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1. Purpose

The purpose of this document is to provide instruction on how manage Work Requests in the
Campus Assist system, including:

Navigation — How to access Campus Assist and to identify the correct tools available to you.

Work Request — Understand the workflows involved in managing both On Demand and Planned
Preventative Maintenance requests.

Roles — Know who is responsible for which activities at each stage of the Work Request
workflow.

This document is designed to function as a step-by-step reference guide for most standard
activities that need to occur in the management of Work Requests.

Where known exceptions occur, they are identified and explained in identifiable notes
throughout this document.
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2. Archibus General Information

2.1. Roles and Responsibilities

An explanation of key system roles and whether
they are filled by internal personnel (staff) or by
external personnel (contractors).

Role Staff/Contractor Description
Requestor Both Everyone has ability to submit a Work
Request
COS Supervisor Staff Responsible for:
e Review and action submitted Work
Requests
e Assign WR to contractor
e Approve contractor estimates
(where applicable)
e Issue WR fo contractor
e Review and action any On Hold
WRs
e Verify Completed WRs
COS Scheduler Staff Responsible for:

e  Scheduling PPM Work Requests

e Generating and Assigning WRs to
Contractor

e Reviewing contractor PM Scheduling
(where applicable)

e Reviewing contractor On Demand
scheduling (where applicable)

e Reschedule an On Hold WRs

Contractor Supervisor Contractor

Responsible for:
e Add estimates to assigned WRs
(where applicable)
e Add scheduling to assigned WRs
(where applicable)
Update WR as required:
e On Hold... (as required)
Complete WR
Add/Review chargeable costs
Ready for Payment

Resolve any WRs disputed for
payment

Contractor Craftsperson | Contractor

Using mobile client, responsible for:
e Update WR with time worked
e Update WR with other costs
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e Update WR with status

COS Invoice Approver Staff Approve or Dispute WRs for payment
COS Financial /Hub Staff Generate Invoice Certificates
Close WR

2.2. Terminology

Provide a point of reference for key terminology
used in this document, and an overview of some
core system functionality.

Phrase

Description

Work Request

A Work Request is a request for maintenance, or repair work, or
for a service to be performed. All Work Requests are reviewed
by COS and ultimately assigned to a contractor who will be
responsible for the completion of the prescribed activity.
Work Requests will originate in one of 2 ways:

e As a result of an actual request by an actual user

e By the system in the form of planned, scheduled activities.

Work Order

A Work Order is a grouping of Work Requests, assigned to a
unique Work Team.

PM (PPM)

Planned Preventative Maintenance (PPM) is the scheduling of
regular maintenance or service type activities that are performed
based upon a desired frequency.

On Demand

On Demand request are requested by an individual user, either;

e As a request for COS to repair something or to provide a
service.

e Or, as a result of conducting PPM

Procedure

Procedures must be defined for planned preventative
maintenance (PPM) tasks, such as safety checks, cleaning projects,
filter replacements, and daily security tasks. Procedure should be
written so that the procedure can apply to multiple locations or
equipment items. As part of setting up procedures, you can define
the resources required for executing the procedure, such as the
types of labour and tools required.

SLA

A service level agreement defines the lifecycle and workflow of a
work request. The SLA defines rule mechanisms for such
information as:
e the service provider (external vendor or employee) to
complete the task
e the service window for completing and responding to the
task

e procedures for approving the Work Request
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e procedures for notifying various staff, including the
requestor, on the status of the request

Work Team A work team can be based on a specialized trade or on a site or
building.

Within the Maintenance Console, contractors are typically
assigned to a Work Team that aligns to their company name. In
assigning a Work Request to that Work Team, only personnel
from the nominated company will have access to the Work
Request.

If a COS supervisor is on multiple teams, he or she can see and
manage work for those teams, and craftsperson can be assigned
work for any of the work teams they are on.

Trade A Trade relates to a generic role as opposed to a specific human.
Typically, Trades will be used in the estimating process. A
contractor will assign specific trades to the request for an amount
of time that they determine is required to complete the nominated
works.

A trade will also have specific hourly rates loaded into Archibus
that align with the contract under which they are engaged.

Craftsperson A craftsperson is an individual human who can be assigned to a
Work Request.

Each craftsperson has a unique code and are grouped into a
Work Team that relates to their parent company.

A Craftsperson cannot be assigned to Work Requests that haven't
been issued to their respective Work Team.

A craftsperson will also have specific hourly rates loaded into
Archibus that align with the contract under which they are
engaged.

Parts Adding Parts to a Work Request allows the contractor to provide
estimated and actual costs to that Work Request. Parts are
preloaded into Archibus and each part has an agreed upon price
associated with it.

Other Costs Adding Other Costs to a Work Request allows the contractor to
provide estimated and actual costs to that Work Request. Other
Costs is not restricted by background Archibus data, meaning that
a contractor can add any type of cost into this category. Evidence
of costs should be attached to the request to support the claim for
reimbursement of these costs.

Estimate Costs Estimate Costs are derived from the Scheduling process. Once
approved by a COS Supervisor they are locked in place and
cannot be amended by the contractor.

Actual Costs Actual Costs are derived from the actual data entered at the
completion of the Work Request. This will be done by either the
contractor supervisor, or the craftsperson on site.

Version 2.1
February 2023
Work Request Management - User Guide Page 8 of 191



THE UNIVERSITY OF

SYDNEY

Chargeable Costs

Chargeable Costs are what COS will pay the contractor for the
successful completion of a Work Request. Depending on the Cost
Type assigned to the Work Request, the Chargeable Cost may be
locked down to be the Estimated Cost, or it may be the Actual
Cost. It is important to know the difference and to look out for any
discrepancies between the 3 different cost fields when approving
Work Requests for payment.

Cost Types

Determines how costs are calculated and what data will be
included in calculating total billable cost.

Cost Type — Schedule
of Rates by Role

This is required when the works completed will be charged based
on the job (role) being done regardless of the person doing the
work.

Charges will default to the estimate unless the actuals are
updated.

Cost Type — Schedule
of Rates by Human

This is required when the works completed will be charged based
on the person doing this work.

This is calculated as per the set rates assigned to this person
regardless of what job they do.

Cost Type — Target
Cost Estimate

This is the same as Schedule of Rates by Human in terms of
calculation. However, if the actual costs exceed the estimation
costs, this will result in a KPI penalty.

Cost Type — Quoted

Chargeable Costs will reference the Estimate Costs only. Work
Requests assigned to this Cost Type must be estimated and
approved prior to Issuing the Work Request to the contractor. Any
costs that the contractor assigns in the Actual Cost fields will not be
used for billing purposes. This is typically used for Ad-hoc
requests, and when there are no agreed rates available.

Cost Type — PPM Cost

This is the same as Quote in terms of calculation. This however will
only be used for PM Work Requests.

Cost Type — Nil Cost

Regardless of what information is entered into the Estimate or
Actual cost fields, $0 cost will be calculated for this Work Request.

Status

The status is a means of understanding where a Work Request
currently resides in the workflow and the next actions that need to
occur, and who is responsible for performing those actions.

Status — Requested

When a Work Request is first created, it is in the Requested status.
The original Requestor may continue to update the specifics of the
Work Request until the point where it is Approved by COS.

Status - Rejected

After a Work Request has been reviewed by COS, it can be
moved to the Rejected status. The Requestor is able to amend this
Work Request as may be required, and can re-submit it for
further assessment by COS. It will re-enter the Maintenance
Console at the Requested Status.
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Status — Approved

After a Work Request has been reviewed by COS, it can be
moved to the Approved status.

Status — Assigned to
Work Order

Work Requests that have gone through the estimating and
scheduling steps (if required), COS will assign the Work Request
to a new Work Order, or an existing Work Order.

Status — Issued and in
Process

Work Requests in this status have been Issued to a contractor. It is
the contractor’s responsibility to manage these Work Requests
through to completion.

Status — On Hold....

There are a number of on Hold statuses. Contractors can put a
Work Request into an On-Hold status if they are unable to
complete the Work Request within the agreed upon timeframe
due to factors outside of their control.

Reschedule Status —
Reschedule Required

As a result of being put into an On-Hold status, another status
category is applied to the Work Request. Reschedule Required
signifies that COS must review the Work Request and determine if
the move to On Hold is justified or not.

Reschedule Status —
COS Approved

If COS agrees with the change of a Work Request to On Hold,
then they will change the Reschedule Status to COS Approved.

Reschedule Status —
Not COS Approved

If COS is not in agreement with the change of a Work Request to
On Hold, then they will change the Reschedule Status to Not COS
Approved.

Revised Due Date

After a Work Request has been put into an On-Hold status, and
the Reschedule Status updated, the COS Scheduler will assign a
Revised Due Date. This is the new date that the Work Request
must be completed by.

Status - Completed

When the task, or activity has been completed, the Contractor will
update the Work Request status to Completed.

Ready for Review for
Payment

Once a Work Request is Completed and all costs have been
added, then the contractor can flag the Work Request as Ready
for Review of Payment. This signifies that there is no further
information to be added and the contractor is ready to be paid.
The Work Request is locked out for the contractor from this point
onwards.

Verify

After a Work Request has been Completed, there is a physical
checking process whereby COS must verify that the work has
been completed and to a satisfactory standard.

Payment Status —
Approved

After the Contractor has flagged a Work Request as Ready for
Review of Payment, COS will review the Work Request and
determine if the costs are acceptable. If so, the Work Request will
be Approved for Payment.

Payment Status —
Disputed by COS

After the Contractor has flagged a Work Request as Ready for
Review of Payment, COS will review the Work Request and
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determine if the costs are acceptable. If not, the Work Request
will be Disputed for Payment.

Payment Status —
Dispute Resolved

Work Requests that have been disputed for payment by COS
need to be amended by the contractor. After they have resolved
any outstanding issues, they change the payment status to Dispute
Resolved. This prompts further review by COS.

Invoice Certificate

Invoice Certificates are issued monthly to contractors. Certificates
include all Work Requests that have been completed, verified and
Payment Approved. The contractor will return a tax invoice for
payment based on the “Pre-Approved” value displayed on the
Invoice Certificate.

Status — Closed

After Invoice Certificate are issued and Tax Invoices submitted for
payment, then the Work Request will be updated to Closed
Status. No further changes can occur to this Work Request by
anyone. It will be moved to the Archive Table.

Estimate A step where the contractor may be required to estimate costs
prior to the Work Request being Issued to them.

Schedule A step where the contractor may be required to schedule
resources prior to the Work Request being Issued to them.

Work Notes A section where the contractor can add comments to the Work

Request to document activities performed, problems encountered,
and any reason why a Work Request may have been put On
Hold. Work Notes are not customer facing, they are only visible
between COS and the Contractor.

Customer Facing

Similar to Work Notes but be aware that any content in these

Comments fields is also visible to the requestor.

Priority All Work Requests are submitted with a Priority level that is
determined by the requestor. Priority levels are reviewed by COS
before being Approved. Priority levels determine the timeframe in
which the Work Request must be actioned and completed.

Priority 1 Priority 1 is for urgent requests and has very tight timeframes that
must be adhered to.

Priority 2 A step below urgent, but still a high priority.

Priority 3 Middle level priority, most commonly used as a default priority.

Priority 4 Lower priority or Deferred Maintenance.

Priority 5 Priority 5 is for the least urgent of requests and has generous

timeframes that are be adhered to.

Save — Priority

In order to effect a change in priority without actually approving
a Work Request, then changing the Priority level and using the
Save feature will update the Priority level.
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Save - Location

In order to effect a change in location without actually approving
a Work Request, then changing the Location fields and using the
Save feature will update the Location.

Due Date The Due Date is derived from the Priority level selected and the
corresponding SLAs for that particular Problem Type.
Bulk Actions Multiple Work Requests can be selected within the Maintenance

Console. Where there are common actions, it is possible to
perform those actions against all selected Work Requests at once.

Soft Services

A COS service line that incorporates services such as Cleaning and
Waste Removal.

Hard Services

A COS service line that incorporates typical maintenance services
such as Electrical, Mechanical, Fire, Plumbing etc.

Security Services

A COS service line that provides services such as patrol, guarding,
keys, electronic locks etc.
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2.3. Cost Types

Nil Costs

Description Regardless of what information is entered into the Estimate or
Actual cost fields, $0 cost will be calculated for this Work
Request.

Example If we already pay for a security guard to patrol the campus
and whilst they are doing this job, they need tfo install a bollard
requested by a Faculty, then this work will not be charged by
the contractor.

COS can however use the actual costs recorded in Archibus to
then recoup the costs from the Faculty.

Chargeable Cost $0.00
Labour costs are driven from the craftspersons but will be
charged at a $0 value.

Problem Types AUTO DOORS LIGHTING

BLDG ACCESSCARDS LINEN

BUILDING LOCKSMITHING
CAMPUS ASSIST LOCKSMITHING | KEYS
CLEANING GENERAL LOCKSMITHING | LOCKS

CONFIDENTIAL WASTE MECHANICAL SERVICES
CRANES AND HOISTS PEST CONTROL SERVICES

DECONTAMINATION PLUMBING SERVICES

ELECTRICAL SERVICES ROOF AND GUTTER

ELECTRONIC AUTO ROOF SAFETYSECURITY SERVICES

DOORS including secondary problem
types

ELECTRONIC SECURITY SIGNAGE
EMERGENCY AND EXIT STORES AND DOCK

LIGHTING

FIRE SERVICES TEST AND TAG

GROUNDS including WASTE BIOLOGICAL AND
secondary problem types CLINICAL

FUME CUPBOARD WASTE GENERAL

HAZARDOUS CHEMICAL | WATER TREATMENT

WASTE

LAUNDRY TEST AND TAG

LIFT SERVICES TRAFFIC AND PARKING including

secondary problem types

Schedule of Rates by Human

Description This is required when the works completed will be charged
based on the person doing this work.

The is as per the set rates assigned to this person regardless of
what job they do.
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If there is a job requiring someone to fix the air conditioner, then
depending on the person who completes the work will depend
on what is charged. For example, if the apprentice completes
the work, then it will be the actual hours x apprentice rates.

Chargeable Cost

This matches the Actual Cost

Labour costs are driven from the craftspersons.

Problem Types

AUTO DOORS LAUNDRY
BUILDING LIFT SERVICES
CLEANING GENERAL LIGHTING
CONFIDENTIAL WASTE  LINEN

CRANES AND HOISTS

LOCKSMITHING including
secondary problem types

DECONTAMINATION

MECHANICAL SERVICES

ELECTRICAL SERVICES

PEST CONTROL SERVICES

ELECTRONIC AUTO
DOORS

PLUMBING SERVICES

ELECTRONIC SECURITY

ROOF AND GUTTER

EMERGENCY AND EXIT
LIGHTING

ROOF SAFETY

FIRE SERVICES

STORES AND DOCK

FUME CUPBOARD

TEST AND TAG

GROUND including
secondary problem
types

WASTE GENERAL

HAZARDOUS CHEMICAL
WASTE

WATER TREATMENT

Target Cost Estimate

Description This is the same as Schedule of Rates by Human in terms of
calculation. However, if the actual costs exceed the estimation
costs, this will result in a KPIl implication.

Example If there is a job requiring someone to fix the plumbing issue, the

contractor may adyvise that the works will take 2 hours of a
senior technician, but ends of taking 3 hours, COS will still pay
for 3 hours but the contractor will fail their KPIs for meeting their

estimation target.

Chargeable Cost

This matches the Actual Cost

Labour costs are driven from the craftspersons.

Problem Types

CONFIDENTIAL WASTE

LIGHTING

CRANES AND HOISTS

LINEN

DECONTAMINATION

LOCKSMITHING

ELECTRICAL SERVICES

LOCKSMITHING | KEYS

ELECTRONIC AUTO DOORS

LOCKSMITHING | LOCKS

ELECTRONIC SECURITY

MECHANICAL SERVICES
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EMERGENCY AND EXIT PEST CONTROL SERVICES
LIGHTING
FIRE SERVICES PLUMBING SERVICES
FUME CUPBOARD ROOF AND GUTTER
GROUNDS | EXTERNAL ROOF SAFETY
SIGNAGE
GROUNDS | IRRIGATION STORES AND DOCK
GROUNDS | LINE MARKING TEST AND TAG
HAZARDOUS CHEMICAL WASTE BIOLOGICAL AND
WASTE CLINICAL
LAUNDRY WASTE GENERAL
LIFT SERVICES WATER TREATMENT
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Quoted

Description This is when COS pay for the estimation cost only regardless of
how much the actual costs result. This tends to be required when
COS does not have agreed rates. This will be used for Adhoc
works.

Example If there is a job which was quoted by the contractor for $40 and
the works end up taking $80, COS will only pay $40 for the
job.

Chargeable Cost This matches the Estimate Cost
Labour costs are driven from the estimated trades.

Problem Type CLEANING GENERAL LIGHTING

CONFIDENTIAL WASTE LINEN

CRANES AND HOISTS LOCKSMITHING

DECONTAMINATION LOCKSMITHING | KEYS

ELECTRICAL SERVICES LOCKSMITHING | LOCKS

ELECTRONIC AUTO DOORS MECHANICAL SERVICES

ELECTRONIC SECURITY PEST CONTROL SERVICES

EMERGENCY AND EXIT PLUMBING SERVICES

LIGHTING

FIRE SERVICES ROOF AND GUTTER

FUME CUPBOARD ROOF SAFETY

GROUNDS | EASTERN AVE SIGNAGE

FLAG

GROUNDS | EXTERNAL STORES AND DOCK

SIGNAGE

GROUNDS | IRRIGATION TEST AND TAG

GROUNDS | LINE MARKING TRAFFIC AND

PARKING | SIGNAGE

HAZARDOUS CHEMICAL WASTE BIOLOGICAL AND

WASTE CLINICAL

LAUNDRY WASTE GENERAL

LIFT SERVICES WATER TREATMENT
Version 2.1
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Schedule of Rates by Role

Description

This is required when the works completed will be charged
based on the job (role) being done regardless of the person
doing the work.

Charges will default to the estimate unless the actuals are
updated.

Example

Unlike Schedule of Rates by Human where each person has a set
rate regardless of the job they do, Schedule of Rates by Role is
where chargeable costs will depend on the job they do,
regardless of who does it.

For example, a guard doing patrol services will cost less than a
guard working in the control room. A person may be qualified to
do both jobs however depending on the job will depend on how
the university is charged.

Chargeable Cost

This matches the Estimate Cost unless the Actual Costs are
updated, then it will match the actual costs.

Labour costs are driven from the estimated and actual trades.

Problem Types

CLEANING GENERAL PM CLEANING
CONSUMABLES

PM CONFIDENTIAL WASTE = PM GENERAL CLEANING

PM HAZARDOUS PM LINEN

CHEMICAL WASTE
PM PEST CONTROL

PM SECURITY SERVICES

SERVICES

PM TRAFFIC AND PM WASTE BIOLOGICAL

PARKING AND CLINICAL

PM WASTE GENERAL SECURITY SERVICES

SECURITY SECURITY

SERVICES|CUSTODIAN SERVICES|GUARDING

SECURITY SECURITY SERVICES|OUT

SERVICES|LOCK UNLOCK : OF HOURS

SECURITY SECURITY

SERVICES|PATROL SERVICES|TRAFFIC CTRL

SERVICE

TRAFFIC AND PARKING TRAFFIC AND
PARKING|BARRICADING

TRAFFIC AND TRAFFIC AND

PARKING|ENQUIRY PARKING|SIGNAGE

TRAFFIC AND

PARKING|VIP EVENT
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PPM
Description This is the same as Quote in terms of calculation. This however
will only be used for PM works.
Example If there is a job which was quoted by the contractor for $40 and

the works end up taking $80, COS will only pay $40 for the

job.

Chargeable Cost

This matches the Estimate Cost

Labour costs are driven from the estimated trades.

Problem Types

PM AUTOMATIC DOORS

PM MDI LAB SERVICES

PM BUILDING
MANAGEMENT SYSTEM

PM MECHANICAL SERVICE

PM CRANES AND HOISTS

PM OPEN SPACES

PM ELECTRICAL

SERVICES PM PLUMBING SERVICES
PM EMERGENCY AND

EXIT LIGHTING PM ROOF AND GUTTER
PM FIRE PM ROOF SAFETY

PM FUME CUPBOARD

PM SANITARY SERVICES

PM LIFT SERVICES

PM SECURITY ADMIN

PM LIGHTING

PM TEST AND TAG

PM LINE MARKING

PM WATER TREATMENT
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Understand standard system navigation features.

3.1. Login

Campus Assist is accessible from the Staff Intranet (https://intranet.sydney.edu.au). Campus
Assist features under the Popular Systems section near the top of this web page.

The system will support Single Sign-On (SSO) when you are logged into the University network.
Alternatively, you can manually login with your UniKey username and password.

For technical queries, or to request or change access, contact Shared Services for support.

3.2. Navigating the Task Menu

Campus Assist is underpinned by Archibus
which works on a modular system. The menu
features some universal functions such as
Search, favourites, and each of the
available modules, with access to these
determined by your system role and
permissions.

A Archibus

Search

ol
¢ Favorites

3 Space Inventory

Condition

The homepage features a blue navigation Assessment Operational Reports
pane located on the left-hand side of the
page. This navigation pane acts as your

central navigation point across the system.

5 Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Menu items expand outwards across the
screen, and collapse to the left once a final
selection is made or by reselecting the
option you originally selected.

The entire panel can be collapsed to
maximise screen size by using the left-arrow
at the bottom of the panel.

1. Search
The Search menu item allows for keyword search across the entire platform, spanning modules,
reports, screens, and objects (data). The results and your access to them will be determined by
your system role and permissions.
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Archibus

Search

Favorites E———— + ____________________ !

Manage Condition Assessment ltems
Space Inventory
Manage My Condition Assessment
Corrective Items

Maintenance

Manage Unsubmitted Requests

Condition
Assessment Manage Asset & Equipment Surveys

Asset Portal How to create and manage a Work
Reguest

2. Favourites
The Favourites menu allows you to quickly access and navigate to your most frequently used
pages and reports from the homepage. The menu will be blank if you are a new user.

I ’ r i
i .
A]’Ch|bus IFavorltes :
: !
Search : Maintenance Console :
1
I
Favorites : B Manage My Condition Assessment :
: Items 1

Space Inventory

Corrective
Maintenance

Condition
Assessment

Asset Portal

You can populate it by selecting the star icon at the top-right of any screen or report.

Click to add to Favourites

@

Maintenance Console B oy @

Work Requests Q Llocate ¢ Export

Q Quick Filters « Refresh  Clear  Group by: Status v

To remove a favourited item, simply navigate to that page and deselect the star icon.

Remove from Favourites

Maintenance Console Booiiv 0 x| @

Work Requests Q Locate N Export

Q Search by code. type, procedure, equipment, description, location, perso Quick Filters v Refresh  Clear  Group by: Status ~
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3. Shortcuts
Each menu option may display quick-access shortcuts for popular or frequently used areas of
that module. These are managed by your system administrator or power user.

4. Maintenance Console (Prev. Building Operations)
The Maintenance Console facilitates the submission and subsequent management of your Work
Requests.

To access, navigate to the ‘Corrective Maintenance’ menu option and select ‘Maintenance
Console from the menu items or the shortcuts list. Alternatively, use the Search function to search
by key word

Tip! To save this item for quick access later, use the Favourites star at the top-right of the page
to add it to your Favourites menu.

To create and submit a Work Request, select the Report Problem (1) button at the top-right of
the screen.

To review or provide feedback previously submitted Work Requests, use the search bar and
filters (2) to find objects.

A Archibus Maintenance Console Sy @ & @
1

search Work Requests Q Locate (b Export £} Optiol

fel
¥y Favorites 2
Q Search by code, type, procedure, equipment, description, location, perso Quick Filters Clear Group by: Status ~

' Space Inventory

Corrective
Maintenance

Condition
¥ Assessment

£ AssetPortal
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3.3. Filters

The Maintenance Console enables users to view and access Work Requests, regardless of
status. This screen will appear blank by default when you first access the page.

There are a few ways to access your Work Requests using various search and filter types.
Please note, search results, and your access to them, will be determined by your system role
and permissions.

1. Key Word
Across the top of the screen, use the global navigation bar to search by relevant keywords
across all work requests. Simply type into the free-text field and hit enter on your keyboard.

Maintenance Console Bair @ « @
Piteas) [alsea; Lo
" * o ™ fork Description Priority Location (Name) Equipment Code Date to Perform Assigned to
heaiziaknoi oz PM Procedure Comments Equipment Standard Due Date Work Team
Requested
Approved

Issued and In Process

2. Quick Filters
Select the grey Quick Filters button to access common and frequently used filters, such as your
requests, or requests by a certain status. Simply select an option from the drop-down menu
and your results will be returned in the Work Requests table.

Note: if you would like to combine Quick Filters and a standard filter field, for example, “10

Newest Requests” and Problem Type “Mechanical Services”, please filter results using the
standard Filter panel first and then apply Quick Filters.

Maintenance Console

Work Requests - %ELEVATOR%

Q Elevator x Filters Clear Group by: Status ~

All
|:\ (R R petens ErMailreoTeryupri Escalated ey
[] Requested (2) » My Requests
Requests Requiring My Endorsement
U Appmved (> Requests Requiring My Approva
[ ] Issued and In Process (9) > Requests Requiring My Estimation
- Requests Requiring My Scheduling
(5) »
- Stoppec. o Requests Requiring My Verification
LJ Completed @) > My Approved Reguests
M Closed (71 » Unassigned Requests

10 Newest Requests
10 Oldest Requests
10 Nearing Escalation

Requests with Pending Steps

3. Filters
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To further refine your search to return more targeted results, use the blue Filters button to
expand the full filters menu. A panel will open on the right-hand side of the screen, displaying
all available filters.

The panel is organised into groups, with collapsible menus of related items, such as fields for
location data, people data, and other general Work Request fields. To expand an item, select
the group’s heading.

You can select multiple filter options to expand or narrow your results. Once you have made
your selections, select Apply at the top of the panel to view your results. If you make a
mistake, or want to start again, select Clear or Cancel.

Maintenance Console vt @ * @

Work Requests Filters

. L. m T v General

> Equipment & PM Details
¥ Location & Organization

> Ppeople

4. Additional View Options
a. Group By
By default, search results will appear grouped by their status (e.g., Approved,
Rejected etc.). To change this, select the grey Group By: Status button, then select your
desired grouping type from the drop-down menu to reorganise your results.

Maintenance Console

Work Requests

“ Qe - e

Status

Site

Building
Problem Type
Craftzperson
Work Order
Work Team

None
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b. Customising your table view
i. Sorting
Across the top of the results table, each column can be sorted (ascending /
descending order) using the arrow icons next to the table headers. Using these
sort options will not affect your search results or previously set filters and

groupings.
Work Requests - My Requests © et & Bport 8 opvons ([T
Q search by code. type, procedure, equipment, description, locatian, person quickriters - ([ RS cear  Group by Status -

______ Toaties T T T T T Trobemtpe .1 workpescription  Priority  Location (Name) _ EqupmentCode  DatetoPerform  Assignedto
D_ ok Reqeet C _ PMprocedurs ") Comments ¢ b *  quipmentstandard”  Due Date © workTeam ©
[CJ  Rejected (20} » \ |m—mmm e e e e e e e e e e e e e e e e —— - = =

Actions Problem Type ]

[ Requested (3)~ 1 W - A
ork Reques 1
1 q N PM Procedure T

ii. Add, remove, or reorder columns
To customise the table view, select the Options button at the top-right of the
screen, then go to ‘Select Work Request Fields’ from the drop-down menu.

A pop-up screen will appear listing all available column options as well as
those currently set.

Use the Show, Hide, and Up and Down buttons to reorganise your view, then
select Update to apply any changes.

