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How to use this manual
WOMS keeps the maintenance work of a plant: who asks for work, who does it, what was 
done, which parts were used and what must be done again next month. This manual shows 
each task step by step.

You are Read

Everybody Chapter 1: start, log in, the window

Requester (you ask for work) Chapters 2 and 10

Technician Chapters 3 and 10

Chief Chapters 4, 5, 7 and 10

Storekeeper Chapters 6 and 10

Administrator Chapters 8, 9 and 11

• Every task has numbered steps. Do them in this order.
• TIP, NOTE and TRAP boxes give a better way, extra context or a risk.
• The pictures show fictitious demo data. You can try every screen with it (section 1.2).

1. Start, log in and find your way

1.1 Start the program
1. Unzip WOMS_V3.1.1.zip to a folder you can write to, for example your Desktop or 

Documents. Not Program Files.
2. Open that folder and double-click WOMS.exe.
3. Choose your language, read the terms of use and click I accept. This is asked once 

per PC.

TRAP — Windows protected your PC

Windows can show this blue window because the program is not signed. Click 
More info, then Run anyway.

1.2 Try it with the demo data
At the first start WOMS opens a fictitious packaging plant with lines, machines, people and 
work orders. Log in with one of these user IDs; the password is demo123 for all of them.
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User ID Who What you see

admin Ann Admin
Administration: sites, lines, 
users

chief Chris Chief
Team status, views, plans, 
statistics

tech1, tech2 Tom and Tina Technician
My tasks, the report back, 
checklists

prod Paul Production
My requests: asking for 
work

store Sam Store Spare parts, order list

NOTE — Your own data

When you are ready, click Use my own folders in the demo window, or choose 
them later in Settings → Folders. The demo data stays where it is; your own 
database starts empty.

1.3 Log in

Figure 1. Log in with your own user ID and password.

1. Type your user ID and your password.
2. Tick Remember my user ID on this PC if this is your own PC.
3. Click Log in. Your home page opens.

NOTE — A starting password

If the administrator gave you a starting password, WOMS asks you to choose 
your own at once (at least 6 characters). Nobody can read a password back, 
not even the administrator.
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1.4 The main window

Figure 2. Everything starts from the bar at the top and your home page.

1. Top bar: Messages (the number = new ones), Log out, your name (click it to change 
your password), the screen language, INFO (this manual), ? (About) and Settings.

2. Menu bar: Work orders, Preventive maintenance, Spare parts, Documentation, Team 
and Messages. You only see what your rights allow.

3. Scan / number: scan a QR label, or type a machine code, a part number or a work-
order number and press Enter. Ctrl+K jumps here.

4. Site: the plant you work on, when there is more than one.
5. Home page: your tasks, your requests or the team status, depending on your rights.

TIP — Shared PC in the workshop

Click Log out when you leave. The next person logs in with their own user ID, 
so every change carries the right name.

2. Ask for work (requester)
Anyone with the right May ask for work can make a work order: production, the chief, the 
storekeeper.
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2.1 Make a new work order

Figure 3. The request: what, where, how urgent and how risky.

1. Click Work orders → New work order….
2. Write a Short title and the Work to do: what you see, where, since when.
3. Choose the Line, then the Machine.
4. Choose the Type and the Urgency. Urgent and very urgent work needs a Limit date.
5. Choose the Moment when the work can be done, for example Day, Night or Line 

stop.
6. If there is a risk, tick Safety risk and click the safety sign that fits.
7. Choose the impact and the ease for the Prio (section 4.4). Leave them empty if you 

do not know.
8. Tick the technicians if you know who must do it. Only the technicians of the chosen 

line are offered.
9. Click Save. WOMS gives the number, for example WO-0012.

TIP — Photos say more

After the first Save you can add photos: Add photos…, or Paste (Ctrl+V) a 
screenshot made with Win+Shift+S.

TIP — From the machine

Scan the QR label on the machine (section 6.5): the machine card opens with 
New work order for this machine, line and machine already filled in.
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2.2 Follow your requests
Your home page shows My requests: the work orders you asked for that are not finished. 
WOMS sends you a message when a technician changes the situation or a chief cancels the 
request, with the reason.

NOTE — Who changes what

The request can only be changed by the requester or a chief. The report is filled 
in by the technicians of the work order.

3. Do the work (technician)

3.1 My tasks

Figure 4. My tasks: the open work orders given to you. Red = over the limit date.

