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Open & Start a Work Order

Explanation Screenshot
1. From the main screen, click on
Work.
o L
VR ARTER0A T
9.
L+
2 P ‘ o
v
2. Open the Work Order by 2] [ 0]
clicking on Open. Urgent Overdue Nearly Due
Planno‘d finish i Purallon
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3. Once the Work Order has
been Opened, C“Ck on Work Order - WA7021802 Annually-Service-Electrical-UPS Systems
Pre-Start. i

WAT021802 Annually-Service-Electrical-UPS Systems

Additional details
Annual service December 2025

Supervisor: Paul Hardy

Vendor: POWER ON AUSTRALIA PTY LTD (514653)

Site 1D; GATTO01
Scheduled Target Actual
Start: Start Start
14:00, 28 Apr 2025 02:00, 01 Dec 2025

Finish: Finish: Finish:
20:00, 28 Apr 2025 20:00, 31 Dec 2025

Duraticn: Duration: Duration:
6 hours, 0 minutes. 738 hours, 0 minutes

PR o+ R

#* =] @
Attachments

Resources

4. To enter a Take 5, click on
Pre-Start again. € | Pre-Start - WA7021802 Annually-Service-Electrical-UPS Systems

Q . o @

Annually-Service-Electrical-UPS Systems ~

© GP-Gation Prisen
@ vi2Task

No Tasks

5. Click on Classification.

Add Pro-Start

WAT7021802 Annually-Service-Electrical-UPS Systems

Assat & Location

© b - Gaton rsn ‘

<

Clazsincation
| B

Dezeription

cereel “
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6. Select Take 5.

£ | Select Classification

Top Level Classification

3 Take s

7. Complete the Take 5 safety
check. Scroll down the
screen to ensure all checks
are completed.

Classification

‘ Take 5 ]

1am fit for work* Clear
O No-NO

O Yes-YES

Asbestos and other hazardous substances are managed for the task®
O No-NO

O Yes-YES

1 know what needs to be done and can carry out the work safely” y
O No-NO

O Yes-YES

Slip, trip and other hazards have been identified and controlled*

O No-NO

8. Once complete, click Save
and then click on Sync. Add Pre-Start

Crush, entanglement and entrapping hazards are controlled™ Clear

Q No-NO

® Yes-YES

Electrical hazards and energy sources have been identifisd and contralled” Glear
O No-NO

® Yes-YES

Have all hazards & controls been Identified with this Take 57

O Na-NO
@ [fes - YES

Description

ke 5
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9. To start the work order, click
on Assign and then Clle on Pre-Start - WA7021802 Annually-Service-Electrical-UPS Systems
Start.

° Take 5

© 1 spesineations

10. The Work Order status will
change to In Progress.

<

Pre-Start - WA7021802 Annually-Service-Elecirical- UPS Systems

e Annsily-Service-Electrics HIPS Systems -
Overview
@ o tiaton o
@ vk
Take §
© 10 saecincstons

11. Click on Overview to see
more information about the
Work Order.

12. Additional Information about

the Work order iS dlsplayed Work Order - WAT021802 Annually-Service-Electrical-UPS Systems
including scheduled start and = ] . |
finish times. )

WAT021802 Annually-Service-Electrical-UPS Systems

ot srie Decemies 2025

Supervisor: Paul Hardy

13 Scro" down to See \,’er:dm POWER OAA)USTP.ALIAPWLTD (514653)

information related to ke 0 ST
Locatlons and Assets Scheduled Target Actual rd

:‘:;-f‘ 2B Apr 2025 ;;:rn 01 Dec 2025 J:‘ﬂ 28 Apr 2025

;;“\:'; 26 Apr 2025 ;”L:J' 31 Dec 2025 o

Duration: Duration: Duration:
Alte.rnafuvely, use the e =
navigation bar at the bottom of
the screen to view more P,
information.

= Ll #* 8 g
Pre-Start Instructions Assets Resources Logs Attachments

o TN B B
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Search Work Orders

Explanation Screenshot

There are various ways to search
for a Work Order, depending on

the Work Order Status:
Assigned Work Orders
[«
The Work tab displays all H
Work Orders that have been »
allocated or assigned to you. It p—
serves as a central location to weeriver + | ()
view and manage your -
assigned tasks. i
L e
ey
S ot 57 eyt Tom 22 ey 28

14. Click on Search, and Type the
Work Order number you want
to Search.

Work Orders
Last uploaded: 05/06/2025 at 07:38

A dynamic list of Work Orders

will be displayed that match
the Search criteria. Q
15. If you don’t know the Work o
Order number, use the Filter All Work
by 0pt|0n. Order by Filter by

Planned Finish w o

WA10722038 Test APAM - 1A3

© LAM1000455 - T2 - APN
0 AAM-1013159 - Exit Light - APAM012291

() Planned start

Urgent

Planned finish

1
Overdue

Duration

TSMob-WI-0030-Work Order Management (Technicians)
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16. By clicking on the Filter by
option, a list of different filters
are available.

Choose a filter, and click on
Save.