Maintenance Console Doy 0 * @
Work Requests - My Requests @ locate N Export
@ Highlight escalated reques

Q Search by code. type, procedure, equipment, description, location, person quickriters - ([ M cesr  Groupby:status -
_ Actions _ Problem Type _ Work Description _ Priority  Location (Name) . Equipmens e Work ReqUest Action: and Details
[ WorkReguast = °  PM Procedure *  comments = - °  Equipment

Select Fields

Available Fields: Visible Fields:
Location ] ‘Work Request
Supervisor Actions.
Assigned to Problem Type/PM Procedure
Building Work Description/Comments
Buliding Name Priority
Division Location (Name)

Department Equipment/Standard
Date to Perform Date to Perform/Due Info.
Time to Perform Assign torWork Team
Due Date

Date Work Requested

Time Work Requested

Date Work Completed

Show, Hide Up  Down

—
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3.4. Look-up Fields

If you are unsure of what to put into some code and status fields, look for the ellipses in the
far-right by hovering over the field. Once visible, select the ellipses to launch another pop-up
window containing a more detailed view of available codes and their values/names. Use the
filters across the top of the table to search by number and keyword, or simply scroll the list
using the right-hand scroll bar (where visible.)

The exception to this rule is Free Text fields where you are prompted to enter information of
your choosing by typing directly into the field.

Report Problem

Location
[ Use your assigned workspace location
. SITE BUILDING FLOOR ROOM Ma
Location - P
Enter building, floor and room number to help us process your request faster.
Describe the location . o o : .
Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window.".
Report Problem Ca
R¢
»
Select Value - Faculty Code X
School Code 4 _crbopl Moo -
School of
1252 chool of Economics
1256 School of Languages and Cultures
1257 school of Art, Communication and English
1259 School of Medical Sciences (SOMS)
1261 School of Humanities
1264 The University of Sydney School of Public Health
1266 School of Social and Political Sciences
1639 school of Aerozpace, Mechanical and Mechatronic...
Le
1640 School of Chemical and Biomolecular Engineering
1841 Srhanl nf Civil Ensinaaring
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4. Maintenance Console

4.1. Introduction

To provide an overview of what the Maintenance
Console is and what it is used for.

The Maintenance Console is a module within Archibus (Campus Assist) that allows you to
manage Work Requests.

There are 2 types of Work Requests managed in the console; On Demand Requests and
Planned Preventative Maintenance Requests.

e On Demand Work Requests:
These request types are generated by a Requestor, typically based on a need to repair
something, or to provide a service.

These requests start life in the Maintenance Console and are managed through to completion.

¢ Planned Preventative Maintenance (PPM) Work Requests:

Predominantly system-generated, these requests are based on a defined schedule that ties to
a procedure which has been developed to maintain an asset, or to provide a regular service.
PPM requests start life in the Maintenance Manager which is a different Archibus module to the
Maintenance Console. Once the Work Request has been scheduled and assigned to Work
Orders, they become available in the Maintenance Console to be managed through to
completion.

The Maintenance Console allows for the following key activities to occur:

1. A Work Request to be created.

2. That Work Request to be reviewed and approved, and subsequently assigned to a
Contractor.

3. The contractor is able to estimate their costs and to schedule labour resources.

4. COS can review the estimates and scheduling, then can Assign that Work Request to a
Work Order for the Contractor. This means that the contractor can now commence that
activity.

5. The contractor can autonomously manage their Work Requests in the Maintenance
Console, adding actual labour and material costs, adding information and supporting
documentation, and finally completing that Work Request.

6. The Maintenance Console provides mechanisms to verify the completion of Work
Requests, along with the approval of costs for each work request.

7. Payment of completed Work Requests is facilitated through an Invoice Certificate
process that also resides in Archibus, although not in the Maintenance Console.
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4.2. Process Flow

The Maintenance Console aligns with the key activities required to manage On Demand work
requests:

Requested

Actions by Tech FM: Cancelled
Cancel
Reject

Approve & Dispatch

Rejected by COS

Rejected (Requestor can update and Re-submit)

Actions by Tech FM:

. - Approve Estimate j=eeee=ssccccccccsccccccccsccssccccnnae
Actions by Cc_)ntractnr. or ! COS Status Change i
=G B Approved - Reject Estimate i Contractor can provide estimate and :
- Add Schedule ' = x
' scheduling E
Actions by Scheduler:
- Approve Schedule
Or
- Reject Schedule
, §mmmTommmomsmsesesososoosossoosoooes ;
Action by Tech FM: : COS Status Change
- Assign & lssue WO H (Assign and Issue after reviewing E
i Estimates and Schedules) '
R ————
(|-
PM Action by Scheduler H COS Status Change !
- Issue WO Assigned H {PM - Assign to Work Order after !
i reviewing and Schedules) :
Actions by Contractor:
- Add Costs/Details ete N\ e eeo—n .
- Change Status !
(On Hold/Completed) COS Status Change o
-Ready for Payment Contractor can proceed with work 0
'
'

i
'
H
Stopped E ***Should not be used***
H
H

Action by Scheduler
- Re-Schedule

Contractor Status Change
On hold for... Parts, Access, Labour?

i

L]

'

On Hold \
'

Action by Tech FM H

- Approve

[*""esssscscssssscssssssnssssssnssnsnnsn []
H '
' Contractor Status Change H
L]
Action by Tech FM: Completed H Completed...RFP? E
- Verify ;_ _____________________________________ X
jeesesecscccscssccssessassenssansannny
H
Closed E COS Status Change — After Invoicing
[]
V
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5. Requested

5.1. Work Request submitted by Requestor

Objective

" Archibus

L Search
v Favorites

H Space Inventory

Create a Work Request

Requestor

Anyone with access to the system is able to create and
submit a Work Request.

Work Requests are a means of requesting support or a
service from COS.

All Work Requests are reviewed and processed by COS.

Corrective
Maintenance

Condition
¥ Assessment Operational Reports

I Asset Portal Management Reports
COS Business Manager

COS Invoice Processing
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From the Maintenance Console frame, select Report Problem:

" Archibus Maintenance Console Basii @ &« ©
O Search Work Requests @ locate  f Export ¥ Optighs
B i Q Search by code, type, procedure. equipment, description, locatien, perso Quick Filters « Clear Group by: Status «

g Space Inventory

Corrective
Maintenance

The form is split into several sections:

e Requestor
e Location

e Equipment
e Problem

e Description

Each section contains some mandatory and optional fields that require completion.

1. Section 1 — Requestor
Your contact details will automatically populate in the requestor section, pulling from your
system profile. Review these to ensure correct before proceeding.

If these are incorrect, incomplete, or you are raising a request on behalf of someone else,
they should be modified prior to submission. To edit, simply begin typing directly into the
fields.

Report Problem ¢

Requestor
Requested By" JOE BLOGGS
Reguestor Phone™ 9351 2000
Ernail Address®

2503
Faculty Code = ) .
Central Operations Services

School Code”™ -
Central Operations Services Asset Management and Operations

Department Code™ - - " X
Central Operations Services Facilities Services

If you do not know the codes individually for fields such as ‘School Code’ or ‘Department
Code’, use the ellipsis in the right-side of the field to open the search pop-up window. You can
then use the Code or Name fields to search by number or keywords.

School Code

Central Operations Services Asset Management and Operations

~

Central Operations Services Facilities Services

Department Code™

Version 2.1
February 2023
Work Request Management - User Guide Page 29 of 191




THE UNIVERSITY OF

SYDNEY

Report Problem Ce
Re¢

Select Value - Faculty Code X

School Code % School Name =

School of
1252 school of Economics
1256 school of Languages and Cultures
5

School of Art, Communication and English

1259 school of Medical Sciences (SOMS)

1261 school of Humanities

1264 The University of Sydney School of Public Health

1266 school of Social and Political Sciences

1639 School of Asrospace, Mechanical and Mechatrenic...
u 1640 school of Chemical and Biomolecular Engineering

1R41 Srhanl nf Civil Eneinaarine

2. Section 2 — Location
The Location section allows you to detail the location of the problem for your request.

Use the checkbox to populate with your assigned workspace location (your default profile
details), or manually populate each of the fields including:

e Site (campus)

e Building
e Floor
e Room

Use the free text field “Describe the Location” to provide any additional location details, such
as the specific area in the room.

Note that you must provide Site and Building information. Floor and Room are optional fields.
Values are validated against the database, by selecting the Building Code the correct Site
Code will automatically populate if they do not align.

Report Problem «

Location

([J Use your assigned workspace location

Ma
Location — P
Enter building, floor and room number to help us process your request faster.

Describe the location - — - —— . X
Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window.".

If you are unsure of the location codes, you can use the ellipsis within each code field to search
by keyword or use the ‘Map’ button to open the digital map. This will default to your current
location, navigate to the required location, then select ‘Save Location’ or ‘Close’ to return to the
Work Request form.
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Report Problem ¢

3. Section 3 — Equipment
The Equipment section contains specialised fields that won’t be completed by most users. It is
more commonly used by COS service technicians when reporting a fault relating to equipment
identified during routine maintenance inspections. If you happen to know the code, populate it
here, otherwise leave the section blank.

Report Problem =

Equipment

Equipment Code - -
You can enter the Equipment Code if you know it.

Warranty Vendor
Warranty Expiration Date

Review Warranty Details List Request for Equipment

4. Section 4 — Problem
In this section, you identify 2 things:
e Account Code — If work is user funded, then a valid account code must be provided so
that costs for non-SLA activities can be recovered by COS
e Type of Problem — This is important as it identifies the inherent nature of the request. It
also determines who within COS will receive the submitted request.
e Secondary Type of Problem — Some problem types will allow you to select a
secondary problem type, available in the drop-down menu immediately below the
“Type of Problem” field
Note that a summary of available problem types and corresponding descriptions is available
via the View All Problem Types button.

Report Problem «

Problem
Account Code Clear

R Clear
Work Request Type*
. P Reactive

Type of Problem* v

View All Problem Types
The more precisely you specify your problem, the better we can route it to people who can help.
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5. Section 5 — Description
In this section, provide details of the request and determine a priority.

o Description — Free text field where you can provide a detailed description of what
you require.

e Priority — There are 5 levels (5 low — 1 high). Each priority will display related key
SLA obijectives. Select the Priority that best reflects your situation and requirements.
Note that all priorities will be assessed by COS and adjusted as necessary before
being assigned to a contractor.

Report Problem ¢

Description

Description*

Priority 1 Emergency

Priority 2 Urgent

Priofity” @ Ppriority 3 Planned

Priority 4 Deferred Maintenance
Priority 5 Project Requests

O0O®0OO0

6. Section 6 — Submit
In this section you can either:
e Submit — Once all required information has been provided, submit the request.

e Add Documents — Upload and attach any relevant supporting documentation if
required.

e Cancel — If you do not wish to proceed, select the Cancel button.

Add Documents Cancel

After the request has been submitted, a pop-up window will display a confirmation and your
Work Request reference number. You will also receive this information via system generated
email.
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To review all submitted Work Requests and process
appropriately.

COS Supervisor

Using the Maintenance Console, the COS
Supervisor will review all recently submitted Work
Requests.

Work Request can be Re-routed to an alternative
service line, or

Approved, or

Rejected

Once a request has been submitted, it needs to be reviewed and actioned. This step is known
as the “Approval” Step.

Navigate to the Maintenance Console frame:

" Archibus

L Search m Maintenance Report Builder

E Maintenance Survey Report

Maintenance Console

¥y Favorites

H Space Inventory

Corrective
Maintenance

Condition
¥ Assessment Operational Reports

i Asset Portal Management Reports

COS Business Manager

COS Invoice Processing
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By default, this frame will provide users with access to all requests that align with their system
access:

o Requestors — will see all requests that they have ever submitted
e Contractors — will see all requests that have been assigned to them
e COS personnel — will see all requests that are within their nominated area of control

As such, some roles will have access to a larger number of requests. Selecting the Filters
button, without applying any data restrictions may cause this page to take a very long time to
respond. It is advisable to set some data restriction prior to selecting the Filters button.

Note that this is the same frame that allows users to create new requests, via the Report a
Problem button.

Maintenance Console it 0 * @
Work Requests 9 Locate ¢ Export  £¥ Option: EE

.............

5 Filters |l [SE8F

Click the collapse/expand arrow to show items in the filters.

Maintenance Console Baiv @ % ©

Work Requests
i - o > keneral

Equipment & PM Details

v

v

Location & Organization

v

People

v

Request Status

v

Date Range

v

Costs

v

Risk Scores.

Suggestions on how to use the filters:
e General - Work Type - will only display requests submitted within a particular work
type.
e General - Work Request Type - will only display requests submitted within a
particular work request type.

e People - Work Team — will only display requests assigned to a particular contractor
e Request Status - will only display requests that are in a particular status.
e Date range — will only display requests submitted within a determined period of time.

Once filters have been set as required, select the Apply button:

Maintenance Console Baviiir @ « @
Work Requests Filters e

== T > General
1
: > Equipment & PM Details
1
: > Location & Organization
i
1 > People
i
1 > Requeststatus
1
: > Date Range (2)
1
1> costs
1
1> Riskscores
1
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The page will refresh, and the results displayed:
Note, the results are grouped by Status as a default view.

Maintenance Console Baney © « @
Work Requests Q Locate @ Export &% Opt

=

Actions Problem Type Work Description Priority Location (Name) Equipment Code Date to Perform Assigned to

rk Requi
s PM Procedure Comments Equipment Standard Due Date Work Team

Requested

Approved

Assigned to Work Order
Issued and In Process
On Hold for Parts
Completed

Closed (4

The intention here is to review the requests that are pending Approval. These requests can be
identified by the fact that they are in the Requested group of requests.

It is the responsibility of the Supervisor role (Tech FM or equivalent) in COS to review requests
that are in the Requested status and either:

e Cancel Work Request

o Reject
e Approve and Dispatch

Request will be dispatched to COS SUPERVISORS

w
)
o

Approve and Dispatch — In most cases, the work request will be reviewed, assessed to be
valid, and assigned to a contractor so that they can provide an estimate/schedule for the
works involved. In this case, the request will be actioned via the Approve and Dispatch
function.

Rejected — In a small number of cases, a Work Request may not be deemed valid, in this case
the request will be Rejected.

Note that the Requestor can update the Work Request with additional information and re-
submit for approval.

Cancelled — Cancelled shouldn’t be used in the instance.

There is only one action possible against a request sitting in the Requested queue, and that is
to select the Approve button.

Note: Where an icon is marked with a red star (%), it is a mandatory function that must be
completed before that particular work request is able to continue through the workflow.
Note: Where an icon is marked with a blue dot ( £ ), it shows that a mandatory action has
been completed and that the request can be progressed.
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Click into a request requiring Approval under the Requested section, by selecting the Approve
( 2 ) icon:

@SYDVL\ @ % @

Maintenance Console
Work Requests Q Locate (b Export &3 Options

Actions Problem Type Work Priority Location Equipment Reschedule Revised Due DueDate  Work Team Problem Type
Description (Name) Code Status Date Code PM Procedure
Comments

Work
Request

Requested

Priority 3 Non-Urgent

Key details required when Approving a Work Request:

Field

Comment

Work Request Type

Reactive — Normal maintenance request.
Corrective — A result of scheduled
maintenance.

User Funded — Outside of maintenance
agreement and must be paid for by the
faculty /school.

Preventive — Planned Preventive
Maintenance.

Work Team Code

Used to assign the work to the correct
contractor. Each contractor is assigned a
Work Team Code that will be aligned to
their company.

Purchase Order Code

Must select a purchase order code. This is a
restrictive field. Only POs will display that
are linked to the selected Work Team Code.

Cost Type

The option selected will vary by problem
type.

Account Code

If user funded, then an account code must be
provided otherwise costs cannot be
recovered.

Safety

Yes/No, flag to indicate whether any specific
high-risk activities are involved. If so,
appropriately qualified /trained
tradespersons must be used.

Work Description

Field displaying the description as provided
by the requestor.

Customer Notes History

Free text field where Requestor can provide
additional instructions to COS.

Work Notes History

Free text field where COS can provide
additional instructions which is also visible to
the Requestor.
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Priority Review and adjust priority level as required.

Approve Work Request 6768247 X

B ol Code” 1045
Roo T
7 L
probiam Tvoe o nent 4 t
Equipment Conditior Adjusted Condition |0 - Not Entered v
ity RalEng Adjusted Priority | 10 - Not Entered W
Criticality Adjusted Criticality 0 - Mot Entered hd
. Risk Scare 0 Adjusted Risk Score 0

A i

srmzzsreszmsssrmspmsneneed,

: t Clear
H
'"!IffllfIfllflIfIflIflfflfl'fl'flflfllffl----.-

Clear 1 Safety* H
L

H er Mote H
H H
H H
' Cust H
. e S i S R R R i S e e e e i
puan L L
: 5
: M Work Mot :
= :
: B R i

- EEsmsEEEEEEEsEsEEEEEEmEEEEEEREEy
: ® Priority 1 Emergency H
E Priesity 2 Urpant H
Priosity 3 Mon-Urgent H
i Prinsity 4 Planned H
H Prioeity 5 Projects i
R i
Workflow
Response required within &0 Minutes
Completion required within 20 Minutes
wiorkflow Steps:
On status of Requested: Edt and Approve i2 reguined by COS SECURITY SUPERVISOR
On status of Approsed: EStimation is réquired by COS5 SECURITY SUPERNISOR
O status of Approved: Schedul g IS required bf_.-’ 05 SECURITY SUPERVISCR
Reguest will be dispatched to {05 SECURITY OPERATION
Cancel Work Request Save Approwe and Dispatch Reject

The page will refresh, and the actioned request will now display in the Approved status group:
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Maintenance Console

Work Requests

CEIO) Refresh  Clear

work Actions Problem Type Work Priority Location Equipment
O orest Description (Name) Code
S Commenl ts

Q 6768247 x | Quick Filters + Group by: Status ~

Basiey 0 w @
9 Lomte b Export & Options

Reschedule Revised Due Due Work Team Prot
Status Date Date Code PMI

=1

] Approved (1) ~

6768247 SECURITY SERVICES|PATROL SERVICE ~ PAT

__j__
s
=]

I
]
A 6/2/2023  ACES *
1
-

There are 3 actions that can occur for this request:

] Approved (2)~

FIRE SERVICES TESTS
[) SCARS979 :: Changed Site Code from '02' to
‘None'

[] 6wsstss

‘ Estimate ‘ ‘ Schedule ‘ ‘ Assign to Work Order |

es Building Wed 09/11/2022  AAI

FRE

Estimate — Next Mandatory action (7 ) must be performed by the contractor

Schedule — Can be actioned by the contractor after the estimation has been completed

Assign to Work Order — Is the responsibility of the COS Scheduler. Can only be performed

once the Estimation and Scheduling steps have been completed.

The status of an icon in the Actions field are designated by a dot or star:

Grey dot - has components awaiting action

*

a work request can be progressed

Blue dot - has been populated with data and the request can be progressed

Red star - has pending additional information that must be completed before

If an icon does not have a dot or a star, the action is either not mandatory or data is optional.

Estimating and Scheduling are not mandatory for all Work Requests. This will depend on the
SLA for problem types. Refer to Section 13 — On Demand SLAs for details on what rules

apply in what circumstances.

Take Note

Re-Route

Re-Routing is a feature that allows for the updating of the Problem Type without having to go
through the Approval process. This is useful if the Problem Type has been incorrectly selected

and the Work Request should be managed by another team.
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Make the required changes, ensuring that a comment is added info the Work Notes section
explaining the change, and then select the Re-Route button to enforce those changes:

Save
Save is a feature that allows for the updating of certain information in the Work Request

without having to go through the Approval process. This applies to:

1. Updating the Priority, or
2. Updating the Location

If any of these values need to be updated, make the required changes, ensuring that a

comment is added into the Work Notes section explaining the change, and then select the Save
button to enforce those changes:

Approve Work Request 6770338 & X

® Priority 1 Emergency
) Priority 2 Urgent
Priority” () priority 3 Planned
) Priority 4 Deferred Maintenance
) Priority 5 Project Requests

Workflow

Response required within 1 Hours

Completion required within 1 Days

Workflow Steps:

On status of Requested: Edit and Approve Is required by COS TECHNICAL FM

Request will be dispatched to COS SUPERVISORS

Cancel Work Request Save Approve and Dispatch Reject

¢ Maintenance Report Builder:
The Maintenance Report Builder is a module that allows you to build and generate dynamic
reports in a graphical format.

Navigate to the Maintenance Report Builder frame:
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\ Archibus

Search |m Malntenance Report Bullder ]

Favorites Maintenance Survey Report

o4 Space Inventory Maintenance Console

Corrective
Maintenance

Condition
Assessment Operational Reports

1 Asset Portal Management Reports

Select from the Shows Chart as fields to define your report. Then, click Show button:

Maintenance Report Builder Poviir @ B @

Option: To further filter your report data, click the More or Less button. Select filters and click
the Show button:

Maintenance Report Builder

Problem Type v Group By for Problem Type v Y-Axis Count v

Maintenance Report Builder ooy @
. % T - "
| Work and Problem 1
e,
n T OB o
.
s
| Rt
o
i i
3 a5
&
i} 1
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6. Approved

6.1. Contractor - Add Estimate to a Work Request

Add estimated costs to a Work Request

Contractor Supervisor

- This is an opportunity for the contractor to estimate
@ OVEWIQW cost including:

- Labour (time per role)
- Materials

- Parts

- Other costs

Estimated costs will be reviewed by a COS
Supervisor.

(®) Next Step

After a Work Request is Approved and Dispatched by a COS Supervisor, the following occurs:

e The status is changed from Requested to Approved
e The Request is now available for a contractor to add Estimates.

This section focuses on the contractor’s responsibility of adding an estimate.

Note: The request is not yet in the Issued and in Process Status, so Contractors cannot proceed
with carrying out the work. There are 2 preliminary steps that must be completed by the
contractor (Estimate and Schedule) and then approved by COS before a request is Assigned
to a Work Order and then Issued.

&
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" Archibus

Search Maintenance Report Builder

pel
¥y Favorites :2:8 Maintenance Survey Report
s

4 Space Inventory Maintenance Console

Condition
Assessment Operational Reports

] Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filters to display all results:

Maintenance Console Bavii @ &« @
Work Requests Q Locate (b Export 4% Options

Work Requests in the Approved section require action.

The first step is to enter an estimate against any requests where the Estimate icon is marked
with a blue dot (2):

Maintenance Console Baiii @ « @
Work Requests Q locate (N Export £¥ Options [EEERRREISINE]
Quick Filters v Filters (2) [CEC o
— " Actions. Problem Type Work Description Priority Location (Name) Equipment Code Date to Perform Assigned to
U AL PM Procedure Comments Equipment Standard Due Date Work Team

Requested

Approved (1) ¥

6770183 PG FIRE SERVICES Not sure what's geing on with the FIP, Priority 3 Planned Jo
:

Assigned to Work Order (851

woolley Building

Select the Estimate icon:

) [ ]
Jg

When completing the Estimate step, you add:
e the trades you will need for the work, and the estimated hours.

e costs other than labour or parts, such as transportation or administrative costs. You can
add these costs by type to better track them.

e the parts needed for the work, and how many
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Estimation and scheduling steps are always available for contractors who have the supervisor
role for any approved work request before it is issued. The estimation step is required only if
the SLA for the work request defines it to be.

When working from the Maintenance Console, required steps have a red star to indicate they
are required. When the estimation is required, the Issue button is not enabled until the
estimation and any other required steps are done.

Returned estimates

If an estimate that you submit requires approval, and the approver rejects the estimate, it will
show up in your queue, so that you can enter a new estimate. As the estimator, you can make
changes or add information based on the approver’s comments.

Note that the schedule may also need to be updated depending on the changes made to the
estimate. See the Scheduling section of this document for more information.

You will note from the below capture, that it is not until a work request is in the Issued and In
Process status that you have the ability to update and manage the request via the various
action buttons:

e Hold
e Stop
o Update

e Complete

Do not commence any work until you see the request in the Issued and in Process status.

[ ] Issued and In Process (24 ]

] 6770467 H CLEANING GENERAL Test INT AU 19Dec2022 EICRISUEFEEY  Aoercrombie Student Housing Thu 19/01
H H 01-100

CETRE L)  sbercromble Student Housin,

01-100

FIRE SERVICES

Priority 3 Planned RO watt Building Tue 13/12

Within the Approved and Assigned to Work Order statuses, the only actions available are to
add estimates and schedules. Do NOT proceed with work for any requests that are in these
statuses:

() Approved (1)~
6770183 H

FIRE SERVICES Notsure v 200s!

ARME

s going on with the FIP.

[ 6770182 H e PV FUME
H CUPBOARD

[ 6770131 s e H PM FUME
H CUPBOARD

Once your estimates and scheduling has been approved, the Work Request will be moved into
the Issued and in Process status. Once in this status you are able to proceed with the activity.
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Note: Not all Work Requests require either an Estimate or a Schedule.

The status of an icon are designated by a dot or star:

Blue dot - has been populated with data and the request can be progressed

[0

Grey dot - has components awaiting action

Red star - has pending additional information that must be completed before
a work request can be progressed

*

If an icon does not have a dot or a star, the action is either not mandatory or data is optional.

For more information about when Estimates and Scheduling are required, please refer to
Section 13 — On Demand SLAs in this document.

6.2. COS - Review Estimate

Review estimated costs.

COS Supervisor.

It is the COS Supervisor’s responsibility to ensure
that the estimated costs provided by the contractor
are reasonable and in line with the requirements
stated in the Work Request.

Contractor Schedules Work.

Where a contractor has added an estimate to a Work Request, it is the COS Supervisor’s
responsibility to review that estimate and either accept or decline that estimate. This activity is

facilitated through the Approve Estimate feature.

Note, a contractor cannot proceed with commencing the physical works relating to a Work
Request until the following has occurred:

e Estimate has been approved
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e Schedule has been approved
e  Work Request has been Issued (Status changed to Issued and in Process)

" Archibus

Search

v¢ Favorites

4 Space Inventory

Corrective
Maintenance

Condition
Assessment Operational Reports

3 Asset Portal Management Reports
COS Business Manager

€OS Invoice Processing

Given that work requests requiring Estimate Approval are only going to be in an Approved
Status, a suggestion is to select only the Approved status from the available filters.

Select the Filter button, then select Approved in the Request Status filter. You may also select
the Date Range filter to further surface required results. Once filters have been set as
required, select the Apply button:

Maintenance Console Baviii @ « @

Work Requests Filters -T\saw Cancel

> General

v Request Status (1)

Refresh  Clear  Group by: Status ~

ssued
Stopped
On Hold

Completed
Escalated?
Returned?

Reschedule Status

> Equipment & PM Details
> Location & Organization

> People

v Date Range
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Review any Work Requests that have a pending Approve task icon:

Maintenance Console Bavii © x ©

Work Requests Q locate @ Export % Options [EEENHEENN
a ‘ ¢ descript dio Quick Fiters + Refresh  Clear  Group by: Status

o Actions Problem Type Work Description Priority Location (Name) Equipment Code DatetoPerform  Assigned to
O o PM Procedure Comments. Equipment Standard  Due Date Work Team

Request

Approved (1) v
[ e6704ss g1, CLEANING Please provide cleaning at Cumberland campus Nonspecific Building - Fi08/072022  GIK

= GENERAL fo.. Cumberland days ag;

) Assigned to GJK (kf)

Commence the approval activity by selecting the Approve icon:
*
)

From the resulting pop-up pane, make a selection to either Approve or Reject the Estimate.
Add Comments and select the Return To option (if rejecting) as applicable:

Approve Estimate Work Request 6679454 X

Show the details of the Work Request by clicking this link .

Customer Facing Comments

Work Notes History

New Work Notes

P .
Cancel Work Request i Reject ] Approve Estimate

Rejected estimates will display in the Contractor’s Approved screen marked with a red star(%)
indicating that an action is still required for the estimate step icon.

Approved estimates will display in the Approved Screen, there will be a blue dot ( £),
against the estimate step icon denoting that the estimate has been approved. If there is no
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requirement to undertake a review of Schedule for the Work Request, then you may proceed
with Assigning the Work Request. Refer to the Assign section in this document.

6.3. Contractor - Schedule

Schedule resources.

Contractor Supervisor.

This is an opportunity for the contractor to schedule
specific personnel (craftspersons) for specific
dates/times.

COS Scheduler reviews the proposed scheduling.

After the estimate has been added to a Work Request and subsequently Approved by a COS
Supervisor, the following must occur:

e The Contractor Supervisor must add a Schedule.

e Schedules will be reviewed by the COS Scheduler. If accepted, the request will be
Issued to the contractor and works can commence.