Double-click a row to open the work order. Click the Prio heading to put the highest Prio first.
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3.2 Report back

Figure 5. The report: situation, progress, dates and what was done.

1. Open the work order.
2. Choose the Situation: To do, Started, Waiting (parts / others) or Finished.
3. Choose the Progress: 0, 25, 50, 75 or 100 %.
4. Fill in the Date of execution (the day you started) and, when finished, the Date of 

realisation.
5. Write What was done, the Downtime in hours and any Other cost.
6. Click Save. Every change goes into the history with your name and the time.

TRAP — Finished needs everything

Finished needs 100 %, both dates and an answer on every checklist line.
Waiting needs a comment: what is the work waiting for?

NOTE — Someone is away

A red line under Technicians says when a chosen technician is off or away on 
the work-order dates (from the absence list, chapter 7).
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3.3 Answer the checklist

Figure 6. A work order made by a maintenance plan carries its checklist.

1. Answer every line: OK, Not OK or Not applicable.
2. Write the value when the line asks for one, for example a pressure.
3. A Not OK line needs a note. Click Make a work order of this when it needs a repair: 

WOMS makes a new corrective work order for the same line and technicians.
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3.4 Parts used

Figure 7. The parts taken from the store go on the work order.

1. Click Add part…. The parts of this machine are shown first, in bold.
2. Scan the bin label or type the part number, give the quantity and press Enter.
3. Click Save. Only then the stock goes down.

TIP — Gave a part back?

Remove the line, or lower its quantity, and save. The stock goes up again.
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3.5 Print the work-order sheet

Figure 8. One page for the workshop: request, checklist, parts, lines to write on and two signatures.

Click Print… at the bottom of a work order. WOMS makes a Word file, and a PDF when that 
is switched on (Settings → Folders).



WOMS · User manual  ·  Version V3.1.1

Page 13 / 39

3.6 Messages

Figure 9. Messages from people and from WOMS itself.

• WOMS writes to you when a work order is given to you or goes over its limit date.
• Message about this work order… in a work order writes to the people of that work 

order.
• Only you and the people in a message can read it. WOMS checks for new messages 

every minute.

4. Lead the team (chief)

4.1 The team status
The chief's home page (Figure 2) has one row per technician: today's absence code, To do, 
Started, Waiting, Over limit, Finished this month and the date of the last report. Click a 
technician to see their open work orders below.
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4.2 The views

Figure 10. The seven views, here By moment.

1. Click Work orders → View work orders.
2. Choose the view: By moment, By demand, By machine, By technician, Outstanding, 

Over limit or Finished.
3. Narrow it with the line, the month or the year.
4. Click Print this list… or Excel… to take it along.

4.3 The activity report

Figure 11. The sheet for the technical meeting, signed by the people of the line.

1. In View work orders choose By moment and one line.
2. Click Print activity report….
3. WOMS writes the work of that moment, grouped by machine, with the signature 

boxes of the line (Administration → Lines and machines → Edit → Signatures).
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4.4 Prio: what first?
Prio = impact × ease, plus 1 for very urgent and plus 1 for a safety risk. It goes from 1 to 11; 
the higher, the sooner.

Hard (1) Medium (2) Easy (3)

Low impact (1) 1 2 3

Medium impact (2) 2 4 6

High impact (3) 3 6 9

NOTE — ~4 is a guess

A Prio with ~ in front means impact or ease is not chosen yet. WOMS guesses it 
from the urgency. Choose both to make it real.

Work orders → Prio report prints the open work orders with the highest Prio first.

4.5 Statistics

Figure 12. The work of a period in figures and charts.

1. Click Work orders → Statistics.
2. Choose the period with the chips at the top.
3. Read the summary: made, finished, open, reaction and repair time, downtime and 

cost.
4. Click Print… for the report with charts, or Excel… for the figures.
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NOTE — No names in Excel

The workload per technician is only on the screen and in the printed report, with 
initials. An Excel export never contains person names.

5. Preventive maintenance
A maintenance plan is a job that comes back: greasing every week, a safety check every 
year. WOMS makes its work order by itself, a chosen number of days before it is due.

5.1 Make a plan

Figure 13. A plan: what, where, how often and who.

