How to use Torque

Simple steps with pictures. Every picture has red numbers. Step 1 explains red

number 1, step 2 explains red number 2, and so on.

1. What Torque is and who does what

Torque keeps all maintenance work of your company in one place: machines and buildings (assets),

repairs and services (work orders), regular services (PM plans), spare parts, purchasing and reports.

It works on a computer and on a phone, in Georgian, English and Russian.

Every person signs in with their own e-mail. What they can do depends on their level:

Level

Admin

Planner

Technician

Viewer

What this person does

Everything: settings, users, billing, and all work.

Creates and plans work, PM plans, parts and purchasing.

Does the work: starts and finishes tasks, adds photos and readings.

Sees everything and sends work requests ("something is broken").
Cannot change records.

Good to know

Price

Paying
user

Paying
user

Paying
user

Free

¢ Plans: Lite has all the daily work and the full export of your data. Pro adds the AI assistant,

advanced reports, costs and budgets, API integration and priority support. The free trial has every

Pro feature.

2. Sign in and choose your language

Who can do this: Everyone
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Open cmms.ge in Chrome, Edge, Safari or Firefox and press "Sign in". New company? Press "Register

a company" instead, fillin the form and confirm your e-mail.

Torque Ol e v]

Sign in

Sign in to your maintenance workspace

e‘f-mail
( )
o”assword

l ]

-

Forgot password? Register your company

Maintenance management for any equipmen

PICTURE 1 The sign-in page
Choose your language here. Torque remembers it.
Type your e-mail address.

Type your password. Forgot it? Press "Forgot your password?" under the button and follow the

e-mail.

Press "Sign in".
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Good to know
¢ Invited by your company? Open the invitation e-mail, press the link and choose your own
password. Then sign in as above.

e Install Torque like an app. Android (Chrome): menu : > "Install app" or "Add to Home screen".
iPhone (Safari): Share button > "Add to Home Screen". The Torque icon appears on the phone
screen.

¢ Nointernet in the yard? Torque keeps working on a phone or computer that opened it before.
Changes are sent when the connection returns.

3. The main screen (Overview)

Who can do this: Everyone
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” anque n WORKSPACE + 30 OCT 2026
) L Maintenance overview

(2)

I it k l]

BB overview =

Overview Costs and budgets

Assets

@ (3]

AVAILABILITY MTBF MTTR ASSETS DOWN
£ Work orders

99.6- 3.072, 13.4: 1
PM plans 93.8 h downtime + 10 assets breakdowns Breakdown repair time of 10 in service
2\ Team OPEN WORK ORDERS PM COMPLIANCE BACKLOG STOCK ALERTS
T Inventory "’ N ‘Ill'h 4

0 overdue 0 of 0 oh time Estimated open labour arts at or below r
G Suppliers
Y, Export data Fleet availability, weekly All assets in service Preventive maintenance coming up

8- Settings s
9%

Downtime by asset Top 5+ hours
DEMO-RS-01 ] 28.0
Nino Beridze - Poti Port Services

DEMO-RS-02 C——————————— 26.0
Account Sign out

DEMO-P-01 [=———————— 18.0
English i DEMO-CP-01 ] 17.8
i DEMO-TT-01 = 4.0

PICTURE 2 Overview: the state of maintenance on one page

Create 5 work orders

500 h service

® Overdue

DEMO-RS-02 - Reach stacker 02 - D

2,000 h service

& Inwindow

DEMO-CP-01 + Workshop air co

Weekly run test

DEMQ-P-01 - Fire water pump 1

500 h service

Monthly inspection

Open work by status

® Overdue

® Upcoming

# Upcoming

o The menu. Press a name to open that part: Overview, Assets, Work orders, PM plans, Team,

Inventory, Suppliers, Export data, Settings. On a phone the menu is at the bottom of the screen.

e Choose the period for the numbers: last 7 days, 30 days, 90 days or 12 months.

e The key numbers: availability, MTBF (time between failures), MTTR (time to repair), assets
down, open work orders, PM done on time, backlog and stock alerts. Red means: look here.

o Press "New work order" to report or plan a job from anywhere.

Good to know

¢ The bell at the top shows your notifications. Your name, "Account" (password, two-step sign-in)

and "Sign out" are at the bottom of the menu.

4. First day for the Admin: settings and users

Who can do this: Admin

Do this once, before the team starts. It takes about 15 minutes.
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Torque a

Maintenanc

N

Overview

H

@ Assets
& Work orders
PM plans
~ Team

0 Inventory
G Suppliers

Y, Export data

Ze- Settings

Nino Beridze - Poti Port Services

Account Sign out

English v

WORKSPACE

Settings

| Workspace  Users and access Billing  Security  Integrations

Notifications Support

e‘iles

Company and lists

Company name

Company or plant name

Main site

One per line
Equipment classes
Pump
Electric motor

Compressor
Generator

One per line. Any equipment type: pumps, vehicles, cranes, buildings.

Problem codes Cause codes
Will not start Wear
Leak Lubrication
Overheating Contamination

Abnormal noise | Misalignment
[_| Require a signature when a work order is completed

Require every checklist item before a task can be finished

Anmmnn

PICTURE 3 Settings > Workspace

Time zone

Asia/Thilisi
Used for PM due dates and daily summaries.
Employee types

Mechanic
Electrician
Hydraulic technician
Auto electrician

One per line, Every task needs one,

Remedy codes

Replaced

Repaired

Adjusted
.« | Cleaned

Nada

o The tabs of Settings: Workspace, Users and access, Billing, Security, Integrations, Notifications,

Support.

o Write your lists, one item per line: sites, employee types (mechanic, electrician...), equipment

classes, problem, cause and remedy codes.

e Press "Save settings".