This section focuses on the contractor’s responsibility of adding a Schedule.

Note: The request is not yet in the Issued and in Process Status, so Contractors cannot proceed
with carrying out the work. There are 2 preliminary steps that must be completed by the
contractor (Estimate and Schedule) and then approved by COS before a request is Assigned
to a Work Order and then Issued.

&

Navigate to the Maintenance Console frame:
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L Archibus

Search

m Maintenance Report Builder

| Maintenance Survey Report

Favorites

4 Space Inventory Maintenance Console

Condition

Assessment Operational Reports

3 Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console

Work Requests

Work Requests in the Approved section require action.

@SNDNL\" @ « @

Q locate  (h Export  £¥ Optons [

Clear  Group by: Status v

The first step is to enter a Schedule against any request where the Schedule icon is marked

with a red star (%):

Maintenance Console

Work Requests

Quick Filters «

Actions

@swm‘ ® W% @

SOl Report Problem

Q Locate (N Export 3 O;

tatus

oo Problem Type Work Priority Location Equipment Reschedule RevisedDue  DueDate  WorkTeam  Problem
O or? Description (Name) Code Status Date Code PM Proce
Request
Comments
Requested (5
Approved (4
PAT priority 1 Emergency. Services WA 6/2/2023 ACES SECt
Building SER
3 . SECURITY TesT720 priority 1 Emergency. Services NiA 101172022 ACES sect
g SERVICES | PATROL SERVICE Bullding SER)
01-129
___________ Schedule (==
¢ e Testing for Priority 3 Non-Urgent Services 16/11/2022  ACES SECt
2 ATROLSERVICE  Patro Building SER
01-129
6768154 SECURITY SERVICES|LOCK  TEST Priority 3 Non-Urgent Services /A 15/11/2022  ACES SECt
UNLOCK Building N

Select the Schedule Button:
*

ke

-

Select the Assign Craftsperson option:

Version 2.1
February 2023

01111

Work Request Management - User Guide

Page 48 of 191



THE UNIVERSITY OF

SYDNEY

Schedule Work Request 6768140 "X
Schedule requests to better plan and balance work for teams and craftspersons. You can change the schedule assignments until you issue the request
ESTU
> Trades
No records to display
?> Tools

When you Schedule, you add:
o The actual craftsperson(s) that you want to attend site for this particular task
e The date(s) that they will be onsite
e The time that they should start
o The duration of time to be spent on site.

Assign Craftsperson & X

* BHAMILTON

@ Scheduled O Unscheduled

" 24/1/2023

8:00 am

Actual Cost o

On Site Hours 0.00

Cajce'

Then click the Save button. You now see the estimation, which is done based on the trade role
alongside the actual craftsperson assigned to the task by means of Scheduling.

Click the Complete Scheduling button:
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»
Schedule Work Request 6768164 & X
Schedule requests to better plan and balance work for teams and craftspersons. You can change the schedule assignments until you issue the request.

Work Description TEST789
v Trades
Trade Code Trade Description N . -
Estimated Straight time Trade Overtim
: Hours & Estimated Cost Hours ¢ Doubletime Hours Hour
1

1

1 ACEGRAD1WKDAY ACES Guard Grade 1 Week DAY (hrs between 6am-6p... 6.00 248.22 :

[P - - - - - - P

i

v Craftspersons Un-Assign Assign Craftsperson
Craftsperson Tradesperson Date Time
Actual
o Name Tradesperson Teadesperson Estim, Estimated Actual Doubletime Overtime Cost of Onji
Assigned Assigned N

1 Hours Cost Hours Hours Hours Labour Ho::

: 0 BHAMILTON Brett Hamilton 24/1/2023 8:00 am 3.00 0.00 :

L

> Tools

6.4. COS — Review Schedule

Complete Scheduling Close

Review the scheduling proposed by the Contractor.

COS Scheduler

The COS Scheduler will review the scheduling
proposed by the Contractor, ensuring that
resources dren’t over committed and that there is
no conflict with other Work Requests (PPM and On-
Demand).

Contractor proceeds with completing the Work

Request.

Where a contractor has added an estimate to a Work Request, it is the COS Supervisor’s
responsibility to review that estimate and either accept or decline that estimate. This activity is

facilitated through the Approve Estimate feature.

Note, a contractor cannot proceed with commencing the physical works relating to a Work
Request until the following has occurred:

e Estimate has been approved
e Schedule has been approved
®  Work Request has been Issued (Status changed to Issued and in Process)

Navigate to the Maintenance Console frame:
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A Archibus

Search Maintenance Report Builder

pel
Favorites Maintenance Survey Repor
w aintenance St port

q Space Inventory I Maintenance Console

Condition
Assessment Operational Reports

5 Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Dy © * @
Work Requests @ Locste (b Export {¥ Options

Given that work requests requiring Schedule Approval are only going to be in an Approved
Status, a suggestion is to select only the Approved status from the available filters.

Select the Filter button, then select Approved in the Request Status filter. You may also select
the Date Range filter to further surface required results. Once filters have been set as
required, select the Apply button:

Maintenance Console Paviii @ « @

Work Requests Filters

Assigned to Work Order

[
issued (
Stopped (
On Hold (
Completed (
Escalated? (
Returned? (

Reschedule Status

> Equipment & PM Details
» Location & Organization

> people

~ Date Range
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Review any Work Requests that have a pending Approve task:

Maintenance Console

Work Requests

Quick Filters «

dear  Gro

— Actions Problem Type Work Description Priority Location (Name)
( R;’um PM Procedure Comments
Hi Approved (
i) 6o = FIRE SERVICES Not sure what's going on with the Priority 3 Planned Jonn woolley Building
: FIP. 02
6765036 " Hiteam, Please arrange for Priority 3 Planned Mallett 5t Building F
¢ 3 fty g

walkth: 01-100

@ Loca

Baviii @ & ©
& Exvort | 8 Optors

Date to Perform
Due Date

Equipment Code
Equipment Standard

Assig
Work

Tue 13/12/2022

Mon 31/10/2022

From the resulting pop-up pane, make a selection to either Approve or Reject the Schedule.

Add Comments and select the Return To option (if rejecting) as applicable:

Approve Schedule Work Request 6765936

king this link .

Show the details of the Work Request by clic

e
H Customer Facing Comments H
H :
H H
H H
H ZH
H H
i Work Notes History H
i :
H H
: H
H -
H H
H H
i New Work Notes :
H H
H H
: H

! (O Estimator Contract Supervisor

3. O scheduler Contract Supervisor

Cancel Work Request
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7. Assign

7.1. COS Assign a Work Request to a Work Order

Assign Work Requests to a contractor

Objective

COS Supervisor/COS Scheduler
@ Role
Overview

The COS Supervisor or COS Scheduler can either
assign a Work Request to an existing Work Order
and then assign it to the contractor. Or, they can
assign it to a new Work Order and issue it
immediately to the contractor.

Contractor can commence the activity as detailed in
Next Step the Work Request.

Take Note

Both scenarios apply in different circumstances:

1. Where a contractor has added an estimate and a schedule to a Work Request, and
both have been approved, it is the COS Supervisor’s responsibility to assign that Work
Request to a Work Order. This activity is facilitated through the Approved pane.

2. Where an estimate and a schedule are not required, the Work Request can be
Assigned straight away, also through the Approved pane.

Note, a contractor cannot proceed with commencing the physical works relating to a Work
Request until the following has occurred:

e Estimate has been approved (if required)
e Schedule has been approved (if required)
®  Work Request has been Issued (Status changed to Issued and in Process)

&

Navigate to the Maintenance Console frame:

Version 2.1
February 2023
Work Request Management - User Guide Page 53 of 191



THE UNIVERSITY OF

SYDNEY

A Archibus

Search Maintenance Report Builder

pel
Favorites | Maintenance Survey Repor
w aintenance St port

q Space Inventory I Maintenance Console

Condition
Assessment Operational Reports

5 Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basiiy © &« @
Work Requests Q locste (h Export &% Options

Given that work requests requiring assignment to a Work Order are only going to be in an
Approved Status, a suggestion is to select only the Approved status from the available filters.

Select the Filter button, then select Approved in the Request Status filter. You may also select
the Date Range filter to further surface required results. Once filters have been set as
required, select the Apply button:

Maintenance Console Boviii © * @

Work Requests Filters

V' Request Status (1)

Assigned to Work Order

[
issued (
Stopped (
On Hold (
Completed (
Escalated? (
Returned? (

Reschedule Status

> Equipment & PM Details
> Location & Organization

> people

' Date Range
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Review any Work Requests that have a pending Assign to Work Order task:

Maintenance Console Daiy © * @
Work Requests © Locate (h Export ¥ Options

Work Actions Problem Type Priorif ity Equipment Code Date to Perform Ass
UJ PM Procedure Equipment Standard Due Date Wo

Request

Approved (1

6770183 H H FIRE SERVICES Net sure what's going on with the FIP. Priority 3 Planned Jehn Woolley Building

H ! 0z
Assign to Work Order
s768164 CRRNIC e TesT789 Priority 1 Emergency, Services Sulding
SERVICE 01129

Priority 3 Planned

The Assign to Work Order step button will only be available if both the Estimate and
Schedule steps have been Approved.

In this situation, only the Estimate has been approved (note the blue dot), so the Assign to
Work Order icon is disabled:

In this situation, both the Estimate and Schedule have blue dots, so the Assign to Work Order
icon is available for selection:

To proceed, select the Assign to Work Order icon:

You have 3 options for assigning the Work Request:
e Assign to Existing Work Order
e Assign to New Work Order

e Assign and Issue Work Order (Preferred Option)

What is a Work Order?

A work Order is a grouping of Work Requests. It can be convenient to group Work Requests
into a new, or existing, Work Order prior to Issuing the Work Request.

Assign to Existing Work Order

Using this option will require an additional step to Issue the WR from within the Assigned to
Work Order pane
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From the dialogue box that opens, select the Assign to Existing Work Order tab:
Assign Work Request 6770183 > X

Select Work Order Fields

Use the filters at the top of the dialogue box to locate the required Work Order and then click
on the Assign link:

Assign Work Request 6770183 X

Assign to Existing Work Order Assign to New Work Order Assign and Issue Work Order

Select Work Order Fields

Description g

+ Work Order Code - H

H H

: :

o e ;
100003 light reported to be flickering in T427

102811 The first cubicle on right is not flushing prop...
102815 Signs of cil around TX valve. Leak testing and...

105292 Preventive Maintenan

Thursday, November 0...
01/NOV/11 For HIROTE...
01/NOV/11 For HIROTE..

103532 Preventive Mainten,
105533 Preventive Mainten.
105534 Preventive Maintenance for 01/NOV/11 For HIROTE...
1/NOV/11 For HIROTE.

1/NOV/11 For HIROTE..

105536  Preventive Maintenan:
105538 Preventive Maintenan
105540 Preventive Maintenan 1/MOV/11 For HIROTE...
105541 Preventive Maintenan: /NOV/11 For HIROQTE.

105542 Preventive Maintenance for 01/NOV/11 For HIROTE...

105544 Preventive Maintenance fi 1/NOV/11 For HIROTE..

105545 Preventive Maintenar /NOV/11 For HIROTE.
1/NOV/11 For HIROTE...
1/MOV/11 For HIROTE..
105548 Preventive Maintenance for Friday, December 02....

105545 Preventive Maintenan

05547  Preventive Maintznan:

On completion of this activity, the page will refresh and this Work Request will no longer be
visible in the Approved status category. It has been updated and is now in the Assigned to
Work Order Status:

(You will see that the next step is to Issue the Work Request)

Assigned to Work Order

oM FIRE Fire System Interface Testing, 12 Months, D13 EREOIT)  Susan wakil Health Bullding  D18:X5-058-12001 Wed 01/02
X5-058 o1
12001
6770507 PM FIRE Annual Condition Reporting, 12 Months, D18 ERIITII)  Susan Wakil Health Building  D18:X5-058-12001 Wed 01/02
U X5-058 o1
677018 Mechanical Services Fume Cupboard Maintenance-Prev (e RmIng ineering Link Building Frit
entat ance 4
6770181 PM FUME Mechanical Services Fume Cupboard Maintenance-prev  (EEERmNIn) ring Link Building GHAMMA?
- CUPBOARD entative Maintenance 243 days left AIRMASTE!

Assign to New Work Order

Using this option will also require an additional step to Issue the WR from within the Assigned
to Work Order pane.

From the dialogue box that opens, select the Assign to Existing Work Order tab:

Assign Work Request 6770183 > X
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Assign Work Request 6770183 & X

Assign to Existing Work Order Assign to New Work Order Assign and Issue Work Order

On completion of this activity, the page will refresh, and this Work Request will no longer be
visible in the Approved status category. It has been updated and is now in the Assigned to
Work Order Status:

(You will see that the next step is to Issue the Work Request)

Assigned to Work Order
Fire System Interface Testing, 12 Months, D18 3 -Scheduled JINE
PM FIRE Annual Condition Reporting, 12 Months, D18 ERCEITIIT)  Susan Wakil Health Building

N - 5cheduled

e Cupboard Maintenance-Pre 3 - Scheduled

Assign and Issue Work Order (Preferred Option)

This is the most streamlined of the 3 processes as it also Issues the Work Request to the
contractor. This step negates the additional step of having to Issue the Work Request from
within the Assigned to Work Order pane.

From the dialogue box that opens, select the Assign and Issue Work Order tab:
Assign Work Request 6770183 > X

>
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Enter a description into the Description field and then click on the Assign and Issue button:
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Assign Work Request 6770183 & X

Assign to Existing Work Order Assign to New Work Order Assign and Issue Work Order

Cancel

Note that if entering any values into the other fields, ensure that you select values that are
consistent with the Work Request.

On completion of this activity, the page will refresh and this Work Request will no longer be
visible in the Approved status category. It has been updated and is now in the Issued and in
Process Status:

(It is now the contractor’s responsibility to manage.)

. . CLEANING GENERAL Test INT AU 19Dec2022 ECINRNEEEDE))  Abercrombie Student Housing Thu 19/01
01100
Update | | Complete

Assigning Multiples:

It's possible to action multiple Work Requests at the same time. To do so, select one or more
check boxes from within the same status grouping:

Maintenance Console Bavii @ « @
Work Requests Q locate  ih Export £} Options [EELRILELIE]
Cancel Selection  Estimate  Schedule  Schedule Labor  Assign
Work Actions Problem Type Work Deseription Priority Location (Name) Equipment Code DatetoPerform  Ass
] < PM Procedure Comments. Equipment Standard  Due Date wo
Request
FIRE SERVICES Not sure what's going onwith the FIP. Priority 3 Planned John Woolley Building Tue13n2202 8
6768163 £~ . FIRE SERVICES TEST Priority 3 Planned Services Building Thu 10/11/2022
s & 01-11
] 6768160 PO SECURITY SERVICES | PATROL Testing for Patrol Priority 3 Non-Urgent Services Building Thu 1011142022

SERVICE

01-128

Once any more than 1 checkbox is selected, a list of available activities will be displayed at
the top of the frame:
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Maintenance Console

Work Requests

Work Probtem Type =** Work Description
o PM Procedure Comments

Request

Approved (108

Note: If the items elected have no common activities, then no actions will be displayed, only a
notification of the number of selected items. There is also a Cancel Selection button as an
option to cancel selected items.

Work Requests Q Llocate (b Export #¥ Options

g T
[‘ Vv 2 selected |]= Cancel Selection :
Actions Work Problem Work Description Priority Location Equipment
Work
j Request Notes Type Comments (Name) Code
q PM Equipment
Procedure Standard

Select the Assign Button for the multiple selections:

1]

If one or more selected items fails to meet the required criteria, you will receive this
notification:

Message x

These Waork Requests cannot be assigned because Work Reguest 6768164 contains pending
steps.

If all selected items meet the required criteria, the dialogue box will be displayed and you
can proceed as per the previously identified actions:

e Assign to Existing Work Order
e Assign to New Work Order
e Assign and Issue Work Order

Assign Work Request @ X

Select Work Order Fields
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8. Issuve

8.1. COS Issue a Work Order to a Contractor

Issue a Work Order

COS Scheduler / COS Supervisor for P1/P2

The COS Scheduler will Issue any Work Requests
that meet the required state. Typically, this is a
result of the scheduling meeting COS’ requirement.

Work Request moves to the Issued and in Process
pane.

Contractor may proceed with completing the
activity as detailed in the Work Request.

This action results in the Work Request moving from the Assigned to Work Order status, to the
Issued and in Process status.

The result of this change is that the contractor now has permission to begin work on this task.
The Work Request is now their responsibility to manage through to its completion.

As a general rule, this process only applies to PPM Requests. As a result of the PM schedules
being generated, PPM requests become available in the Maintenance Console in the
Assigned to Work Order pane. This is the contractor’s opportunity to provide schedules to each
Work Request. The COS Scheduler can then review the provided schedules and action
accordingly.

When completing the Assign step for On Demand Work Requests, selecting the Assign and
Issue Work Order option will move those Work Request directly into the Issued and in Process
status. The advantage with this methodology is that it will keep the On-Demand Work Requests
separate to the PPM requests (from a COS schedule review perspective).
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Navigate to the Maintenance Console frame:
A\ Archibus

L Search m Maintenance Report Builder
ﬁ Maintenance Survey Report

Maintenance Console

Favorites

d Space Inventory

Corrective
Maintenance

Condition
Assessment Operational Reports

] Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Bavii @ & ©
Work Requests Q Locste (b Export &% Options

Given that work requests requiring Issuing are only going to be in the Assigned to Work
Order Status, a suggestion is to select only the Assigned to Work Order status from the
available filters.

Select the Filter button, then select Assigned to Work Order in the Request Status filter. Once
filters have been set as required, select the Apply button:
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Maintenance Console Basii © & ®

Work Requests Filters

Quick Filters Refresh  Clear  Group by: Status ~ > General

~ Request Status.

Approved
Issued ]

Stopped O
Completed ]
Escalated? 1]
Returned? ]

Reschedule Status

~

Equipment & PM Details

v

Location & Organization

~

People

~

Date Range

~

Costs

v

Risk Scores

Review any Work Requests that have a pending Issue task:

] work Actions’ Problem Type Waork Description Priority Location (Name) Equipment Code Date to Perform  Assigned to

Request

PM Procedure Comments Equipment standard”  Due Date Work Team

] e7oses ~ PM FIRE Fire System Interface Testing, 12 Months, D18 EETOMIED  susanWaldl Healtn Building  D18-X5-058-12001 Wed 01/02
. X5-058 o1
2001
6770507 o PM FIRE Annual Condition Reporting, 12 Menths, D18 ENTOMIY)  susanwakiHeath Builcing  D18XS-058-12001 Wed 01/02
x5-058 o
2001
6770182 PM FUME Mechanical Services Fume Cupboard Maintenance-prev  (ERITUIRIRD  Engineering Link Bulding
hanical by heduled g g Link Building
o Y CUPBOARD entative Maintenance 04-424

Mechanical Services Fume Cupboard Maintenance-prev  (ERReaatid
B

neering Link Bullding

You will be asked to confirm this action:
Issue Work Request 6770508 " X

This action issues the request to the field personnel, at which peint it
cannot be canceled, only completed, put on hold, or stopped.

If there are any settings that preclude the Work Request from being Issued, you will be
notified with an error message:

Message

These Work Requests cannot be Issued because there is no Purchase Order Code for Work
Request 5703837,

oK

On successfully Issuing the Work Request, the page will refresh and the request will now only
be visible under the Issued and in Process status.

It is now the contractor’s responsibility to manage:
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Maintenance Console Dby @ w @
Work Requests 9 ocate & Bxport £ Option

Action: Problem Type Work Description Priorit, Location (Name; Equipment Code Date to Perform Assigned to
| Work Request : e ’ g L] & . .

Equipment

Issued and In Process

6770508 : PM FIRE Fire System Interface Testing, 12 Months, 013 3- Scheduled

Note: The Issuing of requests is a step that must be completed for ALL requests, both
Preventative Maintenance and On Demand.

Refer to the Managing PPM documentation for guidance on the establishment and
management of PM Procedures, Schedules and Work Orders. However, this step aligns with
the Issuing of On Demand Work Orders. You see both PM and On Demand requests in the
same Assigned to Work Order frame. Separate these requests by using the filter tools as
required.

Issuing Multiples:

Note: Due to the large volume of PM Work Requests, utilising the Issue multiple feature in
Archibus is an efficient method of getting the requests out to the required contractors.

It is possible to action multiple Work Requests at the same time. To do so, select one or more
check boxes from within the same status grouping:

Maintenance Console Baied @ * ©
Work Requests (I  RLILUE  Report Problem
i e e § B ¢
e L e PraBRTA Ty WorkDesatsasn™ """ priority Location (Name) Equipment Code DatetoPerform  Assignedto
R:q’um PM Procedure Comments Equipment Standard”  Due Date Work Team

Assigned to Work Order
posean

PM FIRE Annual Condition Reporting. 12 Months, D18 ERCIIIS)  Susan wakil Health Building

X5-058

3 - Scheduled ineering Link Building 113-04-424-11311-02

ices Fume Cupboard Maintenance-Prev  (E R eRmad

ance

Once any more than 1 checkbox is selected, a list of available activities will be displayed at
the top of the frame:
Maintenance Console

Work Requests

Brobiem Type *Work'Béscripaion

Wark PM Procedure Comments

Request

Assigned to Work Order
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Note: If the items elected have no common activities, then no actions will be displayed, only a
notification of the number of selected items. There is also a Cancel Selection button as an
option to cancel selected items.

Work Requests Q Locate (N Export £f Options [EEESIEZGTIEN
s | T
[l | ted I]: Cancel Selection :
| -
Actions Work Problem Work Description Priority Location Equipment
Work
R 5 Notes Type Comments (Name) Code
eques PM Equipment
Procedure Standard

Select the Issue Button for the multiple selections:

ls5ue

You will be asked to confirm the action:
Issue Work Request & X

This action issues the request to the field personnel, at which point it
cannot be canceled, enly completed, put on held, or stopped.

- \‘O

If there are any setting that preclude the Work Request(s) from being Issued, you will be
notified with an error message:

Message .

These Work Requests cannot be Issued because there is no Purchase Order Code for Work
Request 5703837,

oK

On successfully Issuing the Work Request(s), the page will refresh and the request(s) will now
only be visible under the Issued and in Process status.

They are now the contractor’s responsibility to manage:

Maintenance Console Dby @ w @
Work Requests Q@ Locate b export  £¥ Oprions [EEEEIEEEEIEY]
| workr Actions Problem Type  Work Description Priority Location (Name) Equipment Code Date to Perform Assigned to

Bl PMProcedure”  Comments Equipment Standard Due Date Work Team

il Issued and In Process v

e :

g 12 Months, D18 3 - Scheduled
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9. Issued and in Process

@.1. Contractor — Manage your Work Requests

Locate your Work Requests

Contractor Supervisor

responsible for.

Understanding of where to locate Work Requests
within Archibus and what actions you are

Manage your Work Requests through to completion
and preparation for payment of services provided.

As a Contractor, whatever Work Requests that you see in the Issued and in Process status are
yours to manage. COS will not interact with requests in this status.

Your key objective is to be aware of what Work Requests have been issued to you, know when
they are due for completion, and assign appropriate resources to ensure that the activity can
be completed prior to the nominated Due Date.

Contractor actions to Work Requests in this status include:

e Add details to the WR such as

O O O O O

Craftsperson’s hours (actual costs)
Parts (actual costs)

Other costs (actual costs)
Comments or information
Supporting documentation

e Change the status of a Work Request to (as required):

O

o
o
o

e  When all is done, Flag the WR as Ready for Review of Payment.
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On Hold for Access
On Hold for Labour
On Hold for Parts
Completed
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e Resolve any WR issues in these scenarios:
o A WR is not Verified by COS
o A WR has not been approved for payment by COS

This process is demonstrating how to view Work Requests currently in Issued and in Process
status.

Navigate to the Maintenance Console frame:
" Archibus

Search m Maintenance Report Builder

pe)
¥y Favorites

4 Space Inventory

Maintenance Console

& Corrective
Maintenance

Condition
Assessment Operational Reports

3 Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Baiiv @ « @

Work Requests Q Locste (b Export &% Options

Given that work requests under your control are only going to be in the Issued and in Process
status, select only the Issued status from the available filters.

Once filters have been set as required, select the Apply button:
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Maintenance Console

Work Requests

Q

Quick Filters. Refresh  Clear

Group by: Status

Baoiii @ « @

Work Requests in the Issued and in Process status will be displayed:

Maintenance Console

Work Requests

Q

o Actions Problem Type
Work PM Procedure
Request

! : 1
1 Issued and In Process (246) v 1
[ H
5770532 FIRE SERVICES
PM FIRE

6770467

CLEANING

BUILDING

Quick

Work Description
Comments

2_Adding Account Code to Upload Templates

DA

Fire System

nterface Testing

Test INT AU 19Dec2022

TestStarRezIntg-05122022

(LSOl Refresh  Clear

Group by: Status

Priority

priority 3 Planned

3 Scheduled

Priority 1 Emergency.

Each Work Request has actions that can be performed:

e Hold — To pause the WR
e Stop — Not utilised

Filters Clear  Cancel
> General
: Vv Request Status 1
1
H 1
1 Approved 1
1 1
1 1
H 1
: Stopped 1
]
1 On Hold O 1
] Completed 0 I
1 ec? 0 1
1 Escalated; 0 1
1 Returned? 1
H 1
Reschedule Status
v
> Equipment & PM Details
> Location & Organization
> People
> Date Range
> Costs
? Risk Scores.
Bt @ * ©
Q Locate (b Export %3 Options
Location (Name) Equipment Code Date to Perform A
Equipment Standard  Due Date w

Susan Wakil Health Building Wed 01/02
X5-058

12001
Abercrombie Student Housing Thu 19/01
01100
Abercrombie Student Housing Tue 13/1

e Update — To add details or information to the Work Request
e Complete — To change the status of the WR to Completed

Selecting multiple requests will enable any actions that apply to all of the selected Work

Requests:

Maintenance Console

Work Requests

- - - - _—
! Concelselection  Hold  Stop  Updste  Com
-t - ol - FORETIRE
] Work PM Procedure
Request
] Issued and In Process (246) v
6770532 my
6770508 PM FIRE
6770467 P s @ CLEANING GENERAL
6770427 . sUILDING

Version 2.1
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Work Description
Comments

£342_Adding Account Code to Upload Templates

Fire System Interface Testing,

Test INT AU 19Dec2022

TestStarRez-Intg-05122022

Work Request Management - User Guide

Priority

Priority 3 Planned
3 - scheduled
Priority 1 Emergency.

Priority 1 Emergency.

@sym«n ® % ®
9 locste @ Export  4¥ Options

Location (Name) Equipment Code

Date to Perform A
Equipment Standard w

Due Date

Services Bullding
01-1004

Susan wakil Health Building

D18-X5-058-12001-
X5.058 o1

Wed 01/02

12001

Abercrombie Student Housing
01-100

Thu 19/01

Abercrombie Student Housing
01-100

Page 67 of 191



THE UNIVERSITY OF

SYDNEY

To review the details of a Work Request, select the Work Request number:

Maintenance Console Basied © * ©

Work Requests Q Locate @ Export &% Options

Actions Problem Type Work Description Priority Location (Name) Equipment Code DatetoPerform  As
w

k
] Mo PM Procedure Comments Equipment Standard  Due Date

Request

Issued and In Process (246

] [ 6770532 ] : 1 FIRE SERVICES ount Code to Upload priority 3 Planned Services Building £ 01/07/2022
s sl | 01-100A 7 days left
] 6770508 5 PM FIRE 3 - Scheduled il Health Building Wed 01/02
o18
6770467 CLEANING GENERAL Test INT AU 19Dec2022 CERIETTs)  Abercrombie Student Housing Thu 19/01

01-100

6770427 y BUILDING Test-StarRez-Intg-05122022 Priority 1 Emergency

Tue 13/12/2022

A pop-up pane will open and will display all information relating to that particular Work
Request:

Review the available information by expanding and collapsing each section. Select Cancel or
Save to continue.