1. Click Preventive maintenance → Plans… and New plan.
2. Fill in the Short title, the Instructions, the Line and the Machine.
3. Give Every: a number and days, weeks or months.
4. Choose the Schedule. Fixed keeps the calendar dates; From the last time counts 

from the day the last job was finished.
5. Give the Next due date and Make it … days before.
6. Add the Estimated hours and tick the technicians.
7. Add the checklist lines. Tick asks a value when a measurement must be written 

down.
8. Click Save this plan.

TIP — Not now

Pause stops a plan without losing it. Make it now makes the next work order at 
once, for example before a line stop.
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NOTE — Nobody there

When every technician of the plan is off on the due date, WOMS still makes the 
work order and sends the chiefs a message: give it to someone else or move 
the date.

5.2 Due soon and Done on time

Figure 14. Due soon: the plans of the coming weeks with their hours.

• Due soon groups the coming plans by week, line or moment, with the hours: plan the 
line stops with it.

• Done on time shows, per line, how many plan work orders were finished by their limit 
date.

6. Spare parts and QR labels (storekeeper)

NOTE — Switched off?

If you do not see the Spare parts menu, it is switched off on this PC: Settings → 
Display → Show spare parts.

6.1 The class list comes first
A part number is the class (4 digits, the type of part) and a serial (4 digits): 3824-0012 is the 
twelfth needle bearing. An administrator imports the class list once.
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Figure 15. The class list: one digit per level, the last level holds the parts.

1. Click Spare parts → Part classes….
2. Click Import a list (CSV / Excel)… and choose a file with two columns, code and 

name: your own list, or an ECLASS or UNSPSC list.
3. Check the counts and click Yes. Nothing is deleted; new classes are added.

NOTE — Own numbers

A site can also use its own part numbers, with or without a class: Administration 
→ Sites → Part numbers.
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6.2 Add a part

Figure 16. The catalogue: number, place, stock, minimum and maximum.

1. Click Spare parts → Parts… and New part.
2. Click Choose the class… and pick a type. WOMS gives the next serial.
3. Fill in the name, the unit, the supplier and their number.
4. Give the place: building and rack.
5. Give Stock now and the Min / max stock.
6. Add the machines under Where used, and a photo.
7. Click Save the part.

TRAP — The stock moves by itself

After the start the stock only changes through work orders, Received… and 
Count…. Every move is kept with the name and the time.
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6.3 Order and receive

Figure 17. The order list: what is at or below its minimum, per supplier.

1. Click Spare parts → Order list. To order = up to the maximum.
2. Order the parts yourself (WOMS does not order), then click Ordered / not ordered.
3. When they arrive, open the part and click Received…, give the quantity. The stock 

goes up and the ordered mark goes away.
Spare parts → Used parts shows the parts used in a period, per machine, with their cost.

6.4 The catalogue in Excel
In Parts…, the Excel… button exports the catalogue, or imports new parts from a file with the 
same columns. An import never changes a stock.
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6.5 QR labels

Figure 18. Labels on A4 label sheets. Scanned, a label opens the machine or the part.

1. Machines: Administration → Lines and machines… → Print labels…. Parts: Labels of 
this list… in Parts….

2. Choose the label size and the place of the first label (1 = top left), so a half-used 
sheet can be used up.

3. Click Make the labels and print the Word or PDF file at 100 %.

TRAP — Agree the QR address with IT first

A label holds the address of the future WOMS server (Administration → Sites → 
QR address). Choose it with IT before you print: a label stuck on a machine 
must keep working later.
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Figure 19. The machine card: open work orders, plans, parts and documents of one machine.

Scanning a machine label in the Scan / number box opens its machine card. Print history… 
prints everything of that machine.
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7. Team: absence list, documentation, address book

7.1 The absence list

Figure 20. One code per day per technician: shifts, off, leave.

1. Click Team → Absence list.
2. Select days: drag, Shift for a range, Ctrl for one more day.
3. Click a code and Put on the selected days.
4. Continue last month's rotation fills the empty days with last month's shift pattern.

NOTE — Private codes

A code marked Private (for example sick) is only shown to chiefs and 
administrators. Others see absent.

An administrator sets the codes and the holidays of the site: Administration → Absence 
codes and holidays….



WOMS · User manual  ·  Version V3.1.1

Page 24 / 39

7.2 Technical documentation

Figure 21. What was seen and what fixed it, per machine, with files and links.

1. Click Documentation → New document… or open a finished work order and click 
Make a document of this.

2. Write the Problem, the Solution and keywords.
3. Add files (manuals, drawings, photos) and links.
4. Click Save the document. The next technician finds it with the search, or with Docs in 

a work order of that machine.

