3£ PROGRAMMED
byFIPERSOL

Work Instruction

MAS-WI-0020-Work Order Management (Supervisors) PrOjeCt N extGen

Igniting change, uniting teams.

Maximo V8 (MAS)

Work Order Management

Role: PFM Administration & Supervisors

MAS-WI-0020-Work Order Management (Supervisors)

3% PROGRAMMED

byFPERSGL



3 PROGRAMMED
by [PERSOL

Work Instruction

MAS-WI-0020-Work Order Management (Supervisors)

Project NextGen

Igniting change, uniting teams.

Purpose: This Work Instruction defines the steps for creating and updating work related to RCT (Reactive
Maintenance), PM (Preventative Maintenance), LVM (Low Value Maintenance) & Capital Works (CAP).
service requests, work orders, PM schedules and job plans in MAS.

Primary Use: This Work Instruction is used for the following scenarios:

Reactive Works
e Raise a Service Request
e Create an RCT Work Order

Capital Works/LVM Works
e (Create Parent CAP/LVM
e (Create Child CAP/LVM

Preventative Maintenance

¢ Generate PM Work Orders

e Job Plan Creation

o View & Update existing Job Plans
¢ Route Creation

¢ View & Update existing Route

Business Unit Application: This Work Instruction applies to Programmed Facilities Management.
Audience: PFM Supervisors & Contract Admins.

Before you start:
o Access the MAS Production Link.
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Raise a Service Request:

Explanation

1. Click Manage or
Launch.

Screenshot

Take a tour

- PFM-MAS UAT

Suite navigator

Applications Industry solutions Add

© Manage

Manage your asset

More applications

1. Go to Service Desk >
Service Request -
Unified.

$  Service Qailk

Servide Request - Unihed

2. Click New Service

- PFM-MAS UAT

Take a tour

Request. ) —
Service Request - Unified
< Service Requests
Available Queries Service Request Summary Site. Status Priority Reported D|
I Q Q
<

To find records, use the filter fields and then press Enter. For more search options, use the Advanced Search button. To enter a new record, select the Insert ic

More Actions
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3. To select a Site, click = [l rson | s
the magnifying class ;
next to the Site field. @

Take a tour

Service Request - Unified

O Service Request Related Recorc Plar ) Custodian Tenant fety Pla pecification:
= t < ———————
4. Make a selection from % sho
the list 4 Q Select Value
) ® Available Queries v
v -
2 Common Actions [8
¥ Site Description O ization
" . ipt rganiz
] : ] ‘
B
Note: For some users the a 3 s
site will default, therefore o ,

it may need to be manually = P
changed (this is e R Ofbalfourme
access/role dependent).

5. Go to Location > Select

Service Request - Unified
Value. :
9 T y Service Request Related Records Plans Quotes Custodians enants Safety Pla og Specifications v
a
_ Location Information
® Available Queries v
(=11 Site Location Address
) Common Actions
& CMELOOL
2) ®
= . a8
(=]
- g - At
= ¥
&
N - — ;
s g
More Actions
‘ @ :
-
It
v [ H
User Information
6. Select a Location from
the list. o .
Location Description i 3 i iptic Client Location
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7. In the Summary field,

enter a summary for the s
Service Request. 5
Available Queries
@ 3 es!
Sa
8. Enter a detailed o«
description in the R -
Details field. ’é’ '

Service Request

Related Records  Plans

~ Additional Information

9. Go to Classification >
Classify.

[Service Request Slated Recoras — Pians Quotes Custoga Tenants SaTety Fian 3 pecmications ~

tails

Irvice Request Details ~ Additional Information
jmmary Asset Number

s is Summary of the SR B 5

ltails

#Classification

7% s Details of the SR

*Reported Priority

Q

Customer No.

>

Client Purchase Order =

Initial WO PO Cost

Budgeted Cost

10. Select a Classification
from the list.

Classify

£ CMTO000T:Air Conditioning

#CM100003:Building Damage
» #CM100004:Building Fabric Services
#CM100005:Building Management Systems
» #CM100006:Carpentry

#CM100007:Child Care Centre
#CM100008:Cleaning

> #CM100009:Doors / Gates
#CM100010:Electrical
#CM100011:Environmental Services

MAS-WI-0020-Work Order Management (Supervisors)
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11. (1) In the Initial WO
Trade Group, enter a

value, o - | = -4

%

Service Request  Related Records  Plans  Quotes  Custodians  Tenants  SafetyPlan  Log  Specifications v ‘ @ BMXAR42051 - Record has been saved.