Work Request Baiii © * @
€ Back to Requests
Work Request: 6769323 (issued and In Process
Overview Documents and Activity Expand Al
- - 1 ;
> Location, Problem and Request Details UinkNew — Map
> Trades Add
1
1
> craftsperson Assignments Assign
> Work Logs Add
1
1> work Request History
> parts Add
1 > Tool Types
1
> Tools Add
> other costs Add
1
1
> Costs
1
> Labor Statistics. :

Location, Problem and Request Details — Contains the details of the Work Request:

Version 2.1

February 2023
Work Request Management - User Guide Page 68 of 191



Work Request

< Back to Requests
Work Request: 6769323
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Overview Documents and Activity
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(ssued and In Process )

[ v Locatlon, Problem and Request Details

@smnt‘\‘* @ % @

Expand Al

LinkNew  Map

- - - - - - - -
I Description
1
1 Clean Test
1
]
1
ILocation Problem Request Details
Site Code Problem Type Requested By: H
04 'CLEANING GENERAL LYNN MARGARET COOK 1

1
1 Building Code

[SEX>

Floor Code

01
]

1
Room Code

Work Team Code

GJK

Cost Type

Work Request Type

Requestor's Phone #
123456

Requestor's Email 1

lynn.cook@sydney.edu.au

Date Requested

101 R 2/12/20223:19 pm
1
Problem Location Priority Date to Perform i
H priority 2/12/20223:22 pm :
1 priority 1
11anituda Orin, Due Date a
cancel (N

Work Request History — Contains the details of who has updated the Work Request at each

update:

Work Request

< Back to Requests

‘Work Request: 6769323

((Issued and In Process )

@.\n’mﬁ ® &« @

Clean Test
Overview Documents and Activity Expand All
> Location, Problem and Request Details Link New Map
> Trades Add
> Craftsperson Assignments Assign
> Work Logs Add
l v Work Request History I
onded By - Workilow Siep - STatus T STep Status ATter = omments ':
RGARET COOK Basic Requested Nane I
2 Edit and Approve Requested Approved :
RGARET COOK Basic Approved None I
Basic ned to Work Order None I
Basic d and In Process None 1

Cost Categories — Sections where costs can be added to the Work Request which will have an
impact on the Actual Costs, and therefore potentially an impact on the billable costs:

> Trades

> Craftsperson Assignments

> Work Logs

> Work Request History

> Parts

> Tool Types

> Tools

> Other Costs
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Trades — Assign trades roles to the Work Request. Trades roles are generic and cost are
calculated from the background hourly rate and the amount of time assigned to the Work
Request.

Craftsperson Assignments — Assigning a craftsperson is assigning an actual human role to the
Work Request. Rates may vary from one human to another based on their categorisation
(Leading Hand, Supervisor, Apprentice etc.)

Parts — Parts and corresponding costs can be loaded into the system. When assigned to a
Work Request, costs are calculated from the background unit rate and added to the Actual
Costs.

Other Costs — Used for the assignment of any miscellaneous costs that cannot be captured in
any of the above fields.

Estimated Costs — Are set from either of these interactions:
1. For PPM Requests — From the background data associated with the relevant
procedure, and/or the scheduling information provided by the contractor prior to the
Work Request being Issued.
2. For On Demand Requests — From the Estimated information provided by the contractor
prior to the Work Request being Issued.

Actual Costs — Derived from the information provided by the contractor and/or craftspersons
during the undertaking of the Work Request.

Chargeable Costs — What will actually be paid to the contractor by COS. Depending on the
Cost Type established at the inception of the Work Request, the Chargeable Costs will either
be reflective of the Estimated Costs, or the Actual Costs.

Estimated Costs Actual Costs Chargeable Costs

Comments can be added into the New Work Notes field under the Location, Problem and
Request Details section. Work Notes are not customer facing and are only visible between
COS and the Contractor.

Click the Save button to lock in any changes made to the Work Request.
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Work Request Bsviid @ & @

€ Back to Requests

Work Request: 6769323 (issued and )

Clean Test

Overview Documents and Activity Expand All

[ ~ Location, Problem and Request Details ] LinkNew  Map

Update Work Request

Cause Cade
Scroll down

Repair Type
Customer Notes History

New Customer Notes

Work Notes History

Action — On Hold

Hold Work Request 6769323 @ X

This action puts a request on hold while waiting for parts, the appropriate trade, or security access.
You can stop or complete a request that is on hold

I
: ® Hold for Parts :
: Reason for Hold: () Hold for Laber :
E D Hold for Access i
: ) Hold for Quote :

Action — Stop
Do Not Use, Work Requests that are Stopped cannot be re-commenced.

Action — Update
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Work Request &) s * @
< Backto Requests
Work Request: 6769323 (issued and I Process
Clean Test
Overview Checklist Equipment Documents and Activity References Expand All

™ Location, Problem and Request Details

Description

Location Problem Request Details

Requested By:

Linked Work Requests

Site Code Requestor's Phone #

Building Code Requestor's Email

Problem T
Floor Code e Date Requested

Work Team Code
Room Code Primary Trade Required

Cost Type
Problem Location Date to Perform

Cancel

Action — Complete
Complete Work Request 6769323 > X

This action marks the request as Completed. You can update labor, parts,
comments, and other work details until the request is Closed.

Customer Notes

To locate work requests on a map, use the Filters and add the Work Team under the General
section, and select Site field under Location & Organisation section. Then, click the Apply
button.
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Maintenance Console Buviv @ % ©

Filters Clear  Cance

Work Requests

5

Work Type
soth ~
Work Request Type

Froblem Type

Wark Team

> Request Status

> Equipment & PM Details

r N .
| v Location & Organization
1
1 Site:

]

1

Building

Then, click on the Location button to bring up a grouping of where work requests are. You can
view the Floor Plan and zoom in to a particular room or venue:

@smwm O %« @
o

Maintenance Console

Work Requests

v
Work Request Actions Date Work RequeS  work Request Location Lt "m gif;:‘:*"""“ C::E""‘(:::
Rejected (1 i- -----
Requested (
Approved

Assigned to Work Order (2
Issued and In Process
Stopped (214

On Hold for Access (581

On Hold for Labor

On Hold for Parts (14 i N\
- /
Completed (10565 Gos0s ATAR
+ cosaw . 6
Closed (54

You can also select the Map tab to view a geographical location of work requests. Select a
location and click the Filter in Console link to show work requests in that particular location:

Maintenance Console Baid © % @

Work Requests ”,‘ o [

Actions _ Date Work Reque g ) Date to Perform Assigned to
Work Request Work Request Location . e bEs T
Rejected
Requested (
Approved

Go6

Building Name: Internations!
Latitude:

Assigned to Work Order (211

Issued and In Process
Stopped (214

On Hold for Access (581
On Hold for Labor (3
On Hold for Parts

Completed (10565

Closed (54195
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To find the location of a single work request, open a work request and click on the Map button
in the Location, Problem and Request Details section.

Work Request

€ Back to Requests

Work Request: 6772039

tatic. CITY, Friday, 18:00 to 06:00+

Overview Documents and Activity

v

Location, Problem and Request Details

@SYDNU ® % ®

v

Trades

Pr—
Craftsperson Assignments | Map | ShowEquipment Save Location

v

> Work Logs

> Work Request History

v

Parts.

v

Tool Types

v

Tools

v

Other Costs

v

Costs

v

Labor Statistics

Q.2. Contractor — Assign Craftspersons

Objective

Role

Overview

Next Step

©
®
©,

Version 2.1
February 2023
Work Request Management - User Guide

Assign craftsperson(s) to a Work Request to
achieve:
e Scheduling of resources
e  Mechanism so that the craftsperson can
access the WR in the Mobility App

This function is performed by the Contractor
Supervisor Role.

e Find the Work Request that needs
updating

e Assign required craftspersons

e Update

Craftsperson can attend site as scheduled and can
commence work.

Where the craftsperson has access to the Mobility
App, they can independently update the WR with
the time spent on site and can update the status of
the Work Request.
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Contractors can assign Work Requests to specific Craftspersons so that the assigned
craftsperson can view the WR in either the Mobile client application, or the web client
application.

Depending on the nature of the specific request, this activity can either be completed as part
of the scheduling activity that occurs when the Work Request is in the Approved status, or it can
occur at this stage once the Work Request has been Issued.

" Archibus

L0 Search

¢ Favorites Maintenance Survey Report

H Space Inventory Maintenance Console

Corrective
Maintenance

Condition
Assessment Operaticnal Reports

i Asset Portal Management Reports
COS Business Manager

COS Invoice Processing »

Filter by Request status, Issued, and click the Apply button:

Maintenance Console Basier @ « ©

Work Requests Filters. Clear  cancel

as e e QuickFiters « Refresh  Clear  Group by Status « > General

v Request Status

Approved

Stopped
On Hold
Completed

Escalated?

Returned?

Select the required Work Request:
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Maintenance Console

Work Requests

Qu

Filters (3} GCEE

Clear

Group by: Status ~

Q locate (M E

gsvu.\lu @ B @

ot ¢ options [

Problem Type Location (Name)  Work Description Actions DueDate  Problem Type Priority Equi
] Readyfor Review of L Comments PM Procedure Equip
Fayment Request
] Issued and In Process (44
e .
] o SECURITY Services Buildin TesT2 1 1 15/117202 Priority 3 Non-Urgent
ERVICES | PATROL SERVICE 01111 | PR — 1 ROL SERVICE
No PM SECURITY SERVICES ITY SERVICES 3- Scheduled
ith 1 Guard at Grade
PC, In Semester
excivoing shu.
A pop-up pane will open, go to the Craftsperson section:
Work Request Bavii @ % @
Work Request: 6768153 Issued and In Process )
Overview Documents and Activity Expand All
> Location, Problem and Request Details Link New Map.
> Trades Add
- - - - - - - - - - - - -
: ~ Craftsperson Assignments  Un-Assign Assign :
1 < N Dats Assigned Time Trads Assigned Work Ty Assi| t Statt H
HES! ame bate o {me Tradesperson ASIENES  gotim. Mours  Estimated Cost  Actual Cost of Labour KPS on site Hours DS 1
1O s w20z 200am 2 000 work 000 Active o x
! i
1 2.00 :
1 Total records: 1
1 1
> Work Logs Add
> Work Request History
> Parts Add
> Tool Types
> Tools Add
> Other Costs. Add
> Costs

Cancel

Option 1 — Craftsperson assignment:

Craftsperson assignment refers to the scheduling data. Add a new Craftsperson by clicking the
Assign button.

> Trades Add
- - —_— - - - - o e e
: v Craftsperson Assignments un-Assign
1 c Name  Date Assigned Time Tradesperson Assigned Work Type Assignment Status
1 O E & E Estim. Mours  Estimated Cost  Actual Cost of Labour YP on site Hours &
: ) ALBANY Alison Al 0am 0.00 Work 000  Active
1
1 2.00
: Total records: 1

> Work Logs Add

Craftsperson Code — A mandatory field, select from the available list

Estimated Hours — Optional field, calculates an estimated cost based on the hourly rates
loaded in Archibus for that individual person

Work Type — Optional field, activity of the craftsperson

Assignment Status — Optional field, Active as default selection
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Assign Craftsperson

Scheduled © Unscheduled

! Estim. Hours  0.00 !
] ]
]
H Work Type Work v :
: 1

A v
- = = —_——

Once a craftsperson is assigned, Work Logs is automatically created for the assignment. The
Work Logs will reflect how many actual hours the craftsperson worked on the Work Request.

~ Work Logs

Date/Time
Started

Date/Time
Finished

Craftsperson Work

Estim Estimated Type

Hours Cost

Actual
Hours

Overtime
Hours

Doubletime
Hours

On Site
Hours

Actual Cost of
Labour

Work

Total records: 1

Additional
Comments

Assignment
Status

Craftsperson's Email

Complete

alison.albany@sydney.edu.au

Sch

NS S

Option 2 — Edit an existing Craftsperson assignment by selecting an
(if applicable):

> Trades

r- J— - J— J— - —_

v Craftsperson Assignments  Un-assign

. © b Name  Date

Total records: 1

Assigned  Time Tradesperson Assigned

Estim. Hours  Estimated Cost  Actual Cast of Labour

2:00 am 200 0.00

Work Type

Work

Assignment Status
on site Hours &

> Work Logs

Craftsperson Code — A mandatory field, select from the available list
Date Tradesperson Assigned — The date a tradesperson is scheduled to go on site

Time Tradesperson Assigned — The time a tradesperson is scheduled to start on site
Estimated Hours — Optional field, calculates an estimated cost based on the hourly rates

loaded in Archibus for that individual person

Edit Craftsperson Assignment s X

(
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Take Note

The optional fields aren’t mandatory, and at this stage it is useful only to assign a craftsperson
to the Work Request. However, before the Work Request is completed, the Actual Hours must
be completed as it is used to calculate Actual Costs in the system. A $0 value recorded in
Actual Costs may result in no payment for this Work Request.

There are other situations where you might assign a craftsperson and record actual hours and
date /time on site all in one step.

On Site Hours is calculated from Date /Time started and Date/Time finished. This value will be
highlighted if the sum of Actual Hours + Double Time Hours + Overtime Hours doesn’t equal
the same value.

9.3. Contractor — On Hold Status

Change the status of a Work Request to one of
the On-Hold statuses.

This function is performed by the Contractor
Supervisor Role.

e Find the Work Request that needs
updating

e Select the required Status

e Provide a reason for the change

All requests that have been changed to On-Hold
for any reason must be reviewed by a COS
Supervisor for their approval.

If for any reason a Work Request cannot be completed prior to the expected Date to Perform,
the contractor can put that Work Request into an On-Hold status. Options for On Hold include:

e On Hold for Parts — Can be used when there is a delay in sourcing parts
e On Hold for Labour — Can be used when there is insufficient labour available

e On Hold for Access — Can be used when there are delays in gaining access to the
affected area.

Once a Work Request has been changed to an On-Hold status, 2 things will occur:
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1. COS Supervisor will review the reasoning behind the status and will flag the change
as either:
a. COS Approved
b. Not COS Approved
2. COS Scheduler will set a Revised Due Date

As a contractor, you must work towards the completion of the WR within the new timeframe as
determined in conjunction with the COS Scheduler.

@ Attention

Where the COS Supervisor determines that the On-Hold status is Not COS Approved, there
may be KPI penalties imposed.

It is important that you, the contractor, understands in what situation COS will accept a Work
Request being put into an On-Hold status.

Navigate to the Maintenance Console frame:

" Archibus

L Search m Maintenance Report Builder

=] Maintenance Survey Report

Maintenance Console

Favorites

H Space Inventory

Corrective
Maintenance

Condition
¥ Assessment Operational Reports

i Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basii @ & ©

Work Requests @ Locste (b Export &% Options

Refresh  Clear  Group by: Status

Given that work requests under your control are only going to be in the Issued and in Process
status, select only the Issued status from the available filters.
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Once filters have been set as required, select the Apply button:

Maintenance Console

Work Requests

Q

Review any Work Requests that are in the Issued and in

put on hold.

Refresh  Clear  Group by:Status v

Select multiple or individual Work Requests as required:

Maintenance Console

Work Requests

Work
Request

PM Procedure

Issued and In Process (44) v

6769023 .

e
<N

<]
et W |

6769021 ™ PM SECURITY SERVICES

Actions Problem Type

Hold
6769022 , PM SECURITY SE

Work Description Priority
Comments

3 - Scheduled

[ - scheduied ]

o

B @ & @

Filters - e

> General

v Request Status

Approved

1

1

]

]

1 i
1

1
: Stopped

H on Hold

1 Completed
: Escalated?
1 Returned?
1

Reschedule Status

v

Equipment & PM Details

v

Location & Organization

v

people

v

Date Range

~

Costs

v

Risk Scores

Process pane that may need to be

@S‘X‘UNL\ ® % @
Q Locate () Export ¥ Options Repoanhlem

Location (Name) Equipment Code Date to Perform
Equipment Standard  Due Date

Michael Spence Building

From the Hold pop-up pane, select the most applicable category, provide comments when

prompted, and select Yes:

Enter the reason for putting the Work Request On-Hold in the Work Notes section of the Work

Request.

Hold Work Request 6769023

This action puts a request on hold while waiting for parts, the appropriate trade, or security access

‘You can stop or complete a reguest that is on hold.

® Hold for Parts
ason for Hold: O Hold for Labor
) Hold for Access

) Hold for Quote

Revised Due Date

Revised Due Time

Woark Notes
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The Maintenance Console will refresh, and the selected requests will now display in one of the
On-Hold statuses:

Maintenance Console Bawiv 0 % @

Work Requests 9 tocsie |t Epont | optors
S — .
Reschedule Status Revised Due 1 Actions Problem Type Work Description Priority Location (Name)
Work Request = 1

Date 1 PM Procedure Comments
1

Issued and In Process (44) >

On Hold for Access ¥

SECURITY SERVICES | PATROL SERVICE

Nonspecific Building - Main

Changed work Campus

On Hold for Parts

If you don’t see the Reschedule Status or the Revised Due Date, modify your view to include
these fields by clicking the Options button. Then, select the fields to show and click the Update
button:

Maintenance Console Bawier @ % @
Work Requests Q Locate @ Export Report Problem
Quick Filters Refi ar  Group by: Statu:

Select Fields - X
Available Fields: Visible Fields:

PUILNESE UTUer Ling )
Work Request

R s for Review of Payment
eady eview of Payme Actions

Invoice Status

PR Batch ID

Goods Receipt Batch ID
Invoice/Goods Receipt ID
Account Code

Estimated Total Cost
Actual Total Cost
Chargeable Total Cost

Problem Type/PM Procedure
Work Description/Comments
Priority

Location (Name)
Equipment/Standard

Date to Perform/Due Info

Assignto/WorkTeam. _ . 1

saf | Reschedule Status 1
ety IRevised Due Date !
Insurance Flag | eghiebs oo NP ISR OO !
Revised Due Time
Temda Frtiomntad | laiie- 24

Hide Up Down

ol

Reschedule Status:
Reschedule Required is the default status when the Work Request is put On Hold.

A COS Supervisor will review the request and will update the status to either:
COS Approved
Not COS Approved

Revised Due Date:

After the COS Supervisor has done their initial review and set the Reschedule Status, the COS
Scheduler will review and provide a Revised Due Date. This is the new date for the Work
Request to be completed by. As part of the Scheduler’s process, they will also put the Work
Request back into Issued and in Process status.
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9.4. COS — Review On Hold

Review and action Work Requests that are On
Hold

COS Supervisor and COS Scheduler

COS Supervisor — Set a new Reschedule Status
COS Scheduler — Set a Revised Due Date

Contractor can proceed with the Work Request

There are 2 parts to this process, one performed by the COS Supervisor, the other by the COS
Scheduler.

1. COS Supervisor
Review the request and set a new Reschedule Status to either:
COS Approved — OK to be on hold, no penalty incurred
Not COS Approved — Not OK to be on hold, may be KPI related penalties imposed.

2. COS Scheduler
Set a revised Due Date and move the Work Request back into the Issued and in Process
status.
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The COS Scheduler must perform their action before the COS Supervisor performs their
actions.

Modify your view so that you can see both fields:
e Reschedule Status

e Revised Due Date
This ensures that each role (Supervisor and Scheduler) can see what the other has or hasn’t yet
done.

Select Fields & X

Available Fields: Visible Fields:
PUrLIigse Uruer Ling

Ready for Review of Payment
Invoice Status

PR Batch ID

Goods Receipt Batch ID
Invoice/Goods Receipt ID
Account Code

Estimated Total Cost

Actual Total Cost

Work Request a
Actions

Problem Type/PM Procedure
Work Description/Comments
Priority

Location (Name)
Equipment/Standard

Date to Perform/Due Info

ch ble Total Cost Assignto/Work Team__ ___ i
5 fargea il e rReschedule Status 1

d IRevised Due Date !
Insurance Flag | eadidierato i P RO .

Revised Due Time
Tenda Cotimatad Linee
————

1 Show | Hide Up Down

Laiel

&) Process

Navigate to the Maintenance Console frame:
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L Archibus

Search Maintenance Report Builder

Favorites

| Maintenance Survey Report

4 Space Inventory I Maintenance Console

Condition
Assessment Operational Reports

i Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:
Maintenance Console Dy © * @

t 8% options [ e

Work Requests

Clear  Group by: Status «

Given that work requests are only going to be in one of the On-Hold statuses, a suggestion is
to select only the On-Hold status from the available filters.

Once filters have been set as required, select the Apply button:

Maintenance Console Qi @ B ©

Work Requests

> General

a Quick Filters v Refresh  Clear  Group by: Status ~

Request Status

1

|

1 Assigned to Work Order (m]

: Issued (

1 Stopped I

|
1 Completed 8]
I Escalated? [m]
1 Returned? O
1

Reschedule Status

~

Equipment & PM Details

v

Location & Organization

v

People

v

Date Range

v

Costs

v

Risk scores

From the resulting page, review any Work Requests that are On Hold:
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Maintenance Console Bavii @ % ®

Work Requests Q locate @ Export &% Options [EEELUHIIRLIELY
ck Fiters « Refresh  Clear  Group by: Status v
o= e e -
Work R 1 Reschedule Status Revised Due 1 Actions Problem Type Work Description Priority Location (Name)
0 jork Request 1 Dpate 1 PM Procedure Comments
]
e

Issued and In Process (44) >

On Hold for Access -
Nonspecific Building - Main
Campus

SECURITY SERVICES | PATROL SERVICE

On Hold for Parts (2

If the Reschedule Status is displaying Reschedule Required, the COS Supervisor hasn’t yet
actioned the request.

If the Revised Due Date is empty, the COS Scheduler hasn’t yet actioned the requires.

COS Supetrvisor, click into the Work Request to open the Work Request details pane, in the
Location, Problem and Request Details section, change the Reschedule Status to one of the
available options and then click the Save button:

Work Request Dot @ % @

< Back to Requests

Work Request: 6767816

Expand All

Overview Documents and Activity
[ Vv Location, Problem and Request Details ] Link New Map

Longitud

Status

On Hold for Access v
School Code

Account Code

-Scroll down

¢ Is required by COS SECURITY

COS Scheduler, click into the Work Request to open the Work Request details pane, in the
Location, Problem and Request Details section, Update the following fields:

Revised Due Date, select one of the available options, then under

Status, select Issued and in Process and then click the Save button:
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Work Request

< Back to Requests

Work Request: 6767816

Protective Services Officer x 1 for w

Overview Documents and Activity

[ v Location, Problem and Request Details ]

Longitude

school Code

259

Department Code
2601

@ SYDNEY

Work Request ID:

r
1 Status

-

6767816

on

e:

l Issued and In Process

On Hold for Access
©On Hold for Labor
On Hold for Quote
Kescnequre Status

Reschedule Required

Work Order Number.
718683

Service Request ID:

2011307

Workflow

I Revised Due Date

2023 @6

sat

(&) [Janvary v

sun Mon Tue Wed Thur Fri
1 2 .3 4 5

Today||Close|

You will be prompted to provide a comment

Return Work Request 6767816

This action returns the request to prior status or a pri

issued and In Process

Response required withi
Completion required within

SUPERVISO!

¢ @ % ©®

Expand All

LinkNew  Map

Scroll down

s of Requested: Edit and Approve s required by COS SECURITY
R

On status of Approved: Estimation is required by COS SECURITY SUPERVISOR
On status of Approved: Scheduling is required by COS SECURITY SUPERVISOR

Request will be dispatched to COS SECURITY OPERATION

r Facing Comments

—_——

The Work Request has now been reverted to the Issued and in Process Status. It also has a
Revised Due Date that the contractor must adhere to.

The contractor is now able to continue managing the Work Request.

9.5. Contractor — Manage un-Verified WRs

Objective

Role

Overview
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Update Work Requests that have failed the
verification step.

Contractor Supervisor

Identify why a Work Request has failed the
verification step.
Resolve the identified issue.
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Work Request is updated as required and

@ Next Step resubmitted for Verification.

All Work Requests that have been updated to the Completed status must be reviewed and
verified by COS. Work Requests that aren’t Verified will be reverted to Issued and in Process
status. It's the contractor’s responsibility to rectify any issues identified through this process.
Once resolved, they will update the Work Request and change the status to Completed again.
Then COS can conduct the Verification step again.

Work Requests must be verified prior to moving on the Cost Approval step.

&) Process

Navigate to the Maintenance Console frame:
A Archibus

L Search m Maintenance Report Builder

Favorites

a Maintenance Survey Report

Maintenance Console

2 Space Inventory

Corrective
Maintenance

Condition
Assessment Operational Reports

i Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Baiiv @ « @

Work Requests @ Locste (b Export  4¥ Options

Given that work requests that have been rejected through the Verification step are only going
to be in the Issued and in Process status, a suggestion is to select only the Issued status from the
available filters.

Once filters have been set as required, select the Apply button:
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Maintenance Console

Work Requests

a Quick Filters «

Refresh  Clear

Group by: Status

Baoiii @ « @

Filters

> General

v Request Status

Issued

1
]
]
1
1
1
]
] Stopped
1
]
]
1
1
1
]

On Hold
Completed
Escalated?

Returned?

Reschedule Status

v

Equipment & PM Details

v

Location & Organization

v

people

v

Date Range

v

Costs

~

Risk Scores

To see why a Work Request has failed Verification, click into the Work Request to display the
detail pane. It is designated by a red arrow:

Maintenance Console

Deviii @0 * @

Work Requests Q Locate £ options [t
x | Quick Filters v Refresh  Clear  Group by: Status v
— Actions Problem Type Work Description Priority Location (Name) Equipment Reschedule RevisedDue  DueDate  WorkTeam  Prol
O Comments Code Status Date code FMI
Request
r 1
:\ Issued and In Process (1) v :
h PEST CONTROLSERVICES  Please remove John Woolley Building NiA 1922002 GJK aI
I 02:5210 i
L - - - - - - - - - - - -

From the Work Request History, there is a record of the verification failure. There will be
information in the Customer Facing Comments as to why the Work Request was not verified. If

more information is required, contact your COS Supervisor.

Work Request

< Back to Requests
Work Request: 6769310

Issued and In Process )

eas

move possums.

Overview Documents and Activity

@f{ﬂ)’mi’ @ « @

Expand Al

> Location, Problem and Request Details Link New Map

> Trades Add

> Craftsperson Assignments Assign

> Work Logs Add
- - - - - - - - - - - - s
1 v work Request History 1
L 1
1 Step Responded By Workflow Step status Step Status After Comments H
: LYNN MARGARET COOK 8a Requested None 1
1 Edit and Approve Requested Approved issued to GIK :
: U 8as Approved None ]
S 8as Assigned to Wark Order None :
: Basic ssued and In Pros None 1
| CHARLOTTE CALOOW Basic Completed None :
1 [ ceromeron Verification Completed Rejected Testing, grabbing sereenshots for verification ... | H
: GRANT CROMPTON Basic issued and In Process None ]
1
1 - - - - - - — - - - T -

> parts Add

> Tool Types
> Tools Add
Cancel Save
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It is the Contractor’s responsibility to resolve any issues identified by COS through the

Verification process. Once resolved, the Work Request should be updated to Completed again
so that it may be re-Verified.
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10. Completed

10.1.  Contractor — Complete WR

Change the status of a Work Request to
Completed.

Contractor Supervisor

. Once an activity has been physically completed,
@ OverV|ew update that Work Request to Completed status.

COS will review the request to assess the quality of
@ Next Step the work.

You can continue to update the Work Request with
information and actual costs as information
becomes available.

Work Requests should be updated to Completed status prior to the nominated Date to Perform
whenever possible (provided the work has actually been done).

Take Note

It is possible to continue updating a Work Request with actual costs and other supporting
information even after the Work Request has been changed to Completed. It is not until the
Request is flagged as Yes for Ready for Review of Payment that it is locked down and no
further information can be added.

&

Navigate to the Maintenance Console frame:
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L Archibus

Search

Maintenance Report Builder

Favorites

| Maintenance Survey Report

Maintenance Console

4 Space Inventory

Condition
Assessment Operational Reports

i Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basiiy © &« @
Work Requests Q locste (h Export &% Options

Given that work requests requiring completion are only going to be in the Issued and in
Process status, a suggestion is to select only the Issued status from the available filters.