Filter by

Work Type

Site

( APAMOO1

Safety Info

false

Start

TSMob-WI-0030-Work Order Management (Technicians)
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View, Edit & Update Work Orders

Explanation Screenshot

17. Within a Work Order, click
Open to display the Work
Order details.

18. Click Sync after any changes B ° 0
have been made. H 1] o
won . S :
VAR AOTZI00E 1
L
L+ 20
= - - E

19. To add Instructions to the
Work Order, such as Waiting -
for Parts, or Take Break, < Attachments - WA10721860 This is Summary of the SR
click on Instructions from
within the Work Order.

Touchstone

@ IN PROGRESS
Attachment

o Attachments

No attachments found.

20. Drop down on In Progress.

] %

Overview Pre-Start Instructions Assets Resources Logs

Attachments
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21. From the In Progress drop Fa—

down, make a selection:
< Instructions - WA10721860 This is Summary of the SR

- Break

- Waiting Parts
- Waiting Access Q,
- Field Complete

BREAK
WAITING PARTS
WAITING ACCESS

©@ 12 Task

FIELD COMPLETE

Take 5
@ 11111 Specifications

(V) (Q/‘\; Work Order Attributes

/.
@ /4 specifications Please enter a comment

22. Enter a Reason, click OK.

| Cancel |

23. The Status of the Work Order Touchstone

will Change aCCOfdlngly. < Instructions - WA10721860 This is Summary of the SR

WAITING
PARTS

@ 1z Task

Take 5
@ 11/11 Specifications

Spec
() (x) WorkOrder Attributes
N SR
@ 0/4 Specifications
Spec

o i *

Overview Pre-Start Resources

P m@ G o @
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24. To commence work, select
Work Order Status > Start.

Touchstone

< Work Order - WA10721860 This is Summary of the SR

WA10721860 This is Summary of the SR

Additional details

This is Details of the SR

Supervisor:

Vendor: PFM Internal Trade (S11988)
Site ID: CMEL001

Scheduled Target

Start: Start:

17:00, 22 May 2025 17:00, 22 May 2025
Finish: Finish:

17:00, 27 May 2025 17:00, 27 May 2025
Duration: Duration:

o =

Overview Pre-Start Instructions

Actual

Start:
22:49, 20 May 2025

Finish:

Duration:

%

Resources

Directions

WAITING
PARTS

START

(S

25. The system will require the
completion of a Take 5 once
again.

26. Click Pre-Start and select
Take 5.

Touchstone

Validation Failed

Pre-Start must be completed

TSMob-WI-0030-Work Order Management (Technicians)
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27. Once the Work Order has E——
been completed, click Work
Order Status > Field o
Complete. @ IN PROGRESS +

Pre-Start

< Pre-Start - WA10721860 This is Summary of the SR

BREAK
WAITING PARTS
WAITING ACCESS

FIELD COMPLETE

This is Summary of the SR
9 LCMO0003 - Little Collins Street

©@ 2/3Task

Take 5
@ 11/11 Specifications

Spec

Take 5
@ 11111 Specifications
i ] = *® @

Overview Pre-Start Instructions Resources Attachments

= o b

28. If not already completed, the F—
system will prompt you to
enter the required notes
before proceeding.

29. Click OK if this prompt is
displayed.

Validation Failed

You must complete all tasks
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30. To enter the required notes,
navigate by scrolling down in
the Work Order and find Work
Order Attributes.

31. Click on the Spec icon.

Touchstone

( Instructions - WA10721860 This is Summary of the SR
Online
IN PROGRESS +

Spec

Take 5

@ 11111 Specifications
Spec

=) Work Order Attributes

@ 044 specifications

Spec

]

Overview Pre-Start

O m o

®

32. Enter the required
Completion Notes (this is a
mandatory field).

33. Once complete, click on the
Back Arrow to return to the
previous screen.

Trashstone

<

Instructions - WA10721860 This is Summary of the SR

Work Order Attributes

Online

Completion Notes™

Clear

Vendor Invoice Number

Clear

Reminder

To add an asset to a non-PM Work Order please enter the barcade of the asset below

TSMob-WI-0030-Work Order Management (Technicians)
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34. Once all information is F—

Va“dated’ ('Z|ICk WOI’k Order Instructions - WA10721860 This is Summary of the SR
Status > Field Complete.

IN PROGRESS «

BREAK
Q WAITING PARTS
WAITING ACCESS
FIELD COMPLETE

Take 5
@ 1111 specifications

Spec

° (%)  Work Order Attributes
) © 1/4 Specifications

35. The Work Order Status will
change to Field Complete.

E <
Note — Ensure you click Sync to

record all updates to the Work
Order.
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Upload Attachments to Work Orders

Explanation Screenshot

36. Open a Work Order. From —

within the Work Order, click on o
Pre-Start - WA10721860 This is Summary of the SR @
Attachments. Oniine

@ IN PROGRESS «

Pre-Start

This is Summary of the SR A
e LCMO0003 - Little Collins Street

@ 12 Task

Take 5
@ 11/11 Specifications

Spac

i Qo b3 @

37.Click on add + Attachment.