(2).In the Initial WO
Trade Code, enter a

Initial WO PO Cost

value. Bucigeted Cuet
(3).In the Initial WO
Vendor, enter a value. @ )
RCT Work Order Details
12. Click Save.

BU > Building B8

Tnitial WO Trade Code

13. Click on the Route icon
to route the Service
Request.

BUMAT > Materials B8

Initial WO Vendor

511988 > PFM Internal Trade B8

Failure Code

14. Once all details have
been entered, click OK.

Manual Input
Result: The Service [§ Put SR to INPROG status?
Request has been () Put SR to VOID status?

generated. () Retum toRecord

Note: Depending on the
contract rules, you may be
required to validate the work
order stage after routing the
Service Request.
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Create an RCT Work Order:

Explanation

Screenshot

15. Once a Service Request P ot I Retated Records | ol ; >
has been created and e
routed, navigate to the 2307739 Tha i Summary ofthe SR B oo Q e
Related Records tab = =
and locate the Related e SalatlTichets ¥
Work Order. Related Record Key Description Class Status Relationship
~
Related Work Orders v+ - B
Workonder Descrption Clase o Fvantecl vooen W o raaonsa e
v WA10721860 > This is Summary of the SR B workoroER Q  WAPPR 511988 PFM Internal Trade
. Originator Originating Class Relationship Solution
16. Click > next to the Work
Order number and W e i
SeleCt GO TO Work © ‘Neowsarndca el Related Record Key Description Class Status Relationship
Order Tracking — PFM. o
; <
Py
3 e
g
”‘”” Related Work Orders
Work Order Descripton b Stw Vendor Desciption A
Y. v WA10721860 D This is Summary of the SR [ WORKORDER Q WAPPR 511988 PFMIntemal Trade
R ——
i et
- Originator Relationship
<

MAS-WI-0020-Work Order Management (Supervisors)
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17. You will be directed to =T
the Work Order page. T
Click on the Plans tab. )
Work Order Tracking - PFM a
Work Order P Fi " t R R R
« <
B 20= Attachments
CMELOO1 View attachments
Available Queries v
Common Actions RCT Q WORKORDER
o i WA10721860 «  Thisis Summaryof the SR Sie ) WapPR
o5 LCMO003 > Little Collins Street B8 20/5/25 20:56:17
&
[ In > 5]
v i
More Actions
i N CM100003 | CM100040 > Q
18. Select Add SOR Code.
hls
Is v »* Actions ~
3 Ttem Description Quantity Unit Cost Line Cost Storeroom  Direct Issue?
b
There are no rows to display.
s
) ’ ’
No Customer LineNo  Service Description Comment Connectix Claim Rejection Comments  Quantity Job Location Code  Liability Code Budget Code UOM  Client Trade Code Unit Cosf
»
There are no rows to display.
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PROGRAMMED

by [PERSOL

Work Instruction

MAS-WI-0020-Work Order Management (Supervisors)

Project NextGen

Igniting change, uniting teams.

19. A list of SOR codes will
appear. Click the Filter

icon to search for a
particular code.

Multiple codes may be

Services Items

AH2 PLUMBER

Select Standard Services

(1-150f 26

[0 serviceitem Description
selected from the list. O aeawenten A (Frt 2hs) Carpenter
[0 Aascareer AH (First 2hrs) Carpet Layer
[0 axeecTRICIAN AH (First 2hrs) Electrician
[0 AneLecTRICIAN APPR AH (First 2hrs) Electrician (Apprentice)
O auer AH (First 2hrs) Handy Man
[0 aHPaNTER AH (First 2hrs) Painter
[0 anPumeer AH (First 2hrs) Plumber
O anmer AH (First 2hrs) Tiler
[0 AH2CARPENTER AH (Rate 2) Carpenter
[0 AaHz2career AH (Rate 2) Carpet Layer
[0 AH2ELECTRICIAN AH (Rate 2) Electrician
D AH2 ELECTRICIAN APPR AH (Rate 2) Electrician (Apprentice)
O aseer AH (Rate 2) Handy Man
[0 AHzPaINTER AH (Rate 2) Painter
0

AH (Rate 2) Plumber

20. Click OK.

Select Standard Services

Services ltems  (1-20f

Service Item
Mat

MW MATERIALS

RCT MATERIALS

Cancel

Minor Works Materials

Materials- Reactive Work

21. Click Save.

22. Route the order.

There are no rows to display.