Alternatively, you can search for a specific Work Request by entering the Work Request
number into the Work Request Code field.

Once filters have been set as required, select the Apply button:

Maintenance Console Baviii @ « @

Work Requests Filters -C\esw Cancel
a cwessies - (D) Gesr Group by stats > General

Request Status.

¢l

Approved

Stopped
on Held

Completed
Escalated?

Returned?

Reschedule Status

v

Equipment & PM Details

v

Location & Organization

v

people

v

Date Range

~

Costs

v

Risk Scores
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Either select multiple, or individual Work Requests and then select the Complete step button:
Maintenance Console Baviv @ © @

Work Requests Q Locate M Export £ Options [EEEEUEIEHE
blem Type

‘ - Ry for Raview of Pro Location Work Description  Actions DueDate  Problem Type Priority Equif

o e (Name) Comments PM Procedure Equif

( Issued and In Process (993) v
- _ . . P
1 F2 1 6770567 No SECURITY SERVICES | LOCK Services Building  Test Red Highlight . ° . SECURITY SERVICES|LOCK Priority 1 Emergency
il UNLOCK UNLOCK
1 1
1 1
1 : 6769023 No PM SECURITY SERVICES Fisher Library Library Fisher Static, PM SECURITY SERVICES 3 - Scheduled
1
[
1 1
1 1
1 1
1 1

6769022 No M SEC vICES onspecific 22023 W SECURITY SERVICES - schedules

: " : 6769022 N PM SECURITY SERVICES N i 1/2/2023 PM SECURITY SERVICES 3 -Scheduled
1 8uilding - Main
La Campus

M) 768021 No PM SECURITY SERVICES Michzel Spence 1/2/2023 M SECURITY SERVICES 3 - Scheduled

Building 23 Level 4,
Tuesday. 0
23010

Prior to the status change to Completed being affected, you will be prompted to confirm the
action:

Complete Work Request & X

This action marks the request as Completed. You can update labor, parts,
comments, and other work details until the request is Closed.

Customer Notes

The Maintenance Console will refresh. The Work Requests will now display in the Completed
frame:

Maintenance Console Doy @ 6 @

Work Requests Q locate @ Export &% Options
: Refresh  Clear  Grou

Quick

— T — 7 Problem Type Location (Name) _ Work Description Actions DueDate  Problem Type Priority I
| ort tavy [orReveN O Comments PM Procedure !
Request Payment
] Completed (144
el
] 6768258 I no I PM BUS SERVICES 3 - Scheduled

You will note that as the Work Request is displaying No under the Ready for Review of
Payment field, it is still possible to Update the Work Request.

10.2.  Contractor — Update WR with Actual Costs
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Add actual costs and other supporting information
to a Work Request

Contractor Supervisor

Using the Update function to add Actual Costs to a
Work Request.

Work Request is marked as Ready for Review of
Payment so that costs can be assessed for
payment approval.

Work Requests should be updated with Actual Costs and supporting documentation as that
information becomes available.

This activity can be carried out by:
e The Contractor Supervisor in the office once site information has been provided by the
personnel working on site
e Or, by the tradespersons onsite through the Mobility Application on their smartphone
(see the Mobility App section in the document).

Take Note

It is possible to continue updating a Work Request with actual costs and other supporting
information even after the Work Request has been changed to Completed. It is not until the
Request is flagged as Yes for Ready for Review of Payment that it is locked down and no
further information can be added.

&

Navigate to the Maintenance Console frame:
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L Archibus

Search Maintenance Report Builder

Favorites | Maintenance Survey Report
S aa——

q Space Inventory I Maintenance Console

Condition
Assessment Operational Reports

5 Asset Portal Management Reports

COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basiiy © &« @
Work Requests Q locste (h Export &% Options

Given that work requests requiring Updating are going to be in either the Issued and in
Process status or the Completed status, a suggestion is to select both the Issued and
Completed statuses from the available filters.

Alternatively, you can search for a specific Work Request by entering the Work Request
number into the Work Request Code field.

Once filters have been set as required, select the Apply button:

Maintenance Console Bovii @ % ©

Work Requests Filters Clear  Cancel

> General

efresh  Clear  Group by: Status v

<

Request Status

[Completed

Returned?

Reschedule Status

v

Equipment & PM Detalls

~

Location & Organization

v

people

v

Date Range

v

Costs

~

Risk Scores

Version 2.1

February 2023
Work Request Management - User Guide Page 94 of 191



THE UNIVERSITY OF

SYDNEY

Either select multiple, or individual Work Requests and then select the Update step button:

Maintenance Console Baiii @ % ©

Work Requests

Complete

m Type Location (Name) ~ Work Description Actions DueDate  Problem Type Priority Equipm

Work Baachy (or Reviaw ot Comments PM Procedure Equipm

Request Payment

Issued and In Process (44

No PM SECURITY SERVICES

(o) 1m0 P sECURTY seRvceS
Update

PM SECURITY SERVICES

PM SECURITY SERVICES 3 - Scheduled

6769021 No PM SECURITY SERVICES Michael Spence

2023 PM SECURITY SERVICES 3 - Scheduled

<] <] L

| ] N R R BT

Building

Select an Individual Request

Add costs into the relevant category:

Work Request Boviv © % ©

€ Backto Requests

Work Request: 6769023

Library Fisher Static, CITY, Tuesday 3 Fisher Librar
Qverview Documents and Activity Expand All

> Location, Problem and Request Details Link New Map
> Trades Add

""" i |

| > Craftsperson Assignments | Assign

o __ a
> Work Logs Add

> Work Request History

e '
I > parts 1 Add
h ]
H 1
| > ToolTypes :
! 1
1
I > Tools 1 Add
: ]
1 1
| Othercosts I Add

> Labor statistics

Craftsperson Assignments — For use when assigning time worked by actual individuals. This
will calculate actual costs based on their schedule of rates loaded into the system background
data.

Edit an existing entry by clicking the Craftsperson Code link:
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[ Work Request Bsviiv © % @

< Backto Requests.

Work Request: 6769023

Library Fisher Static, CITY, Tuesday, 06:00 to 18:00, with 1 Guard at Grade PC. Excluding shutdown, at F03 Fisher Library...

Overview Documents and Activity Expand Al

Craftsperson Code” THOOTON
© Scheduled  Unscheduled

Date Tradesperson Assigned” | 4/1/2023
Time Tradesperson Assigned" 8:00 800p
Estim. Hours 8.00
Work Type | Work v
Assignment Status | Active v
Estimated Cost 0.00
Actual Cost of Labour

On Sita Linirs 000,

You can add a new Craftsperson by clicking the Assign button:

Assign Craftsperson

Craftsperson Code”
‘Scheduled © Unscheduled
Estim. Hours 0.00

Work Type Work

Assignment Status  Active

Estimated Cost 0.00
Actual Cost of Labour
On Site Hours 0.00

Parts — For use when assigning parts used. This will calculate actual costs based on the
information loaded into the system background data.
Either add a new line, or edit an existing entry:

Part Code”
Storage Location Code”
Quantity Estimated 0.000
Quantity Used
Estimated Cost 0.00

Actual Cost

Other Costs — For use when assigning materials used. This will calculate actual costs based on
the information provided.
Either add a new line, or edit an existing entry:

Other Resource Type"

Other Resource Description

Quantity Used

Uniits

Estimated Cost .00

B
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Supporting Documentation — In the Documents and Activity tab, upload attachments and
supporting actual costs, particularly supplier invoices for materials used. Then click the Save
button to lock in all changes:

Work Request Dot @ © @

< Back o Requests

Work Request: 6769023

Library Fisher Static. CITY, Tuesday. 06:00 to 1

Overview Documents and Activity Expand All

v Request Documents

with 1 Guard at Grade PC. Excluding shutdown, at F03 Fisher Library.

Document 1 t

-

Document3 D [Indicate on Drawing

Vv Additional Documents and Activity Add Comments. Add Document
Documents and comments added here can be viewed on Archibus OnSite.
Document Activity Date and Time Added
[SYSTEM] changed the status to Assigned to Work Order 2/12/2022 8:38 am
[RGOV3410] changed the status to Issued and In Process 211212022 8:46 am

Gance

The Maintenance Console will refresh and the Work Request will continue to display in the
previous status (either Issued and in Process or Completed).

Select multiple Requests

When using the Update Multiple feature, functionality is limited. You cannot see information
specific to a Work Request. You cannot review existing costs. You are only able to add the

same information to all of the Work Requests selected.

For this reason, the Update Multiple feature is only suitable for use in limited circumstances.

Add costs into the relevant category:

Maintenance Console Boviv @ % @

Update Work Requests X

r 1
work request | [T rca otrr corte I
1

Account Code
Cause Code
Repair Type
<VARIES>

Work Notes

Forward Request  Cancel

Craftspersons — For use when assigning time worked by actual individuals. This will calculate
actual costs based on their schedule of rates loaded into the system background data.
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Maintenance Console

Update Work Requests

R [ cratsporsons | Ada pans

Add Craftspersons

r— _ _ —_

H ® Add this time to each work request
Divide this time evenly among each work request

work Type  Work v

] Additional Comments

Save

Cancel

VARIES>

[Tl Forwerd Request

Cancel

Other Costs — For use when assigning materials used. This will calculate actual costs based on

the information provided.

Maintenance Console

Update Work Requests

Add Other Cost

Save

10.3.

Version 2.1
February 2023

Cancel
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@swﬂw @ % @

X%

<VARIES>

[CETLES  Forverd Request

Cancel

Contractor — Ready for Payment

Mark a Work Request as Ready for Review of
Payment

Contractor Supervisor

This step is the contractor acknowledging that the
activity has been completed and that they are
ready to be paid.

The Work Request is locked down and no further
information can be provided from this point
onwards.
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Cost Approval is conducted by COS

OLE T

This is the final step in the process of managing a Work Request.

By changing the Ready for Review of Payment flag to Yes, you are acknowledging that:
e The Work Request is Completed

e All Actual Costs have been assigned
e All additional information has been provided
e No further action is required

From this point onwards, you have no opportunity to modify any aspects of the Work Request.

Navigate to the Maintenance Console frame:
A Archibus

O Search m Maintenance Report Builder
E Maintenance Survey Report

Maintenance Console

¥y Favorites

L4 Space Inventory

Corrective
Maintenance

Condition
Assessment Operational Reports

3 Asset Portal Management Reports

COS Business Manager

€OS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basii © & ©

Work Requests @ Locste (B Export &% Options

Clear  Group by: Status ~

Generally, work requests requiring the update to Yes for Ready for Review of Payment are
going to be in the Completed status, a suggestion is to select only the Completed status from
the available filters.
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Alternatively, you can search for a specific Work Request by entering the Work Request
number into the Work Request Code field.

Once filters have been set as required, select the Apply button:

Maintenance Console

Work Requests

Add the Ready for Review of Payment to your list of visible fields:

Select Fields

Available Fields:
Reschedule Status
Revised Due Date
Location
Supervisor
Assigned to
Building
Building Name
Division
Department
Date to Perform
Time to Perform
Date Work Requested

Time Work Requested v

Show

& X

Visible Fields:
york Regyect
Problem Type
Location (Name)
Work Description/Comments
Actions
Due Date
Problem Type/PM Procedure
Priority
Equipment/Standard
Date to Perform/Due Info
Assign to/Work Team

Hide Up Down

Cancel

@SYDNL\' ® % @

> General

v Request Status

Approved

Assigned to Work Order

Stopped
On Hold

[
C
ssued C
[
[

Reschedule Status

> Equipment & PM Details

v

Location & Organization

v

people

v

Date Range

v

Costs

v

Risk Scores

Any Work Requests in the Completed status that have No in the Ready for Review of
Payment field still require some action on the contractor’s part.
Click on the Update step button to proceed:

] Work Ready for Review of
Request Payment
Completed

Problem Type

Location (Name) Actions

Work Description
Comments

DueDate  Problem Type

PM Procedure

Priority

In the Location, Problem and Request Details section, change to Ready for Review of
Payment value to Yes and then click the Save button:
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Work Request Bass 0 % ©

< Back to Requests

Work Request: 6768258  (completed )

December, Bus C - Camperdown Redfern Station to Fisher Library, SWHE and ATP, Menday to Friday, Excluding Public Holidays and Semester breaks..

[ v Location, Problem and Request Details ]

LinkNew  Map
Equipment Details Financial Details safety and Insurance

Equipment Code Purchase Order Code Safety

E PMENT 0000348285 ~ Scroll down
Equipment Standard Purchase Order Line

Severe Weather Impact
1 No -
Equipment Condition
PO Line Description Insuranee Flag

PM bus services No -

Friority Rating h |
| Ready for Review of Payment 1
No v
Criticality
Yes
DRSO Oy O

Equipment Risk Score
Goods Receipt Batch ID

Adjusted Condition

0 Not Entered v Invoice/Goods Receipt ID

Once the Maintenance Console refreshes, you will see that the Work Request has been
updated. It now displays with a Yes value in the Ready for Review of Payment field and

there are no longer any action buttons. The Work Request has been locked down, no further
changes are possible:

0 selected
[0 Work Request Code Ready for Review of Payment Problem Type Location Work Description Due Date Work Team Code Reschedule Status Revised Due Date
v Completed (1/1) [
i O 5775508 Yes FIRE H70-04-4023 Sprinkler head in ceiling is leaking. Please re. FCS CIS Approved

If a Work Request fails the Verify step (which can occur anytime after being Completed), the
Work Request will be reverted to Issued and in Process.

If a Work Request fails the Cost Review step, it will stay in Completed status. However, the
Ready for Review of Payment will be set back to No and the Invoice Approval status will be
set to Disputed by COS. In this scenario, it is possible for the Work Request to be updated.

More information is available in the Contractor — Dispute Resolution section of this document.

10.4.  COS Supervisor — Verify Completed WR

Verify Work Requests that have been completed
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COS Supervisor

Work Requests that have been completed must be
Verified by an appropriate person within COS.
This function is primarily to acknowledge that the
Work Request has been completed to a
satisfactory standard.

Cost Approvals by financial delegate so that
Invoice Certificates can be generated.

Navigate to the Maintenance Console frame:
A Archibus

L Search m Maintenance Report Builder

E Maintenance Survey Report

Maintenance Console

¥y Favorites

H Space Inventory

Condition
Assessment Operational Reports

1 Asset Portal Mana gement Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Bavii @ & ©

Work Requests @ Locste @ Export 4% Options

Given that work requests are only going to be in the Completed status, a suggestion is to select
only the Completed status from the available filters.

Once filters have been set as required, select the Apply button:
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Maintenance Console Baniiy © % @

Work Requests Filters -

ol e > General

v Request Status

Approved
Assigned to Work Order

[
ssued i
Stopped (
on [

> Equipment & PM Details
> Location & Organization
> people

> Date Range

> Costs

> Risk Scores

From the resulting page, review any Work Requests that are Completed and have an active
Verify step icon:
m

@

Either select multiple, or individual Work Requests and then select the Verify step button:

Maintenance Console Baniiv @ % ©
Work Requests Q Locate (b Export %% Options

Reschedule
Status

Problem Type Location Work Description Actions DueDate  WorkTeam Problem Type Priority

Work (Name) Comments Code PM Procedure

Request

Completed

6770449 N/A

You will be prompted to provide a comment and either Confirm that the Work Request has
been completed to a satisfactory standard, or Return Incomplete if it is not an acceptable
standard:

Verify Work Request - X

Confirmed — Stays in Completed status. The contractor may continue to add costs and
information until such time as they are ready to flag the Work Request as Yes for Ready for
Review of Payment.

Return Incomplete — Moves back to the Issued and in Process status where the contractor can
rectify any issues that are provided through the comments field.

Version 2.1

February 2023
Work Request Management - User Guide Page 103 of 191



THE UNIVERSITY OF

SYDNEY

Take Note

There are specific rules for some service lines that the verification should not occur until after
the Work Request has been changed to Completed status and marked as Ready for Payment.
This is to ensure that contractors are unable to continue adding costs to the Work Request after
it has been Verified.

10.5.  Verification Exceptions

All Work Requests must be Ready for Review of Payment
= Yes prior to being Verified.

Security Supervisors are not only verifying the work request,
but are also checking and approving the actual costs of each
Work Request.

It is important that only Work Requests that are flagged as
yes, Ready for Review of Payment as this prevents the
contractor from adding any further actual costs or any other
information to the Work Request.

Not necessary to be Ready for Review of Payment prior to
Verification step.

Costs will be reviewed independently as part of the Cost
Approval process prior to the issuing of Invoice Certificates.

Not necessary to be Ready for Review of Payment prior to

Hard Se Verification step.

Costs will be reviewed independently as part of the Cost
Approval process prior to the issuing of Invoice Certificates.

So as to ensure that a Work Request is Yes for Ready for Review of Payment prior to

completing the Verification step, ensure that the Ready for Payment field is added to your
view in the Maintenance Console:
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Available Fields:
Location
Supervisor
Assigned to
Building
Building Name
Division
Department
Date to Perform
Time to Perform
Date Work Requested
Time Work Requested
Date Work Completed
Equipment Code

Show

Only Work Requests that have a Yes

be Verified:

THE UNIVERSITY OF
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Visible Fields:

Work Reguest
IReady for Review of Payment I
Problem Type

Location (Name)
Work Description/Comments

Actions
Priority
Due Date

Work Team Code

Reschedule Status
Revised Due Date
Problem Type/PM Procedure
Equipment/Standard

Hide

Maintenance Console

Work Requests

[ Work
—  Request Payment
[ Completed! (764) v

( 6770449 Yes

6769024 Yes

10.6.

Ready for Review of

Problem Type

GROUNDS | EXTERNAL
SIGNAGE

PM SECURITY SERVICES

PM SECURITY SERVICES

Payment

Up Down

Quick Filters +

Location
(Name)

University
Garage
o1-

Law School
suilding

Fisher Library

Objective

Role

Overview

Next Step

Version 2.1
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Cancel

value in the Ready for Review of Payment field should

@S\DNLY @ {6 @

BEISHE Refresh  Clear  Group by: Status ~
Work Description Actions Priority DueDate  WorkTeam Reschedule Revised Due
Comments Code Status Date
Test Priority 3 Planned MOORE & N/A
[ Verified MOORE
3 - Scheduled 1/2/2023 ACES N/A
excluding shutdo.
Uibrary Fisher Static 3 - Scheduled 1212023 ACES NA

CITY, Tuesday, 18:00

1006
00+1, with 1 Guard at
Grade PC, Excluding
shutdown.

COS Manager — Approve /Dispute

Review Costs recorded against Work Requests and
either Approve or Dispute those costs.

COS Financial Delegate

Review all Work Requests that have been marked
as Ready for Review of Payment. Action
accordingly by either Approving the costs, or
disputing the costs.

If Approved, Work Request will be paid.

If disputed, the Contractor must resolve.
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Take Note

Be aware that there are 2 tools available:

e Cost Approval — only On- Demand Work Requests are displayed here
e PM Cost Approval — Only PM Work Requests are displayed here

Apart from the different data sets being displayed, the functionality of both pages is identical.
To avoid duplication, this guide will only provide guidance on one of the above pages,
however the principles documented apply to both pages.

Newps

-

Business Manager "

E— .

Supavon >
RVp—

Craftsperson

Call Genter

Service Desk Manager

inventory Manager

System Integrator

Operational Reports

Management Reports

Background Data

COS Business Manager

Work Requests

Contract Supenvisor

Craftsperson

Invoice Reporting
€Os Financial Contraller
COS User Funded Journal

€05 Work Request Upload

Select either Cost Approval, or PM Cost Approval.

When using the Cost Approval and PM Cost Approval pages, it is not recommended to use
Mozilla Firefox as this browser can result in display issues.

From the top right menu, select the status of Work Requests that you want to review and
action, click on the Show button:
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riter

Work Request Code From

Requested  Date Range v
Primary Trade

Building Precinct

Invoices Customize Columns
| | page| 00 » i Shewing0of0
comats
B e N cottpe | e
e

Work Request Code To

From

Work Team Code

on site

Hours Hours Cost cost of Labor cost

Actual Estmated Actual Chargeable  Estmated
Labor Labor Labor Cost Parts

Actual
Parts

Cost

Chargeable
Cost

of Pans

Not Processed

Broblem Type

Estmated Actual Chargeatle  Estimated At
Tools Too Cost Other ot
Cost Cost of Toos Cost Cos.

There are 4 key invoice statuses that are important in this process:

Not Processed — Work Requests that are pending review by COS. A decision is to be made,

either:
Approve, or

Dispute (must provide comments so that the contractor can rectify)

Approved — Work Requests that COS has reviewed and determined to be suitable for

payment.

Disputed by COS — Requests that COS has reviewed and disputed. The contractor is
responsible for resolving the dispute and updating the status to Dispute Resolved.

Dispute Resolved — Any Work Requests with this category have been previously disputed by
COS and subsequently resolved by the Contractor. Review these requests to determine if they
are now OK to be Approved, or whether they need to be Disputed again.

Review the displayed Work Requests in the Not Processed status:

riter

Work Request Code From

Requested  Date Range v

Work Request Code To

From

Note that selecting Customise Columns enable you to add/remove fields and adjust the

order in which they display:

Work Request Code From

Re

sted Date Range v
Primary Trade

Building Precinct

Invoices Customize Columns

(| Page 1/86 b Kl Showing1-100f859

Estmated
CostType Lavor
Hours

Request

Work Team
e Primary Trade e

Actual Estimated Actal
Labor L
Hours Cost Gost

Work Request Code To

From

Work Team Code

On Sie

Chargeale  Estimated
P
Hours

Labar Cost ars
of Labor. Cost

Actual

Cost

Chargeabie
Cost
of Parts

Invoice Status  Not Processed v
To
Problem Type
)
Estmated Actuat Chargeavie  Estinated Actual
Tools Cost Oter Other
Cost Cost of Tooks Cost Cost

Double-clicking on the Work Request number will open a pop-up frame that provides all the
Cost information for that Work Request:
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Invoices Customize Columns.

Page  1/86 » Pl Showing1-10 of 859

iSO aE S e
Key info includes:

e Date Verified

®  Who Verified

e Survey Rating/Comments

e  Actual Costs (total)

e Breakdown of costs by category (Trades, Craftsperson, Parts, Tools, Other)

' 8

1 Cancel

Work Request Details S

ted by JAMES GILLIES

LILLAN FRUEAN
o
@ n 10:382m Completed 2/6/2022
e 21721 G234 Ready for ReviEwof Paffment
(e = ror13se |
J Date Ve 812022 enfied By KFORI3s¢ |
50 1.330.00
o i tof Parts 0.00
ate 0

n ~conformance are: No block plan at FIP
yout and FIP zoning, design and install block plan
)

Close that frame by clicking on the x icon on the upper right corner of the frame to return to
the Cost Approval view.

Scroll to the Invoice Status column.
Invoices Customize Columns

Page 1//86| b | Pl  Showing 1-10 of 859

Chargeable Estimated Actual Chargeable
Other Total Total Total Purchase Order Code Invoice Status Dispute Notes PR Bat
oo —— 8 = - —— =T P ——— .c,,g._________________________________________________I
1 58963553 £4.000.00 £1.330.00 $89.635.53 1
1 l : 0000335325-1 L1 [Mot Processed | o | ka
I : LS J. 1
1 o o o o e e e a4

Select either:
A = Approve
D = Dispute

Disputing will prompt for a reason. Provide as much information as possible so that the
Contractor can resolve the issue:
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History:

10.7.  Contractor — Dispute Resolution

Identify and resolve Work Requests that have
been disputed for payment purposes.

Contractor Supervisor

Identify any Work Requests that have been
disputed as part of the Cost Approval process.
Update the Work Requests as required and submit
for re-Approval.

COS will rereview the Work Request for Cost
Approval.

After a Work Request has been marked as Ready for Review of Payment. A COS
representative will review that request for Cost Approval. They will either:

Approve — Agreeing with the costs, when enables the Work Request to be included on the next
scheduled Invoice Certificate.

Dispute — Disagree with the cost of the Work Request in which case the Contractor needs to
work with COS to come to an agreed resolution.
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" Archibus

Search

pe)
¥y Favorites Maintenance Survey Report

d Space Inventory :::] Maintenance Console

Corrective
Maintenance

Condition
Assessment Operational Reports

] Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Bavii @ & ©
Work Requests @ Locste @ Export 4% Options

Refresh  Clear  Group by: Status

Given that work requests are only going to be in the Completed status, a suggestion is to select
only the Completed status from the available filters.

Once filters have been set as required, select the Apply button:

Maintenance Console Basiv @ % @

Work Requests Filters -m;» Cancel

> General

a . Quick Filters v Clear  Group by: Status ~

v Request Status

Approved ]
Assigned to Wark Order [m]
Issued [m]
Stopped u]
On Hald (]
Completed
Escaatedr (]
Returned? [m]

Reschedule Status

v

Equipment & PM Details

~

Location & Organization

v

People

~

Date Range

v

Costs

v

Risk Scores
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From the resulting page, ensure that you have the Invoice Status field displayed:

Select Fields @ X
Available Fields: Visible Fields:

Location I_'“'\';C’Lk_RE‘L“ES_r ________ L

Supervisor i JI

Assigned to Re_aT'!y_f-r_R_ev_\e_\.n:_cTP_ey;ﬁt_

Building Problem Type

Building Name Location (Name)

Division Work Description/Comments

Department Actions

Date to Perform Priority

Time to Perform Due Date

Date Work Requested Work Team Code

Time Work Requested Reschedule Status

Date Work Completed Revised Due Date

Equipment Code - Problem Type/PM Procedure =
Show Hide Up Down

Cancel

Sort on this field so that you can easily see any Work Requests that are currently Disputed by

Cos.
You'll notice that these requests have an Update action:

Maintenance Console Bsiy © % @
Work Requests Q Locate @ export KX Options [EEEEREIEREL]
Quick Filters ~ Filters (3) Refresh Clear Group by: status ~
Work Invoice : T o e Problem Type Location Work Actions. Priority Due Date Work Reschedule Revised Problem
O status © | o8 Y ‘ (Name) Deseription TeamCode  Status Due Date PM Proce
Request of Payment e
] comp\emi 144) ~
] 68162 Approved | ves Services 23 : Friority 1 Emergency JRECTRTE - SNYe Y
1 Building [ Verified
o1-129
1
I I e T T T R . wooree o
1 SIGNAGE Garage = MOORE sit
H o1
] e7esass PM BUS SERVICES Nonspecfic  December, ; . 3 - Scheduled 112023 BIGBUS A oM
Building BusC
Main Camperdown
Campus Redfern Update
] Statien to..
i Verified
| amser ) et ves Aeronautica ez FEmoN A as
- Processed | Engineering SECURITY SEC
| Building
1 01N121

Make the required changes to the Work Request (Add more information, attach supporting
documentation, adjust actual costs etc.)

Once done, update the following in the Location, Problem and Request Details section:
1. Ready for Review of Payment = Yes
2. Invoice Status = Dispute Resolved

3. Click the Save button to lock in the changes
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Work Request B @ & @

€ Backto Requests

Work Request: 6768258  (completed )

December, Bus C - Camperdown Redfern Station to Fisher Library, SWHB and ATP, Monday to Friday, Excluding Public Holidays and Semester breaks.

Overview Documents and Activity

Expand All

[ W Location, Problem and Request Details ] Link New Map
Equipment Details Financial Details Safety and Insurance

Equipment Cade Purchase Order Code Safety

EQUIPMENT 0000348285 v

Scroll down
Equipment standard Purchase Order Line Severe Weather Impact
1 No v

Equipment Condition

PO Line Description Insurance Flag
PM bus services No -
Priority Rating

————— P L L LY
| Ready for Review of Payment !
No v
Criticality o
Yes
Hinvoice Status 1
Equipment Risk Score 1

Disputed by CIS. ~

Disauisd cuConicact
| Dispute Resolved

The Work Request will now be available for the COS Representative to re-review.

10.8. COS Manager — Review Dispute Resolved
WRs

Review Work Requests that have previously had
costs disputed and subsequently been resolved by
the Contractor.

COS Financial Delegate

Review Work Requests that are in the Dispute
Resolved status.

These Work Requests have previously been
Disputed by COS.