7.3 The address book
Team → Address book shows the employees (from the users) and keeps suppliers, the 
doctor, the hospital and others. Home address and home phone are only seen by an 
administrator and the person themselves.

8. Administration
Only an administrator sees this menu. The first start of an empty database asks for the first 
administrator; the home page then shows the steps to set up WOMS.
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8.1 Sites

Figure 22. A site: name, logo, document language, buildings and part numbers.

Administration → Sites…: the name, the logo and the language of the printed documents, 
the buildings of the store, the part numbering and the QR address. Click Save.

8.2 Lines and machines

Figure 23. The lines of the site with their machines and the open work orders.
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1. Click Administration → Lines and machines….
2. Click + Line, then select it and + Machine. Give each machine a short code, for 

example PL1: it goes on the QR label.
3. Edit a line to set the people who sign its activity report.

NOTE — Nothing is lost

A line or machine that has work orders is archived instead of deleted. Show 
archived and Restore bring it back.

8.3 Users and rights

Figure 24. Every person who logs in, with rights and lines.

Right May

May ask for work make work orders

Technician get work orders and report back

Chief
see the team, the views, plans, statistics; 
change any request

Store manage the spare parts

Administrator
sites, lines, machines, users, codes, the 
database
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1. Click Administration → Users… and Add.
2. Fill in the user ID, the name and the language; tick the rights and the lines.
3. Click Set password…, or select several people and Starting password… to give them 

one password that each must change at the first login.
4. Click Save this person.

TRAP — At least one administrator

WOMS keeps at least one active administrator. A person named on work orders 
is made inactive instead of deleted.

9. The company server

NOTE — Preview in V3.1.1

The company server works and is tested on PostgreSQL 16, but it is not yet 
accepted on a real company server. Try it first with a test server; keep using a 
local database for daily work until then.

9.1 One PC or a team
On one PC the database is a file in the data folder. For a team, every PC uses one 
PostgreSQL database on a company server; people still log in with their own user ID. IT 
prepares the server with the WOMS_Server_Guide in the Manuals folder.

Figure 25. Settings → Folders: where the database is.
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1. Open Settings → Folders and scroll to Where is the database?.
2. Choose Company server (PostgreSQL).
3. Fill in the server, port, database, database account and password that IT gives you.
4. Click Test the connection.
5. On the first PC only: Move this PC's database to the server… copies everything to 

the empty server database. The local file is kept.
6. Click Save. Do the same on every PC (without moving).

TRAP — Same version everywhere

All PCs must run the same WOMS version. A newer WOMS asks to upgrade 
the server; after that an older WOMS is refused.

TIP — Try it on one PC first

IT can try WOMS on one PC first, before a real server: the server guide, section 
6, shows how in a few steps.

10. WOMS on the phone
With WOMS Web the work at the machine happens on the phone: see your tasks, report 
back, take photos, book the parts from the shelf and ask for work where you stand.

NOTE — Needs the company server

WOMS on the phone works when IT has installed WOMS Web next to the 
company server (WOMS Web guide). It is a preview in V3.1. Everything you do 
on the phone is at once in WOMS on the PCs, and the other way round.

10.1 Open WOMS on your phone
1. Scan the QR label of a machine with the phone's camera, or open the address IT 

gives you, for example https://woms.company.local.
2. Log in with your own user ID and password — the same as on the PC.
3. On your own phone, tick Stay logged in on this phone (30 days).

TIP — WOMS on the home screen

In the browser menu, choose Add to home screen: WOMS gets its own icon, 
like an app.
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Figure 26. My tasks on a phone: the highest Prio first, red = over the limit date.

The bar at the bottom: My tasks (or My requests), Scan, New and Messages. Tap your 
name at the top for the language, your password and Log out.
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10.2 Report back

Figure 27. The report on the phone: situation, progress, dates, what was done and the checklist.

1. Open the work order from My tasks.
2. Tap the situation and the progress.
3. Tap Today next to a date to fill it in.
4. Write what was done, the downtime and a comment.
5. Answer the checklist. A Not OK line needs a note.
6. Tap Save.
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10.3 Photos and parts

Figure 28. Parts used and photos: scan the bin label, take the photo, done.

• Take or add photos opens the camera. Each photo is stored at once.
• Parts used: tap Scan and point the camera at the bin label, or type the number. Give 

the quantity and tap Add: the stock goes down at once.
• Delete next to a part gives it back to the stock.
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10.4 Scan a machine and ask for work

Figure 29. The machine page after a scan: open work orders, plans, last finished work, documents.