Torque CMMS - User guide - cmms.ge
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N

Torque

Overview

2

@ Assets
& Work orders
PM plans
~y Team

& Inventory
G Suppliers

Y, Export data

-é- Settings

Nino Beridze « Poti Port Services

Account Sign out

Admin

WORKSPACE

Settings

Workspace  Users and access Billing  Security Integrations Notifications Support

Users and levels

Invite sach person with their e-mail. They set their own password from the

Invite a user

Full name o‘-mail

invitation e-mail, Disabled users cannot sign in. Every change is record

svel

Invitation language

Jl Technician

v ] English

l Send invitation I

Giorgi Tsiklauri = aActive

giorgi@poti.ge - Last sign-in 30 Oct 20246, 01:47

Technician ~  Disable

Levan Shift Lead e Active

Viewer v Disable
Nino Beridze (yo » Active
nine@pati.ge - Last sign 26, 01:
Admin v

Work order status permissions

(") Option 1: only the users selected for each status can set it

PICTURE 4 Settings > Users and access: invite people

o Type the person's full name and e-mail.

e Choose the level: Admin, Planner, Technician or Viewer (free).

o Press "Send invitation". The person gets an e-mail and sets their own password.

Good to know

e Adisabled user cannot sign in, but their history stays. You can change a level at any time in the

same list.

¢ Below the user list you choose who may set each work order status (for example: only Planners

may close a work order).

e Settings > Security: require two-step sign-in (a code from Google or Microsoft Authenticator) for

Admins or for everyone.

e Want to try first? Settings > Workspace > "Load demo fleet" fills Torque with example machines

and work. "Remove demo records" deletes them later.

Torque CMMS - User guide - cmms.ge
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5. Team: the people who do the work

Who can do this: Admin, Planner

Team is the list of employees and contractors who get tasks. A person in Team does not need a user

account, but linking one sends them notifications for their work.

#7 Torque
B overview
@ Assets
B Work orders

PM plans
2% Team

T Invento ry
G Suppliers

Export data

[«

26 Settings

Nino Beridze - Poti Port Services

Account Sign out
English v
Admin

nager 1 1!

PICTURE 5 Team

(2]

EMPLOYEES AND EMPLOYEE TYPES

Team

Search name, employee 1D, crew, company

ACTIVE EMPLOYEES ON A TASK NOW ASSIGNED OPEN TASKS

6 1 3

5 employee types

Task in progress Mot finished yet

Allemployee types ~

Import Export | New employee I

Active only

HOURS LOGGED

16+

s

v

DEMO-EB5 Demo auto electrician  Auto electrician
Shift B - In-house - 0.0 h last 7 days

8 open ]

DEMO-EB3 Demo electrician 1 ' Electrician

Shift A+ In-house - 14.8 h last 7 days

DEMO-EB4 Demo hydraulic technician = Hydraulic technician

In-house - 0.0 h last 7 da

Shift A

DEMD-EB1 Demo mechanicl Mechanic

Shift A - In-house - 0.0 h last 7 days

DEMO-EB2 Demo mechanic 2 Mechanic

5hift B - In-house - 1.5 h last 7 days

DEMO-EB6 Demo tyre contractor  Tyre technician

Contractor - Demo tyre service - 0.0 h last 7 days

o Press "New employee" to add a person.

e Press a person to see or change their record.

Torque CMMS - User guide - cmms.ge
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New employee

rull name j Employee 10

E-1042

cmployee type Crew or shift Company “yrourly rate
A4 Shift A In-house or contractor l

Choaose type

Phone Email

dser account
l Not linked
Li

ink to the person's sign-in, so they get notifications for their work,

T [:anttaci hours per day

8

Working days
Mon Tue Wed Thu Fri [] sat [ Sun

Available hours for labor utilization = contract hours on sach ticked working day, Use 24 for round-the-clock shifts

=D
Cancel

Active (can be assigned to tasks)

PICTURE 6 New employee

° Full name.

9 Employee type (trade). Every task asks for one.

Hourly rate. Used to count labor costs.

User account: link the person's sign-in so they see "my work" and get notifications.

Contract hours per day and working days. The planning board uses them to show free and full

days.

Press "Save employee".

6. Assets: your machines, vehicles and buildings

Who can do this: Admin, Planner

Torque CMMS - User guide - cmms.ge 8/34



Torque a

Maintenance workspace

N

EQUIPMENT REGISTER

Assets

Overview

l Search code, name, make, model, ] All classes

23

@ Assets
& Work orders
PM plans
~ Team

& Inventory
G Suppliers
Y, Export data

-é- Settings

(0 assats - shown as hierarchy

DEMO-SITE Demo terminal yard

Building - Main site

L DEMO-CAR-01 Service van

Car - Main site - Toyota Hiace

o

DEMO-CP-01 Workshop air compressor

ompressor - Main site - Atlas Copeo GA 37

DEMO-PH-B1 Fire water pump house

Building - Main site

L DEMO-P-81 Fire water pump 1

Pump - Main site - Grundfos NKG 150

L DEMO-M-81 Pump 1 motor

Electric motor - Main site - ABE M38P 315

v

All sites

I Gl ] i l]

v Any status

[I] ® Operating

#® Operating

IE\ 1 gpen  ® Down

|’E’| ® Operating

[T| & Operating

[E] ® Operating

v

DEMD-RS-01 Reach stacker 01

teach stacker - Main site - Kalmar DRG450

m 1 open = ® Operating

Nino Beridze - Poti Port Services

Account Sign out

English v

Admin

PICTURE 7 Assets: the equipment register

pump house).

