/2022 8888600 76 92 1285 £
28/02/2022 86977,00 HES 147 1232 £
31/01/2022 85538,00 86977.00 1438 183 12.73 £

nnzon 84213.00 85539.00 1326 170 1282 £
30/11/2021 8253400 e 23 1268 £

. 12 3 4 5 6 7 8 9 10 - L] 5 v Total: 63

Note: each 22nd of the month a new line will be automatically generated for the ongoing month.
=» To update the data for the ongoing month, click on the following icon ;. A pop-up will appear.

=» Update the “KM at end of the month” value (value you can read on the vehicle meter) and the total
amount of fuel used by the equipment during the month then click on VERIFY
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Date 31/03/2018&

—

Km beginning of month  165121,00

Km end of month I 0,00 |

Km performed 0O

Fuel consumed (L) I 0,00 |

Fuel rate (L/100Km)
VERIFY SAVE

MEMO will calculate “KM performed” during the month and the average fuel consumption (L/100km).
You will get an alert in case of any typing errors.

Tips: This total quantity of fuel burned corresponds to the quantity of fuel refueled provided that when
refueling on the last day of the previous month and refueling this month were done, the refueling was
until the entire tank was filled.

If refueling was not done on the last day of the month, note the number of kilometers on the last day of
refueling. In our example, the fuel was filled every Friday. It was not done on Tuesday the 30th, so it is
necessary to note in MEMO the mileage and the quantity of fuel of the 26th.

Note: you will get an alert on vehicles if:
O the calculated KM result is above 10000km
o the calculated consumption is located below 1 litre / 100 km or above a 100 |/ 100 km.

When a mistyping is detected (example: adding an extra digit), the value display in red and you will get
the following message : «entered information seems to be invalid» you can double check the value
then modify and validate.

=» When there is no input error the values are displayed in green. Click SAVE
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Date 31/03/2022
Km beginning of month 43874,00

*Km end of month 44583,00

Km performed 709

* Fuel consumed (L) 11500

Fuel rate (L/100Km) 1622

n VERIFY x SAVE

GM (GENERATORS, MOTORPUMPS)

=» Go to the “GMI” application through the FLEET MANAGMENT module then follow the same step

11l

than for the vehicles

EMO = B =S Q Globel search il @ ? & O

HISTORY
Site: MSFE cirat
A MAINTENANCE v Search
Search | General | Technical Specifications | Entry | WR-WO | History | Measurepoints | Consumptions || Preventivemaint. | Stops
~
9§ siomen
[ coox O PROJECT & MSE PHASES ¢ K € DESCRIPTION
9 vemcLe L NUMBER TVPE
@ o
a [ eews ML106 GENED3  ACTIF IPHASES 8 135000 GENERATEUR SDMO 313009707
9 sareLume - ces
BOAT 01 .
# m_comrurens o [ ] Eoeses  Me130 Mo ACTIE 1,00 Moteur 40CH PARSUN 0
s ) 5 Vilson-
9 - connecTiviTies & [] Eaie2ra  pRIT GEN033  ACTIF 3PHASES 30 6013.00 ii’:‘f“mn (R GE T EY IE RC Egmﬂ"” FGWPEPPAKETH16216
RECEFTION =
§ & [ ez pao GENDZI  ACTIF 1-PHASE 5 346,00 gi?::mmn silent (Promac PEO0Ds) 5.5kVA 230V SOHz:  ppayac PWRO0S1496
sav =
GENERATOR (PERMANENT/FIXED) 013, FG WILSON s

% ouror e e & [ Extaies ke GENOI3  ACTIF 1-PHASE 16 429000 Hesllild FG WILSON 000804841 PW4AD8T
@ INVENTORY STATUS “ D EQ-16219 PK101 GEN-035 ACTIF 3.PHASES 20 916,00 [GENERIC] Generator CUMMINS F16R136785

Y TS @ [ oz penis GENOD8  STOCK 4 42500 GENERATOR, 4KVa HYUNDAI XP13071537X

G AbDITIONAL o [ ] eossa LR103 GEN-OIO  ACTIF 3PHASES 25 21597,00 E::;f"“" R S e et Deutz Kirsch 25136474

£ cEneraLDATA & [ eamaer  LRI09 GENOIS  ACTIF IPHASES 55 1167000 FGWilson PS5-3, 55KVA, 400V, 72 Amps, 3 Phases FG Wilson FGWPEP22TBMU1 2079

Select the equipment you are interested in update and go to the CONSUMTION tab.
Under this “consumption” tab, you will find all fuel consumption history for the selected equipment.

Check the first line: if correctly filled, it should display the same figure for the hours at the beginning of
the month than the hours for the end of the previous month.

To update the data for the ongoing month, click on the following icon j. A pop-up will appear.
Fill the h end of the month, Fuel consumed (L) and kWh end of the month
Click on VERIFY and SAVE

Note: for a GMI you will get an alert if:

o the calculated monthly working hours are above 800 hours
o the calculated fuel consumption is located below 0,8 litres / hour or above 80 litres / hour.
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MODIFY THE
MEASURE

£

Particular situation: reset of the number of hours for a
generator:

=» When you change the panel of the generator, sometimes the number of hours restarts from 0. In this
case, contact memo@paris.msf.org
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G.1.6 How to follow the technical inspection and insurance for
vehicle deadline?

Fill in the information

=> Go to the application “VEHICLES” in the module Fleet Management

=» Open the vehicle you want to update

=> Click on the tab “Technical Specifications”

= Fill the deadline
Tips : you have in additional of the Government technical inspection and expiation insurance, the
possibility to add an extra administrative deadline : fill the name of the administrative task, and the date
of the deadline

MEMO =28B0ae °

i Q@ ? 8% Y

HISTORY
Stte. MSF-France VEHICLE > B save
J MAINTENANCE Q4091
4 WORK REQUEST oar ORI Technical Specifications Entry
& WORK REQUEST EQUIPMENT CODE  EQ4091 MSF NUMBER MOB448
£ uywo * DESCRIPTION LANDCRUISER 4x4 (HZJ78) 11 seats, diesel RHD hard-top
§ wrwo SERIALN®  JTERB71J40F01 1500 MOTOR NUMBER KEY NUMBER
COMBUSTIBLE  DIESEL -

DRIVING  DROITE -

“
ALL WO PLATE NUMBER

¥ IMMOBILISATION

& EXTERNAL MAINTENANCE

© BIOMED SCHEDULE

MECA SCHEDULE

o
o
~ METER
o

ALL FAMILIES SCHEDULE

MAINTENANCE PLAN
Y FLEETMANAGEMENT A
o
& BIOMED

@ veucee

Follow the deadline

=> Go to the application “VEHICLES” in the module Fleet Management. The last column of the table is for
follow the administrative deadline:

HISTORY

Site: MSF-France VEHICLE
¥ MAINTENANCE Seatch

[ —— Search | General Technical Specifications Entry WR-WO | History Measure points Consumptions Preventive maint Stops

A

b= woRK REQUEST Pre-established Fillers - SEE CLAUSE MANAGE QUERIES

& mywo .

- Results

& my wo

£ aLtwo ¢ % &

= CODE & PAOJECTS MSF & SIATUS & DESCRPTION & MODEL © MILEAGE $ MODAUTY &  PLATE GoTTECHNICAL & EXPIRATION &  OTHER ©
e B NUMBER i) INSPECTION oF DUE DATE ’

INSURANCE

01/01/2023

r? EXTERNAL MAINTENANCE

TE land

° BIOMED SCHEDULE
LANDCRUISER 4xd
DEHUISER & HZJ78R

© MECA SCHEDULE o EQH4091  TE201 MOB-448  ACTIF (HZJ78) 11 seats, diesel 00 S
RHD hard-top

28/01/2023 12/10/2023

2000,00 ACHATINT

the deadline has passed
ORANGE: the deadline is less than 1 month
- No color: the deadline is more than 1 month

Operational advice : realize all inspections, insurance, registration the same week for all the fleet :
don’t need to think about it every month, faster to treat the subject.
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G.1.7 Analysis of the fleet: report

To access overview data sheets or reports to VERIFY the quality of the data and to ANALYSE the
equipment management activities.

= Click on General data module and click Reporting application
H MAINTENANCE v
Y FLEET MANAGEMENT v

& GENERALDATA PN
Tt TREE-VIEW

LOCATION
B company

P& STAFF

el

° ALL MISSIONS
el

B EQUIPMENT

¥ MEMO CATALOG

=2 You can view the topics with reports available. Click on the folder 2.7 VEHICLE

=2 Reports for each topic will be visible. Click on MSF317 - Vehicle fleet analysis

MSF303 - Out of the fleet vehicles ket (MSF303)
MEF304 - In the fleet venicles list (MSF304)
MSF210 - Vehicles Administrative desdiines (MSF310)

—3 | MSF317 -Venicle fleet analysis (MSF317)

Into ‘MISSION/PROJECT’, enter the mission code (example HT1) to see a report pertaining to a
specific mission or the project code (HT133) if you only want to see the data on a specific project.

Note : it isn’t possible to have a report for only 2 projects of one mission at the same time.

—> Complete the other information fields required to access the data (example fuel consumption
needs the relevant time period)

—> Choose file type (excel, PDF...).

=2 Click LAUNCH to view report.
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G2. ENERGY
4

Energy

e G.2.2 Analyse data about energy

e G.2.0 Process Energy

e G.2.1Fill the energy production et
consumption
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G.2.0 Process Energy

In order to size our facilities and monitor and manage our consumption, particularly of
fuel, it is essential to measure the amount of energy consumed. This information will
enable us to adjust the sizing of energy production (generator or renewable energy), to
refine the diagnosis in the event of a breakdown, and to analyse our consumption in
order to improve our energy efficiency and reduce our environmental impact.

Energy consumption and production (kWh) is followed using 2 applications available in
the Fleet Management Module:

o The Energy application — allowing the monitoring and follow-up of general consumption,
secondary consumption and renewable production through energy meters.

o The GMI application — allowing the monitoring and follow-up of generator's energy
production.