If Approved, Work Request will be paid.
If disputed again, the Contractor must resolve
again.

Be aware that there are 2 tools available:
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e Cost Approval — Only On-Demand Work Requests are displayed here
e PM Cost Approval — Only PM Work Requests are displayed here

Apart from the different data sets being displayed, the functionality of both pages is identical.
To avoid duplication, this guide will only provide guidance on one of the above pages,
however the principles documented apply to both pages.

&) Process

Navigate to COS Invoice Processing, select either Cost Approval, or PM Cost Approval.

Archibus €O Invaice Processing
O Search
New PIMS >
Favorites
clent >
T Space Inventory
Business Manager >
Oceupane
= Oispatcher »
B Spoce Chargeback S

o Preventive
@ Maintenance

anter

O Service Desk

Service Desk Manager >
Corrective
Maintenance
nventory Manager >
Condition o
3 e System Integrator >
perational Rej >
5 AssetPortal e
Management Reports >
£ capital Budgeting
Background Data >

z cPIMS
€OS Business Manager
Moves

‘Work Requests

& system

Contract Supervisor

COS Invoice Reporting >
€OS Financial Controller >
€OS User Funded Journal »
€OS Work Request Upload >

Date Range v

™ Tra k Team Code Jerm T
Building inct
Invoices Customize Columns
Page  0/0 Showing 0 of 0
| Estmsted  Achusl Esmsied  Achus Chagestie  Estrsted  Actual Chagesbie  Estmaied  Achual Chagestie | Estimsied  Ach
R |y age | WokTeam P e e [ G o . P con Yoo ot - on
Hours Hours - Cost Cost of Labor Cost Cost of Pants. Cost Cost of Tools Cost Cos.

Scroll to the Dispute Notes column to determine why the request was previously disputed. Click
onl[.]:
Invoices Customize Columns

Page  1/2 » b Showing1-100f20

Chargeatle Estmated Actual Chargeable
Oter Total Tota Total Purchase Order Code Invoice Status Dispute Noles R Batc
Cost Cost Cost Cost

$367.05 $0.00 $367.05 $367.05 0-UNDERSK-1 1 |Dispute Resoved JANDM | Invoice Disputed (7/1/2020 [.]
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: History:

1
1 Invoice Disputed:(7/1/2020 12:20:26) Placed in dispute to allow Cleanaway to :
I 2dd costs and then resubmit 1
1
1
1

Double-click into the Work Request to see if the required changes have been made:
Invoices Customize Columns
Page 1/2 » | Pl | showing 1-10 of 20

Request Work Team

Primary Trade Cost Type

If you are satisfied that the Work Request Costs are appropriate, then Approve by selecting
the A option in the Invoice Status column.

If you are still not satisfied that the Costs are appropriate, you may re-dispute the request by
selecting the D option. Be sure to add further comments for the Contractor.

rgeable
Purchase Order Code Invoice Status Dispute Notes Pl
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11. Close

11.1. COS Finance Officer — Generate Invoice
Certificates

Generate Invoice Certificates
COS Finance Officer

Monthly process of generating and dispatching
invoice certificates to Contractors.

Contractor Creates Tax Invoice and returns it to

Next Step COS for Payment

Every month invoice certificates are generated and dispatched via email to contractors so that
they can submit a tax invoice to COS for payment. Each invoice certificate is a summary of all
work requests that COS has approved for payment and that have not been included on a
previous invoice certificate.

&

Navigate to Generate Goods Receipt:
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Archibus
Search

— >
Rinerites

Gt

B Space Inventory
Business Manager

= Dispatcher

Space Chargeback Supervisor

Preventive aftspe
rafisperson

% maintenance e

Call Center

5 Service Desk

Service Desk Manager

Corrective

Maintenance

inventory Manager

Condition e e
Y movessmont System Integrator

Operational Reports
T Asset Portal

Management Reports
£ Capital Budgeting

Background Data
ePIMS

COS Business Manager
T Moves

Work Requests

5 system

Contract Supervisor

€05 User Funded journal

€05 Work Request Upioad

€OS Financial Controller

Select which invoice certificates need to be generated and then select the Generate PR Import

or Generate GR Import buttons.

Generate Goods Receipts

Work Team Code Email Address
r-= 4FOLD afold.com.au

IOl aces acesecurity.com.au finance@acesecurit...
101 scnveroosis e

= COOMES ombs.com.au

101 amsren vosgamaster.comu

: : APEX LOCKSMITHS accounts@apexlocksmiths.com.au

11.2.

Invoices

Objective

Overview

Version 2.1
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Email CC

ney.edu.au

dney.edu.au
ney.edu.au
ney.edu.au
ney.edu.au
ney.2du.au
ydney.edu.au

security.finance@sydney.edu.au

Vendor ID

00001

0002

@sw}]u @ B @

Under S5k Pending PR = Under S5k Awaiting PM Pending GR Reactive
PO Gl

oo -0oooo

Contractor — Invoice Certificates/Tax

Review received Invoice Certificate and create a

corresponding Tax Invoice

Contractor Finance Role

Review the Invoice Certificate(s) for accuracy.
Values against each Work Request are a direct
result from inputs provided by the Contractor.
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Create a Tax Invoice for the amount displayed on
the Invoice Certificate. The amount and PO line
number must match the Invoice Certificate for
successfully receipting.

Return both documents to COS or directly in Unibuy
for processing and payment.

Return Tax Invoice and corresponding Invoice
Next Step Certificate to COS or Unibuy so that the invoice

can be paid.

Contractors receive invoice certificates by email as they are generated (monthly).
Invoice Certificates include all Work Requests that have been Pre-Approved for Payment.

To receive payment for the amount stipulated on the Invoice Certificate, Contractors must do

the following:
1. Create a Tax Invoice for the amount shown on the Invoice Certificate (1 invoice per

certificate).

2. Ensure that the Tax Invoice includes the Invoice Certificate Reference Number.
Ensure that the Tax Invoice complies with any other statutory requirements.
4, Return the Tax Invoice and the Invoice Certificate to the nominated COS email

address.

Here is a sample Invoice Certificate:

S50 SYDNEY Work Reﬂuests
(USYDOO0 20200409)
Fm—————— Y
F— Chargeable 1 1
Waork Building Purchase Chargeable | Chargeable | Chargeablk | Chargeable |
Request | Code |WorkTvpe Sraln Order Code | “2%9U" | parts Cost | Tools Cost | Other Cost | Total Cost | |
']
5007333 |000-0102  |Preventive |Schedule of Rates By Role | 0000273695 50.00 $9,580.00 5$0.00 $0.00 1| $9.680.00 :
5907339 |000-0102  |Preventive |Schedule of Rates By Role | 0000273698 $0.00 $7.920.00 $0.00 $0.00 4| $7.920.00 :
5907340 000-0102 Preventive | Schedule of Rates By Role 0000273698 $0.00 $15.136.00 £0.00 $0.00 0| $15.136.00 |
59807341 000-13 Preventive |Schedule of Rates By Role 0000273698 $0.00 $14.520.00 $0.00 $0.00 ! $14,520.00 :
5907342 000-13 Preventive |Schedule of Rates By Role 0000273698 $0.00 $5.760.00 $0.00 $0.00 0| $5760.00 |
5907343 000-05 Preventive | Schedule of Rates By Role 0000273698 $0.00 $6.776.00 $0.00 $0.00 ! $6,776.00 :
Total $0.00 $59.792.00 $0.00 $0.00 1| $59,792.00 | )
[ _I S o
L)
Purchase Chargeable 1
Order Code Description I Total Cost 1
0000273698 | Wit I, T T ) B e G R T D i : $59,792.00 :

Version 2.1
February 2023
Work Request Management - User Guide Page 117 of 191



THE UNIVERSITY OF

SYDNEY

11.3. COS Finance Officer — Process Tax
Invoices

Process returned Tax Invoices.
COS Finance Officer

Check the returned Tax Invoice against the system
and update the Invoice number against the Invoice
Certificate in the system.

Tax Invoice is Green Stamped, and Contractor
receives payment.

@ Next Step

Contractors must return their invoice certificates to COS along with a tax invoice for the amount
shown on the invoice certificate (All amounts shown on an invoice certificates are exclusive of
GST).

COS must check that the total on the invoice matches the invoice certificate and the amount
shown in the system. If there is any discrepancy, the invoice should not be processed.

&

Navigate to Enter Invoice Number against Invoice Certificates:
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Archibus COs Financial Controller
£ search Gost approva
New PIMS >
Favorites PM Cost Approva
Client >
3 space inventory Generate Goods Receipts
Business Manager >
paney Oispatcher >
- Enter imvoice Number against |
S sopervser ’
5 Preventive o — . enerate User Funded Journal
% Maintenance
> Service Desk
Serica Dask anagr , process journal ey
Maintenance ew C
Concition
« B il System Integrator >
Operational Reports >
set Portal s s
S
conitl Budet Management Reports >
i Capital Budgeting nvolca Certificate Report
Background Data >
= epms
€OS Business Manager >
™ Moves
Work Requests ; Ve vendors
) System
Contract Supenvisor > portvendors
Craftsperson >
€O Invoice Processing >
€O Invoice Reparting >
€0 Financial Controller < ]
€Os User Funded journal >
€OS Work Request Upicad >

Identify the required Invoice Certificate from the list.

Ensure that the value displayed in Archibus matches that shown on the Contractor’s Tax Invoice.
If the values match, enter the Contractor’s Tax Invoice Number into the available field and
click on the Save button:

Enter Invoice Number against Invoice Certificates Bsiei @ % @

Filter Show  Clear

Primary Trade Required clear

Invoice Certificate

Invoice Certiicate Tota Chargeabie Eoet  involos Number ]
1 USYDOMANONGROUNDS20210328 s113 28000 ! ;
2 USYDOOREDFERNFLINN20180801 5389 00 1 :
5 usVDNTRILEMO1S0I29 s580599 ! 1
4 USVDIAFAC20180501 s8500 1 |
5| vewormromomans o |

All Tax Invoices should include the Invoice Certificate reference number to assist with aligning
the correct Tax Invoice with its corresponding Invoice Certificate.

11.4. COS Finance Officer — Close WRs

To close Work Requests
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COS Finance Officer

To close Work Requests that have undergone the
invoicing process.

Closed Work Requests will be archived and no
longer visible in the Maintenance Console.

A Archibus

L Search
¢ Favorites f Maintenance Survey Report

[H Space Inventory Maintenance Console

Corrective
Maintenance

Condition
¥ Assessment Operational Reports

i Asset Portal Management Reports
COS Business Manager

COS Invoice Processing

Use the available filters to restrict the data displayed, or select Filter to display all results:

Maintenance Console Basiiy © &« @
Work Requests Q locste (h Export &% Options
Refresh  Clear  Group by:Status -

Given that work requests needing to be Closed are only going to be in the Completed status,
a suggestion is to select only the Completed status from the available filters.

Once filters have been set as required, select the Apply button:
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Filters - =

Bsiiiv @ v

> General

v Request Status

Approved (
Assigned to Work Order i
Issued i
Stopped (
on Hal [
Completed
Escalated? T

Returned? [

v

v

v

v

v

v

From the resulting page, ensure that you have the Goods Receipt Batch ID
Receipt ID field displayed:

Select Fields

Available Fields:

Ready for Review of Payment

Location

Supervisor

Assigned to

Building

Building Name
Division

Department

Date to Perform
Time to Perform

Date Work Requested
Time Work Requested
Date Work Completed

Show

Visible Fields:

:Goods Receipt Batch ID
linvoice/Goods Receipt ID

Work Request

Problem Type

Location (Name)

Work Description/Comments
Actions

Priority

Due Date

Work Team Code
Reschedule Status

Revised Due Date

Hide Up

Concef

(o]
Q
=}

Reschedule Status

Equipment & PM Details
Location & Organization
People

Date Range

Costs

Risk Scores

Any Work Requests that have values in both of these fields can be Closed. Please do not
manually close a work request unless the work was not performed and supplier is not be paid.

The system automatically closes receipted work requests overnight.

Version 2.1
February 2023

Work Request Management - User Guide

and Invoice/Goods

Page 121 of 191



THE UNIVERSITY OF

SYDNEY

Maintenance Console

Work Requests
Qs 5 Quick Fikters « Filters (1) RPN
- -
| Goods Receipt Batch ID Invoice/Goods_ | Invoice Problem Type Location
— 1 Receipt ID Status or (Name)
J Request.
[ | Arcrisus_0000317752_20211130T183113%03  RC171373 Approved 5853418 PM MECHANICAL Education
SERVICE Building
04-409
1
[] | ARCHIBUS_0000334045_20210901T081859457  RC153855 Approved 5811281 PLUMBING SERV: Business
- Schoo
Codrington
Building
| 01110
10520090065 Approved 5918352 MECHANICAL 1.0 Stewart
SERVICES Building
|
| USYDOOBROADSPECTRUM20200630 09140401 Approved 5914614 MECHANICAL Centre for
! SERVICES Carben
1 Water and
[ - - 1 Food
01112
Close Work Request 5853418 - X

This action archives the request and prevents any further updates to
it

Close this work request?
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Work
Description
Comments

TMI-2068-PE-
3007 VRV
Spiit indoor
single FCU 1

Blocked toilet
reported

[) on behalf
of delivery
team

Attend Site
To
Investigate
on-going
Chiller Iss...

OMOH2821
# Chan
Work
Reque:
priority f
3t

The air
<onditioning
n the plant
Physiology
La..

Actions

Close

@svb}m’ QO % @
@ locste @ Export ¥ Options

Reschedule  Revised
Status Due Date

Priority

N7A cheduled
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12. Mobile App

The Archibus Mobile App is an application that can be installed on smart phones and allows
Craftspersons to update any Work Requests that are assigned to them.

The Mobile App provides limited functionality that includes;
e Creating a new Work Request
e Adding their time to a Work Request that is assigned to them
e Adding costs to a Work Request that is assigned to them
e Updating the status of a Work Request that is assigned to them

12.1. Login/Set Up

Install and configure the Archibus Mobile App
Craftsperson

Install the application
Launch the application
Configure the application for first use

Use the App, create a Work Request
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&) Process

Step

Image

1. Download and install the Archibus Mobile
Client App Version 4.0 onto your smart phone

archibus

Archibus Mobile Client 4.0

Arch:

7

2. Launch the application from your smart phone

12:34 pm

A

FaceTime Maps Photos Camera

Reminders Clock

00

Utilities ifestyl Health

2 1

iAuditor Settings

Calendar Contacts Archibus 4.0

3. Enter the Web Central URL:
https://campusassist.sydney.edu.au/archibus/

4. Select Connect

12:53 pm

rchibus

Web Central URL *

https://campusassist-uat.sydney.edu.au/archibus

[ ]

| Recent URLs |
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5. Enter your Unikey username e = 12188 P

A Archibus

Username *

6. Enter your Unikey password

7. Select Register Device

Password *

Note: Please contact the ICT Helpdesk on (02) 9351
2000 if you do not have your unikey password.

8. Your device will register, and you'll be logged . 12:54pm
into the App. A Archibus
U .
Next time you launch the app, these settings will be S
retained. HINIKEY ®
Password *
LA LI L L) Q
i -’n-\
Register Device
9. Select the cog wheel from the top right of ol lelstra. & 1254 pm
screen A Archibus
Asset & Equipment Survey
Assessment

Q Maintenance
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ol Telstra = 12:54 pm

10. Check the details displaying in the User section. | < Back User

. ERegistered User USERNAME
To change users on a shared service, log out of the '

App here. ‘Employee D USERNAME
gEma\I name.name@sydney.edu.au
Note: Do Not login to multiple devices with the same ™
one
username. This will result in application errors when you
attempt to do anything. Slang
Floor
Room
Division
Department
11. Select the Maintenance module from the menu wil Telstra = 12:54 pm

" Archibus

Asset & Equipment Survey

Assessment
Maintenance ]
12. On first use, the App will download background | EkEE 12:55 pm
data. The initial download may take up to 10- < Api

15 minutes to complete. Any subsequent o T
download and refresh will finish under 1 minute. E i | ETH

Once completed, the App is ready for use.

’l|\

Downloading
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Craftsperson

Use the Mobile App to create and submit a Work
Request.

Update Assigned Work Requests - Time

The creation of new Work Requests is not a common task for craftspersons to undertake.
However, as a result of conducting Preventative Maintenance activities, there may be
requirements to create Work Requests as assets are identified as requiring corrective
maintenance.

Step Image

1. Launch the Archibus Mobile App il Telstra = 12:54 pm

™ Archibus

Asset & Equipment Survey
Ty '

2. Select the Maintenance module from the menu

Assessment

Maintenance ]

3. Synchronise the App = 1116 am

//\

IR oo Y @

4. Select the My Requests button, ensure that you
are in the My Requests section.
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ol Telstra & 12:59 pm
[ ¢ J III @ li_ [ Status ) 9
Approved

5699852 FIRE 30/07/2019 Approved
testing linked work request on mobile
app
5699853 FIRE 06/05/2019 Approved
Test Link

No More Records

My Requests

Issued

5. To create a new Work Request, select the
white plus button located at the top right of

screen. | | R2) B (saus @

6. Mandatory fields that must be completed are:

Create Work Request

o Building 22/08/2019
e Floor Code (if applicable) Requestor USERNAME

e Problem Type Phone

e Cause Code (if known) Email hame.neme@sydney.sdu.zu

School Code
Department Code

Site

éBuwIding

iFloor

Room

Problem Location

gProb\em Type

ECause Code
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7. Mandatory fields that must be completed are
(continued): Create Work Request

Repair Type

e  Priority Equipment Code

e Description Equipment

Standard

Equipment
Description

%Pﬂof*‘[y Planned

%Descr\ ption

enter a description into this field - Testing

Safety
Revised Due Date

Reschedule Status

12:59 pm

8. Types of data entry — Look-up fields Buildings Done

. . G12 D)
These fields prompt a selection from a data base
list. Use the look-up field to display suitable options Code: G12 -
. Building: Services Building
and then select the most appropriate value.

Code: G12.P01
Building: Service Building Car Parking

No More Records

a4 Done
HG'] 2"

172 3 45 6 7 8 90

all Telstra =

9. Types of data entry — List Selection Problem Type Cancel

AUTOMATIC DOORS

These fields allow you to select from a list of

predefined options. BANNERS

BLDG ACCESSCARDS

Version 2.1

February 2023
Work Request Management - User Guide Page 129 of 191



THE UNIVERSITY OF

SYDNEY

il Telstra =

10. Types of data entry — Free Text Cancel
T oescrpon
In these fields, you may enter any text as required. enter a description into this field - Testing
Select Apply to lock in the information added into
the field.
ull Telstra =
11. To submit the Work Request, click on the X o
orange tick button at the top right of screen. Create Work Request

12. Your new Work Request will display in the all Telstra & 1:02 pm
Requested status in your My Requests section. £ Apps
i >
NOTE: Please click on Sync to send your requests to -
: Approved
the server. Until synced, created request or updates e
1 5699852 FIRE 30/07/2019 Approved
are saved locally on your device only. 5699852 FIRE soorzore
APF
5699853 FIRE 06/05/2019 Approved
Test Link
Requested
REQUESTED-8 FIRE Requested

enter a description into this field -
Testing

No More Records

Update the time spent on a Work Request via the
Mobile App.

Craftsperson

Use the Mobile App to determine what Work
Request have been assigned to you.

Determine the priority of assigned Work Requests
Input time spent on each Work Request.

Update Assigned Work Requests — Other Costs

Use the Mobile App to keep track of Work Requests that have been assigned to you and the
priority in which they need to be worked on.
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&) Process

Step Image

uil Telstra & 12:54 pm

1. Launch the Archibus Mobile App >
A
\ Archibus

2. Select the Maintenance module from the menu

Q Asset & Equipment Survey

Assessment

Maintenance ]

11:16 am

3. Synchronise the App : = =

I A sos ¥ 9

12:59 pm

4. Select the My Requests button, ensure that you
are in the Issued section.

M s )9

The number displaying in the section selector =
indicates how many Work Requests have been broved
i 5699852 FIRE 30/07/2019 Approved
GSSIQned to you to work on. testing linked work request on mobile
app
5699853 FIRE 06/05/2019 Approved

Test Link

No More Records

My Requests

Issued

My Requests

5. You can see the Issued and In Process or On
Hold Work Requests.

You will see those assigned to you by your
Supervisor in order of Priority, i.e., the
tradesperson assigned or scheduled date.
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5:23
4 Search

6. Select a Work Request to see more details

< Apps

Mo LYo

E
hole month

ssued and

6752509 PM MECHANICAL SERVICE
23/11/2022 09:00 am 1.00hrs
Equipment:K25-03-ROOF-11154-04-11154
nduct step: pe
k tatut € Boile
t

Priority 1 Emergency

6771807 CLEANING GENERAL 02/02/2023  Iss

15:34 pm 0.00hrs In Process
T J - M Stop feature

6771809 MECHANICAL SERVICES Issued and
02/02/2023 16:34 pm 2.00hrs In Process
Mechanical Services - Mobile Testing

Priority 2 Urgent

6407945 ELECTRICAL SERVICES On Hold for
20, 10:53 am 0.00hrs Parts
NGIN NG
jht
6464409 LIGHTING 30/11/2021 11:20 am On Hold for
Parts

0.00hrs
Equipment:2009230-11361
ink ls 1 strip light on

Issued

7. Within the Work Request, you can see the el
following information: n
Update
e Requestor, who requested the Work
Request
e Location, where the problem is Requestor
e Work Request Type, the category of work | = »
request =

e  Status, the status of the Work Request

School Code 2594

Department Code

8. Scroll down to see more.

Site M
Building 5

Flool ]

Room

n Location

Hou. ParlsoTooIs Costs  Doc.. Ref..  Che.
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9. When you scroll down, you will see the
following fields:

o Description, from the requestor identifying
what the problem is and what needs to be
done to fix it.

e Customer Notes History, a history of any
comments made by the customer regarding
the request.

o New Customer Notes, any additional

o New Craftsperson Notes, any additional
notes you may enter, visible between COS
and supplier.

10. Once you are ready to commence work, click
the Start button.

notes you may enter visible to the customer.

Update

Mew Craftsperson Notes

Customer Notes History

MNew Customer Motes

Step Comments

Ho... | Parts | Tools | Costs | Do... | Ref.. Ch...
———

11. After you click on the Start button, the Select
Work Type screen appears.

Material Pickup

Job Setup or Prep.

Wiait for Security
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12. If you select the Work button as the Work Type, it
auto-calculates the time you spend on the work
request after you click on the Start button.

The time shows as Job Totals at the bottom of the
screen.

/)

Update

Select Work Type

Travel Time

Update

Mew Craftsperson Motes

tasting auto time update

Customer Notes History

Mew Customer Notes

testing for custormer

Stap Comments

Ho... Parts | Tools  Costs Do.. Ref... Ch...

13. To indicate that the Work Request has been
completed, you can click on the Stop button at the
bottom of the screen.
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Update

Mew Craftsparson Notes

testing auto time update

Customer Motes History

testing for customer

Step Comments

Stop

Job Totals:3m

Ho... | Parts  Tools | Costs | De.. | Ref.. GCh...
——

14. When the Stop button is clicked, you need to

Is the job complete?

Select the button that applies:
e Yes

e No

o No, place on Hold

confirm if the Work Request has been completed:
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15. If you select the Yes button, a screen with a
Complete button appears.

NOTE: Please do not use the Additional Comments
on this page. Please enter all notes under New
Craftsperson Notes or New Customer Notes.

If the Work Request has been completed, click
Complete. Once completed and synced, this work
request will be removed from your mobile app.

Note that your supervisor is still able to update
this Work Request within the Campus Assist
(Archibus) web-client.

16. To confirm completion of the Work Request,
select either Yes or No.

If Yes is selected, the Work Request will be
indicated as Completed in the Issued and In
Process section.

Complete

This action marks the request as Completed
A Supervisor can update labor, parts,
( comments, and other work details until the
request is Closed.

Complete the work request?

No i Yes

2:32

n
Mok v e

Issued and In Process

< Apps

6769051 MECHANICAL SERVICES
08/12/2022 14:00 pm 6.00hrs

No More Records
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17. If you select No, place on hold, the status changes
to On Hold and you can enter the reason for
putting it on hold.

18. When you select the Resume button, it takes you
to a screen where you have an option to add
Comments before clicking the Resume button.

19. Once you click the Resume button, you can
click the Stop button when you have completed
the Work Request.

WMo (Yo

6752509 PM MECHANICAL SERVICE Issued and
23/11/2022 09:00 am 1.00hrs In Process
Equipment:K25-03-ROOF-11154-04-11154

Priority 1 Emergency

6771807 CLEANING GENERAL 02/02/2023  |ssued and
15:34 pm 0.00hrs in Process

le Start Stop feature

6771809 MECHANICAL SERVICES
12/02/2023 16:34 pm 2,00hrs

M 5 Mot G 1

1

:

Update

Isaued and In Process

C = )
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20. This then takes you back to the Is the job
complete? screen.

If you click Yes, follow Steps 15-16.

Is the job complete?

Do you still need to add Parts and Costs or edit
o Selact MO’ 1o {0 back and adil

12.4. Update Assigned Work Requests — Other
Costs

Add other costs to a Work Request via the Mobile
App.

Craftsperson

Use the Mobile App to add other costs to a Work
Request, this can include:

e Parts
e Tools
e Costs (Other, such as materials used)

Update Assigned Work Requests - Statuses

() Next Step

Use the Mobile App to keep track of Work Requests that have been assigned to you and the
priority in which they need to be worked on.

@

Step Image

1. Launch the Archibus Mobile App

2. Select the Maintenance module from the menu
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il Telstra & 12:54 pm

™ Archibus

Asset & Equipment Survey

Assessment

Maintenance ]

3. Synchronise the App

T
4. Select the My Requests button, ensure that you | EhEEEka 12:69 pm
are in the Issued section. <
. . . . o L = saws @
The number displaying in the section selector [ = o b { =
indicates how many Work Requests have been Approved
H 5699852 FIRE 30/07/2019 Approved
GSSIQned fo you to Work on. testing linked work request on mobile
app
5699853 FIRE 06/05/2019 Approved

Test Link

No More Records

My Requests

Issued

My Requests

5. Work Requests are categorised by Status. You
will only see Work Request that are in a status
that you can work within.

o |ssued and in Process

e On Hold

6. Select a Work Request to see more details
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1:36 pm

4
il <> Y

i Issued and In Process

5699121 FIRE 06/05/2019 Issued

re Exit

5776377 FIRE 22/08/2019 Issued

5708147 PM FIRE 16/09/2019 Issued

5708148 PM FIRE 16/09/2019 Issued

i On Hold

5708149 PM FIRE 16/09/2019 On Hold

Issued

M REEER 1:36 pm
- '/
7. Within the Work Request, you can see the o ¢
following information: Update
e Requestor, who requested the Work Requestor  NamEnNAVE
Request
Phone 12345678

e Location, where the problem is

Email name.name@sydney.edu.au
e Work Request Type, the category of work
requesf Schoaol Code 1014
e  Status, the status of the Work Request Department Code 1861
Site 02

8. Scroll down to see more. Floor
Room

Problem Location

éF>m: em Type FIRE

Status Issued and In Process

" ora. @ parts | Tools ECostscooc.,. Re...

9. Within the Work Request, you can see the
following information:

e Description, from the requestor identifying
what the problem is and what needs to be
done to fix it.

e Customer Notes History, a history of any
comments made by the customer regarding
the request.
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e New Customer Notes, any additional

o New Craftsperson Notes, any additional
notes you may enter, visible between COS
and supplier.

notes you may enter visible to the customer.

Update

New Craftsperson Motes

Customer Notes History

New Customer Motes

Step Comments

10. Select the different cost categories form the
tabs, located at the bottom of screen.

The number represents how many instances of each
category have been assigned to the Work Request.

Status Issued and In Process

‘ Cra...q Farlsq Toolsq Costsq Doc...q Ref... ‘

11. Parts

Either adjust an existing entry or use the available
fields to input a new entry.

e Select a Part Code from the list
e Select a Storage Location from the list
e  Enter the Quantity Used

The + symbol clears the form which allows you to
enter new information.