Torque CMMS - User guide - cmms.ge

Reach stacker - Main site - Konecranes SMV 4531

DEMD-RS-02 Reach stacker 02

L DEMO-TT-81 Terminal tractor 01

Terminal tractor - Main site - Terberg RT223

L DEMO-TT-82 Terminal tractor 02

Terminal tractor - Main site - Terberg RT223

Press "New asset" to add one machine, vehicle, building or system.

[&]) = operating

(2] e operating

\_?_l 2 open @ Operating

Search by code, name, make, model or serial number. Filters next to it: class, site, status.

Press an asset to open its page. Sub-assets are shown under their parent (a pump under its

Press "Import" to bring many assets at once from Excel or CSV (see chapter 15).
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New asset

Mame
1 Reach stacker 07
-

-uAsset code
r RS-87
E\:!ass

l Pick or type a class

Parent asset
Jl None (top level)

Site

Main site

Status

Operating

Make

Location

w | Yard B, pump house 2

writicality
v l B - important

Serial no.

Meter unit
l No meter

v

] Current meter reading

Technical attributes

Capacity: 45t
Engine: Volvo TAD1150
Flow: 120 m3/h

One per line as Name: value. Use any attributes the equipment needs.

Notes

PICTURE 8 New asset

° Code: a short unique name, for example RS-01.

9 Name: for example Reach stacker 01.

Class: the type of equipment (from your Settings list).

Parent: the bigger asset it belongs to, if any.

Criticality: A (most important), B or C.

Meter unit: hours, km or cycles, if the machine has a counter. Needed for PM by meter.

Press the save button at the bottom.

Torque CMMS - User guide - cmms.ge 10/34



N

Torque a

H overview
@ Assets

& Work orders
PM plans
~y Team

T Inventory
G Suppliers
&, Export data

8- Settings

Nino Beridze « Poti Port Services

Account Sign out

« Assets

DEMO-RS-81

Reach stacker 01

STATUS

Operating

Details
CLASS
Reach stacker

LOCATION

MODEL
DRG450

METER
8,420 h

LIFTING CAPAC
45t

Demo record

Work history

P3  WO-e08018 Repeat hose failures review

Reliability - DEMO-RS-01 - Reac

(P2 wo-eeeEe3 Spreader twistlock fault

1TY

DEMO-RS-01

AVAILABILITY

PICTURE 9 The page of one asset

Good to know

Add a PM plan for this asset.

CRITICALITY
A

PARENT
DEMO-SITE

SERIAL NO.

METER READ
29 Oct 2026

cker O

Add photos, manuals and certificates.

Make the spare parts list of this asset.

Reach stacker 01

MTBF MTTR

AR 9.3,

I Bigakdowrs

SITE
Main site

MAKE

Kalmar

YEAR

USAGE RATE

15.3 h/day

® Scheduled

= Completed

Demao electricia

» Completed

Report a problem or plan a job for this asset.

l Meter reading I Edit ||

DOWNTIME

28.0:

Documents and photos

Mo photos or files yet.

l Take photo l Add file

PM plans

500 h service

ery 500 h - Due at 8,500

Spare parts list
PART

DEMO-FLT-0IL Engine oil filter

DEMO-FLT-HYD Hydraulic return filter | critical |

OPEN WOS

1

=)
Add plan

& Upcoming

e
Add part

QTY 1

DEMO-HOSE - 12 Hydraulic hose 1/2 in assembly |_ critical \

DEMO-TYRE - 18 Tyre 18.00-25[ eritical |

Enter a new meter reading (hours, km). PM plans by meter use it.

e The numbers at the top (availability, MTBF, MTTR, downtime) are calculated by Torque from the

work orders. You do not type them.

1. Work orders: report and create a job

Who can do this: Technician, Planner, Admin (Viewers: see chapter 11)

Torque CMMS - User guide - cmms.ge
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o

N
i g
=
=
-]

B overview
@ Assets

£ Work orders
PM plans
~ Team

& Inventory
G Suppliers
&, Export data

Ze- Settings

Nino Beridze - Poti Port Services

Account Sign out
English v
Admin

management far any

CORRECTIVE, PREVENTIVE AND IMPROVEMENT WORK

Work orders

Listl Planning board I

Search number, title, asse

(2]
l Open

V] All types

Import history

v

Export

All priorities

Export tasks

v Any employee v

e’w\-ml-‘ orders

[ P2 | Wo-peEAEe7 Compressor trips on high temperature
Breakdown - DEM

P-01 : Workshop air compressor - Demo mechanic 2 - tasks 1,2

Due 03 Now

® In progress

P3 WO-0ORE10 Repeat hose failures review

Reli v - DEMQ-RS-01 - Reach stacker 01 - De tasks 0/2 - Due 30 Oct 2026

P3  WO-028008 Air conditioning not cooling

Corrective - DEMO-TT-02 « Terminal tractor 02 - tasks 0/2 - Due 01 Nov 2026

P4 WO-BEEEE9 Replace worn seat

we + DEMO-TT-02 « Terminal tractor 02 - tasks 0/1 - Due 02 Nov 2026

Correc

PICTURE 10 Work orders

o Press "New work order".

e Filter the list by status (open, overdue, completed...).

e Press a work order to open it.

o The "Planning board" tab: see chapter 9.

Torque CMMS - User guide - cmms.ge
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New work order

ritle
L~

Asset

Hydraulic leak at mast cylinder

Choose an asset

Jprriority
VJ[ P3 Mormal

responsible Estimated hours

l Not assigned

VJ
Planned start
=}

mm/dd/yyyy

11/06/2026

Deseription

What was observed, where, and any safety notes

T U:I Asset is down because of this job

Down since

10/30/2026, 01:47 AM

Downtime drives availability, MTBF and MTTR. Breakdown jobs count as failures.

After creating the work order, add each task with its employee type, amployee and spare parts.