There are no rows to display.

rder  Plans  RFQ  Assignments  RelatedRecords  Tenants  Actuals  SafetyPlan Lo

o Jools v
3 Item  Description  Quantity Unit Cost Line Cost Storeroom  Direct Issue?

Retun

L 0@

Failure Reporting  Spacifications v

s Materials Tools v
Line No Customer Line No  Service Description Comment Connectix Claim Rejection Comments

MAS-WI-0020-Work Order Management (Supervisors)
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23. Select Send to Service
Provider (SSP)_ Click Manual Input
OK.

Result: The work order has
now been sent to the
TouchStone Mobile App.

24. Verify Work Order

Status. niied /
. Work Order Tracking - PFM Q
To verify the status of the
WOI‘k order, C“Ck on the i p WorkOrderl| Plans  RFQ Assignments  Related Records  Tenants Actuals  Safety Plan Log  DataSheet Failure Reporting
Work Order tab. a P a0 o rows to isplay.
Available Queries v
Common Actions Materials Tools v
© new Materials (0-0cf0 v ,'

25. The Status field should
display SSP.

Q ® © z B
Result: The work order has R T
now been created in MAS. — s

AMS2116001 > View attachments

Parent WO Class Major Event
> WORKORDER Q
Invalid Asset(s)? Stews WOSTATUS - Longitude(X)
B8 a» ssp
Failure Class Status Date WOSTATUS - Latitude(Y
> 20/5/26 21:25:26
| Reason for Rework o Ater Hour Works?
Claim Submissions

Claim 1D from Finance System

Location/Asset is under Warranty?

Error Message from the Finance System
Defect? Fault Action

MAS-WI-0020-Work Order Management (Supervisors) Page | 10



& PROGRAMMED

by [IPERSOL

Work Instruction

MAS-WI-0020-Work Order Management (Supervisors) P roject N extGe n

Igniting change, uniting teams.

Create a Parent LVM Work Order:

Explanation Screenshot

26. Click New Work Order.

Work Order Tracking - PFM

Q < Work Orders
Available Queries v Work Order Description site Location Location Description

| =CMELOOL Q >

To find records, use the filter fields and then press Enter. For more search options, use the Advanced Search button. To enter a new record, select the Insert ic|

27. Click on the magnifying

glass in the Work Type T ——
or rder lracking -
field. 5
Work Order Plans RFQ Assignments. Related Records Tenants Actuals Safety Plan Log Data Sheet Failure Rep|
« ListView <
Q site pos
CMEL001 >
Available Queries v
*Work Type Parent WO Class
Common Actions 1 Q > WORKORDER
Work Order Invelid Asset(s)? status
5] WA10785004 * B8 [‘, WAPPR

28. Select LVM/CAP from
the list.

Select Value

1-60f6)

Capital Works

Low Value Maintenance

Out of Scope

Preventive Maintenance

Reactive Maintenance

Statutory Requirement
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Work Instruction

MAS-WI-0020-Work Order Management (Supervisors)

3 PROGRAMMED

by [IPERSOL

Project NextGen

Igniting change, uniting teams.

29. Enter a Work Order
Description.

- PFM-MAS UAT

Work Order Tracking - PFM

Take a tour

O} Work Order Te og Failure
« ListView <
Q Atts "
CMELOO1 > lew attachme
Available Queries v
2 Common Actions n Q > WORKORDER
- sa
5] WA10785004 # B WAPPR
o c
Locatior
© g 7
- o > B8 > 21/5/25 20:34:39
&
L) ) t At
- (3 > 5]
o s
v
More Actions
k Classific 1 on
>
e %
¢ v
30. Click on Location >
Work Order rd
Select Value. 3 <
CcMELO0L
Available Queries v
A M Q WORKORDER
®
= WA10785004 M Type WO =) » WAPPR
o > (5] n
L) ‘O After Hour W
e+ s L a»
& (6]
& 5]
More Actions
® o
!
(H > »
s tereate a
Q » »

MAS-WI-0020-Work Order Management (Supervisors)
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31. Select a Location from

the list.
&
Client Location Description  Site
32. Click on Work
g - Common Actions v
Classification > Q > woRKoRoER
. @ Ne des s
Classify. o A
WA10785004 %  ThisisanLVM Type WO B8 » WAPPR
o Cles
8 se *Locatior Failure Class
. PR LCM000S > Swanston Street B8 >
A R = L~
Qc Asset Rex R
B > 5]
[ Application Expo L ocation/Asset is under Warranty
v t
More Actions
Cl ation Defect Fi A
> G Q
assOosci EIE |
. ® TVFM-CMELOO1-0  Q
v @ To Cli ut of Scop Dpe mp
Q » a»
01 X Statut npl e
5]
Dat. Q
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33. Select a Classification
from the list.