STEP 1: Create enerqy meters in MEMO

o To create a new meter, refer to practical sheet C.1 Create a new equipment

Note : At the moment of its creation, makes sure to encode it using:
o the right MSF code: Different codes among the PELECOMM and PELEMEA types
are available in MEMO catalogue according to the specific model in use
o theright MSF number: No matter its type and specific use (used for city power,
general metering, secondary metering or renewable production)
the MSF number nomenclature to be used: MTR-XXX (for English speaking Missions) or
COM-XXX (for French speaking Missions)

Specific cases

- Solar systems: these systems generally have their own production tally. In order to integrate
these values in the consumption follow-up, a generic energy meter must therefore be created
using a generic MSF code (PELECOMM-GEN or PELEMEA-GEN).

Once created, the meter has to be linked to its concerned energy production equipment selecting
a value in the PARENT EQUIPMENT box.
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GHOOSE A VALUE

o Generators: For most of the generators the energy consumption is showed directly on
the generator panel (DCP10, Deep Sea, some Power wizard...).
When the generator has an external energy meter such as PELECOMMW38, PELECOMMW83

or a simple meter locally purchased, the meter doesn’t need to be recorded as specific equipment
in MEMO.

In both cases consumptions will be recorded on the GMI application.

STEP 2: Meters Categorization

ENERGY >
0 50415
Search | General | Technical Specifications | Enwry | WR-WO | History | Measure points | Consumptions | Preventivemaint. | Stops

EQUIPMENT CODE  EQ-50415 MSF NUMBER ~ MTR-002

DESCRIPTION ENERGY COUNTER (MTRB0L) 3P+N/B0A, modular
METER TYPE  RENEWABLE -

GENERAL Compteur général

SECONDARY
oy

RENEWABLE

4 »

Each meter must be categorised in the Specifications tab according to its type
o General : the one installed on the main distribution board

o Secondary : the one(s) installed for specific metering need, AC’s or specific services for
example

o City : in general the city power meter

o Renewable : the meters described above, the encoded values will be the ones shown
by the renewable production equipment (charge controller, pv inverters for example)

For a Renewable meter add its position depending on where is installed:

Before general meter

Générateur

Renouvelable

Secondaire

After general meter
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Générateur

F 3

o For asecondary meter, specify its the specific use:

ENERGY
S EQ-50392

General Technical Specifications Entry WR - WO History Measure points Consumptions Preventive ma

EQUIPMENT CODE  EQ- 50392 MSF NUMBER EME-004

DESCRIPTION ~ MULTIFUNCTION

METERTYPE SECOMDARY

SPECIFICUSE  AC energy meter

Once created, all meters can be managed via the Energy application in
MANAGEMENT module:

ENERGY
Search
§ sowen Pre-suablisneaFihers } B
£ Ve .
SATELLITE - EXPORT APPLY TECH. PATTERN

LITE - ADMIN DESCRIPTION = METER TYPE

FLEET

= 55161 y GENERA IFUNCTION METER (Socomes DIRIS A-40) Socomec DIAIS A0 ACTIF
" ssi61 ater - AC Stuge RCCo2 ACTIF
o EO-50415 55161 MTR002 ENERGY COUNTER (MTRBOL) 3P +N/604, modula POLIER MTRBOL ACTIF
%  Eo-so3se ssi61 D T e L AR E Socomec OIS A0 acTIF
&' RECEPTION
SRRk %  ED-soaE ssi1 3P+N/B0A, modulas ey POLIER MTREOL STOCK
%  E0s04le 55161 3PN/B0A, modula FOLIER MTRSDL acTiF
%  EosoaT ss1e1 ENERGY COUN w8 N/B0A, modula POLIER MTRgOL AcTIF
. €Q-50416 ss161 ENERGY COUNTER (MTREOL) 3P+N/804, modula POLIER MTREOL AcTIF
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G.2.1 Fill the energy production et consumption

At the end of each month, you need to record consumption in kWh for each meter using the
Consumption tab. To ensure consistent measurements, it is important to take the energy
consumption readings on the same day as the Tufioul readings (between the 28th of the
month and the 3rd of the following month).

For general meters, city power, secondary meters and renewable production:

Open the app ENERGY in FLEET MANAGEMENT

Open the page of the EQ, and click in the CONSUMPTIONS tab
Click on the pen bottom

Fill the data

Click on CHECK and if there isn't mistake click on SAVE

1111l

INDEX READING

' Date  30/06/2023

kWh begnnng of month 958422

* kWh end of month 1013213

Bectncal consumption
(kwh)

Max power demand (kW) 8400

5479

For generators: consumption is recorded at the same time as fuel consumption (TUFIOUL)
via the Consumption tab in the GMI application

Date  31/08/2022
h begnning of month 2098800
* hend of month - 2167500
Hours performed 687
* Fuel consumed (L) 14291,00
Fusd rane (L/M) 2080
of month  142871,00
month 0870000

Blectical consampton
Dowh) 6532000

EMioency (LYWh) 022
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G.2.2 Analyse data about energy

data collected helping the logs in the interpretation and consumption analysis by:

Y& FLEET MANAGEMENT

A

£ GENERAL DATA

TREE-VIEW
LOCATION

B. company

ES sTAFF

4 REPORTING

& ALL MISSIONS

O
&' EQUIPMENT

& MEMO CATALOG

O

& NEW

ADMIN : USER

¥ PATTERN:PM

Showing consumptions from one year to

@ 1 EQUIPMENT
@ 2.1 BIOMED

@ 22 COLDCHAIN

MSF005 - ENERGY Chronogram (MSF005)
MSF301 Energy Consumption (MSF301)

™ 24T

@ 2.5 RADIOCOM

26 WATSAN

™ 2.7 VEHICLE

™ 28GMI

@ 3.1 FUEL CONSUMPTION

@ 3.2 MAINTENANCES (ALL FAMILIES)

@ 3.3 FLEET RENEWAL

the

production by type.

MSF301 Energy Consumption
QUICKREPORTING PARAMETERS
* MSF-FORM
* MSFF
+ ss1
QUICKREPORTING FORMAT

PDF o Excel (xlsx)

v LAUNCH

Word (docx)

previous one and the proportions of energy

SS161 - COORDINATION | | of energy jon / production |
c: |
10000

01/2022 02/2022 04/2022 | 05/2022 07/2022 08/2022 00/2022 11/2022 | 12/2022 Total
Consumption (yaar N) 5791 4710 6 577 5861 6 578 6 865| 7747 7648 7921 7 495) 5457 79619
Consumption (year N-1) 4 916| 4 452 4916 4770| 4916 5483 4921 4m| 5D45| 6 463 5441' 5910| 62 229

Production

01/2022 02/2022 | 03/2022 | 04/2022 | 05/2022 06/2022 a7/2022 08/2022 09/2022 1072022 | 11/2022 | 12/2022 Total
kWh City 0| 0| 0| 0| 0| 0| 0 0| 0| 0| 0| 0| 0|
kWh Generators 4916 4452 4916 A4T70] 27698 3028 6| 2757 3183,5 23173 3344 5| 2668,3| 2952,2 42075
kWh Renewable 3344 3266 3901 3053 3198 2784 2725 2517] 3071 2757 3032| 2912 36560

As well as the environmental impact of our activity in terms of tons of CO2 equivalent and potential

reductions through energy savings and production using renewable energy sources.

Tons of CO2 equivalent |

012022 | 0212022 | 03/2022 | 042022 | 052022 | 0672022 0772022 0812022 002022 | 1072022 | 112022 | 12/2022 | Total
TCO? City. 0 0| 0 0 0 0 0 0 0 0 0 of 0
TCO? Generators 1,34 1,22) 134 130] 078 0,83 0,75 0,87 063] 091 o] om] 11,49
TCO® 0,15 014  o17] 013  om 012 0,12 0,11 013  on2f o1  on3] 1,60
For the above calculations, the following factors were taken into account:

- 1kWh generator is equivalent lo 0.273 kg CO*

- 1 solar kWh is equivalent fo 0.043 kg CO?
Total TCO? T 1.49] 13 s s s 09s] o8r] 0.98] o] 1ol ol ol 13,09]
Mix Energetiue (keCOYKW) T 0,18 o8 o017 one[  oqs] 0,16] 0,16] 017] o1 o0 o] o016 0,17

GENERAL counters list |
Associated to
Description Code EQ | MSF num Location City Generalors Renewable Secundary

MULTIFUNCTION METER (Socomec  |[EQ--68077 |MTR-001- [SS161-HOS1 0 2 1 0
ENERGY COUNTER (MTRB0L) EQ- 50414 |MTR-001  |SS161-OFFI 1 1 0 0
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G3. RADIOCOM

Radiocom

o G.3.1 Follow the communication bills for satellite phones

G.3.1 Follow the communication bills for satellite phones

Sat-phones and some specific GPS (ex: GARMIN Inreach explorer) are purchased and sent from the
HQ. Here below are the different actions driven by the different stakeholders:
o The radio referent will create the equipment with its technical data while purchasing the
equipment
o At field level, the LogCo or the log responsible (according to the field organization) can
consult the technical data of the sat phones / GPS of his project / mission, transfer them
and update its status.

Note: if for any reason the technical information of the equipment changes, the field needs to inform the
radio referent in Paris so that they can record the modification.

The invoices linked to equipment are monthly received at HQ Level then recorded on MEMO. At that
point, the invoices are online and can be consulted by the Logco and log manager for verification. This
information will be updated by the HQ with a 2-3 month delay (ex: you will be able to consult January
invoice in March/April on MEMO).

You can access your satellite equipment fleet management through the module “Satellite-GPS” : you will
access the list of all your satellite phones and GPS.