Cancel | Create work order I

PICTURE 11 New work order
Title: what is wrong or what to do, in a few words. Example: "Hydraulic leak at mast cylinder".
Asset: which machine.

Type: Breakdown, Corrective, Preventive, Inspection and others. Breakdowns count as failures
in the reports.

Priority: P1 urgent, P2 high, P3 normal, P4 low.

Responsible: the person who leads the job (optional).

Due date: when it must be done.

Tick this if the machine is stopped because of this job. Torque counts the downtime.

Press "Create work order". Then add the tasks (next chapter).

Ve
N

8. A work order from start to finish

Who can do this: Planner, Admin, Technician

Torque CMMS - User guide - cmms.ge 13/34



Every work order moves through these steps. You see where it is on the bar at the top of the work

order.

In progress can pause at | Waiting for parts | - or stop at any time | Cancelled

@77 Torque «Work orders
WO-808009 - Corrective
st Replace worn seat
@ Assets ® Reguested | P4 | P4 Low
& Waork orders Requested Approve Scheduled In progres

PM plans

Tasks 0of 1done - 2.0 h planned - 0.0 h worked
22 Team
T Inventory 10 Replace driver seat » Not started
EMPLOYEE TYPE EMPLOYEE STARTED
Gb Suppliers Mechanic
FINISHED HOURS

¥, Export dat
< BXportdata - worked - 2.00 planned

8% Settings ol Edit I
)

Details
ASSET RESPOMNSIBLE DUE
DEMO-TT-02 - Terminal - 02 Nov 2026
tractor 02
PLANNED START ESTIMATED ACTUAL
= 5 : : 2h
Nino Beridze - Poti Port Services
REQUESTED BY CREATED DOWN FROM
Account Sign out 2
Nino Beridze 28 Oct 2026, 07:30
English il BACK IN SERVICE DOWNTIME COMPLETED
Admin

Demo recard

PICTURE 12 A new request: check and approve

Press "Approve" when the job is needed. ("Cancel" if not.)

Press "Edit" on a task to change it.

Torque CMMS - User guide - cmms.ge

Photos and files

No photos or files yet

Take photo Add file

Costs

LABOR
0.00GEL-0.0h

EXTERNAL
0.00 GEL

Add external cost

r=task hours = hourly r

Spare parts

Delete work order

Press "Edit" at the top to change the work order itself (title, priority, dates).

-
Edit Cancel

te. Parts

Mo parts planned. Add spare par

Press "Add task" for each piece of work and each trade (mechanic, electrician...).

PARTS ISSUED
0.00 GEL

at current unit cost

ts inside each task

1.00 GEL

14/34



Task 20 - W0-000007

1ask deseription

Test temperature sensor and trip eireuit

Each task in a work order must be ditferent,

cmployee type TrAssigned employee Planned hours
l Electrician v Jl Demo electrician 1 - Electr VJl 2

J rlanned for

l mm/dd/yyyy

Started at Finished at

10/29/2026, 11:00 AM u] min/dd/yyyy, —i-- -

Spare parts for this task

No parts. Add each part this task consumes.

Checklist
Readings outside min and max are flagged when the task is finished,

Notes

Delete task

PICTURE 13 A task: who does what

G Task description: what exactly to do.
9 Employee type (trade).

Assigned employee: who does it.
Planned hours.

Planned for: the day.

Add spare parts the task needs. They are reserved in stock.

flagged.

Press "Save task".

' Add check

m]
l' Add spare part |

P

o )

Add checks: readings with min and max (for example oil pressure). Values outside the limits are

Torque CMMS - User guide - cmms.ge
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N

Torque a
Mainter i

H overview
@ Assets

& Work orders
PM plans
~y Team

T Inventory
G Suppliers
&, Export data

Ze- Settings

Nino Beridze - Poti Port Services
Account Sign out

English v

Admin

PICTURE 14 Work in progress

writes the times and hours.

Torque CMMS - User guide - cmms.ge

« Work orders

WO-8ee007

- Breakdown

Compressor trips on high temperature

® In progress

(P2) P2 Urgent

Edit l Waiting for parts II

Requested

Tasks

16 Clean cooler and check fan

EMPLOYEE TYPE
Mechanic

FINISHED

29 Oct 2026, 10:00

Edit

26 Test temperature sensor and trip circuit

EMPLOYEE TYPE
Electrician

FINISHED

Details

ASSET

DEMOQ-CP-01 - Workshop

Approved

Scheduled In progress
1 of 2done- 3.5 h planned - 16.3 h worked
® Done

EMPLOYEE STARTED

Demo mechanic 2 29 Oct 2026, 08:30
HOURS
1.50 worked - 1.50

planned

® In progress

EMPLOYEE
Demo electrician 1

STARTED

29 0ct 2026, 11:00
HOURS

14.79 worked - 2.00

planned

RESPONSIBLE DUE
Demo mechanic 2 03 Nov 2026

Press "Waiting for parts" if the job must wait for spare parts.

When all tasks are done, press "Complete".