The ¥ saves the entry you have just made.

ull Telstra 10:38 am

< A A

Parts

Parts

CHES2000 MAIN 0.00

CH1659 MAIN 110

Add Part

Part Code *

Storage Location
Code *

Quantity Estimated (.00

Quantity Used 0.00 °
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10:38 am

12. Tools lA‘

Tools

Either adjust an existing entry or use the available
fields to input a new entry.

Tap ¥ to assign new tools

Select the Tool Code from the list
Enter Date Scheduled

Enter Time Scheduled

Enter Date Started

Enter Time Started

Date Finished

Time Finished i
Enter Straight Time Hours Used (total time the
tool was used for the task) Date Scheduled *

ghyw Scheduled * 23:18
It is recommended to use the Start and Stop :

button timers so as to accurately record start
and finish times/dates.

13. Other Costs wil Telstra =
< f

Use this feature to add any other costs that

cannot be captured in any of the more specific Other Costs
craftsperson, tools and parts sections.

Tap T to add new costs

Either adjust an existing entry or use the available R —

fields to input a new entry.

Add Other Cost

N .
Resource Type, select from the list ther Resoue® | Materia
e Enter a description Type *
° Enfel’ fhe qUQnﬁfY Used Other Resource enter details here
. . Description
o Enter the total cost into the Actual Cost field
Quantity Used 2.00 °
Units
Estimated Cost 0.00
Actual Cost 200.00 ° :
]4. Synchronise The App il Telstra = 11:16 am

[/
>

I s Y 9

< Apps
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To change the status of a Work Request on a
mobile device.

Craftsperson

To progress the Work Request through to its
completion.

Use the Mobile App to keep track of Work Requests that have been assigned to you and the
priority in which they need to be worked on.

Step Image

1. Launch the Archibus Mobile App il Telstra = 12:54 pm

J /
Archibus
2. Select the Maintenance module from the menu
o

Asset & Equipment Survey

Assessment

Maintenance ]

ol Telstra = 11:16 am

/N

IR s ¥ 9

3. Synchronise the App

< Apps

4. Select the My Requests button, ensure that you
are in the Issued section.

The number displaying in the section selector
indicates how many Work Requests have been
assigned to you to work on.
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il Telstra & 12:59 pm
<
[ it ) lll ‘9 1& [Stalus Q
Approved ‘
5699852 FIRE 30/07/2019 Approved

testing linked work request on mobile
app

5699853 FIRE 06/05/2019 Approved
Test Link

No More Records

My Requests

Issued

()

5. Work Requests are categorised by Status. You = 1:36 pm
will only see Work Request that are in a status I‘
that you can work within. > Y

i Issued and In Process

o |Issued and in Process
5699121 FIRE 06/05/2019 issuied

e On Hold —

5776377 FIRE 22/08/2019

6. Select a Work Request to see more details

5708147 PM FIRE 16/09/201¢

5708148 PM FIRE 16/09/2019 Issued

i On Hold

5708149 PM FIRE 16/09/2019 Ont

Issued

7. Within the Work Request, you can see the
following information:

e Requestor, who requested the Work
Request

e Location, where the problem is
e Work Request Type, the category of work
request
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ull Telstra =

e Status, the status of the Work Request

< o

Scroll down to see more.

22/08/2019

Requestor waweNwE
Phone 12345678

Email name.name@sydney.edu.au
School Code 1014

Department Code 1861

Site 02
iBuilding G12
Floor

Room

Problem Location

Issued and In Process

E Cra.uogPans Tools | Costs®:Doc... | Ref...

8. Within the Work Request, you can see the
following information: n

. . . . . U- j’t
e Description, from the requestor identifying o

what the problem is and what needs to be
done to fix it.

e Customer Notes History, a history of any
comments made by the customer regarding
the request.

Gustomer Notes History

e New Customer Notes, any additional
notes made by the customer.

New Customer Notes

Step Comments
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9. Change the Status by selecting from the drop-
down list located top right of screen.

Complete

Hold for Parts
Hold for Access
Hold for Access
Hold for Quote

Prior to selecting any status, ensure that you have
added a reason into the Craftsperson’s Notes
section of the Work Request.

Note: Once a Work Request has been put On Hold,
the status can no longer be updated by a
Craftsperson until the Work Request has been
rescheduled by COS.

10:38 am
[/

Description

Conduct steps asperp : Hold for Labor
Statutory A6.3 Bollers-

Hold for Access

Hold for Quote
Craftsperson Notes His

New Craftsperson Notes

10. Complete Status, acknowledge the pop-up
note.

Note that your supervisor is still able to update this
Work Request within the Campus Assist (Archibus)
web-client.

11:16 am

I /
&

Update
Description

Conduct steps as per procedure for 1 Day and 1 Week,
Statutory A6.3 Boilers - Gas Fired, for the whole month

Craftsperson Notes History

Complete

This action marks the request as Completed.
A Supervisor can update labor, parts,
New ( comments, and other work detalls until the
request Is Closed

Complete the work request?

No Yes

11. On Hold Status, acknowledge the pop-up note.

Note that there may be penalties imposed on your
company as a result of putting Work Requests on
hold without justification. It is suggested that you
seek confirmation from your supervisor prior to
proceeding with this action.
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11:16 am

Update

Description

Conduct steps as per procedure for 1 Day and 1 Week,
Statutory A6.3 Boilers - Gas Fired, for the whole month.

Craftsperson Notes History

Hold for Access

This action puts a request on hold while
waiting for parts, the appropriate trade, or
New ( security access. You can stop or complete a
request that Is on hold

Put on hold the work request?

No Yes
12. Synchronise to update the App <l Telstra 2 11:16 a0
< Apps A
Note that Work Requests will display in the current R sas Y 9
status with a red dot until the App is synchronised. N ey e M e
: 6752492 PM MECHANICAL SERVICE @n Hold f
: [’J‘UIDK‘“L‘I‘W'. 25‘124’25 l"‘ ?40.":;
] ict stey L
1 |
] th
b o o o e o o e

6752493 PM MECHANICAL SERVICE Buec
)/11/2022 1.00hrs

EqQuipment:2015076-11153
 ste dure

13. Updated Status Istra 3 1116 am
[/

Note that after the App has been Synced, Work Ml e sews Y 9
Requests will be updated and will display in the

correct status 6752508 PM MECHANICAL SERVICE sue

)/11/2022 80:00 am 1.00hrs

Equipment:K25-03-RO0F-11154-03-11154
t " L

Completed Work Requests will no longer display

for you. .
6752509 PM MECHANICAL SERVICE sue
022 09:00 am 1.( y
. . . EqQuipment K25-03-R0O0F-111
You will continue to see Work Requests that are in £ &
an On-Hold status. However, you cannot work on ‘
these Work Requests until they have been On Hold
rescheduled and reverted to the Issued status by | Ga TS ELECTRICAL SERVIGES
COs. e

6321880 LIGHTING 27/10/207

a0 Labor
8.00hrs =

hic g the lights to 1
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There are specific rules in place that govern processes for specific Problem Types. Some
problem types require an estimation and approval step, some don’t. Some problem types
require a scheduling step, others do not. There is also variation depending on the priority
rating of the Work Request.

SLAs have a direct impact on whether a Work Request can be Assigned (and subsequently
Issued to a contractor).

Where an SLA states that the Work Request requires both an Estimate and a Schedule, COS is
unable to Assign the request until those activities have occurred.

In this situation, only the Estimate has been approved (note the blue dot) so the Assign icon is
disabled:

In this situation, both the Estimate and Schedule have blue dots, so the Assign icon is available
for selection:

| 1
@ iR

Where the SLA dictates that neither an Estimate nor a Schedule is mandated, the Work
Request can be Assigned immediately:

This section provides information on which Problem Types require estimation/scheduling, and in
which circumstances they are required.
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13.1. Soft Services

Scenario: Estimates and /or Scheduling are required for all P3, P4 and P5 Work Requests. P4
and 5 are estimated by COS supervisor, therefore no estimation approval is required. P1 is
auto-issued after approval by COS supervisor.

1A SLAs by Problem Type

Stores and Dock Linen
Cleaning General Pest Control Services
Decontamination Waste Biological &
Confidential Waste Clinical
For P1 after Problem TYPe . Laundry Waste General

approval it is
auto issued

Requested -
@ equestec Priority 3 Priority 4 &5

Okt v v
@ Estimate
by COS Supervisor
Estimate
by Contractor

Schedule

by Contractor

L QAN

Approve Est.

@ Approve Schd

Complete

by Contractor

@ \(crify

C 4 X X X X X
C €  «
C 4 X X %X %
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13.2. Hard Services

Scenario: Estimates and /or Scheduling are required for all P3, P4 and P5 Work Requests. P4
and 5 are estimated by COS supervisor, therefore estimation approval is not required. P1 is
auto-issued after approval by COS supervisor.

A SLAs by Problem Type

Building Lift Services
X Hard Serv Cranes & Hoists Lighting
_ Electricity & Hoists Mechanical
Emergency & Exit Services
s Problem Types Lightning Plumbing Services
approval it is Fire Isolation Roof & Gutter
auto issued Fire Services Test & Tag
Fume Cupboard Water Treatment

R psted ..
O " rioysJrreysas

@ Approved J

s?I
g.
&
L QN

by COS Supervisor

Estimate

X

X

() S X
X
X

v

v

4
i
1
Z

Approve Schd

Complete

by Contractor

CL Q€ L XA
C 8 XA X X x

Verify
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13.3.  Security Services

Scenario 1: Estimation and Scheduling are completed internally by COS Supervisors for all P1-
5 Work Requests.

A SLAs by Problem Type

Problem Types

Traffic & Parking | Temp Permit
Parking Meters
Traffice & Parking
Traffic & Parking | Barricading

Requested

by Requestor

Approved
by COS Supervisor

Estimate
by Contractor

Priority 1,2,3,4 &5

7
®
5
c
3,
<

Schedule

by Contractor

Estimate & Schedule
by COS Supervisor

Complete

by Contractor

Verify
by COS Supervisor
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Electronic Auto Doors
Electronic Security
Locksmithing

Problem Types Locksmithhing | Keys
Locksmithing | Locks

@ Requested Priority 1,2,3,4 &5

by Requestor

Approved
by COS Supervisor

Estimate
by Contractor

Schedule

by Contractor

X
X
Estimate & Schedule
@ by COS Supervisor J
v

Complete
by Contractor

T v

by COS Supervisor
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. Security Services | Conciergetasks
Secu rity Security Services | Lock Unlock
Security Services | Out of Hours
Problem Types Security Services | Traffic Ctrl

Security Services

Requested

by Requestor

Priority 1,2,3,4 &5

Approved
by COS Supervisor J

Estimate x

by Contractor

Schedule x

by Contractor
Estimate & Schedule

by COS Supervisor

Complete

by Contractor

¢ < S

Verify
by COS Supervisor
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Scenario 2: P1-2, estimation and scheduling are completed internally by COS Security
Supervisors. P3-5, estimation is completed by COS Security Supervisor, scheduled by a
Contractor Supervisor, and the schedule comes back to a COS Scheduler to approve.

1A SLAs by Problem Type

. Security Services | Training
Secu rity Security Services | ConciergeStaff

Security Services | Patrol Service

Problem Types

Dl v y

X x

x v

Q) ,, simaee v

Schedule
by COS Superviso

Approve Schedule
by COS Superviso
Complete

by Contractor
Verify

by COS Supervisor

Q\x\‘\
C & & X%
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14. Specific Rules = On Demand Work
Requests

This section contains information on specific rules that apply to each service line.

Use COS Security Operations or COS Security
Technical as Work Teams for any Work Requests
not assigned to a contractor (completed in house).

All Work Requests must be Ready for Review of

Payment = Yes prior to being Verified

Soft Services will use both the Trades section and
the Part section in the estimating process.

Hard Service will use the Trades section only in the
estimating process.
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15. Planned Preventative Maintenance
(PPM)

Maintenance managers use preventative maintenance procedures to define the preventive
maintenance work required for maintaining locations and equipment.

This involves first outlining general procedures for planned preventative maintenance (PPM)
tasks, such as safety checks, cleaning projects, filter replacements, and daily security tasks. This
procedure should be written so that the procedure can apply to multiple locations or
equipment items. You can outline the procedure's various steps with individual step records, or
group together all the steps in one step record. As part of setting up your procedures and
steps, you can define the resources required for executing the procedure, such as the types of
labour and tools required.

Once you define a PM procedure, you can assign it to particular equipment items or areas that
require the planned preventative maintenance described in the procedure. For example, you
can define a procedure for changing air filters and then assign it to all equipment items that
require air filter changes. Once the procedures are assigned to equipment items and locations,
you define a scheduling pattern for executing the procedure on these specific locations and
equipment. When you generate PM work orders, the system uses the defined scheduling
pattern to determine the work that should be executed on each date.

There are a suite of tools available within the Maintenance Manager for the management of
PPM:

" Archibus

O search M Planner

Favorites

@@ Space Inventory evel Agreements

\ Occupancy aintenance Report Builder

% Space Chargeback

Preventive
Maintenance

> Service Desk

Corrective
Maintenance

Condition
¥ Assessment

] Asset Portal

£ Capital Budgeting

Operational Reports

ePIMS

Management Reports

i Lo Background Data - Facilities

@ System Background Data - Maintenance
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15.1. PM Workflow

The Maintenance Manager menu items align with the key activities required fo establish and
manage PPM routines:

Steps & Resources (What Needs to Be Done)

i
.

Define Procedures, } Identify the Activity
L

csccancee

' Establish a Relationship between the
E Activity and a Location or a piece of
: Equipment

Assign Procedures to
Equipment or Location

cscscccse

i
! Set the frequency the activity is to occur
Define PM Schedules E (daily, weekly, monthly, quarterly,
: annually etc.)

i
Define PM Schedule + Set the starting date and establish the
Dates by PM Schedule il schedule

i
Generate PM Work E
Orders '

jo
c
m
e,
3
oQ
o
-
w
(2]
=
[1°]
Q
c
™
w
I
o
Q.
-~
-
=]
=
-
1
]
o
v
m

Release the established schedules ‘
L]

(Work Orders generated and sentto !
contractors) ‘

1]

Maintenance
Module
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15.2. PM Planner

Once maintenance managers define PM schedules and generate the schedule dates, they can
use the PM Planner for a graphical overview of the upcoming work for each week, and then
drill down to individual PM Schedules to view past and future scheduled dates, along with the
status of the associated work orders.

With the PM Planner, you can graphically see which jobs are coming up, which are completed,
and which were missed or deferred. When you spot problems, you can edit future schedule
dates directly from the PM Planner.

Planning of Preventative Maintenance
COS Scheduler
Utilise the PM Planner tool to review future

scheduled PM

Define PM Procedures

Select from the menu:
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\ ArChibUS Maintenance Manager

2-Week PM Work Schedule

O search

Favorites Maintenance Console

E Space Inventory Manage Service Level Agreements B Define Maintenance Checklists

Occupancy Il Maintenance Report Builder
S Space Chagebick Maintenance Survey Report

edures, Steps, and

:
Preventive
Maintenance

ew Procedures by Primary Trade

> Service Desk

Maintenance Manager
Corrective =
Maintenance vpsato
rocedures to Equipment or
Craftsperson

Condition

Assessment

Forecast Reports

5 Asset Portal

Service Desk Manager

Define PM Schedules

7 Capital Budgeting

Operational Reports
J Define PM Schedule Dates by PM

ePIMS

Management Reports

Define e Groupings

W Moves Background Data - Facilities

& View PM Schedules
ystem Background Data - Maintenance

ler Generation Rules

800

View Active PM Work Orders

Use the filters available at the top of the page:
PM Planner Ssvici @ 6 @

Work Schedule

r
! . T o Recent
- - - - - - d

The results are displayed in Gantt chart style:
PM Planner B @ ®

Work Schedule £ Optians

¢ January 2023 February 2023 March 2023

3
]

-

> @ 4 4 - Ee B B B B B B B
o A

> 11102

> o A

> i A

» 1108 A

Clicking on the cog icon gives options:
- Group by Equipment Standard
- Select (add/remove) fields
- Display options
- Export to a spreadsheet
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PM Planner

Work Schedule {3 options

Equipment C...  Site Code Location Interval PM Procedure

2 heduled...
> 0% ontime O scheduled
> 0% ontime  Oscheduled
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15.3. Define Procedures

Procedures are the instructions and resources required to complete a specific activity at a
planned frequency in order to maintain an asset in line with industry standards, or for the
provision of regular services as required by the University.

A procedure must contain these components:
- A Unique identifier and a link to a defined Primary Trade/Purchase Order
- Step(s), as many as required to provide instruction on what must be done
- Resources required to complete each Step. Resources can include;
o Trades (People to do each step)
o Parts (Any parts or materials required for each step)
o Tools (Any equipment to do each step)

Define PM Procedures

System Admin/SAMP

Set-up the procedures with corresponding steps
and resources required to perform that task or
activity.

Assign PM Procedures

Navigate Here:
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Manage Service Level Agreements

Maintenance Report Builder

Maintenance Manager

PM Planner

2-Week PM Work Schedule

Maintenance Survey Report

) Space Chargeback

Preventive
Maintenance

Service Desk
Maintenance Manager

Corrective

" Maintenance Supervisor

< Craftsperson
Condition
Assessment

Forecast Reports

] Asset Portal
Service Desk Manager

) . efine PM Schedules
ChefalSxcles e Operational Reports

M Schedule Dates by PM
ePIMS

Management Reports

M Schedule Groupings
% Moves = = s VeRne
Background Data - Facilities

View PM Schedules

3 System Background Data - Maintenance

Use filters and click on Show to see existing procedures:

Define PM Procedures, Steps, and Resources

T Pl Procedure M Procedure Description

1

[ , [ Py
| Primary Trade Problem Type
1

_————]

SO AORS

Or, click on Add New to create a new procedure:

Define PM Procedures, Steps, and Resources

Filter Show  Clear

oM PM Procedure Description

Primary Trade Problem Type

instructions

save  Delete

PM Procedure’

Std. Units per Hour

To edit an existing Procedure. Select a procedure from the list:
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Define PM Procedures, Steps, and Resources @wmw @ B @
Filter Clear
PM Procedure P Procedure Description Procedure Type
Primary Trade Problem Type )
struetions
Procedures, Steps, and Resources Add New Procedures

, ACE1PATCTAPM
Guard at Grade 2,
, ACETPATCTSAM-1D Patrol Se

e 1, CITY, Thursday, 12:00 to 06:00+1,

Brocedure Docur
e 1, CITY, Friday, 06:00to 18:00, (1 Guard at ocedure Document

" Guardatbeade gk - 1 o !
- ] - B I
PA rol v icl ¥, Tu

I, ACE1PATCT2AM-1D Patrol Se | (acerparc Patral Services Vehicle 1 AT Tue

: de 2), Year Round 1 mary Trade Procedure Type 1
| aces Location v !
}  Std. Units per Hour Std. Units (sq. ft. stc) 1
| |
1
H uipment I
| |
1 PM Procedures to Suppress 1
1 1
1 I
I ]
' ]

Grade 2). Year Round L

Expanding the Procedure title will display any linked steps/trades/parts:
Procedures, Steps, and Resources Add New

) ACETPATCT1AM-1D Patrol Services Vehicle 1, CITY, Monday, 06:00 to 18:00, (1 Guard
at Grade 2), Year Round

ACE1PATCT1PM-1D Patrol Services Vehicle 1, CITY, Monday, 18:00 to 06:00+1, (1
Guacd at Gracle 21 Yeac2ound

»

» ACE1PATCT2AM-1D Patrol Services Vehicle 1, CITY, Tuesday, 06:00 to 18:00, (1 Guard
at Grade 2), Year Round

1 STEP 1 Patrol Services Vehicle 1, CITY, Tuesday ... H
1 1
! Trade ACEGRAD2WKDAY 1

[ —— _—— —_ _—I
» ACE1PATCT2PM-1D Patrol Services Vehicle 1, CITY, Tuesday, 18:00 to 06:00+1, (1
Guard at Grade 2), Year Round

Key fields that are required for PM Procedures are:

Field Comment

PM Procedure Free text, create a PM Procedure title as per
the agreed upon naming convention.

Primary Trade Select the required Primary Trade from the
look-up list.

Purchase Order Code Must link to a valid purchase order code
(assigned to the selected Primary Trade).

Cost Type For Security, use Schedule of Rates by Role
or Schedule of Rates by Human
Hard services will normally use PPM Cost.

PM Procedure Description Free text to describe the activity.

Equipment Standard Select an available equipment standard (if
required). Note: you will be restricted to
selecting only equipment items of this
equipment standard.

PM Procedures to Supress If this PM Procedure overrides another, then
enter the PM Procedure(s) that are to be
overridden here. Use “ “ (before and after).

Procedure Type Either Location or Equipment.

Security and Soft Services will typically use
Location when the procedure relates to a
service.
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Equipment is typically used by the hard
services trades as the activity relates back to
a physical asset.

Problem Type

Select from available list in database.

PM Procedure Naming Convention
Here is a sample PM Procedure Title:

PM Procedura”
TAGGL1114M1713M;

AGC is an abbreviation of the Primary Trade (the company assigned the activity)
1114M17.1 is the Equipment Standard (Hard Services)
In place of an equipment standard reference, Soft Services uses an abbreviated

description E.g.: D17DECON

In place of an equipment standard reference, Security uses an abbreviated

description E.g.: 1IPATCT1AM

3M is the frequency (daily, weekly, monthly, quarterly, annually etc.).

Procedure Steps

Under a Procedure, you should only have 1 step. A step is a set of instructions that must be

carried out.

The system does allow multiple steps to be created, however it is important that only 1 step is
created. All instructions for the PPM task must be included in this 1 step.

Procedures, Steps, and Resources Add New

=
B
L

—_———

ACE1PATCTIAM-1D Pai e 1, CITY, Monday, 06:00 to 18:00, (1 Guard at
g ar Round

Procedure Steps

Field

Comment

PM Step Code

Enter 1 into the step code field. Do not enter
any other steps or values.

Instructions

Provide instruction on what activities must
occur. Reference any relevant standards.

Trades

Under a Procedure Step, you can have multiple trades. Any trades nominated are responsible
for completing the activities as instructed in the linked Procedure Step.

Procedures, Steps, and Resources Add New

+ ACEIPATCTIAMAD Patrol Services Vericle 1, CITY, Mondsy, 06:00 o 18:00,(1 Guard at save || Delete

Trades

Field Comment
Trade Code Select the required Trade Code from the
available list.
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Hours Required Amount of time that is allowed for a
tradesperson fo complete the activity.

The information entered into these fields will directly impact the costs incurred for the
completion of this PPM activity.

PARTS

Under a Procedure Step, you can have multiple parts. Any parts nominated must be used in the
completing of the activities as instructed in the linked Procedure Step.

Procedures, Steps, and Resources  Add New Parts

. ACETPATCTIAM-1D Patr
e Jsariung
I+ sTEP1

Vehicle 1. CITY, Monday. 06:00 to 18:00, (1 Guard at
5 Vehicle 1. CITY, Monday. 06: 800, (1 Guart save || pelete

ACEGRAD2WKDAY

Field Comment

Part Code If standard parts are to be replaced or used
as part of completing this activity. Enter the
appropriate part code here.

Qty Required The number of parts that are to be used to
complete the activity.

The information entered into these fields will directly impact the costs incurred for the
completion of this PPM task.

Tools
Under a Procedure Step, you can have multiple tools. Any tools nominated must be used in the
completing of the activities as instructed in the linked Procedure Step.

Procedures, Steps, and Resources Add New Tool Types

Trade ACEGRADZWKDAY

Field Comment

Tool Type Select the required Tool Type from the
available list.

Hours Required Amount of time that is allowed for a use of
the tool to complete the activity.

The information entered into these fields will directly impact the costs incurred for the
completion of this PPM task.
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15.4.  Assign Procedures

Assign Procedures to Equipment or Locations

After defining your general preventive maintenance procedures, the next step is to assign
these general procedures to specific equipment items and locations.

For example, if you have defined a general procedure for changing a filter, you can assign
this procedure to each equipment item whose filter must be changed. Or, if you have a service
activity performed by a patrol guard daily. That procedure can be assigned to a specific
location (such as a building or a campus).

Assign Procedures to assets or locations
System Admin / SAMP

Assign previously defined procedures to the
relevant asset (equipment), or location.

Define Schedules

Navigate here:
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Manage Service Level Agreements

Maintenance Report Builder

Maintenance Survey Report

Maintenance Manager

1= [ENERI
52-Week PM Work Schedule

efine Maintenance Checklists

Service Desk

Maintenance Manager

Corrective
Maintenance

Condition
Assessment

3 Asset Portal

# Capital Budgeting

ePIMS

% Moves

@ Ssystem

Supervisor

Craftsperson

Forecast Reports

Service Desk Manager

Operational Reports

Management Reports

Background Data - Facilities

Background Data - Maintenance

Define PM Schedules

ne PM Schedule Dates by PM

Schedule Groupings

View PM Schedules

Generate PM Work Orders

Manage Work Order Generation Rules

View Active PM Work Orders

Use filters to restrict the data displayed and select Show:

Assign Procedures to Equipment or Location

Filter Clear

T Site Code - School Code - D-éT:ra'lmeﬂ Code -':
]
i i
! 1
1 Building Code Floor Code Room Code i
1
: 1
]
1 Equipment Standard Equipment Standard Description Equip. Status | No Procedure
] -
: | o
- - - - - _——
Equipment Location System
.
Equipment

If assigning a procedure to an asset, select the Equipment tab: (normal when an asset is being

maintained).

Equipment Location

Equipment Code:
075152 3 4 5

O Equipment Code

O 2005742
000-01-EXT-EXT-124

000-01-EXT-EXT-

000-01-EXT-EXT-

000-02-EXT-EXT-124

Once you have identified the specific asset

System

6357

“ Equipment Standard

819370 A B

C25501 D 26336 E2867 F35127 G22832 H44026 |10

Equipment Standard Description

Fume Cupboard Fan
Hyd-Landing Valves-Twin

Hyd-Landing Valves-Twi

Hyd-Landing Valves

Hyd-Landing Valves-Twin

Procedures have already been assigned to it:
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Note: If the Equipment Code is bolded, then it already has procedures assigned. Un-bolded
Equipment Codes don’t have a procedure assigned yet.

Assign Procedures to Equipment or Location Basiy 0 B @

—_———
Filter : show | Clear Assigned Procedures for:000-13-XS-0SB-14380-01  Delete Selected

Site Code School Cooe Department Code (]  PMProcedure  PM Procedure Description

| O 8RS1a380ST-1Y  Residual Current Deviee 30
Bullding Code Floer Code Room Code 1 BRS14380ST-6M  Residual Current Device 30mA TMI-2069-PE-1004, .
Equipment Standard Equipment Standard Description Equip. Status. No Procedure
[ 1
Equi Locati Syst H i i
£LETE —— Jn 1 Add Procedures from lower list (available)
Equipment Code: H H H
i into the upper list (assigned)
016 15 218310 315624 417702 §2737 §36 7145 §1 970 AT Psass C2SK01 D633 E2667 FIS127 G H 425 |10 J22137 K24 L2 M
Equipment Code + Equipment standard Equipment Standard Description 1
]
0 12401 Hyd-Landing Valves-Twin !
1438
4378 tre !
14380 Residual Current Device 30mA
600-13.X5-056-14380-02 14380 Residual Current Device 30mA i ([E———
000-13-X5-05B8-14380-03 14380 Residual Current Device 30mA
PM Procedure PM Procedure Description
000-13-X5-05B-14380-04 14380 Residual Current Device 30mA
000-13-X5-0SB-14380-05 14380 Residual Current Device 30mA
000-13.X5-058-16240-01 16240 Water Meter = Fire Alarm Testing.
000-13-X5-05B-16240-02 16240 Water Meter 10 Aust & NZ Standarc
000-31-12401-3: 240 Hyd-Landing Valves-Twin 'o standard-Portable
12345678A 11204 Reverse Osmosis Unit Standard-Emergen: & Intercommunica...
0 1 88 16320 Rain Water Treatment Plant 0 Standard-Automat quipment Sprinkler Sys.
12345678C 11294 Reverse Osmosis Unit C Australian Standar tallations
17115117 14380 Resicual Current Device 30mA [ Standard-Fire Prec s of AHU Syctem..