CIRL O Wil @ ? &%

a SEE CLAUSE MANAGE QUERIES

COUT DECOM A
REFACTURE A 0CG 8
parti du 23 jusbet

SDIZE STHASE  thusy AT ACTE IEIOTHE1ITES  SUSPENDUE S9SN TOSATIEIS w0 oo
50256

Phne pusber
BB1651146098

+BE2 16 5115 54T
ol STHAEX  THURAYA T sToCK IEHTEOL 108184 8348205271 0051351549 20220330 vese 0K
Ll

#8852 16 5115 5351

{Phane S card
coley  STHASH Thutays XTPee STOcK F5610T06-1 378181 AREAIN5201BO55656060 fumber)

I0Z20330 vest 0K

AT gy

+B82 16 51180733

i . s y ¥ S {51 phone Namber)

cOied  STHIN  Thumm X Peo STOEK 1074 - 1edSIed 01 LIS 230930 test 0K,

L]

LA STHATG  Thumps TP STOCK, 25610706-209899.5 2S00 1RSI
HoRRI165115731
KEIS)  STHIOT  ThURAYA T ACTIE ISHATEIL115015 SUEAINSITION1ISI 63

When you access the equipment data, you will be able to see the following data :
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MEMO = B0ase oo AN BF- JENU)

HISTORY
SATELLITE - GPS
SAVI
EQ35HT2 ’ v -
TE EXCELLENT - *STATUS ACTF
n CHANGE THE STATUS
IDENTIFICATION LOCATION PARENT EQUIPMENT
) SATELLITE - Aowm MSE Number  STH-384 ¢ SDI1250FF) = Parent equipment code =
G sATELLITE - aFs escripticn  SATELUITE PHONE (Thureys XT-PRO) « scce Location  SDI25 - MSF Ofice Parent Equipment
53 T - co s u TRANSFER THE EQUIPMENT
CLASSIFICATION MANUFACTURER INFORMATION STAFF
*Family RADIOCOM Staff code *
¢ PCOMSAT Name
* Man g year 2019 Function
NT 35610706 1375484 Service
HISTORY LAST SURVEY HOTES
Created by  rdsmascene Last survey date 1 /08/2021 100015 COUT DECOM A REFACTURE A OCG 8 parti
du 23 jullet 2020 OCG - 50256
Creanon date  18/11/2019 1439 Last survey state  TROUVE Phome number | «5321651146098

Modifed by rdsmascens

Moaificanon cate  08/04/2022 1107

Note: you won'’t be able to change the information displayed on a grey background, as this information
is directly managed by the tech REF at HQ level. You are in charge of changing the general state of the
equipment, its status, its user, location, and you can also add notes to it.

= b B & &%
Create »

I-!l| Save

L] Cancel

4 Add a document

Move equipment

In the Tab « billing » you will be able to see the different invoices linked to the equipment:

EMO = BDwe e S G il e ?ESO

HISTORY
She: MSF-F _
SATELLITE - GPS > v saE
A MAINTENANCE v EQ35272
Search General Technical Specifications Entry WR - WO History Bl Preventive maint, Stops
B FLEET MANAGEMENT A ! .
63 BIOMED EQUIPMENT CODE  EQ-35272 MSFNUMBER STH-354
® vencie * DESCRIPTION  SATELLITE PHONE (Thursys XT-PHO) + accessories, set
-l
g o @
BILLS HISTORY
' SATELLITE - EXPORT T

(€) | SUBSCRIPTION | COMMUNICATION

ST coST(6)

s s
£ SATELLITE - AvMIN
G SATELLITE - oPS
) SD101.0FF =
2 7467
nnoen HOM SD101 - HoM Office e na 586
3072021  SDIOCE ST 0CGLoans 3402 3402 000
30/06/2021  SO1-0CE $O1 - 0CG Loans 3402 3402 000
SD101: =
ainzzoe  SMLE SO101 - EQUIPMENT RECEPTION 3402 3402 00
somzoze  SOL SD101 - EQUIPMENT RECEPTION 34,02 3402 000
SD101: -
no s = g
snozo SO D101 - EQUIPMENT RECEPTION 3686 3402 284
smoL: -
o s E 2 X
swoszozo  SRLE 0101 - EQUIPMENT RECEPTION | 340 3402 00
SO0
i =
sszoz  SBEE SD101 - EQUIPMENT RECEPTION 3402 3402 000
o SDIOL _
syorzo SN SD101 - EQUIPMENT RECEPTION 3411 3411 00
oy S0101:
swoezo0 SR SD101 - EQUIPMENT RECEPTION 3411 3411 000
w12 [ -] 10 v Total 16

In the history list, you can get the subscription and communication cost of your equipment.
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G4. INCINERATOR

Incinerator ==

e G.4.1Fill fuel consumption and waste guantity for incinerator

G.4.1 Fill fuel consumption and waste quantity for incinerator

=> Go to the “GMI” application through the fleet management module

—> Select the equipment you are interested in update and go to the "consumption" tab.

= Directly modify the values in the cell and click on SAVE

INCINERATOR FOLLOW UP EI
*DATE INCINERATION DAYS FUEL QUANTITY (L) BURNT MATERIAL (KG) PRODUCED HASH (KG)
(END OF THE MONTH)
v 30/06/2022 000 0 0 000 000
v 31/05/2022 000 0 0 000 0,00
¢ 30/04/2022 1350 9 300 451,40 129,00
¢ 31/03/2022 2713 17 384 758,00 281,00
v 28/02/2022 1095 7 120 27740 100,20

NB : The new line of consumption will be created in MEMO few days before the end of the month
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G.5 BIOMED

Biomed é

e G.5.1 Analysis biomed fleet

G.5.1 Analysis biomed fleet

—> Click on General data module and click Reporting application
J MAINTENANCE v
¥ FLEET MANAGEMENT +

& GENERALDATA PN

TREE-VIEW

FE3 STAFF
{9 REPORTING

& ALL MISSIONS

IPMENT

' MEMO CATALOG

—> You can view the topics with reports available. Click on the small arrow next to the topics you which
to view

- M0 1. EQUIPMENT

@ 2.1 BIOMED
I 2.2 COLDCHAIN
@ 2.3 ENERGY

W24

—> Reports for each topic will be visible. Click on a specific report to view.

B 2.1 BIOMED
MSF004 - BIOMED Chronogram (MSF004)
MSF213 - WO follow up per month (BIOMED) (MSF213)

MSF316 - Analysis of Biomed WO (MSF316)

Into ‘MISSION/PROJECT’, enter the mission code (example HT1) to see a report pertaining to a
specific mission or the project code (HT133) if you only want to see the data on a specific project.

Note : it isn’t possible to have a report for only 2 projects of one mission at the same time.

—> Complete the other information fields required to access the data (example fuel consumption
needs the relevant time period)
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—> Choose file type (excel, PDF...).

—> Click LAUNCH to view report.

PDF

MSF316 - Analysis of Biomed WO
QUICKREPORTING PARAMETERS

* Organisation MSF-FORM

*Site  MSF-F

*MISSION / PROJECT

(Ex: HT1 or HT101) _NGTIG

QUICKREPORTING FORMAT

@) Excel (xlIsx) Word (docx)

¥  LAUNCH

=2 Open the Excel file, here is a brief description for each tab:

Situation: activity over the last 12 months and projection for the next 12 months

Preventive maintenance: graph knowing if treated on time and the list of WO with a problem
Corrective maintenance: graph showing the number of maintenance carried out and the list of
WO with a problem

Information of WO: indicators of the correct filling of WO and the list of WO with a problem
Measurements out of limits: indicators % measurements outside tolerances and not completed
as well as a summary by EQ

Spare parts (consumption): graph of the number of spare parts used per month and a
summary by part code of their estimated and actual consumption

Cost per equipment: summary per equipment of the cost of preventive and corrective
maintenance carried out over the last 12 months.

Intervention time: per technician, the number of biomed BTs / number of all-family WO carried
out. As well as number of hours of biomed maintenance / number of hours all families carried
out.

Subcontractors: number of WO processed and intervention costs per subcontractor.
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CHAPTER H / SAV (return HQ)

e H.0 Definition

e H.1 Manage an equipment in SAV

H.0 Definition

The MSF Logistique customer service (SAV) concerns the rehabilitation of logistic
or biomedical equipment having been originally invoiced to a MSF section (order
managed by MSF Logistique).

All the requests must be sent to MSF Logistique with a copy to your MSF Logistique
Operation and head office contacts. The application must detail the serial number of
the equipment concerned and a detailed description of the problem.

Any return of equipment must be subject to prior approval from MSF Logistique
(acceptance is confirmed by an Email message).

H.1 Manage an equipment in SAV

1) Locate the equipment to be sent for SAV and open its equipment page.

Status l ACTIF ‘
ACTIF Actif / Active
ouT Sorti du parc / Out of the fleet
REPAIR En réparation / Under reparation

ntcode STOCK Stock

Jipment E-PREP E-PREP
SAV SAV
MANQUANT Equip. manquant / missing .

2) Change the Status of the Equipment for SAV

The Equipment is automatically moved from the main inventory to « SAV » inventory.

Gestion de parc
3) To consult the SAV equipment, click on the module and on ﬁ .

4) Click on the equipment you wish to consult and add the information relating to the SAV sending.
Note : at this stage, you can add a document to the equipment.
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sav v N EQ11649 > &

Recherche |Eémra\‘ DI-BT  Historique | Compteurs  Maint Fréventive | Immobilisations

code Equipement [ ea11649 et genera [ o000 -

IDENTIFICATION EMPLACEMENT

Numérs MSF Iuwss | Code Emplacement I GE103-TBOF -

pescription [ comruTER aptop (Lenovo T440) queny keybosrs | Emplacement  GE102- TEILISI OFFICE
CLASSIFICATION INFORMATIONS FABRICANT

Familte [r marque [ Lenovo
Type [ apapLap wodete [ Tas0
code msF | ADaPLAPELTAQ Année fabrication 16
W de serie | sPooako

ENVOI EN SAV

Date drenvoi | 04/07/2018

Reférence du document
‘associé

AJOUTER UN NOUVEAU DOCUMENT

e clavier ne fonctionne plus.

5) Then directly print the "SAV form" from MEMO and send it together with the material to be returned.

o B @

- Click on « Printer » icon
- When the box appears, choose the file format

.
Click on

then the form will appear to be printed.

LANCEMENT D'UN RAPPORT X

Liste desrapponts | MSF220 - Fiche Retour SAY / Retum Fom -

PARAMETRES DU RAPPORT

orpnssnon [Erom \

e [usremmes |

Equipement | EC-11629 -

FORMAT DU RAPPORT

(@ por (O ereliisn () word(dock)

v  ExcuteR

When the equipment returns to the field, change the status to "ACTIF"
and it will return to the general equipment inventory.
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CHAPTER 1/ OUT OF FLEET

e |.0 Delete an eqguipment from the e |.2 Find the list of EQ OUT of Fleet
database (duplicate, not need to be

follow...) e |.3 Manage the borrowing EQ to

another organisation
e |.1 Remove an equipment from the
fleet > OUT of Fleet (disposal

donate...)

Definition « Out of the fleet » is applied when the equipment leaves your mission/project with no intention of
returning. There are different reasons for putting the equipment « Out of the fleet », including: sale, donation,
loss, destruction, theft, etc.