Photos and files

No photos or files yet

Take photo Add file

Costs
LABOR PARTS ISSUED
0.00 GEL-16.3 h 0.00 GEL
EXTERMAL
0.00 GEL

Add external cost
Labor = task hours = hourly rate. Parts at current unit cost

Spare parts

Mo parts planned. Add sp:

The technician presses "Start" on a task when he begins and "Finish" when he is done. Torque

16/34



z' TPflqllE n «Work orders

Ma o

WO-808007 - Breakdown

Compressor trips on high temperature At ) AR TS A

H overview
) Assets ® Inprogress [ P2 | P2 Urgent
& Work orders Requested Approved Scheduled 1n progress. Completed Closad
PM plans
- Tasks Photos and files
~y Team
photos or files yet.
T Inventory 18 Clean cooler and check fan ® Done
EMPLOYEE TYPE EMPLOYEE STARTED Add file
E» Suppliers Mechanic Demo mechanic 2 29 Oct 2026, 08:30
Ve Esmaidal FINISHED HOURS
< Exportdata 29 Oct 2026, 10:00 1.50 worked - 1.50
-é- Settings planned
Edit
Costs
26 Test temperature sensor and trip circuit = In progress LABOR PARTS ISSUED
EMPLOYEE TYPE EMPLOYEE STARTED 0.00GEL-16.3h 0.00 GEL
Electrician Demo electrician 1 29 0ct 2026,11:00 EXTERMNAL
FINISHED HOURS (.00 GEL

14.79 worked - 2.00 e
planned Add external cost

Finish Edit Labar
Nino Beridze - Poti Port Services

Account Sign out m

te. Parts at current unit cost.

e Details
Planned pi
ASSET RESPONSIBLE DUE Spare parts 1
DEMO-CP-01 - Workshop  Demo mechanic 2 03 Nov 2026 No parts planned, Add s

PICTURE 15 Photos and costs
o Press "Take photo" (on a phone the camera opens) or "Add file".

a Add costs from outside, for example a contractor invoice. Labor and parts are counted by
themselves.

Torque CMMS - User guide - cmms.ge 17134



Complete W0-000007

E\Jamr:nleted at 9Ac1ual hours,
16.25
Mr30/2026, 01:47 AM =]
i

otal of task times

D Mark 1 unfinished task as done at the completion time

Or cancel and finish each task with its real times.

Back in service at

10/30/2026, 01:47 AM

Er’mblem cause
Choose VJl Choose

vompletion notes

What was done, findings, follow-up needed

Meter reading now (h, optional)

15400
Set DEMO-CP-01 back to Operating
Signature (optional)

Name of the person signing

Nino Beridze

PICTURE 16 Complete the work order

Completed at: when the job ended.

Actual hours: filled from the task times, change if needed.
Problem: what was wrong.

Cause: why it happened.

Remedy: what was done.

Completion notes: findings and follow-up work.

Press "Complete work order". If needed, the asset goes back to "Operating" by itself.

Good to know
* Problem, cause and remedy feed the failure analysis report. Fill them every time: in a few months

you will see which failures repeat.

e After checking, a Planner or Admin closes the work order ("Closed"). Closed work cannot be
changed by mistake.

Torque CMMS - User guide - cmms.ge 18/34



9. Planning board: who works on what, which day

Who can do this: Planner, Admin

N

Torque a

H overview
@ Assets

& Work orders
PM plans
2) Team

T Inventory
G Suppliers

Export data

[e

6% Settings

Nino Beridze - Poti Port Services
Account Sign out
English hd

Admin

Work orders

List Planning board
All employee types

Not planned

(2)

(P2) wo-peeee7/20 ®

Test temperature sensor and trip
circuit

DEMO-CP-01-2.0h

P3 | WO-08GE18/10
Collect hose failure history and photos
DEMO-RS-01-2.0h

P3 | WO-B08010/20
Inspect hose routing and clamps
DEMO-RE-01-2.0h

P3 | W0-000008/16
Check refrigerant pressure and leaks
DEMO-TT-02 I

F3 | WO-006008/26
Replace V-belt if worn
DEMO-TT-02- 2.0}

P4 | W0 -006009/19

Replace driver seat
DEMO-TT-02 . 2.0

New work order

This week

Demo auto
electrician

Auto electrician

Demo electrician 1

Electrician

Demo hydraulic
technician

Hydraulic technician

Demo mechanic 1

Mechanic

Demo mechanic 2

Mechanic

Demo tyre
contractor

Tyre techniclan

MON 26 OCT TUE 27 0CT

1300CT

PICTURE 17 Work orders > Planning board

o Tasks that have no person or day yet. Drag a task onto a person and a day (on a phone: tap it

and choose).

o The week: one row per person, one column per day, with hours planned out of their contract
hours. A full day is easy to see.

e Move to the previous or next week, or back to "This week".

Good to know

* Drag atask back to the left column to unplan it.
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10. PM plans: regular service that creates work by itself

Who can do this: Planner, Admin

A PM plan says: "do this service on this asset every 30 days" or "every 500 hours". Torque creates
the work order before it is due, so nothing is forgotten.

TDI'I]I]E n TIME AND METER BASED, WITH START AND FINISH WINDOWS

Maintenance workspace  © e o
DTk PM plans Import Run scheduling now l Create plans for many assets J New PM plan
Overview 9 5
PM plans | Task lists I

H
@ Assets
&

N

Search plan or asset Any status v
Work orders E
PM plans OVERDUE IN WINDOW UPCOMING PM COMPLIANCE
23 Team 2 1 2 =
~ i
Past latest finish Between earlie nd latest finish Waork order created, window not open Daone inside

T Invento ry

Work orders are created automatically before the earliest start, by each plan's lead time (default 7 days). Meter plans forecast dates from each asset's recent usage. The server

G Suppliers

Export data G

checks every hour, even when nobody has the site open.

e

500 h service | Reach stacker 500 h service | 4 h

20 i ® Overdue
%7 Settings DEMO-RS-02 - Res Due at 11,150 h (now 11,230, est, 24 Oct 2026 - window 21 Oct 2026 to 28 Oct 2026
Weekly runtest 1 h
@ Dverdue
DEMO-P-01 - Fire water pump 1 - Every 7 days - Due 28 Oct 2026 - window 27 Oct 2026 to 29 Oct 2026
2,000 hservice 2.5 h -
® In window
DEMO-CP-01  Workshop air compressor - Every 2,000 h - Due at 15,500 h (now 15,400), est. 05 Nov 2026 - window 23 Oct 2026 to 18 Nov 2026