Procedures can be added or removed as required.

Either select a procedure and Add Selected in the Available Procedures section:

Available Procedures Add Selected

PM Procedure PM Procedure Description

ALARM-PM-WKLY Fire Alarm Testing-Weekly (AS1851-8:1987)

AS1851-3-1885 Standard-Automatic Fire Equipment Sprinkler Sys...

A51851-4-1892 Australian Standard -Fire Hydrant Installations

Or select a procedure and Delete Selected from the Assigned Procedures section:

Assigned Procedures for:000-13-X5-05B-14380-01

O PM Procedure PM Procedure Description

BR5143805T-1Y Residual Current Device 30ma Th

Location

If assigning a procedure to a location, select the Location tab (this is the normal process for
security and soft services activities where a service is provided as opposed to maintenance on
equipment).

Equipment System

Building Code: G245 All 2+

O Building Code * Floor Code * Room Code “+ Room Name Room Standard
O G12

O G12 01

0 G12 o1 100 Reception

Once you have identified the specific location, then select it to see what Procedures have
already been assigned to it:
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Note: If the location is bolded, then it already has procedures assigned. Un-bolded locations

don’t have a procedure assigned yet.

Assign Procedures to Equipment or Location Bovii @ & @
=== - ——t
Filter : Show 1 Assigned Procedures for:G12 Delete Selected I
Stecode School Code DepartmentCode [ PMProcedure  PM Pracedure Description :
[)  ACECCIVIAM-D  CCTV Operator. CITY. Monday. 67:00 to 15:00. (1. 1
Building Code Floor Code Room Code 0 ACECCTVIPM-D  CC perator, CITY, Monday, 15:00 to 23:00, (1.
Gz ( CCTV Operator, CITY, Tuesday, 07:00 to 15:00, (..
Equipment Standard Equipment Standard Description.  EQUIp. Status No Procedure : . conv Operator, 1Y,
- i ACECCTVIAMAD  CCTV Operator, CITY, 1
O ACECCTVEPM-ID  CCTV Operator, C !
L=, odd LT B [  ACECCTV4AM-ID  CCTV Operator, CITY. Thursday. 07
Building Code: 6 All
Building Code + Floor Code + Room Code + Room Name Room Standard :
Add Procedures from lower list (available) !
T 1 into the upper list (assigned)
TR “a i
o e o1 100 Reception 1
\ G12 o1 1004 1
! o o 1o Available Procedures Add Selected
0 ez ot 101 Meeting Room 4 10 AV North
0 i o1 102 s PM Procedure PM Procedure Description
[t o1 103 03 !
0 ez o1 1034 O aKcascLam General Cleaning, 81 Headhouse. 1 Month 1
C G12 o1 1038 C GJKCS- General Cleaning, P8I - PhD Offices, 1 Month !
C G12 o1 103C 103C [m] GJKCA3KCL-T™M General Cleaning, K Block, 1
o en ot 1030 1 O GJKCA3LCL-1M General Cleaning, L Block. 1 Month
0 ez o1 104 Mesting Room 5 10 AV South 1 O GIKCSSACLAM General Cleaning, Dog and Cat Facility - Reside.
0 12 o1 105 g Room 66 South [m] GJKCSSBCL-TM og and Cat Facility - Cat Ho. 1
0 12 o1 106 & Room 7 6 South \ GJKCSSCCL-AM Dog and Cat Facility - Practi... !
i [F] o 07 eting Room 8 6 South i GJKES1CLAM General Cleaning, Biomedical Building, 1 Month
C G12 o1 108 1 C GJKC43MCL-TM Block, 1 Month
C G612 ot 108 1O GIKDOSCL-1M Building 18, 1 Month
m G12 o1 110 LE E<[J}|\E,-‘M Block. 1 Muvlh_ - -I

Procedures can be added or removed as required.

Either select a procedure and then Add Selected in the Available Procedures section:

Available Procedures

( PM Procedure PM Procedure Description

GJKC48CL-1M

Or, select a procedure and then Delete Selected from the Assigned Procedures section:

Assigned Procedures for:G12

[ PM Procedure PM Procedure Description

System

System is used when individual equipment is grouped into an overarching system. This feature

is not currently utilised by COS.

Equipment Location

Inventory Tree
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15.5. Define Schedules

Define PM Schedules

Now that the general preventive maintenance procedures have been assigned to either
equipment or a location, the next step is to establish the frequency (daily, weekly, monthly etc.)
that the task needs to be carried out.

This section looks at the different ways that frequencies can be configured in Archibus and
what options work best for the types of services that COS provides.

Define Schedules

System Admin/SAMP /Scheduler

Establish the frequency that an activity is to occur

Define PM Schedule Dates

Navigate here:
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Archibus

Search

Maintenance Manager

a

B rveiome

Maintenance Console

PM Planner

Favorites eek PM Work Schedule

Space Inventory Manage Service Level Agreements Define Maintenance Checklists

Occupancy Maintenance Report Builder

Space Chargeback Maintenance Survey Report

Preventive
Maintenance

Service Desk
Maintenance Manager

Corrective

Maintenance Supervisor

Craftsperson
Condition 2
Assessment

Forecast Reports

Asset Portal

Se:

e Desk Manager

Define PM Schedules
Capital Budgeting

Operational Reports

ePIMS
Management Reports

L2 Background Data - Facilities

System Background Data - Maintenance

Generate PM Work Orders

Work Order Generation Rules

View Active PM Work Orders

Use the available filters to display the required equipment or locations requiring schedules:

Define PM Schedules Basiy ©

Filter Clear Edit PM Schedule

Show Equipment Systems

| Bullding Code T T Tiser coe Room Code =1
1 1
1 N . 1
| M Equipment Standard PM Procedure 1
1 No Schedule :
1
| Criticaliy Primary Trade 1
1 v 1
1 1
1 ovscrcduiesrous roviem Type |
1 1
1 - - - ==l
Set schedules for Equipment:
Define PM Schedules By © % ©
Filter Show Clear Show Equipment Systems Edit PM Schedule Copy Save
suilding Code Floor Code
M Equipment Standard PM Procedure Basic Information
[ No Schedule
concalny primary Trade -
— 1 View Department Code
PM Schedule Group Problem Type Analyze. 1 Schedule G
v de FREDON
[
1
| Equipment-Procedure Location-Procedure
A R ” . sl P
XS Delete Selected 4% o
scost 000
ual ays Late Boundary 15
Equipment Code: 2 07 14 2 3 4 5 67 89 A B < o E F G H Cal ays Early B a 15
0] Equipment Code + PMProcedure PM Procedure Description —_—— o B R =
. or Foating [Foed_ >
2005742 ALARM-PM: Fire Alarm Testing-Weekly (AS A 3 °
2005742 TEST-UAT1 UAT Test 1] = o = =
- o o 1 o o 2 ] . e 2
000-13-X5-05B-14380-01 BRS14380ST-1Y Residual Current Device 30mA TMI-2069-PE-1007 ,
000-13-XS-0SB-14380-01 BRS14380ST-6M Residual Current Device 30mA TMI-2069-PE-1004, Other Information
000-13-X5-0SB-14380-02 BRS14380ST-1Y Residual Current Device 30mA TMI-2069-PE-1007 , % p T, B
T 000-13-X5-0SB-14380-02 BRS14380ST-6M Residual Current Device 30mA TMI-2069-PE-1004, e 7
000-13-X5-058-14380-03 BRS143805T-1¥ Residual Current Device 30mA TMI-2069-PE-1007 Comments Meter Reading on Last PM Open Work Orders
000-13-XS-0SB-14380-03 BRS14380ST-6M Residual Current Device 30mA TMI-2069-PE-1004, 0.00 0

000-13-X5-058-14380-04
000-13-X5-05B-14380-04

BRS14380ST-1Y
BRS14380ST-6M

Residual Current Device 30mA TMI-2069-PE-1007 ,
Residual Current Device 30mA TMI-2069-PE-1004,
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Equipment Code: 2 013 14 2 3 4 5363 62 7500 81 9243 A B9360 C [} E

Equipment Code + PM Procedure PM Procedure Description

000-13-XS-0SB-14380-01

BRS14380ST-1Y

000-13-X5-05B-14380-01 BRS14380ST-6M

This will display the Edit PM Schedule Pane:

EaicPu schedule Copy

Basic Information

Analyze

Criticality Critical hd

Schedule Information

7M1/2022

Date for PM 17/11/2022 Days Ea
& = Months v D1
Current Freque 1w
1
o
Other Information
Storage Location Code Total Units
MAIN 1.00

Comments Meter Reading on Last PM

0.00

Key fields that require values are:

View epartment

Residual Current Device 30mA TMI-2069-PE-1007 ,

Residual Current Device 30mA TMI-2069-PE-1004,

Unit Desc.

Mum. Open Work Orders

Field

Comment

Criticality

Set criticality level in line with statutory and
SLA requirements.

Date for first PM

Enter the date on which the job is to be first
executed.

Days Late Boundary

Days Early Boundary

For hard services this is normally set at 15
before and after. This provides 1 month for
the contractor to complete the scheduled
maintenance task.

Due Date from?

SLA
or
PM Schedule

Fixed or Floating

Fixed — if you want to use the Date for First
PM as the starting date.
or
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Floating — if you want to use the Date of Last
PM as the starting date.

Interval Type Regular options include; days, weeks,
months, quarters, and years.
Irregular option is; Recurrence Pattern

Current Frequency Setto1,2,30r4

Freq. 1 Interval Enter a value. If Current Frequency is set to
1, it will reference this value.

Freq. 2 Interval Enter a value. If Current Frequency is set to
2, it will reference this value.

Freq. 3 Interval Enter a value. If Current Frequency is set to
3, it will reference this value.

Freq. 4 Interval Normally set to O. If Current Frequency is set
to 4, it will reference this value and the
schedule won’t be active.

Interval Types: Days, Weeks, Months, Quarters, Years

When using one of these intervals, you have the option of setting a frequency based upon the
type of interval.

Example as per the screen capture:
- Selecting interval type of Years
- Set the Current Frequency to 1
- Freq. 1 Interval is set to 1
Result: The schedule is set to run 1 time every 1 year.

Schedule Information

If the Current Frequency were changed to 4, the result would be: The schedule is set to run 1
time every O year. This is the same as never, or inactive.
Note: Using interval Type and Frequency values in this way is most typical for Hard Services.

Interval Types: Recurrence Pattern

Where more flexibility is required, selecting the Interval Type of Recurrence Pattern provides
options.
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Due Date from? SLA hd

Frequency 1 Frequency 2 Frequency 3 Frequency 4

Define Recurrence Pattern !
@® None
) Daily
() Weekly
O Monthly !
O Yearly

[mm e e e ————————n—

Note: Using interval Type and Frequency values in this way is most typical for Security and
Soft Services where PM is used for scheduling of service orientated tasks. This option provides
flexibility for daily tasks, with additional options for different schedules resulting from public
holidays, semester breaks etc.
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15.6. Define PM Schedule Dates by PM Schedule

This feature allows for the generation of scheduled dates.

Typically, this is an annual activity, so the dates will most likely be scheduled and generated
for a period covering a calendar year.

Define PM Schedule Dates

@ Objective

Scheduler

An annual activity where the schedule dates are set
for the coming 12 months.

Generate Work Orders

(®) Next Step

Process

Navigate here:
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AI’Ch i bUS Maintenance Manager

Search E PM Planner

Favorites | Maintenance Console

eek PM Work Schedule

5 space Inventory Manage Service Level Agreements B Define Maintenance Checklists

Occupancy Maintenance Report Builder
Space Chargeback | Maintenance Survey Report

Preventive
Maintenance

Service Desk
Maintenance Manager

s Corrective
Maintenance

Super

Condition Siafispesson
Assessment
Forecast Reports

i Asset Portal

Service Desk Manager

Capital Budgeting

s, and

Operational Reports

ePIMS
Management Reports

i Moves Background Data - Facilities

e View PM Schedules
U et Background Data - Maintenance

Filter as required and select Show:

Define PM Schedule Dates

ﬁ Generate PM Work Orders

&
®

@ syoNEY @

T Equipment Standard PMScheaule Group | i
1 1
: Building Code Flaor Code Room Code :
! 1
| ey prary Trade protem e :
1 v 1
L E— - - - - - - - - - -
Select the required schedules and Generate:
:
Select PM Schedule [ Generate Schedule Dates for Selected Schedules ] Show All ]
PM Schedule Code: 1 38% S 6 7 8 9 Al
PM Procedure Equipment Code Equipment Standard Description Building Code Floor Code Room Code PM Schedule Date for Date Calc. Manual
Group First PM of Date Date
Last for for
PM Schedule PM Next Next
Code 5 PM PM
Point o1 0163
it - Point o1 016
o orss
Detector - Heat - Point o1 o1s8

Set Date Range. Typically, this is an annual activity so set a date range from the beginning of
a calendar year until the end of the calendar year unless a more specific date range is

required.

Data Range

To 31/12/2022 1
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Once the schedules are submitted, you can click into a specific PM Schedule Code to see the
schedule dates that have been created:

Select PM Schedule Generate Schedule Dates for Selected Schedules ~ ShowaAll £
PM Schedule Code: 120350 3856 523311 98786 753823 §92572 995471 All 429209
PM Procedure * Equipment Code Building Code Floor Code Room Code PM Schedule Date for Date of Calc. Date Manual
Group First PM Last PM for Next Date
= M for
PM Schedule Next
Code PM
: 832860] ACE1PATCTIAM-1D 16/9/2019  27/9/2022  14/10/2019
O T 77832861 ACE1PATCTIPMAID 16/9/2019  27/9/2022  14/10/2019
[u} 832862  ACE1PATCT2AM-1D 000-0102 16/9/2019  5/10/2022
(] 832863  ACETPATCT2PM-1D 000-0102 16/9/2019
(] 832864  ACE1PATCTIAM-1D 000-0102 16/9/2019
[u} 832865  ACETPATCTIPM-1D 000-0102 16/9/2019
o 832866 ACE1PATCT4AM-1D 000-0102 16/9/2019
[u} 832867  ACE1PATCTAPM-1D 000-0102 16/9/2019
o 832868 ACE1PATCTSAM-1D 000-0102 16/9/2019
[u} 832869  ACE1PATCTSPM-1D 000-0102 16/9/2019
o 832899  ACE1PATCTEAM-1D 000-0102 16/9/2019
- e33vAn  AFEinATATARMA AN Aon Aana rammnin
Previot Page 10f430 Next
=
PM Schedule Dates Add New  Delete Selected
[u] PM Schedule Code = D7t® g
(u] 832860  14/10/2019 edit
[m} 832860 21/10/2019 Edit
10 832860  28/10/2019 edit
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15.7.

This feature is not currently utilised.

Define PM Schedule Groups

It is possible to group PM schedules by Primary Trade for ease of management /scheduling.

@

Navigate here:
A Archibus

O search PM Planner

a
a

{y Favorites Maintenance Console

Maintenance Survey Report

i Space Inventory Manage Service Level Agreements

# Occupancy Maintenance Report Builder

> Space Chargeback

Preventive
Maintenance

B0

Service Desk
Maintenance Manager
Corrective =
Maintenance Superviso
Craftsperson

Condition
Assessment
Forecast Reports

5 Asset Portal
Service Desk Manager

Capital Bucgeting Operational Reports

= ePIMS

Maintenance Manager

PM Planner

52-Week PM Work Schedule

Define Maintenance Checklists

Define Procedures, Steps, and
Resources

View Procedures by Primary Trade

n Procedures to E

Define PM Schedules

Define PM Schedule Dates by PM
Schedule

Management Reports

5 Moves ~
Background Data - Facilities

Define PM Schedule Groupings ]

& [5]) =f=

3 System

Background Data - Maintenance

View PM Schedules

Generate PM Work Orders

Manage Work Order Generation Rules

View Active PM Work Orders

Within this feature, you have the option to:

e Add a new grouping
e Edit an existing grouping
e Delete an existing grouping

Define PM Schedule Groupings

PM Schedule Groupings | Add New

“ PM Schedule Group Desc.

O PM Schedule Group
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()  BESAM AUTODOORS Besam Autedoors edul Edit
O  BRS-NICHEMDI BRS Niche MDI Suppliers dules Edit
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Note that if the PM Schedules is greyed out, there are no schedules associated with that
particular group.

Edit a Group
To Edit an existing group, select that group and click on the Edit button.

The Edit frame will display to the right and you can change these fields:
e PM Schedule Group - this is the name of the group
e PM Schedule Group Description — this is a description of the group

Typically, groups will be created to align with a Primary Trade. Using the Primary Trade in
both the group name and description should clearly identify what the group relates to.

Define PM Schedule Groupings Doy @ % @

PM Schedule Groupings | Add ew | Delteseleced it M Schedule Groupings

[ PM Schedule Group + PM Schedule Group Desc.

ACES LIBRARY PH1 ACES

ACES LIBRARY PHZ

Create a New Group

To Add a new group, click on the Add New button.
Define PM Schedule Groupings

PM Schedule Groupings Add New | Delete Selected

PM Schedule Group * PM Schedule Group Desc

The Edit frame will display to the right and you can add values to these fields:
e PM Schedule Group — this is the name of the group
e PM Schedule Group Description — this is a description of the group

Typically, groups will be created to align with a Primary Trade. Using the Primary Trade in
both the group name and description should clearly identify what the group relates to.

Edit PM Schedule Groupings
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15.8. View PM Schedules

This is a feature that provides visibility of schedules.

’A‘n ArChibus Maintenance Manager

O search PM Planner PM Planner

Favorites Aaintenance Console 52-Week PM Work Schedule

A Space Inventory fanage Service Level Agreements ﬂ Define Maintenance Chec
# Occupancy Maintenance Report Builder

2 Space Chargeback Asintenance Survey Report

edures, Steps, and

e

View Procedures by Primary Trade

Service Desk
Maintenance Manager

5 Corrective

Maintenance Supervisor

raftspers:
Condition Crafpecion
Assessment

Forecast Reports

[ Asset Portal
Service Desk Manager

{ oefinepm

Schedules

7 Capital Budgeting

Operational Reports.
edule Dates by PM
= ePIMS

Management Reports

® Moves

Background Data - Facilities

# System Background Data - Maintenance

Select whether you want to view schedules that relate to either:
e Anitem of equipment
e A particular location/room
e A primary trade
e A grouping

View PM Schedules

________________________________________________ 1
1
: - " 1
By Equipment : By Room By Primary Trade By Schedule Group By Service Contract |
1
Equipment Code + Equipment Make Building Code Floor Code
Standard
2005742 11315 MO2F RF
000-13-X5-058B-14380-01 14380 000-13 XS
000-13-X5-0SB-14380-02 14380 000-13 XS
000-13-XS-0SB-14380-03 14380 000-13 XS
000-13-XS-0SB-14380-04 14380 000-13 XS

Once a selection has been made, all schedules will be displayed relating to the equipment,
location, primary trade or group.

Use the filters at the top of the frame to restrict the records displayed.
Select an item to view the relevant schedules:
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View PM Schedules iy @O 6 @
i s 2 .
ByEquipment ~ ByRoom  ByPrimaryTrade  ByScheduleGroup  ByServiceContract | PM Schedulesfor: 2005742 & I
i
Equipment Code  Equipment Make Building Code Floor Code 1 PM Procedure Date for Date  Calc.Date  PM Procedure Description Comments = pm |
Standard 1 First PM of for Next S(h{(
1w st Pm Grom
Ischedule PM 1
I codes 1
1 1
= ! ALARM-PMWKLY Alarm TestingWeekly (AS1851-8:1987) H
i TEST.UATS st 1
o X . - —I
o xs
000-13 xs
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15.9. Generate Work Orders

Generate PM Work Orders

At periodic intervals, you must determine the upcoming maintenance work and have the system
generate work orders for executing this work by running the Generate PM Work Orders task.
This will normally be done by the Scheduler at the beginning of each month.

With the Generate PM Work Orders task, you instruct the system to generate work requests --
complete with required parts, labour, and tools -- based on the PM procedures and schedules
that are due during the specified date range. This action groups the generated work requests
onto work orders based on grouping criteria that you specify.

If you have defined preventive maintenance SLAs, the system matches work requests to the
appropriate SLA, which dictates the time to complete, time to respond, craftsperson
assignment, and if the generated work order should be automatically issued.

The basic process is:
1. Specify the work for which you will generate work orders.
2. Generate work orders.
3. View generated work orders.

Generate Work Orders

Scheduler / Automation

Monthly task whereby the next 3 months’ worth of
PM Work Requests are generated. These are
visible to the Contractor in the Maintenance
Console so that they can Forecast and Schedule
resources in advance.

Issue Work Orders

Navigate here:
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I‘u Al’ChibUS Maintenance Manager

O search @ PM Planner =
Favorites
3 Space Inventory Manage Service Level Agreements
¢ Occupancy §Ull Maintenance Report Builder
) Space Chargeback 2] Maintenance Survey Report
;ﬂ[ res, Steps, and
Preventive -

Maintenance Vi

> Service Desk ]

Procedures by Primary Trade

Corrective
Maintenance

Condition
Assessment
Forecast Reports
Asset Portal

Service Desk Manager

7] Capital Budgeting

Operational Reports

edu s by PM
ePIMS =8 s
Management Reports
@ Define PM Schedule Groupings
W iMoves Background Data - Facilities
. 2] View PM Schedule
& spem a .

Background Data - Maintenance

Note: As you work through this task, you will be working with either location work or equipment
work. The task presents separate tabs for generating equipment or location work orders. Once
you select a tab, the process is the same:

Generate PM Work Orders Davir @ % @

- i
[ Generate Equipment PM Work Orders ]lGEnera\E Location PM Work Orders |

Filter Work Orders

Select the PM schedules that you want to generate Work Orders for. Use the available filters
and select a date range, then click Next:

Generate Work Orders for PM Schedules Coming Due

Specify Work Order Groupings and Generate Work Orders
The next step in generating schedules is to set a grouping.

In most scenarios, since a PM procedure can be associated with the trade required to execute
it, you may wish to group your generated PM work according to Primary Trade. For example,
all due work requiring a plumber would be one work order, all due work requiring a
technician would be another.
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Once a selection has been made, click on Generate:

Generate PM Work Orders Boviii @ % @

Generate Equipment PM Work Orders Generate Location PM Work Orders
r

Group PM Schedules By «sm

One PM Schedule per Work Order
Equipment Cade

Equipment Sub-Components

Equipment Standard

Other Options

The system will generate the Work Orders. Upon successful completion, a report is available to
export and open in Microsoft Excel. You can click on ab-pm-rpt-pm-wo.axvw to access a
report of the work orders that were just generated.

Generate PM Work Orders Doy @ % @

Generate Equipment PM Work Orders Generate Location PM Work Orders

<<Back

Reportor Result View or File Percent Elapsed Estimated
Job Name Complete Time Time
Link will be enabled when job finishes. Remaining

5% 00:00.12 00:00.00

Alternatively, you can directly access the work orders that were just generated by running the
View Active PM Work Orders task and setting the same filter as you set at the beginning of
this process:
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Search PM Planner

a8
Favorites Maintenance Console
Space Inventory . Manage Service Level Agreements
Occupancy Maintenance Report Builder
Space Chargeback Maintenance Survey Report

Preventive
Maintenance

Maintenance Manager

oM Plan

52-Week PM Work Schedule

tenance Checklists

Define Procedures, Steps, and
Resources

View Procedures by Primary Trade

Service Desk

Maintenance Manager

Corrective
Maintenance

- raftsperson
Condition et

Assessment
Forecast Reports
Asset Portal
Service Desk Manager
Capital Budgeting

Operational Reports

ePIMS
Management Reports

Moves Background Dat - Fac

&

System Background Data - Maintenance

View Active PM Work Orders

ign Procedures to Equipment or
Location

Schedule Dates by PM

View PM Schedules

Generate PM Work Orders

Manage Work Order Generation Rules

@smﬂu @ % @

Filter Clear
T Viork Grder Number From & Order Number 1o Date To perform from Gate To Perform To
1
: Brimary Work Type Site Code Bullding Cade Floor Code
1 [Equip. Prev. Maint.  v|
1 omschedule Grove primary Trade Required Status
1 Assigned or Issued v
1
[ _ _ _ _ _ - _ _ _ _ —_——
Work Orders  Paginated Report Trade Requirements for: 6027458
Primary Work Description Date to PrimaryWe  Trade Code = Date Scheduled Date Finished Additional Comment:
ot i Work Order . o ot Estimated Straight time Trade
Work Order Code * Priority Hours Hours
11872020 025
Preventive Maintenance for Tuesday AUgUSE 1. 1 1182020  Equip.Pr )
Labor Assignments for: 6027458
Preventive Maintenance for Sunday October 11 1 Equip. Pr
Preventive Maintenance for Thursdsy October 2... 1 Equip. Pr Craftsperson Date Tradesperson ) Date Additional Comments
code Assigned Estim. Finished Actual
Preventive Maintenance for Friday Janu: 1 Equip. Pr ign — ini e
Preventive Maintenance for Wednesday December .. 1 Equip. Pr
DYARAGIN 12/8/2022 017
Preventive Maintenance for Saturday December 1 Equip. Pr
THNGUYEN 117812020 025 11782020 025

Not all records are shown.

Work Requests for: 618443

Woerk Description

WorkRequest | D€te  DateWork  EquipmentCode © Work Request Status
bl perform = Completed
Code *
v
6027458 11/8/2020 ssued and n Pracess
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15.10. Issue Work Orders

The final step in the PPM process is to release the generated Work Orders. This process is
conducted in the Maintenance Module. The process is the same as releasing Reactive and
Corrective Work Orders. As such, refer to Section 8 - COS Issue a Work Order to a
Contractor for detailed instructions.

. . Issue Work Orders
Objective

COS Scheduler

Maintenance Console.

@ Role
Scheduling and Issuing of Work Requests in the
@ Next Step

&
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16. Preventative Maintenance SLAs

—

6.1. SLA — Hard and Soft Services

PM Type

PM Work Requests for Hard and Soft Services
Approved
System (Auto)

Assigned W.O.
System (Auto)

Pre-Estimated

>
:

73]
o
=
®
j=12
=
]

CAO O x x x O C «

@ Schedule
Schedule
by Contractor

Approve Schd
by COS Scheduler

Issue W.R.
by COS Scheduler
Complete
by Contractor
Verify

by COS Supervisor
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16.2.  SLA — Security Electronics / Locksmiths

i

SLAs by PM Type

PM Waork Requests for Electronic Security and Locksmithing only
Approved
System (Auto)
Assigned W.O.
System (Auto)

@ Pre-Estimated

Schedule

CAOe O x x O x € A

Schedule

by Contractor
Approve Schd
by COS Scheduler
Issue W.R.

by COS Scheduler
Complete

by Contractor
Verify

by COS Supervisor
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1

6.3.  SLA — Security Services

A SLAs by PM Type

PM Work Requests for Security Services only

Approved

@ System (Auto)

Assigned W.O.

System (Auto)
Pre-Estimated
@ Schedule
@ Schedule

Schedule

by Contractor
Approve Schd
by COS Scheduler

Issue W.R.
by COS Scheduler

@

CL L O x x 8 €«

Complete
by Contractor
Verify

by COS Supervisor
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17. Specific Rules = PPM Work Requests

This section contains information on specific rules that apply to each service line.

Scheduling is required for PPM Work Requests to be
Issued by the COS Scheduler
- For Security Operations, the PPM Scheduling
will be entered by the Contractor
- For Security Electronics and Locksmiths, the
scheduling will be entered by the COS
Scheduler.

All Soft Services PPM Work Requests must be
@ SOft Sel‘V. scheduled prior to being Issued by the COS
Scheduler. The exception to this rule is that non-labour

based Work Requests do not require scheduling.

Scheduling is not required for PPM Work Requests to
Hard Serv. be Issued by the COS Scheduler
Version 2.1
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18. Support

Any questions relating to Campus Assist should be directed through to the Shared Service Centre.

Visit the Services Portal to view all available request types, or use the Campus Assist support
request for general enquiries.

Alternatively, please call: +61 (2) 9351 2000 (12000 from internal phones).
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