1.0 Delete an equipment from the database
(duplicate, not need to be follow...)

You cannot delete this equipment by yourself, please contact memo@paris.msf.org, giving the EQ
number to be deleted and the reason.
Don't change the status to OUT.

151 /187



MEMO User Manual ENG 2024

I.1 Remove an equipment from the fleet > OUT of
Fleet (disposal, donate...)

« Out of the fleet » is applied when the equipment leaves your mission/project with no intention of
returning. There are different reasons for putting the equipment « Out of the fleet », including: sale,
donation, loss, theft, etc.

Note: Recording equipment as being “out of the fleet” means that this equipment is not MSF property
anymore. If this equipment has been shipped to another mission, this equipment remains MSF

property. For this example, you need to drop an email to the MEMO team in order to perform an inter-
mission transfer

=» From EQUIPMENT application in GENERAL DATA, locate the equipment to be removed from the fleet
and open its equipment page

=» Change the status of the equipment to "ouT".
Once the status has changed to OUT, a new section, called OUT OF FLEET, is activated.

IT - COMPUTERS ~ SAVE

IDENTIFICATION LOCATION PARENT EQUIPMENT

CLASSIFICATION MANUFACTURER INFORMATION STAFF

SAV 7 RETURN

= Fill the mandatory information concerning the equipment in this new section.
The two mandatory pieces of information to be filled in are:
O Reason: Select an option explaining the removal of the Equipment from the Fleet.
o Exit Date: Select the date on which the Equipment is removed from the Fleet
You can input optional information such as the reference of the associated document, the selling
price.

=>» When you have finished inputing all the information, click on SAVE
The equipment is then automatically transferred from the main inventory to the « Out of fleet » inventory.
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= Attach the document as evidence of the reason.

REASON MINIMUM DOCUMENTS NEED TO BE ATTACHED TO THE EQ

Destruction Destruction certificate / report
Donation Donation certificate
Perte/Loss Incident report

Vente/sale Sale certificate

Vol/stolen Incident report

Pieces/spares Work Order Closed with the explication in the report the reason of OUT
Retour/return WB to the HQ, contract of rental, + return form

Pret/Loan Loan Certificate
Autre/other Any other document that can prove it should be taken out of the fleet

Tips : don’t remove the MEMO sticker but write on it the reason (“Donate”, “For spare part”...) and
scratched the barcode or QR code to prevent scanning
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1.2 Find the list of EQ OUT of Fleet

To display the equipment, click OUT OF FLEET application on FLEET MANAGEMENT module.

Note: The equipment appearing in the « OUT OF FLEET » list cannot be completely deleted from the
MEMO for archiving purposes. The maintenance plan will be automatically deactivated when changing
the status of the equipment to "OUT.

Note : During an inventory, if the equipment with the status “OUT” is inventoried as “FOUND”; his status
will automatically change as “STOCK” if the equipment was assigned to the mission.

1.3 Manage the borrowing EQ to another
organisation

In case of loan of OCP equipment to another organization (OCB, OCG, MoH...), the equipment must
be put on OUT, with these specifications

Gl LI P RET/LOAN b
Reason “Loan”

Comment: borrowing to [organization’s name] until [Planned date of end of borrowing]
Date of exit from the park: start date of the loan

Download as an attachment the supporting documents proving the borrowing: email, borrowing
certificate....

Write on the MEMO label "Borrowing" next to the QRcode/barecode. This will prevent the equipment
from returning to stock during an inventory.

Tips : Change the MSF Number to add “Borrowing” to be able to find easily the equipment in the
database

At the end of the borrowing, when the EQ is back, double check the serial number of the EQ.

If it's the right EQ :

= change the status of the EQ

If it isn't the same serial number (so they kept the EQ and give a new one) :

=» change the reason of OUT of fleet of the loaned EQ > donation and add some comments
=> create the new EQ
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CHAPTER ] / ADDITIONAL EQ

e J.0What is the difference between e J.2 Perform an inventory of
additional EQ and Equipment? additional EQ

e J.1 Create an additional EQ e J.3 Transfer an Equipment (EQ) to
Additional Equipment (EC) or
opposite

J.0 What is the difference between additional EQ and

Equipment?
ADDITIONAL EQ EQUIPMENT
(EC-XXXX) (EQ-XXXX)
CREATION Manually Manually or with MSF Logistic

No maintenance plan

MAINTENANCE S N e (preventive or corrective)

Maintenance plan + WO

STICKERS No possibility to print a sticker Sticker in different format

INVENTORY Only in Excel sheet or paper Application in the tablet

?l\/'? STI':A‘ égége) Not mandatory, can create what you want Mandatory that the EQ is in the catalogue
Unique EC code Unique EQ code for only 1 EQ (exception
But 1 EC can be a group of additional EQ with fire extinguisher)
FILL VALUE € Can be added Need to add it
Sléggé:_" Not included inside Include
REPORT Not included inside (just list of EC) Include

For one MSF code, the equipment should be only in EQUIPEMENT or only in ADDTIONNAL
EQUIPMENT. The Log Coordinator is the person to decide what is in EQ and what is in Additional.
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J.1 Create an additional EQ

Go to Additional EQ in Fleet management module
Check if the equipment isn’t already existing

Click on the bottom CREATION &+

MEMO =°)

Site: MSF-F
& MAINTENANCE

=]

[

ADDITIONAL

Search

E SEE CLAUSE

ﬂ MANAGE QUERIES

Search Description
¥ FLEET MANAGEMENT
& womeD Pre-established Filters
L
H VEHICLE » Resukts
L
o
& SATELLITE - EXPORT
;"9 SATELLITE - ADMIN
£ SATELLITE - 6PS
o
# IT - COMPUTERS
- % ECE6024
£ IT - CONNECTIVITIES
o
% enency
EC-38186
RECEPTION
EC-46466
SAV / RETURN HO
EC464ES
§ sav
% EC46459
& OUT OF THE FLEET
INVENTORY STATUS m, EC46458
INVENTORIES FOLLOW-UP
o ECABAST

EDIMULSA406

PELEVOL

ADAPTNET-GEN

ADAPTNET-GEN

ADAPTNETGEN

ADAPTNET-GEN

ADAPTNET-GEN

(ultrasound
M-Turbc)
TRANSDUCER
SUPERFICIAL
STRUCT. HFL38x

CHEST FREEZER

FIREWALL/ROUTER
NAS RACKABLE
WIRELESS ACCESS
FOINT

WIRELESS ACCESS
POINT

WIRELESS ACCESS
POINT

Sonosite HFL38x

PCOLREF- -
&= EURDTEK  ECF110GR

NASTOI1  FORTINET  FGTBIE
HNASTOM0 SYNOLOGY  RSE19
NETO010  FORTINET 2E
NETD09  FORTINET  221E

NETO008  FORTINET me

9PX 15001

BIOMED

COLDCHAIN

PI40- PHARMACY - IN
STOCK

PH124 - Belair Office #503
- Coldchain

PH129 - Belair Office #801

PH129 - Belair Office #802
PH129 - Belair Office #801
PH129 - Belair Office #801

PH129 - Belair Office #801

STOCK

1 STOCK

STOCK

ACTIF

STOCK

STOCK

STOCK

EXCELLENT

GOOD

EXCELLENT

EXCELLENT

EXCELLENT

EXCELLENT

EXCELLENT

Fill the information: only 2 are mandatory : the description and the location code

04¥QK2

MKS40287

FGTE1ETKI 8027568

FP221 ESSI809IRFZ

FP221ES51B099CUE

FP221ES5180998CE

Point of vigilance: don’t use the MSF number already use in EQ, and don’t include Additional MSF

Number in the numbering of the MSF number for equipment

Search | Description

ADDITIONAL
EC-62008

SAVE

*EQUIPMENT CODE  EC-62008

IDENTIFICATION

MSF Number WATER DISPENSER Dandora YFC

*Description  WATER DISPENSER, HOT/COLD, 220V, !

Family ENERGIE
MSF Code 'WATER DISPENSER,H&N

Quantity 1

DESCRIPTION

-

24-02-2022: located at the 40 ft container at the Medical side.

HISTORY

Createdby logman@ke150

GENERAL STATE  GOOD

LOCATION

* Location code  KE150-HECE-DAND

Location KE150 - HEALTH CENTRES - DANDORA Y!

Brand OHMS
Model OWD-HN1150

Serial N° 123

NOTES
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J.2 Perform an inventory of additional EQ

For the inventory of additional EQ, you can download an excel file with the list of EC. It isn't possible to
record the information in MEMO.

= Click on GENERAL DATA module and click REPORTING application,
=> In the folder 1. Equipment, Download the MSF101 — Additional Inventory (MSF101)

© Hello mio mema b — W@ ?8<Y
HISTORY

S MSF101 - Additional inventory

MSF100 - Equipment list (MSF100) QUICKREPORTING PARAMETERS

© GENERALDATA

B coupANY

MSFI07 - Out of the fleet and SAV equipment list (MSF107)

LocaTion “site_msEE
MSF104- Transferred equipment list (MSF104)

MSF110 - Inventory monitoring (MSF110) QUICKREPORTING FORMAT
MSF306 - Missing equipment list (MSF306)
Word (docx)

e s QoD
MSF312 - Teception” equipment it (MSFI12)
™ 21 50MED

™ 2.2 COLDCHAIN
™ 23ENERGY

™ 24w

™ 25 RADIOCOM

™ 26 WATSAN

27 VBNICLE

™ 286M

™ 3.1 FUEL CONSUMPTION

B 3.2 MAINTENANCES (ALL FAMILIES)

33 FLEET RENEWAL

W 4 DASMBOARD

= In the Excel file, do a filter in “Status” for unselect “OUT”