Classify

> PCM100002:Baths/Pools
3. #CM100003:Building Damage
» £CM100004:Building Fabric Services

M N ment Systems
>_a#CM100006:Carpentry
#CM100009:D00rs / Gates

#CM100010:Electrical
#CM100011:Environmental Services

34. Select a Work Priority.

PFM-MAS UAT

Work Order Tracking - PFM

& List View <
Q #Work Classification
(CM100005 \ CM100046
Available Queries v
Class Description
Common Actions
Bms
@ NewWork Order
Save Work Order

*Work Prioritys
" 4@

L select Owner Priotity Justification

8 Take Ownership

Work Order Plans

RFQ  Assignments Related Records Tenants

|@

(9 Change worktype to CAP
Budget Period

[ Avplication 1

[ Aeplication €
Created Date

21/5/2520:34:39

Client Information

Client Purchase Order &

Vacant Type

Actuals

Do not create a PO for the Work Order?
Out of Scope?
Statutory Compliance?

Stimulus?

Location/Asset is under DLP?

Client WO Status Code

log  DataSheet

Failure Rep|

Fault Action

GL Account

TVFM-CMEL002-0

Operationally Compl|

a»

Client Update |

—

MAS-WI-0020-Work Order Management (Supervisors)
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35. Select a Trade Group &

- PFM-MAS UAT Take a tour
Trade Code. S "
Work Order Tracking - PFM
0 Work Order Plans RFQ Assignments Related Records enants Actuals Safety Pla e Rep|
« <
= Additional Information
® Available Queries v i
> 5]
: ‘Common Actions
® w 5 8
Sa
= .
o - 5 -
- o, -
L > B8
I e
 c- »
More Actions
@
36. Inthe ResPonse Target Work Order Tracking - PFM
Date field, select a date.
Work Order 1 ety P ure
s p Permit No
37. In the Rectification 2
Target Date field, select T e
a date. Common Actions ra
. @ o 2
38 C||Ck OK P Targets Scheduled (Client Approved) Actuals
o C Re
R se G @
'9‘. Té
g . (s @
[} Ap FOES e arget I
v Asprove/Re e J
More Actions EOT Target Fi
5 @
- 2

MAS-WI-0020-Work Order Management (Supervisors)
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39. Add any relevant
attachments (if
applicable).

PFM

Work Order  Plans  RFQ  Assignments Related Records Tenants  Actuals afety F
Click on View
Attachments > Add 1001

New Attachments > ErEaa —

jork Type Parent WO
Add New File. e Q > woRkoRoER @
brk Order In e 5}
710785004 #  Thisis an LVM Type WO B a» WAPPR @
location Feilure Class *Status Date ® Ax SedY
IM00O0S. >  SwanstonStreet B8 > 21/5/2620:34:39
et Ress  Ren After Hour Works'
Claim Submissions
> a8 a»
Claim ID from Finance System
et Hierarch, L et is under Warranty? Risk Assessment
ek Clasaat i iy T Error Message from the Finance
100008 \ CM100046 > \_, Q

. Vendor Claim Submission Date
s Devoriion Do not create a PO for the Work Order

TVFM-CMELOO1-0  Q

40. Select a Folder and the = [l
file to upload. Click OK.

Create a File Attachment

sse Files | No file chosen
Drag and drop files here to upload them

Name the document

Advanced Options

Copy document to the default location set by your administrato

Print attached document with report if printable type?

MAS-WI-0020-Work Order Management (Supervisors) Page | 16
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41. Route the work order.