500 h service | Reach stacker 508 h

service 5 h

® Upcoming
DEMO-RS-01 - Reach stacker 01 - Every 500 h+ Due at 8,500 h {now 8,420), est. 04 Noy indow 31 Oct 2026 to 07 Nov 202,
Monthly inspection 2 h 5
; B . . ® Upcoming
Nino Beridze - Poti Port Services DEMO-TT-01 - Terminal tractor 01 - Every 30 days - Due 04 Nov 2026 - window 01 Nov 2026 to 07 Nov 2026
Account Sign out
15,000 km service 2.5 h
= 0K
English v DEMO-CAR-01 - Service van - Every 15,000 km - Due at 90,000 km (now 84,210}, est. 01 Feb 2027 - window 08 Jan 2027 to 26 Feb 2027 - WO on 01 Jan 2027
Admin
™. nagement for an

Press "New PM plan".

Press "Create plans for many assets" to give the same plan to many machines at once.

Press a plan to open or change it.

The "Task lists" tab: ready lists of tasks you can reuse.

e Overdue, in window, upcoming and PM compliance (done inside the window).
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Plan status
Active (creates work orders)

Choose an asset

peat by Qnterval Estimated hours
Calendar days VJ[ 30 Total of tasks

[rirst due date (calendar plans) ] Last done on Meter at last service

o
|

10/30/2026 [=] mm/dd fyyyy

Scheduling window Davs for calendar plans, meter units for meter plans

lcreale work order, days before earliest start

7

Sycarliest start, before due catest finish, after due
Jl 10% of interval

l 10% of interval

Next due counts from

Actual completion

Choose an asset and an interval to see the next cycle.

Task list Copied into every work order this plan creates

PICTURE 19 New PM plan

° Plan name, for example "500 h service".

9 Asset.

Repeat by: calendar days, or meter (hours, km, cycles).

Interval: every how many days or hours.

First due date (calendar plans).

Earliest start: how early the work may be done.

Latest finish: how late it may be done.

Create the work order this many days before the earliest start (default 7).

Press "Save plan".

-
\
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” Tﬂﬂ]ue o TIME AND METER BASED, WITH START AND FINISH WINDOWS o
e R, P" plans New task list
m Overview =
PM plans Task lists
@ Assets
epare them once and assign them to any number of PM plans. Changes apply to work orders created afterwards
Work ord
& s Search task lists All classes w
PM plans o
Reach stacker 500 h service = Reach stacker
22 Team

L and filter - Replace hydraulic return filters - Grease mast, spreader and twistlocks - Inspect tyres and torgue 4 tasks | | 5.0 h || used by 2 plans

& Inventory

G Suppliers
Y, Export data

8- Settings

Nino Beridze - Poti Port Services
Account Sign out

Admin

PICTURE 20 Task lists

o Press "New task list" to prepare the tasks of a service once (for example "Reach stacker 500 h
service").

e Press a list to change it. Changes apply to work orders created afterwards.

Good to know

e Choose atask list in the PM plan, and every work order the plan creates gets those tasks, trades,
hours, parts and checks.

e The server checks the plans every hour, even when nobody has Torque open. "Run scheduling
now" checks at once.

11. On the phone: technicians and free Viewers

Who can do this: Technician, Viewer
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([ Tﬂrque n English v  Technician o] . .
Maintena.. © o - PICTURE 21 Technician: my work

CORRECTIVE, PREVENTIVE AND IMPROVEMENT WORK

Open "Work" at the bottom and tap your work order.
Work orders o P Py

Import history Export Export tasks

New work order

List Planning board

Search number, title, & Open v
All types o All priorities v
Any employee v

L work orders

10-006007

Compressor trips on high
temperature

Breakdown : DEMO-CP-01 - Workshop ...

#® In progress

P3  WO-000010

Repeat hose failures review ® Scheduled
Reliability - DEMO-RS-01 - Reach stack...

P3  WO-000008

Air conditioning not cooling ® Approved
Corrective - DEMO-TT-02 - Terminal trac...

H @ ¢ B 2 B o & 3

Overvi.. Assets Work PM Team Parts Suppli.. Export Setup

o scheduled | P3| P3 Normal PICTURE 22 Technician: start and finish a task

Requested Approved Scheduled In progr... Complet... €

o Tap "Start" when you begin the task. When you are done, tap
Tasks Gof2done- 4101 anned .0 heried "Finish". Fill in the checks if asked. Add a photo of the result.

10 Collect hose failure history and photos

© Not started

EMPLOYEE TYPE EMPLOYEE
Mechanic Demo mechanic 1
STARTED FINISHED

HOURS

- worked - 2.00

nlanned

&) -

20 Inspect hose routing and clamps

® Not started

EMPLOYEE TYPE EMPLOYEE

Hydraulic technician Demo hydraulic
technician

STARTED FINISHED

HOURS

- worked - 2.00

planned

Start Edit

H @ & 8 8 8 & & 3

Overvi.. Assets Work PM  Team Parts Suppli.. Export Setup
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PICTURE 23 Viewer: report a problem (free)

Asset: which machine has the problem.

What is the problem? Write it in a few words.

Priority: how urgent it is.

Reguant-unrk & Tap "Send request”. A planner checks it and turns it into work.
Describe the problem. A planner reviews the request and turns it YOU see |tS status |n the |_|St.

into work.

msset

| Choose v

|v\lhat is the problem?

Type

Breakdown 24

Friority
l P3 Normal v

Description

¥

Good to know

* Viewers open this form with "New work order" in Work orders.

e Turn on notifications (Settings > Notifications) so the phone tells you about new work.