P':'fm;'“ Qs Additional inventory
Code -~ Family - MSF code - I Location - Staff. - Status ¥ Quantity ~
E£C-29531 ENERGIE VT_35 EARTH LEAKAGE TESTER 1110 - Ground Floor - Administration - [sciF
EC-37387 T EHD-001 |External Hard Disk 13110 - Ground Floor - Physio Office FO48 [ST-15201Q110- [ACTIF 1
EC4782 i |SAMSUNG MONITOR 10101 - Amman Coordination Pratocol ST.18461Q126 MIDDLE [sciF (
EC-4783 T [SAMSUNG MONITOR 1Q101 - Amman Coordination - 2nd Floar - ST-4682 1Q101-SURGICAL [ACTIF 1
EC4784 i [SANSUNG MONITOR 1Q101 - Amman Goordmaion - 2nd Floor - acTiF d
EC-4785 I [DELL MONITOR 1Q101 - Amman Coordnation - 2nd Floor - STOCK 1
EC4786 i [SAMSUNG MONITOR 1101 _Amman Log Office STOCK (
EC4T87 i [SAMSUNG MONITOR 1101 - Amman Log Office STOCK (
EC4788 i P MONITOR 1Q101 - Amman Supply Office ST.52371101-SUPPLYCO____|ACTIE {
EC-4790 T Samsung MONITOR 1Q101 - Amman Coordination - 2nd Floor - STOCK 1
[Ecerer i [SAMSUNG MONITOR 1101 - Amman Coordmation - 2nd Floor - ST-16401Q101 HRFINANCE__ JACTIE {
EC4792 i DELL WONTOR 1101 - Amman Log Office. sTOCK (
cc479 i MONTOR SAMSUNG 12101 _ Amman Coordination - 2nd Floor - ST 4661 12101 FINANCE [rcrie (
EC4784 i [BenQ MONITOR 1101 - Amman Coordination - 2nd Floor - STOCK (
EC47971 i HP MONITOR 1101 - Amman Supply Office ST-15371Q101.SUPPLY [acriF (
EC-47675 i HP MONTOR 12101 - Amman Supply Office ST-1538 12101-MEDICAL aciF {
EC-47876 T (HP MONITOR 12101 - Floor 15 - Supply [ST-1537 1Q101-SUPPLY [ACTIF 1
EC 48497 i LENOVO MONTOR 1101 _ Amman Log Office. STOCK (
EC-48504 T [SAMSUNG MONITOR 1Q101 - Amman Coordination - 2nd Floar - ST-1547 1Q101-PHARMACIST JACTIF 1
EC-48519 i |SANSUNG MONTOR 1Q101 - Amman Goordmation - 2nd Floor - 575238 1101-FINHR GO acTiF {
EC-48520 T [SAMSUNG MONTOR 1Q101 - Amman Log Office STOCK 1

J.3 Transfer an Equipment (EQ) to Additional
Equipment (EC) or opposite
It is not possible to transfer from Equipment (EQ) to additional Equipment (EC) at mission level. You

need to contact the MEMO team (memo@paris.msf.org). Prepare all information : excel sheet with all
details of equipment you want to transfer.
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CHAPTER K/ MANAGE WITH MEMO

K.1 Project Opening

e K.1.1 Open aproject

K.2 Structure the project

K.2.1 Distribute the work in MEMO — e K.2.4 Role of the other services in
Role and responsibilities MEMO

K.2.2 User access rights e K.2.5 Manage the E-PREP :
Location and status

K.2.3 Tree view: some advises

K.3 Regular actions

K.3.1 Periodic tasks that need to be K.3.4 Verify the quality of the data
done in MEMO

K.3.5 Manage the renewal of
K.3.2 Use the dashboard equipment

K.3.3 Use the interactive dashboard K.3.6 Do a handover with your
with PowerBl| colleague

K.4 Project/mission closure

e K.4 Close aproject or a mission
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K.1 Project opening

When the project code will be defined by the finance, the MEMO team will created in MEMO the Location +
the sub location reception.

Follow up EQ and Location

Application used

Example of
situation

Step 1

Step 2

Step 3

Step 4

EQ from an international
order are automatically

Vehicle for the fuel

Open a

created in the receiving area | consumption and : Only 1 user
) emergency project

but not moved insurance

Vehicles are created.

The location has been épg:lcr?]t:;]r: SED L

roughly created, the EQ are quipment, .

. Localisation, emergency project

transferred and labelled. Main . 1 or 2 users

Bascis after 3 months

EQ purchased locally were
created

inventory follow up,
Tablet (inventory)

The location are precise.
Maintenance plan for the
most strategic families are
active and the WO are filled.
All EQ are created

Application Step 2 +
All families schedule
+ WO

After the handover
from emergency to
regular mission

Log manager et log
supervisor
Biomed Tech

All functions in MEMO are
used

All application

Regular project
after open for
more than 1 year

All the logistic team
(manager,
supervisor,
technicians)

1) Defined role and responsibilities of your team

K.2.1 How to distribute the work in MEMO — Role and responsibilities

2) Request to create account of the project
Send an email to memo@paris.msf.org with the list of your staff with the definition (families, location,
responsibilities)
The overview of the different account : K.2.2 User access rights

3) Create the Tree view
Send an email to memo@paris.msf.org with the list of location and sub location you have on your project
Some advises here : K.2.3 Tree view : some advises

Until 4) : The minimum of the action needs to be done in MEMO to track EQ
Until 6) for know who is using what
Until 7) for the fuel consumption
Until 8) for the maintenance

Until 10) to using MEMO in this full capacity

Note : at this level of implantation you can already do a BASICS assessment
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4) Create EQ
If you bought some EQ on the field, the memo team can do a massive import
Send an email to memo@paris.msf.org with the list of EQ (a template is existing in the focal point toolbox)

Print all stickers and put them in the EQ > D.4 Print Label (sticker)

5) Do an inventory after 2 months (many movements during we open the project)
E.1 Perform an inventory (tablet)

6) Create Staff and assign to EQ (mainly laptop)
D.7 "Staff’, definition and create him/her, assign/remove an equipment to the staff

7) Initialize EQ for fuel consumption
Initialise manually the generators, vehicles which the bottom in general tab in Equipment application.
8) Activate preventive maintenance and follow the WOs

Following the capacity of your team : active the most important EQ, or the most important families or all
families.

9) Fill the date of insurance , inspection for vehicles

10) Create company
F.1.4 Manage a contract with external company
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K.2 Structure the project

e K.2.1 Distribute the work in MEMO — e K.2.4 Role of the other services in
Role and responsibilities MEMO

e K.2.2 User access rights e K.2.5 Manage the E-PREP :
Location and status

e K.2.3 Tree view: some advises
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K.2.1 Distribute the work in MEMO - Role and responsibilities

[eLearning ][ Practical sheets ][ Webinars ]
[ Newsletters ] [ memo@paris.msf.org ]
Responsabilities |
[ Tablet application ]

Download the role and responsibilities excel from the home page of MEMO, with the link
“Responsibilities”
Fill it with the team: 1 sheet for each project

Communicate and do the training for each user to be sure they how to do what they are
expected to do.

Download it in MEMO, in location application, select the root of your project and add a document.

Note : you need to update every time you change setup
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K.2.2 User access rights

Every user has their own account: [His function]@[his project]. This account is only for MEMO.
When you request to create a new accompt to MEMO Team, you need to precise 4 pieces of information :

e His function (for the name of his account)

e His geographic visibility : only project? EPREP and 1 project?

e Group access (according to role and responsibilities : technician, supervisor, log manager,
Colog...

e Technical family : only biomed? Cold chain and Elec? All families?

User
Profile

® Mission

GEOGRAPHIC .
® Project
VISIBLITY e Multiple Missions

Enter the data e TECHNICAL & All families
Manage the data e FAMILY e Only Watsan

Analyze the data e \IS[:]Nj2'AW ° Biomed, Cold chain, Energy
e IT, Radiocom...
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o
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|¢| No acgess to the application Figure 7 MEMO access according to the user right

@] Access application but only consultation (no modify)
@ Access application and can modify only limit elements
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164 /187



K.2.3 Tree view: some advises

Principe:
1st When you create the location, you need to balance between 2 opposites objectives:

o Enough precise for understand where the equipment is

o Enough generic for not need to update every day the location of the equipment
2" You need to have less as possible one location with too much EQ inside (more than 30): difficult during
the inventory. In a same location with different sectors (stock, active, stock for disposal..) create sub
location
3th Don’t create virtual location (Under Project A: “EQ share with the project B”...)

Specify according to the type of building:

Office:
o it's interesting to have the level of each office: Med office, Log Office, ... easy to control what
should be in stock, active...
o For the stock of IT in a cupboard: it can be a sub location under log-office
o Alocation “Stock for disposal” can be created if you have many pieces of equipment waiting to
find a chain of destruction/treatment.

Hospital :
o It's important to have by service: intensive care, emergency, paediatric, ... it's very helpful to
define the needed by service with the medical team.
o Butif you have 2 tents for the same service (or 2 rooms if it's a building) there is a lot of
movement of EQ, it recommended to don'’t create 2 sub location
o If you are in a building, and your rooftop is flat: you can create a location “rooftop”.

Health Center :
o Create 1 location “Health Center” and sub location by name of village

Mobile clinic :
o If you have a specific equipment for the mobile clinic who never go to the same place, you can
create a sub location under the office “Mobile Clinic”

Warehouse / Pharmacy :
o Create location according to the room
o Inthe coordination, it's possible to create sub-location by project if the stock for each are
separated : but need to follow more closely

Guest house :

O Most of time, it doesn’t need a sub location. There is a very limited EQ (generator), or
additional EQ. And we can guess easily that the fridge is in the kitchen, the wifi access point in
the corridor, and generator outside.

o If you don’t have any EQ in the guest house, you don’t need to create the location. Be careful:
for the additional EQ it's the same tree view. This means you need to create them if you want
to put additional equipment inside.

Ambulance :
o Usually, we put vehicles under the office code. If you put biomed/radiocom EQ as child of the
vehicle, this equipment will be in the same location as the vehicle. It can be interesting to
create a sub-location Ambulance under the hospital or clinic.