PFM ad (|| asie
Work Order ~ Plans  RFQ  Assignments  RelatedRecords  Tenants  Actuals  SafetyPlan  Log  DataSheet  FailureReporting  Specifications v
o POs Attachments Techmician
IELO02 >
jork Type Parent WO Class Major Events
M Q > WORKORDER Q
rk Order Trvaind Asset(s)? Status WOSTATUS - Longitude(q)
h10785004 * ThisisanLVM Type WO B8 () WAPPR
ocation Failure Class Status Date WOSTATUS - Latitude(¥;
Mo00S > SwanstonStreet B8 > 21/5/2520:3439
et Reason for Rework After Hour Works?
e Stk
> B8 a»
Claim ID from Finance System
et Hierarchy Location/Asset is under Warranty? Risk Assessment
o Error Message from the Finance
jork Classification Defect? Fault Action
1100005 | CM100046 > a» Q
Vendor Claim Submission Dat
s Description Do not create a PO for the Work Order?  GL Account ondor Cliion Subrission Date
ps TVFM-CMELOO1-0  Q

42. Click OK.

Result: The parent
workorder has now been
created.

Manual Input

@ Initiate Work
Cancel Work

Note: The steps below
(Create Child LVM Work e
Order), outline how to
create child work orders for
LVM.

Cancel

Some contracts have more
than one Child WO under
LVM for multiple vendors.

MAS-WI-0020-Work Order Management (Supervisors) Page | 17
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Create Child LVM Work Order:

Explanation Screenshot

43. Go to the Plans tab. B o s um

Take a tour

jo)

Work Order Tracking - PFM
@
o) Work Order . RFO  ‘Amsighments  ReltedRecords  Tenants:  Actusls.  SafetyPler §  Datasheet  Failure Rep)
€ Lstvie <
Pos
Q
CMELOOL > ol
Available Queries v
. jork Type P
P coenon ctions T Q > WORKORDER
8 WA10785004 % Thisis anLVM Type WO B8 » ssp
i 5 Clear Change
a Status Date
" R s
% Qv Take Owners LcM0005 > SwanstonStreet 5] N 2116/26 203945
i o T e
oy : - , B »
o S TR o rriat e
v A ‘€]
More Actions
f v
CM100005 \ CM100046 > »
Class Descriptiof Do not create a PO for the Work Order GL Account
. Broe TVFM-CMEL001-0

44. In the Children of Work S T

order section, click on fkorder
> s5p
) > Building B8 0.00
riation fro
IMAT > Materials B8

Children of Work Order WA10785004

®
<

Record Record Class Summary Location Asset venger PO

MAS-WI-0020-Work Order Management (Supervisors) Page | 18
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1 1 WOTK UTgeT Fans FU S Bs RE(@Ted Recoros Tenant ATTUas arety Fran 0] Uara sneet Fanure Re
45. Enter a Description for « Ustview ¢ % = J
the Child work order. a
BUMAT > Materials B8
Available Queries v
Comiemon Actions Children of Work Order WA10785004 (1-10f 1
@ New Work Order
Record Record Class Summary Location Asset
- ~ > 5] >
R
Child Workorder Information

R4 Take Ownership
(9 Change worktype to CAP Record Location

WA10785005 > I‘ lI 8 N

Trade Group Asse!

8U Q >

*Trade statos

v BUMAT Q WAPPR
«Vendor *priorty
Q
4
v Estimate PO Value
Anticipated Cost

46. Click OK.

Long Description
P’F\Ts' i Child LVM Work Order Long Description]

MAS-WI-0020-Work Order Management (Supervisors) Page | 19
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47. In the Vendor field,
select a Vendor.

Record Record Class  Summary Location Asset
Available Queries v

A WA10786006 > WORKORDER 5] >
Common Actions

® Child Workorder Information

Record
©

WA10785006 > Thisis Child LM Work Order Long Description B S
A ¢ =
8 T Asssl

BUY Q >
[ Avplication Ex BUMAT Q WAPPR
v

Q

More Actions 4

imate F

Service Level Compliance Information

Torget Scheduled Actual

- 22/5/25 22:15:00 e [ @

48. Click Save.

Result: This will populate ‘ ” e
a location from the parent =

Children of Work Order WA10785004

work order. ' e Gl

Order Plans RFQ Assignment Related Record: Tenants Actual Safety P

Specifical @) BMXAA4205! - Record hy)

Record Record Class  Summary

Location Asset Vendor

~ WA10785005 > WORKORDER  This is Child LVM Work Order Long Descript [ LCMO005 > > 511988 >

Child Workorder Information
o
WA10785005 > Thisis Chid LVM Work Order Long Deseription B8 v > et Shrent g
Trade Group
su Q > 5]
BUMAT Q WAPPR
— *Priorit
511988 Q

a

MAS-WI-0020-Work Order Management (Supervisors) Page | 20
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49, Click on the Work
Order Record > Go To
Work Order Tracking -
PFM.