Attachments - WA10721860 This is Summary of the SR

Online

INPROGRESS ~
Attachment

Attachments

No attachments found

%

Resources

Pre-Start

(c
Attachments

Overview

&

Assets

[}

= 0 O m @ ¢ % F T T om0 B @ e
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38. Select the type of attachment to Touchstone
be uploaded:

- Existing photo
- Capture a new photo
- Choose afile

Choose Existing Photo
Capture Photo

Choose File

Cancel

39. Enter a Description for the F—

attachment.
Add Attachment

Description Document Type
40. Select a Document Type.

Note The document type must be
selected accurately as it will
impact on different reporting.

Online

41. Once all Attachments are
entered, click Save.
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Create a Service Request from within a Work Order

Explanation Screenshot

42. From within the main screen
select More.

0 o
VO ETZE Y
9.
Qe
= P 4 o

43. Click Local Service
Requests.

Touchstone

<

Additional Options

& Local Service Requests

44. Click + to add a new
Service Request.
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45, In the Site field, click on the
icon to select a contract from < | Wew Service Request
the list.

Site

GATT001 Southern Gueensland Gorrection Gentre (Galton Prisar 2

Summary

Details

Priority

intermediate - 3 -

Attachments

+ Add Attachment

Classification

46. Click Save.

47. Enter Summary and e e v
Details information for the

Service Request. =

Site

‘ GATTO001 Southern Queensland Correction Centre (Gatton Prison)

Summary

Details

Priority

Intermediate - 3

TSMob-WI-0030-Work Order Management (Technicians) Page | 17
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48. In the Priority field, click on
the drop-down arrow.

£ | New Service Request

Site

Summary

New SR

GATT001 Southem Queensland Gorrection Centre (Gattan Prison)

=

Details

need anather workorder

Priority

Intermediate - 3

Attachments

+ Add Attachment

Classification

49. Select a Priority for the
Service Request.

oosoiy

High - 2
Intermediate - 3
Low -4
Negligible - 5

Urgent - 1

50. Add Attachment (if
applicable).

Priority

‘Low-d

Attachments
[ \
\ 4

Classification

51. Click Save.

Cancel

TSMob-WI-0030-Work Order Management (Technicians)
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52. Click the Sync icon to send
the Service Request to MAS.

Result: The Service Request
has been successfully sent to
MAS when it no longer appears
in the list.

Service Request

o @

Request for Extension of Time (EOT) within a Work Order

Explanation

Screenshot

53. Open the work order, click
on Instructions tab.

Wiork Ories - WASBLISRES Fs Dedrciion & Euacuptan Brewms Tegng

WL 1OEIMING Fre Dedernan & Braustan Syviems Tesnmg

3BT | it
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54. Click Task.

\cuation Systems Testing - Monthly - COM-FA-M

Online

IN PROGRESS v

lthly - COM-FA-M

b have been performed

h AS1851

55. Click the Classification
icon.

Create new task

WA10459866 Fire Detection & Evacuation Systems Testing - Monthly - COM-FA-M

Asset & Location

© LCMO114 - Cariton Baths

<o

Classification

Description

s ‘ “
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56. Click Work Order Forms.

<

Select Classification

Top Level Classification

g Work Order Forms

57. Select Extension of Time
from the list.

Touchstone

Select Classification

€ Work Order Forms

- Extension of Time

- Hume Housing Surveys

> Take §

- Work Order Attributes

TSMob-WI-0030-Work Order Management (Technicians)
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58. Click Save.

Cancel

59.In the New Target Finish
Date Requested field, enter a
date.

© LCMO114 - Carlton Baths

o

Classification

‘ Extension of Time

New Target Finish -

(m]

EOT Request Comments*

TSMob-WI-0030-Work Order Management (Technicians)
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59. Click calendar icon.

04/06/20§5 (m}

60. Select a date.

04/06/2025  [E]

June 2025 ~

Can¢ Mo Tu We Th

-;

9 10 M 12

16 17 (18 18
23 24 25-26

1 2 3 4 5 6
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61. Click OK.

‘19/06/2025 @'

Fanee! n

62. Add EOT Request
Comments. © LCMO114 - Carlton Baths

o

Classification

[ Extension of Time

New Target Finish Date Requested*

19 Jun 2025 ]

EOT Request Comments*

We walild reuire fore time to finish this work
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63. Click Save.

Cancel

64. Click Sync.
Result: The EOT Request has icuation Systems Testing - Monthly - COM-FA-M

now been sent to the Contracts
Admin team for review.

lthly - COM-FA-M

Online

IN PROGRESS v

b have been performed

h AS1851

Related Work Instructions or Process Maps:

VUM-WI-0010-External User Management

VUM-WI-0020-Activating & Downloading the Touchstone Mobile Application
VUM-WI-0030-PFM User Management

TSMob-WI-0010- Navigation & Overview

TSMob-WI-0020- Work Order Management (Supervisors)
TSMob-WI-0040-Create and Submit Claims

TSMob-WI-0050-Asset Management in Touchstone
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Date

Authority / WI Owner

New Work Instruction

19" May 2025

Programmed Facility Management

Next Review Due

Upon new release
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