Buy a new EQ
locally

Receive a new
EQ from MSF
Logistic

Transfer of EQ

Out of fleet
(donation...)
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K.2.4 Role of the other services in MEMO

. To who?
Who gives Lz What information AIDLY i (Logistic
information communicate
team)
Supply : Supply
supervisor?
2 i1? i
groprgllgegoér? Description EQ, brand, model, serial number, E)iqulwrg‘?llc.)rall Eﬁ;fog cl;l
per: manufacturing year, purchase price, name of - Meeting o y the cgreation
Pharma : the supplier, location of the EQ. show EQ? of EQ
Pharma Co?
Pharma Ref?
SUDDlY : By Email?
PP - . Description EQ + serial number Phone? Orally
Pharma : >
Pharmacy : inform when one EQ leaves
definitively the stock MSF Number + reason
Medical team : inform when one EQ is moving : o
Phar_ma, MSF Number + precise the reason =3 S
Medical dical inf . hen th Phone? Orally
Supply Medical team information when the state / .

status of the EQ change > new state, status,
MSF number
Supply : movement of EQ > MSF Number

Pharmacy : For donation/sale : donation
certificate / Sale certificate with the EQ code +
MSF number

For destruction : destruction certificate with the
EQ code + MSF number

Lost/ stolen: incident report with the EQ code +
MSF number

Email (need
document)
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K.2.5 Manage the E-PREP : Location and status

Location

For each mission, a project code E-PREPR is created. In MEMO this location is created too. But it is a
virtual location.
—> Ask the MEMO team to create a real sub location to know exactly where the EQ are.
v ‘ UG128 - UG128 - EPREP Uganda =~

4 ‘ UG128- RECEPT - UG128 - Equipment reception <

4 ‘ UG128-ARUA - UG128 - ARUA EPREP STOCK 5

4 ‘ UG128-KASE - UG128 - KASESE EPREP STOCK +

= ‘ UG128-WARE - UG128 - COORDINATION WAREHOUSE =

» ‘ UG128-WARE-LOGS - UG128 - Coordination Warehouse - EPREP Log Stock 5

[ ‘ UG128-WARE-MEDS - UG128 - Coordination Warehouse - EPREP Medical Sto.. 5

=> Be sure all users of all projects have access to this EPREP project

= During inventory : 2 options : start the inventory from the root of the mission to have at the same time
EPREP project and your project. Or, if doing the inventory in 2 steps: inventory regular project /
synchronize / inventory E-PREP

The status of the EQ

Under regular/emergency
project location

Under E-PREP location

EQ in stock this situation should not exist

E-PREP

EQ active this situation should not exist (activate manually the
preventive maintenance plan)
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K.3 Regular actions

e K.3.1 Periodic tasks that need to be e K.3.4 Verify the quality of the data
done in MEMO

e K.3.5 Manage the renewal of
e K.3.2 Use the dashboard equipment

e K.3.3 Use the interactive dashboard e K.3.6 Do a handover with your
with PowerBl| colleague
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K.3.1 Periodic tasks that need to be done in MEMO

Every working days (1/week for small fleet)
e Technician, Supervisor: realize preventive and corrective maintenance and create/ fill WO

At least 1 time every Weeks
e Supervisor : control corrective and preventive maintenance (late.) and close the WO

¥ mywo

Every month
o EEEERE s pervisor GMI/ Vehicle: complete the fuel consumption EQP in stock, repair
and active

° m Supervisor Incinerator: complete the fuel consumption and waste quantity

J Supervisor Energy: file the energy consumption (same day that fuel consumption)

J Supervisor: analyse the MSF010 - Verification of maintenance plans
or check from the app with the pre-established filters.

J Supervisor Vehicle: Check the administrative expiration date

J Manager Check new equipment in the reception area

. Manager: analyse the dashboard MSF710 - (Mission-Project) Dashboard (MSF710)
and if necessary:
O Analyse the report MSF110 — Inventory Follow up
o Analyse the report MSF316 - Analysis of Biomed WO
O Analyse the report MSF300 - Fuel consumption follow up (MSF300)
o No red cell and IT maintenance MSF315 - Maintenances - I T

Every 3 months

Manager: follow the SAV file following this link and loaned equipment

Focal point : check the quality of the data (practical sheet L.8)

Supervisor : analyse the report MSF001 — Individual chronogram for each technician

Every 4 months
° Supervisor and Technician: physical inventory with the tablet (scan QRcode)
e Supervisor control the advancement of inventory (all done the same month), check in MEMO

online the Ei moved (déplacé) : right statut, right stat, comment.
o EERNENSNNS Vlanager: Treat “missing equipment” (manquant) and “not treat equipment”
(more than 4 months)

Every 6 months
= Vanager: Assessment of the medicals facilities (OPD, IPD,...)

Every year

= \Manager: Assessment of the no medicals facilities (office, warehouse, pharmacy, guest house)

Advise

mam Nouveau
Schedule in your Outlook calendars the tasks E create a new meeting > rendezveus change

O

Périodicité

the periodicity >
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K.3.2 Use the dashboard

- =

lllII.
~,

P

STOCK 44%}— T

REPAR 2 %]
EPREP 7 %)

—

% EQ inventoried over the last 4 monthsExpected: 80% (1st inventory) / 95%

——  (CONtinUOUS)

Graphic analysis: per month

/\ Not inventoried and >1 year

\ Graphic analyis: per family

J\ ALL families

Graphic analysis: per status

/\ > 30% stock

Graphic analysis: value (€) per family

urcentage par rapport & la valeur de tous les équipements (532699.39€ )

10 732,37 €|

—
K’D, fu ,f‘;, & ‘;p & l@v ‘*‘,-
Gestion des réceptions
Pour approfondir I'analyse
Menus GESTION DE PARC / Réception
Rapports : 1. EQUIPEMENTS / MSF312 Liste des équipements en zone de réception
(dans le menu Reporting) e
Fiches pratiques : 06 - Gérer las des (zone de )
04 - Imprimer des étiquettes pour les équipements
____———09=Transterer un equipement
W en zone de réception depuls plus de 4 mois (avant 1 3
2020
Pourcentage du parc (373) 3,49% > . . .
don dipamants o e do rcopton oo Numerical indicators

[#8024/FRICD140 [ """\
(mgmm . CLI o EQ to be verified

——=
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de la Biomed
- Er —
""""""" *;;*:;:f:;mmm NB: to list all the BTs, you must

use the search criterion
\——> WO processing Graphic

piriode -
wienizoza . ouineze

ﬁ'\-t':;,%‘\',:;-‘b‘:‘ﬁ'\u

3 des Bt traités

o e e > WO processing/delay

ol 2 semaines 44

a date prévee
. : o - MSF004 - BIOMED Chronogram (MSF004)
wor seignés

> Data quality indicators
- MSF316 - Analysis of Biomed WO (MSF316)

»
: X . 5
Moerben PRt s PI qu Sbvest itk setik ]

Morrbee Fiaipement aa deat i visisk »
Nombre de bons de travall fermés aues au moins une mesure hors tolérance

T N T

| Suivi des consommations de carburant
FOur pprOrensi Ianmse

Percentage of last month's fuel
consumption input Expected: 100%
(without exception)

List of vehicles / GMI with abnormal
consumption

:
] = =
|
ol
l l llll_.-..ll =)

"«3‘*«?% gl 4@'«3‘%

Consumption trends graphic
Analysis
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K.3.3 Use the interactive dashboard with PowerBI

This practical sheet is still in progress

B 2 ]

New function 1is loading,... please wait




Log supervisor
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K.3.4 Verify the quality of the data

Log manager Log manager

Recently EQ
created

OUT of fleet

Dashboard

Mainteance
schedule

{1 Reporting OD OUT OF THE FLEET
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K.3.5 Manage the renewal of equipment

=* Click on ‘General data’ module and click ‘Reporting’, 3.3 Fleet Renewal
=» Download the MSF810 — Need renewal (Biomed, vehicle, generator, IT coldchain)

MEMO v ¢

o o Wil @ ? & 0
HISTORY

™ 1. EQUIPMENT

MSFB10 - Need renewal (Bioméd, vehicles, generators, IT, coldchain)

QUICKREPORTING PARAMETERS

™ 21 BOMED
B 22COLDCHAIN

tion  MSF-FORM
™ 23ENERGY

MEEE
w2

W 25 RADIOCOM -

W Z6WATSAN QUICKREPORTING FORMAT

= rmar s C @) e e
B 3.1 FUEL CONSUMPTION

W 32 MAINTENANCES (ALL FAMILIES)

(v PaTTERM :PM » FLEET RENE

o PATTERM : METER IMSFBO0 - Need Renewsl - IT (ptop) (M5F800)
MSFBO1 - Meed Renewsl | GENERATORS (MSF8al)
MESFED? - Need Renewsl - BIOMED (MSFB07)

MSFBO3 - Need Renewnl : VEHICLES (MSF803)

For each family, the renewal criteria is explained at the top of the table. The last column of the table is
to say if the EQ meets the criteria or not

Note : this can help you to analyse but the report isn’t enough to take a decision : you need to
complete this file with your analysis
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K.3.6 Do a handover with your colleague

Current roles and responsibilities who you have
Explain them if the new log doesn’t know them

Download the dashboard of the project and comment on each sheet (Example: why EQ more than 4
months not inventoried, why many EQ in stock, why EQ still in reception, why WO Biomed late, what
over consumption a few months ago of fuel...)

Show the last basics assessment and update wih him/her if needed

K.4 Project/mission closure
1) Clean EQ:

Transfer all EQs to another location (ask MEMO team for international transfer)
Put in OUT quickly or transfer Generator and vehicle to stop the need to record the fuel consumption

Check if there isn’t EQ under SAV in the project : if yes, transfer under another project (for the mission :
inform MSF logistics you aren't waiting to send back the EQ en SAV)

2) Clean Additional EQ:

Transfer all additional equipment under the new location or put them in OUT (ask MEMO team for
international transfer)

3) Clean Maintenance and WO:
Cancel all WO under a user of the project
In external maintenance : control if there isn’t pending contract with EQ

Change the person in charge of all maintenance plan (not user from the project which is closing) > use
the report “verification of maintenance plan”. (for the mission : change all preventive maintenance
"inactivate")

4) Clean Staff and companies:
Staff : deactivate all staff of the project (ask MEMO team)
Company : deactivate all companies we worked with (check end of contract)

5) Delete others elements:

Request for delete the location in MEMO (MEMO will transfer OUT EQ in the root of the mission
before)

Request for delete MEMO user in MEMO

6) Do an inventory to the others projects
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CHAPTERL / BASICS

e | .0 Basics Process e |.1Fill an evaluation

L.0 Reminder about BASICS LOG

The rationale behind the Basics is to define the minimum technical quality required at project
level and to provide a common language for logisticians across all missions.
The idea is that the Basics prioritize the standards to be met. They take the form of short
documents providing a concise description of priorities per category, with links to policies,
guidelines and tools. Once the Basics are implemented, the Log will be able to ensure the
safety and the security of people and goods in  their  project.
After the Basics are put in place, the rest of the technical policies should be implemented
according to the mission’s priorities.

