VFA.facility User Manual:

Getting Started, Assets, and Projects

version 9.5

Facility Assessments | Software | Consulting

VFA Confidential



Copyright © 1998-2010 VFA, Inc. All rights reserved.
Microsoft®, Windows®, Internet Explorer®, and Excel® are registered trademarks of Microsoft Corporation.
Adobe Acrobat® is a registered trademark of Adobe Systems Incorporated.
Maximo® is a registered trademark and MRO Software™ s a trademark of IBM
AutoCAD® and Autodesk® are registered trademarks and DWG TrueView™ is a trademark of Autodesk, Inc.
Java™ and all Java-based marks are trademarks or registered trademarks of Sun Microsystems, Inc.

All trademarks are the property of their respective holders in the United States and other countries.

The information in this manual belongs to VFA, Inc. or its subsidiaries in the United States and other countries.

It may not be used, reproduced, or distributed without prior written consent.

Customer Support for
VFA.facility, VFA.spendManager,
and VFA.auditor

help@vfa.com

Toll-free : (888) 506-8500
International : +1-617-598-0997

VFA Canada Corp., Western Canada
Burnaby Centre

400-4211 Kingsway

Burnaby, BC V5H 176

Toll-free: (888) 685-3757

Phone: (604) 685-3757

Fax: (604) 685-3756

VFA Canada Corp., Eastern Canada
2425 Matheson Boulevard East, 7th Floor
Mississauga, ON L4W 5K4

Phone: (905) 361-2801

Fax: (905) 361-6401

VFA, Ltd.

Davidson House, Forbury Square
Reading RG1 3EU

United Kingdom

Phone: +44 (0)118 900 1695
Fax: +44 (0)118 900 1696

VA

VFA, Inc.
info@vfa.com
http://www.vfa.com

United States Headquarters
266 Summer Street

Boston, MA 02210-1112
Toll-free: (800) 693-3132
Phone: (617) 451-5100

Fax: (617) 350-7087

Midwest Office

8365 Keystone Crossing, Suite 301
Indianapolis, IN 46240

Phone: (317) 805-6000

Fax: (317) 805-6009

West Coast Office

4000 Barranca Parkway, Suite 250
Irvine, CA 92604

Phone: (949) 468-7179

Fax: (949) 559-5740



Contents

Welcome to VFA.facility 9
Getting Help 11
Contacting the VFA HEIP DESK .....uuui s 11
Sending FEedback t0 VA ... ... 11
USING the ONIINE HEIP ....eee s 12
ACCESSING PDF M@NUAIS .....ceeeeeeiieieieieeeeeeeeeeeeeeeeeeeeeeeeeseeeessssssssssssssssssssssssssssssssnsnsssnsnsnsssnsnsnnnsnnns 12
Getting Started 13
(Y= ] o T o 01U | o = PSPPSR 13
o | PPN 14
0 o 14
AV = ] 1= PR P PP 14
T30 o PRSP PO PR 15
Creating @ NEW PASSWOIT ......uuuuuurusursrurnsssnsnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnsssnnns 16

0] a1l o T3] s PPN 16
Changing YOUr PASSWOIQ .......uiiiiuuieiiiiiiiieeiiiis s crss s s e e s e ra s s s saas s e s e s s s e eaa s s s ersa e s e e s a s s e ennasesennneeensnnss 17
EXPIr€d PASSWOIS ...vvvvuuiiiiiieiiiiiise s e seseestissss s e s s e e e aaasss e e s s e e e ee s e e s e e e eeera s s seeeeeseensaaneeaeseensnnnneaeennns 17
Screen and Navigation Tools 19
[ Fo T[] L= 17T o O PP 19

N E= AV Ta = Lo N 1= o 6 PSP 19
Collapse/EXPand BULLON ......iiiiii it e et s e s e e s s e eaa s s e e ra s s e e aaae s e e e s s e e nra e e eennas 20

LI 0] 0] PP 21

2T == T (01 0 1] 1P 21
S WP 22
(Yo o TR T I Y= PP 23
7= =TT PP 23
Working With COIUMNS ......ciiiiii e s e e e e e raa s 24
Creating @ COIUMN LAYOUL......uuuuieiiiiieiiiriises e s s eeeesi s s e s s s errss s s s s s e e erns s e s s s essenern s s e s asssennnnnasssansnnns 25
Opening @ ColUMN LaYOUL....cuuuiiiiii it s e e s s e s e s s e e e s s raae e s e e s e s e rna e e s rrneeeeernnss 26

Lo [T J= T @01 (80 o T T I Vo1 P 26
Deleting @ COIUMN LAYOUL.....ceeiiiiiiiiiiiiiiiieiiisieee e s e s e e e e e e e e e e e e s s e s e e e e e e e e s e e e e s e e e e e e e e e e e e e s e e s aaaaaaaaaaaaaaaaaaaaaaanans 26
WOrking WIith FQVOFITES .....iiiruiiiiiii i s e s e e e e s e e aa e as 27

L@ == 1] o = T = Yo 1= P 27

(@] 0=t o T T = TN = Vo] = P 28
ST 0T T a g g To T = ] o < 28
(D<o T T TN = YT =T 28

S g E= L g VoI T = o] | =TT PSPPI 29
Internet EXplOrer StAtUS Bar.......ccoviiiiiiriiiiin e cerrrsss s s s s s rrss s s s s s e r s s s s s e s e s e rrrnnnn s s e s s sennennes 30

VFA Confidential - VFA.facility User Manual: Getting Started, Assets, and Projects 3