12. Spare parts, purchase requests and orders

Who can do this: Planner, Admin
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Torque

Maintenance wc

N

B overview
@ Assets

& Work orders
PM plans
~ Team

& Inventory
G Suppliers

Export data

[«

-é- Settings

Nino Beridze - Poti Port Services

Account Sign out

a}

SPARE PARTS AND STORES

Inventory

Parts l Purchase requests u Purchase orders ] Warehouses

Import Export l

(3]

V] All warehouses

Search code, description, OEM number, bin l All parts
STOCK VALUE PART NUMBERS
4,140 8

At unit cost 5 critical

DEMO-BELT-B&4 V-belt B64

Bin W1-BEL - 9.00 per ea

DEMO-BRG-6312 Bearing 6312-2RS [ critical

Bin W1-BRG - 55.00 perea

DEMO-FLT-HYD Hydraulic return filter [ critical

Bin W1-FLT - 65.00 per ea

DEMD-FLT-0IL Engine oil filter

Bin W1-FLT - 18.00 per ea

DEMO-HOSE-12 Hydraulic hose 1/2 in assembly | critical

Bin W1-HOS - 42.00 per ea

DEMO-0TL-15W4a Engine oil 15W-40

Bin W1-0IL - 3.20 per L

DEMO-SEAL-KIT Mechanicalseal kit [critical

Bin W1-5EA - 320.00 perea

DEMO-TYRE-18 Tyre 18.00-25 [critical

PICTURE 24 Inventory

Torque CMMS - User guide - cmms.ge

minimum.

Press "New part".

The "Purchase requests" tab: what the team needs.

AT OR BELOW MIN

.

Filter: all parts, at or below minimum, out of stock, critical.

The "Purchase orders" tab: what you ordered from suppliers.

OUT OF STOCK

1

5ea- lresery
—
min 2« max 10

min 2« max 8

180 L
—
min 100 - max 4

Press "Purchase request from reorder list": Torque fills a request with every part below its

Purchase request from reorder list JI

ed

00
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New part

rart code
-

BRG-6205

‘Description

Deep groove ball bearing 6205-2RS

TUpening stock ] Warehouse [ﬂin (reorder point)

1] Bmogamn babymdn 0

o ]

\

Bin location DEM part number Supplier Lead time {days)

Uj Critical spare (failure stops a critical asset) ]

=
Cancel

PICTURE 25 New part

° Code.
0 Description.

On hand: how many you have now.

Min: below this, Torque warns you to reorder.

Max: how many to have after reordering.

Unit cost: used for stock value and work order costs.
Critical: tick it for parts that stop a machine when missing.

Save.
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New purchase request

Items

L' Other (describe) V] Description

Spueliver to nleeded by ror work order
Bonoegafn baByman VJl mm/dd/yyyy =] Jl None

Note

T
Cancel Save

PICTURE 26 New purchase request

Choose the part (or "Other" and describe it) and the quantity. "Add line" for more.
Deliver to: which warehouse.

Needed by: the date.

For work order: link the job that needs it (optional).

Press "Save".
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New purchase order

receive into expected delivery Supplier reference
le Gmagamn babymdn VJl mm/dd/yyyy =]

Lines Add line

I[ Other (describe) V] Description Unit price X

Pricas without VAT,

Note to supplier

Cancel Save

PICTURE 27 New purchase order

Supplier (add suppliers in the Suppliers menu).
Receive into: which warehouse.

Expected delivery date.

Lines: part, quantity, unit price (without VAT).

Press "Save". When the goods arrive, open the order and press "Receive": stock goes up by
itself.

Good to know
e Parts used in a task leave the stock when the task is finished, and their cost is added to the work
order.

13. Reports in Excel

Who can do this: Planner, Admin
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N

Torque a

H overview
@ Assets

£ Work orders
PM plans
~y Team

& Inventory
G Suppliers
&, Export data

é- Settings

Nino Beridze « Poti Port Services

Account Sign out
Er >
Admin

™ manager

EXCEL REPORTS

Export data

o‘rom e“) Site

l 08/02/2026 =] l 10/30/2026 =] ] All sites

Period 02 Aug 2026 to 30 Oct 2026 (89 days) - All sites, all classes - 10 assets in scope. Every report ope

Summary

KPI summary

Key maintenance KPTs for the selected periad and scape, with the definition used for each figure
Reliability

Reliability by asset

Availability, MTBF, MTTR and downt

Reliability by class

Ava ility, MTBF and MTTR per equipment class

Reliability trend by month

Monthly availability, breakdowns, MTBF, MTTR and downtime for the assets in scope,

Downtime events

Every work order with downtime in the period, with duration and failure codes,

Failure analysis

Breakdown and corrective work grouped by problem, cause and remedy, plus the assets with the most failures

Checklist readings

Every checklist ite

PICTURE 28 Export data

o From: the first day of the period.

a To: the last day. You can also filter by site and class.

e Press "Export .xlsx" on one report.

° Or press "Export all reports" to get all of them at once.

Good to know

v

Class

All classes

l Export all reports I

ns in Excel with filters, frozen headers, totals and print setup.

1 reports

l Export .xlsx I

Export .xlsx

Export .xlsx

Export .xlsx

Export .xlsx

Export .xlsx

Export .xlsx

e 24 Excel reports: KPI summary, reliability, downtime, failures, backlog, PM compliance, labor,
costs, stock, purchasing, budgets, audit log and more. Each has filters, frozen headers, totals and

print setup.

e On Lite the work order, PM, stock and purchasing reports are included; reports marked "Pro" need

the Pro plan.