On MyMSF, you can find different documents related to the BASICS:
(if needed, you can log in as LOG.OCP@paris.msf.org / password: Ruby2018)
o « 1. Introduction to the Log Basics » explains how the BASICS integrate with policies,
standards, procedures and guidelines, and defines these different concepts.
o « 2. All the Basics » lists the BASICS and more precisely the best practices, monitoring,
benefits, common mistakes and the roles/responsibilities associated with each of them.
o « 3. Evaluation of the Basics » is an Excel file which allows to evaluate the correct
implementation of the BASICS on a given project.

The BLOG (Basics LOG) e-learning courses on Tembo allow you to learn and implement the
different Basics Log.

It is very important to check the correct implementation of the BASICS on each project, hence
the importance of scheduling an evaluation of the BASICS regularly.

Basics assessment policy
1. BASICS monitoring is carried out on all project structures/locations and for all
logistic technical families.
2. The BASICS assessment is mandatory for all projects and must be entered in MEMO.
3. The minimum frequency of BASICS evaluation is :
a. Twice ayear, as a priority, for medical facilities.
Before the PCOLS and operational commissions (between July and September) + 6
months later (between January and March).
b. Once a year for non-medical facilities.
Before the PCOLS and operational commissions (between July and September).
4. The BASICS assessment is carried out for each location in the project, not for the project as
a whole. Each medical facility has its own assessment. Non-medical structures are
assessed individually or grouped together depending on the organization and size of the
project

Roles and Responsibilities

It is the Colog's responsibility to plan the BASICS assessments of their projects, and it is the
log manager/LTL of each project who organizes their team to carry out the BASICS
assessment.

A BASICS assessment is not a grade, but should lead to discussions at different levels in order to
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understand the points to be improved, listthem, prioritize them, planto improve themin the
short/medium/long term in order to anticipate the future resources needed and define an action plan.

link to FAQ BASICS

L.1 BASICS assessments

In MEMO, the "BASICS" application allows you to manage BASICS assessments: it allows you to create

a new evaluation, access current evaluations and access the history of evaluations that have been made
by project.

This application facilitates exchanges between the various actors involved.

The different steps of an evaluation

Planning

Before carrying out the following steps in MEMO, the people performing the evaluation should have a

discussion in order to fully understand the objectives, set the scope of the evaluation and plan it
accordingly.

Location Categorization

For a location to be assessed you need first to define its category depending on whether it is a medical
or a not-medical facility.

For a given location, its category, can be defined by any user having LOGCO user rights in the
“LOCATION?” application available in the “GENERAL DATA” module:

Site: MSFF LOCATION
Search

Search | General  Equipment

T TREE-VIEW - Results

- LOCATION

g CHANGEALLSTATUS  EDITUNAVAILABILITIES c % &

N EMPLACEMENT & c ¢ MISSION E PROJECT ¢ STATUS

s DESCRIPTION ACTMITY & CATEGORY
(BASICS)

5 s1arF
4 REPORTING

% AL MISSIONS &[] vemzaku cog YEl YEI32 ACTIVE YE132- Alkuwait Hospital MED

& couMENT & [ | yevzsHose ooa vE1 YE125 ACTIVE VE125- HOSPITAL —
& BHOS 08 vi Vi oTV [P
3 MEMO CATALOG % [ vene+ose co El Elg ACTIVE E118 - HOSPITAL MED

Site: MSF-F ( LOCATION >
YE118-HOSP
Search General Equipment In progress
. GENERAL DATA *LOCATION N°  YE118-HOSP DESCRIPTION YE118 - HOSPITAL
"';-: TREE-VIEW *CELL co8 *MISSION  YE1
;- LOCATION ACTIVITY - SPECIFICITY
. company
£ STAFF BASICS ASSESSMENT Itis possible to do a Basics assessment of a location only if its structure
category is valued

- * Structure category | MED -

£4) REPORTING

The categories to be assigned:

MED : assessment of a hospital/clinic structure - categorize only the main location !
NOT-MED : assessment of a non-medical structure > Offices, Base, Warehouses, Guest house,

Pharmacy...

N/A : assessment not-applicable - reception areas, sub-locations of both med and not-med
structures, E-Prep locations, Mission/Project locations ...

Note 1 : In principle, locations dedicated to external activities / support to Health Centers are not subject

to evaluation unless the Colog considers it necessary (depending on the level of implication of MSF on
such structures) .

Note 2 : In case of small projects it is possible to categorize only the Project location as MED or NOT-
MED and all their sub-locations as N/A.
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Create a new BASICS evaluation

In the "General data" module, the "BASICS" application lists all the BASICS evaluations made or in
progress within the scope of the connected user.

=» Click on "New BASICS evaluation" button allows to create a new evaluation:

Search

& GENERALDATA Pre-established Filiers

Ty TREE-VIEW -
LOCATION
L EW BASICS EVALUATION

[ = PROJECT EVALUATION < DATE OF
R By EVALUATION
24 mepoRTING

£ ALLMISSIONS Mo resuts

o ’
§ EQUIPMENT

Wi« e ow 20v  Towo
¥ MEMO CATALOG
o* ADMIN - USER b e

Mo PATTERN:PM

=> Then you need to fill in for which project the new evaluation will be made, who is in charge and what
timeframe is expected for its execution:

EVALUATION CODE  EVAL-BASICS49950 STATUS  20-OUVERTE/OPEN

FINALIZE THE EVALUATION
n CANCEL THE EVALUATION
BASICS LOG - EVALUATION

ct MW141

« (I

nby test<olog

* Date of evalustion  25/03/2022

+ EVALUATION REPORT (PDF)

Note: when creating a new evaluation, its status is "20 OPEN". After creation you can update it to "30-
ENDED" or "40-CANCELLED"

=> For the creation to be effective, it must be saved (button: ).

Define the scope of the evaluation

Locations scope by premises / sites

ASSESSMENT PERIMETER : LOCATIONS

*Location1 MW141-HOSP = MSF number MW141 - HOSPITAL (QECH)

Location 2 = Equipment

=» For an evaluation to be effective you need to define at least one location.
For the Non-medical structures, you can include in the same evaluation up to 6 different locations.

- Tech. scope by families

When opening a new evaluation, by default, all technical families are included: this will allow
you to assess them all.

ASSESSMENT PERIMETER : TECHNICAL FAMILIES

Coldchsin [w] MrM [

Biomed T [w]
Watsan (water, vec .
waste) |

Security [w] Resources management ||

=» For each assessment, depending on its specific objectives, you can define what are the families
to be taken into account by unflagging the ones to be not considered.
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PERIMETER - FAMILIES
Energy Coldchain MEM
Telecom || Biomed T[]
Watsan (water veclors, Security [ Aesources management ||

Note:_If a family is not included in a specific assessment it does not mean that the family doesn’t need
to be assessed at all.
When not relevant or not applicable, in any case the family has to be assessed and marked as N/A.

Example: Assessment of the Guest house of the project - the Biomed family is not applicable
but still included in the assessment:

BASIC 1 : PREVENTIVE MAINTENANCE ON BIOMED DEVICES IS PERFORMED AND RESPECTED

ASSESSMENT PERIMETER - TECHNICAL FAMILIES

eber o Bromed.

Lo maieferances préventives son exéoulibes 3 Tomps selon léchiancies de maintenance el sort
# 17 mises a jour dans MEMO

U ditache

Complete the evaluation

The person in charge of performing the evaluation can access each of the BASICS listed in the
tabs:

Search General Energy | Coldchain § MFM Telecoms Biomed IT | Watsan-Water | Watsan-Vectors | Watsan-Waste | Security | Ressources management

Note: if one best practice is only partially in place, then mark “NO” because it is not considered
implemented.

BASIC 1: FUEL QUALITY IS CHECKED, DISTRIBUTION IS MONITORED

GODD PRACTICE COMMENTS

OUIFYES Oui / Yes
Fuelis stored in clean tanks. The store Is ventilated to avold dangerous vapars. NON/NO  Non/MNo
v 12 i Ne sait pas / Dont know &

NiA Non applicable / Not applicable

.
If you want to add an action in relation with a good practice, click on the icon on the right .
By clicking on it a pop-up opens: We find the codes of the BASIC and the good practice. You must
indicate:

the expected action,
the person in charge (either a MEMO user, or another person to be indicated),
the date of execution of the expected action.

ACTION-BASICS X

BASICS GPM_I

BONME PRATIQUE 12

*ACTION

*UTILISATEUR -

* AUTRE

* DATE ATTENDUE

» ENREGISTRER

The actions are listed at the bottom of each BASIC and on the "General" tab we find all the
actions of all the BASICS:
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ACTIONS - BASICS MFM
BASICS BONNE PRATIQUE ACTION WHO PREVIEWED DATE

GPM_T 12 Clean the fuel tanks XXXX YYYYY 31/03/2022 )

S 1 - 20 v Total: 1

In these lists, it is possible to delete or adjust any action.
Finalize the evaluation

The person in charge of the evaluation must not forget to fill in the "General comments" and click on
the button FINALIZE THE EVALUATION

Note: the evaluation status then changes to "30-ENDED".

When discussing and analysing the evaluation, it is possible to use the “MSF500 — BASICS” report which
gathers all the information of an evaluation as well as some statistics.
This report can be found by opening the evaluation, on the “General” tab, either by clicking the

“Evaluation report (PDF)” button or by clicking on the “Reporting” icon =

A table shows the percentages of implementation and evaluation completion for each BASIC.
The various information is included (project, person in charge, expected date, general comments, list of

all actions).
Basics LOG - Evaluation (EVAL-BASICS-7306)
This Excel document is static. It shows the situation of one evaluation at one given moment.
Family % In place % completed
Project AM140 Energy 22% 72%
Date of evaluation 2/22/22 0:00 a Cold chain 57% 7%
Evaluation by resplog@am140 MM 45% 83%
Telecoms 30% 54%
Biomed -% 100%
T 0% 0%
Watsan - Water 42% 71%
Watsan - Vectors 0% 0%
Watsan - Waste 40% 50%
Security 6% 13%
General comments ESSOUIEES 50% 62%

Biomed : not done because of the biomed sup vacancy
Security - to be reworked

ACTIONS - All Basics

Good practice Action Expected date
ENERGIE_1 11 Go around the offices to check the electrical outlets elec@am140 25102/2022
ENERGIE_1 12 Check the GEN-022 ground elec@am140 31/03/2022
GPM_2 23 Review the organization of the A/B/C services resptechmeca@am? 31/03/2022

For each BASIC, we find:

Whether if each best practice is in place or not and its comments.
the implementation percentage

the actions list
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BASICS : WATSAN - VECTORS

BASIC 1: IN MALARIA-PRONE AREAS, THERE IS A MOSQUITO NET OVER EVERY

2
BED AND MSF FACILITIES ARE SPRAYED WITH INSECTICIDE In place 7 Comments
1.1) Long-Lasting Insecticidal Nets (LLIN) are installed on every bed. OUIYES
1.2) When LLIN cannot be distributed to patients (local regulations, logistics issue), nets should be washed NONNO The laundry should be involved

between each patient use and checked (no holes, maximum 30 washes per net)

T3)Tn malana-prone areas, Indoor Residual Spraying (IRS) 15 performed in all Mk faciiies: medical 1aciiies,
accommodations, offices. Several essential parameters need to be considered: local insecticide resistance, NA
insecticide lifespan and the number of rainy seasons. > Ref. PHE: from T.B. 7.10to T.B. 7.15 and read carefully
2045 WHN 1BS 2nd ediion En hefare sach 1D

1.4) All windows and doors are protected by a metal or synthetic mesh to stop mosquitos and other flying insects NA
entering the facility.