1. Scan the label on the machine (Scan in the bar, or the phone's camera).
2. Read what is open and what was done lately; open the documents of the machine.
3. Tap New work order for this machine. Line and machine are filled in.
4. Write the title and the work, choose urgency and moment, add photos, tap Save.
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Figure 30. A new work order on the phone, with photos from the camera.
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10.5 The storekeeper: stock on the phone

Figure 31. The part page after scanning a bin label: stock, minimum and maximum, place, moves.

Scan a bin label: the part page shows the stock, the minimum and maximum and the place. 
Received… adds what came in; Count… makes the counted quantity the stock. Every move 
is kept with your name.

10.6 No network?

TRAP — The red bar: no connection

Without network WOMS sends nothing and says so in a red bar. What you 
typed stays on the page: tap Save again when the network is back.

NOTE — Desk work stays on the PC

Plans, the views, statistics, labels, Excel and administration are in WOMS on 
the PC.

10.7 The chief in the browser
A chief (and an administrator) gets the daily desk work in the browser too, on a tablet in the 
workshop or on any PC without WOMS installed. On a wide screen the menu is at the top, 
as in WOMS on the PC; on a phone it is the bar at the bottom with Team, Work orders and 
Menu.
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Figure 32. Team status in the browser: tap a technician to see the open work orders below.

1. Team status: today's absence code and the work of every technician.
2. Work orders: all open work orders with filters; tick several and print their sheets.
3. Open a work order and use Change the request · give to technicians: only the 

technicians of the line are offered, with today's absence code. They get the message 
at once.

4. Cancel (with the reason) or Reopen at the bottom of the work order.
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Figure 33. Give a work order to technicians from the browser.

• View work orders: the seven views with Word, PDF and Excel; By moment with one 
line gives the activity report with the signature boxes.

• Preventive maintenance: pause a plan, start it again, make its work order now; Due 
soon and Done on time.

• Statistics: the figures and the charts of a period, as Word, PDF or Excel.
• Absence list: the month of the team, to read.



WOMS · User manual  ·  Version V3.1.1

Page 37 / 39

Figure 34. Statistics in the browser, with the downloads at the top.

NOTE — Documents come from the server

Word, PDF and Excel files are made on the server in the language of the site 
and downloaded at once. PDF needs LibreOffice on the server; without it the 
PDF button is not shown.

TIP — Setting up stays on the PC

Making and changing plans, filling in the absence list, the parts catalogue and 
administration are done in WOMS on the PC.
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11. Settings, backups and what to do when…

11.1 Settings

Tab What you set

Folders
the data folder, the report folder, Also make 
a PDF, backups, the database

Display
the colour set, the mascot, Show spare 
parts

Start the screen language and the site at start

Changes are applied when you click Save.

11.2 Backups
• A local database: WOMS makes a backup at the first start of each day and keeps the 

last 7. Make a backup now and Open the backups folder are in Settings → Folders.
• A company server: IT makes the backups. Administration → Save a copy of the 

database… writes a copy into one file.
• Copy the backups folder to another disk now and then.

11.3 What to do when…

When Do this

I forgot my password
Ask an administrator for a new one (Users 
→ Set password…).

A menu is missing
You lack the right: ask an administrator. 
Spare parts: Settings → Display.

“changed by someone else”
Someone saved the same record first. The 
screen shows the latest version: make your 
change again.

The server cannot be reached
Check the network, then click Try again, or 
ask IT.

“Update WOMS on this PC”
The database is from a newer WOMS: 
install the same version as the other PCs.

No PDF is made
Install LibreOffice (free) or Microsoft Word; 
the Word file is always made.

The database cannot be opened
Check the data folder in Settings → 
Folders. The daily backups are in the 
backups sub-folder.

Something went wrong
The message names the log file. Click ? → 
Copy and send the diagnostics with the log.
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11.4 Words

Word Meaning

Work order (WO)
one job: the request, the technicians and 
the report back

Line a production line or area of a site

Moment
when the work can be done: day, night, line 
stop…

Limit date the date the work must be finished by

Over limit open after its limit date

Plan
a job that comes back; WOMS makes its 
work orders

Prio
impact × ease (+1 very urgent, +1 safety): 1 
to 11

Class
the type of part, the first 4 digits of its 
number
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