¢ Admins can download everything (all records with photos and files, ZIP) in Settings > Workspace >
"Download everything", on every plan.
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14. Notifications

Who can do this: Everyone

77 Torque WORKSPACE
ek R
. Settings
m Overview e a = "
Workspace Users and access Billing Security Integrations Notifications Support
@ Assets
& Work orders Phone and desktop notifications
e Motifications are blocked for this site in the browser settings.
PM plans
Send a test
22 Team
=) Inventory
. What to send
G Suppliers
EVENT PHONE [ DESKTOP E-MAIL
Y, Export data
Work assigned to me
é- Settings
Status changes on my work orders ]
New work requests (Planners and Admins)
PM work arders created (Planners and Admins) |:| |7\
Purchase requests
Daily summary: overdue work and low stock

Nino Beridze - Poti Port Services

Account Sign out

English hd
Admin

PICTURE 29 Settings > Notifications

o Tick what you want to receive on the phone or computer, and by e-mail: work assigned to you,

status changes, new requests, PM work orders, purchase requests, daily summary.

o Press "Save". Press "Send a test" to check that it works.

Good to know

e If the page says notifications are blocked, allow them for cmms.ge in the browser settings (the lock

icon next to the address). On iPhone, first add Torque to the Home Screen.

15. Bring your existing data from Excel

Who can do this: Admin, Planner
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Import assets

Upload a CSV or Excel (.xlsx) file with a header row. Recognised columns:

code, name, class, parent_code, site, loecation, criticality, status, make, model, serial, year, meter_unit,
meter

code and name are required. Rows with an existing code update that asset, parent_code links sub-assets. Works with exports from SAP, Maximo, [FS

ar Excel once the headers are renamed.

[ Choose File | No file chosen

l' Get template |

Cance' . l]

PICTURE 30 Import (example: assets)

° Press "Get template" to download an empty file with the right columns. Or take one from the
Downloads page.

o Fill it in Excel, save it, and choose the file here.

e Press "Import". Torque shows how many rows were added or updated.

Good to know
e Import works for assets, spare parts, employees, PM plans and old work orders. Rows with a code

that already exists update that record, so you can import again safely.

e Exports from SAP, Maximo, IFS or 1C work too: rename the column headers like in the template.

16. Plan and payment

Who can do this: Admin
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N

anque n WORKSPACE

ok ek Setiings

B overview o : ", i
Workspace  Users and access Billing  Security Integrations Notifications Support
@ Assets
& Warkord SUBSCRIPTION PLAN USERS FILE STORAGE
lork orders
i Active Pro 0
PM plans . 10%.00 GEL per user per month + VA L
until 30 Oct 2027 18¢ of 5GB
22 Team

T Inventory

Renew the subscription Add user seats
b Suppliers Pays for all current users (2) for the chosen period, starting after the current paid period re t od Priced for t left
R lan Reriod
b, Export data Extra seals
l Pro - 109 GEL le 12 months v
-é- Settings 1

assistant, all Excel reports, costs and budgets, API integration and priority support

1 users = 109.00 GEL x 12.02 months = 1,310.18 GEL + VAT
235.83 GEL = 1,546.01 GEL, Period 30 Oct 2026 - 30 Oct 2027

2,623.85 GEL. Period 31 Oct 2027 - 30 Oct 2028,

o Create invoice
| Create invoice I

| 2 users x 92.65 GEL » 12.00 months (15% discount) = 2,223.60 GEL + VAT 400.25 GEL = ]

Invoices Pay by card or By bank transfer. Bank transfers are confirmed by the platform owner ly within one working day
No invoices yet.
Nino Beridze - Poti Port Services
ik ] E 1E], 164 IBAN t i IF the r

Account Sign out

Engl w

i Billing details

Zce management for any Printed on invoices

Legal name Tax ID Legal address Invoice e-mail

PICTURE 31 Settings > Billing

o Plan: Lite or Pro.

9 Period: 1 to 12 months. 12 months are cheaper (the discount is shown).
o Torque shows the exact amount: users x price x months, plus VAT.

° Press "Create invoice". Pay by card or by bank transfer with the invoice number as reference.

Good to know

* You pay only for Admins, Planners and Technicians. Viewers are free.

e Need more people in the middle of a period? "Add user seats" charges only for the days left.
"Upgrade to Pro" works the same way.

* Moving from Pro to Lite starts after the paid period ends.
17. Help and support

Who can do this: Everyone
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77 Torque WORKSPACE

. Settings

B overview e 2 5 e
Workspace  Users and access Billing  Security  Integrations Notifications Support

@ Assets

ﬁ Work orders Contact Torque support
Deseribe what you tried and what happened. Answers arrive by e-mail and hers

PM plans
pubiect

22 Team ol

& Inventory e‘essage

G Suppliers

Y, Export data

-é- Settings

a

My requests

Mo reguests yet.

Nino Beridze - Poti Port Services

Account Sign out

PICTURE 32 Settings > Support
o Subject: a short title of the problem.
a Message: what you did, what happened, which work order or asset.

e Press "Send". The answer comes by e-mail and in the same place.

18. Quick answers
I forgot my password.

On the sign-in page press "Forgot your password?", type your e-mail and follow the link in the
e-mail.

How do I change the language?
In the menu at the bottom left (on a phone: at the top). Each person chooses their own.
A technician cannot press "Complete".

The Admin decides who may set each status: Settings > Users and access > Work order status

permissions.
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I cannot add a new user.
All paid seats are used. The Admin adds seats in Settings > Billing. Viewers need no seat.
Can I undo a mistake?

Edit the record and save it again. Every change is written in the audit log, so you always see

who changed what.
How do we leave and keep our data?

Admin: Settings > Workspace > "Download everything". You get all records, photos and files.

Still stuck? Write to us in Settings > Support or at support@cmmes.ge. We answer within one working

day.
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