1.5) Rain water is drained and waste water treatment units are clean, to avoid stagnant waters favoring mosquito
. OUIYES
and other insect breeding (weekly maintenance of grease traps, gutters and drains cleaned, etc.)

1.6) The cleanliness of MSF sites is a strong determinant to avoid the proliferation of rodents and other vectors

ACTIONS - BASICS : WATSAN - VECTORS

Good practice Action Who Expected date

WATSAN_VECT_1 1.2 Check with the laundry so that everything is cleaned Logman@am140 31/03/2022
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FAQ : Frequently Asked Question

0. List MEMO Update 5. Tablet and stickers

1. Access 6. Basics

2. Localisation 7. Rapport

3. Equipment 8. Measure point

4. Maintenance

0. List MEMO Update

25/01/2024

Energy Consumption Follow up

Energy consumption report

Data quality improvements related to the creation of new equipment
Automatic harmonization of EQ input information
Work order data quality improvements

Evolution of the work order interface

Automatic user password recovery

Tablet Inventory application

Tablet Work Order Processing Tablet:
Automatic application update

25/02/2022

e Management of automatic activations/deactivations of the maintenance plan (PM)
Tablet Inventory functionality has been improved

“Analysis of BT Biomed” report

“Energy” family

Basics

12/10/2021

MEMO Team

Mission support

Mechanical lot

“Cold Chain Renewal” report

Updating applications (Work order, Schedules, Search list)
Energy: monitoring and maintenance of electrical panels
Maintenance of fire extinguishers

Radiocom: bill follow up

1. Access

How to create an accompt?
=» Contact MEMO team to memo@paris.msf.org with all details explained in the practical sheet K.2.2
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User access rights

| forget my password, how can | change it?
=> click on "Mot de passe oublié", you will receive a link by email.
=> |f you don't receive an email after 30min, contact memo@paris.msf.org

Connectez-vous a
votre compte

- MEMO

Mot de passe

| forget my account, how can | found it?

= Contact your focal point, your log manager or your logco, they have the application "admin : user" with
the list of accounts

Note: the MEMO identifier is different from your Microsoft account identifier

What | need to do in MEMO and when?

=¥ Your task are in the matrice role and responsibilities. Ask your log manager, logco or focal point the
document.

=> This practical sheet give indications when you need to do the task K.3.1 Periodic tasks that need to be
done in MEMO

Who do I turn to if something doesn't work? (bug...)
—> Contact your focal point first. And the memo support if he don't have the answer.

2. Localisation

We have a new building, but it doesn't exist in MEMO.
=» Write a email to memo@paris.msf.org for asking to create it

3. Equipment

| tried to change the status of the EQ or transfer an EQ, but it's doesn't work (don't change).

=* You should have an error message in the right corner. One or more information in the EQ page is
wrong (MSF code doesn't exist, staff code inactive...). Replace the information or delete it and save
before to do your action.

In what case(s) should you change the status of equipment from OUT to ACTIVE / correct
something / change the status from ACTIVE to OUT?

=» OUT > ACTIVE : when your loan to another organization is over. The equipment is back in your fleet

=» ACTIVE > OUT : when the equipment leaves your mission/project with no intention of returning. There
are different reasons for putting the equipment « Out of the fleet », including: sale, donation, loss, theft,
etc



4. Maintenance

| tried to inactivate the status of the Preventive maintenance but it's doesn't work (don't change,
error message).

=» The preventive maintenance can't be inactive if one work order is still open. Close the WO before.

=> If the preventive maintenance plan isn't well schedule (missing date of next launch) and you want to
inactive/manual, you will have an error message. Put a fictive date before to change the status.

| tried to change the status of the WO from 20-APPR to another status but it doesn't work.

—> One of these information are missing in the WO : start date, end date, report. Fill the missing
information and save before to change the status

I tried to cancel the BT but it doesn't work

=» MEMO check that all the elements registered in the BT are indeed existing: EQ, person in charge, etc.
If the equipment has been taken out of the fleet, if the account of the person in charge has been
deleted, then they will be displayed in red. You can remove the person in charge and change the
status. If it's the equipment, contact the MEMO team. If the start date is after the end date, you will be
block too. Change the date and time (be careful hour format 24h and not 12h)

5. Tablet and stickers

| can't manage to access to the MEMO application (Altair).
=> Your tablet needs to be connected to internet when you login

My tablet doesn't synchronize (error message).

=» You need to have a stable internet connexion during all the synchronisation. You can use data from the
smartphone

= During 2:00am GMT+0 the server can be busy (daily update)
=  Wait 10minutes before to re try to synchronize

= You don't have the last version of the tablet install.
=  Download the last version of the tablet from the home page

=» Your android version is too old
=  Change of tablet

=> In "settings" the web address was modified
= Reinstall the tablet

I have nothing in my tablet (no WO, no EQ).
—> Your tablet isn't synchronised. Do a global synchronisation

| see location in the tablet, | don't see in the website.
=> You need to purge the database in the tablet before to do a global synchronisation

Inventory: 1 don't have the button to scan labels

= Go to the MEMO application (Altair), open from the menu : “settings”, at the end of the page, unselect
the tick “physical barcode scanner"

Inventory : I don't arrive to scan the stickers of the EQ during the inventory (barcode/QRcode)?

=» The end of the barcode is very close to the end of the sticker and the surface of the equipment is dark
> print a new sticker

=» There isn't enough light > click on "turn on the flash"

=» The barcode/QRcode is partially erased > print a new sticker (and use the serial number during this
inventory)

Inventory : How can | do the inventory of an group of EQ (example : fire extinguisher)
=¥ You can change the inventory status of the EQ with the bottom on the right of the EQ during the



inventory as "found"

Inventory : When | scan my MEMO sticker or when | fill manually the EQ-code, | have the message
"unknow code"

=> The equipment is registered in another mission (another country)

=» The equipment was removed of the database by administrator (example : decision LogCo to stop to
follow a type of EQ)

=¥ The indicated equipment code is spelt incorrectly (example forget to put "-" between EQ and the
number)

Inventory : When | scan the manufacture sticker or when | fill manually the serial number, | have the
message "unknow code"

—> The equipment is registered in another mission (another country)

=> The equipment was removed of the database by administrator (example : decision LogCo to stop to
follow a type of EQ)

=> The indicated equipment code is spelt incorrectly (example record in MEMO with space but you fill
without space in the tablet)

=> The equipment isn't record on MEMO : You need to create it after the inventory and print a sticker.

When | print stickers, they are offset from the paper.

=¥ Contact your focal point, there are practical sheet explaining the printer settings to print well the
stickers

I have only 1 sticker to print, but some stickers were already printed with the paper.
=» You can choice the place of the sticker you want to print by using this method :_link to practical sheet

6. BASICS

Why a minimum frequency of BASICS assessment and a difference between medical and
non-medical facilities?

=» Medical facilities are subject to more rapid and frequent changes than non-medical facilities. Hence the
importance  of  checking the qualityof log activiieson a more regular basis.
The minimum frequency of BASICS evaluationisa minimum to be implemented for stable
activities. Ilt'sup to youto definethe frequency that'sright for your project, depending on

its specific features, but be careful to be realistic in your ambitions.
It's better for a hospital to have an assessment done correctly twice a year than badly done 4 times a
year.

Why evaluate individual sites rather than the project as a whole?

=» Assessing the BASICS for a projectas a whole is a complicated exercise that lacks nuance. The
situation and priorities are significantly different in a medical facility, a warehouse, a team house or an
office, for example.
To makethe evaluation easier, but alsomore relevant to analyse, we askyouto
evaluate each medical structure separately. Your non-medical structures can be evaluated as a group or
separately, depending on your organization and the size of your project.

Why evaluate your entire project between July and September?

=» The BASICS assessment helps you get a clear understanding of the technical standards in place in your
projects, which willserve as a reference when discussing your annual logistics objectives and
priorities at PCOLS and operational commissions in November.

Why evaluate BASICS in MEMO?

=» MEMO is the main tool for tracking data and logistic activity, and we want to avoid the multiplication of
tools. The systematic encoding of BASICS monitoring in MEMO, rather than in Excel files, will enable us
to collect this data centrally and provide you with analysis tools to help you monitor logistics quality on
your sites.
Assessments should be prepared in pairs to determine which families will be evaluated and why. After
the evaluation, the assessors should analyse the evaluation together with the people implicated in the



maintenance of each technical family in order to agree upon an action plan.

7. Report

| have an error message when | tried to download my report (empty).
3 possibilities :

=> The report is too heavy (try to download analyse biomed for a big mission) : download by project or try
again

—> Someone else is downloading a report at the same time than you form the same access point : try
again 1 minute later

—» MEMO didn't recognize the information filled : error in the MSF code project, error in the person in
charge for the report individual chronogram, no data between the date you filled : double check the
information you filled

8. Measure point
| can't enter the decimal number of my measurement (example 130.48)
=¥ For certain measurement points such as energy meters, MEMO does not take into account the decimal

places of the measurement. You must round to the nearest unit (example: 130.48 > 130)
=» To add decimals, the character used must be a comma "," and not a dot or point "."
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