Available Queries

Common Actions
Y
. @ New Work Orde:
8
©
(=]
N =
-
& &
&
. O
[
a
(3
v

- PFM-MAS UAT M

Work Order Tracking - PFM

Take a tour

Location

LCMO005

der  Plans RFQ  Assignments  Related Record Tenant Actuals Safety Plar
<
Children of Work Order WA10785004 (1-10f1
Record Record Class  Summary
v
A Wa10785008 WORKORDER  This i Child LM Work Order Long Descript |53
ying - PFM I
Child Workorder
> Thisis Child LVM Work Order Long Description B8
T Assel
8U Q
«Trade —
BUMAR Q WAPPR
Sk *Priorit
511988 Q
Estimate PO Value
icipated

Swanston Street

50. Click the Plans tab.

Available Queries v

Common Actions

More Actions

Work Order Tracking - PFM

Take a tour

Work Order a RFQ e marits
CMELOO1
- Parent WO
HE Q WA10785004

#  Thisis Child LvM Work Order Long Description B8

> Swanstonstreet &

rk Classificat

C€M100005 | CM100046 >

WORKORDER

WAPPR

MAS-WI-0020-Work Order Management (Supervisors)
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51. Select Add SOR Code.

3 Item  Description  Quantity Unit Cost Line Cost Storeroom  Direct Issue?

There are no rows to display.

S Materials Tools v

s (0-00f0 ?

| No Customer LineNo  Service Description  Comment  Connectix Claim Rejection Comments  Quantity Job Location Code  Liability Code  Budget Code
There are no rows to display.

—

52. Select one or multiple —— } PeT———
SOR'’s from the list and iR AR e
click OK. coes Certificates of Electrical Safety
EQUIPMENT HIRE - RCT Equipment Hire
MAS UAT
Miscellaneous

Minor Works Carpenter

®

Minor Works Carpet Layer

MW ELECTRICIAN Minor Works Electrician
MWELECTRICIANAPPR  Minor Works Electrician (Apprentice)
MwGT Minor Works Handyman

MW MATERIALS Minor Works Materials

MW MISC Minor Works Miscellaneous

MW PAINTER Minor Works Painter

MW PLUMBER Minor Works Plumber

L
m}
O
(]
(m]
m]
m}
(m]

MW TILER Minor Works Tiler
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53. Route the work order.

Return

§ * 3 ® -
rder  Plams  RFQ  Assignments  RelatedRecords  Temants  Actuals  SafetyPlan  log  DataSheet  Failure Reporting  Specifications v

There are no rows to display.

als  Tools v

Is (0-00of0 v » Actions

k Item Description  Quantity Unit Cost Line Cost Storercom  Direct Issue?

There are no rows to display.

bs  Materals  Tools v
bs (1-30f3 CARENCORENCEN  dd SOR Code

Line No Customer LineNo ~ Service Description Comment Connectix Claim Rejection Comments.

54. Click OK.

Result: The 15t child work
order has now been

created. If further child Menbalinput
work orders are required, @ Intite viork
repeat all the steps to e
Create Child LVM Work s
Order.

Cancel
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Approval of Requested EOT for a PM from Supervisor/Technician

Explanation Screenshot

55. Go to Work Orders
B in Board v
e
pen Workordes 2
56. Click Work Order
Tracking - PFM Aot ktOaires vt [ > Q

57. Choose your relevant

site, and click OK. | Vork Order Tracking - PFM G )
R . RS 55 VI U
L] 8
- <
B
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58. Scroll to the right, and ’
click EOT Request. Work Order Tracking - PFM

a S ¢ VokOuers (©-0orc

Avaiasie Quares v

<ﬂ?ﬁ?>s>e®§

H
P 3
H

59. Select Y

Select Value
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60. Click the relevant work
order.

Oescription

WAL0459866

D

61. Scroll down and check
EOT Requested flag is
On. o N .

Work Order Tracking - PFM

&

» Schedulea (Client Approved)

:
[c} )
B
>
30/ [} )
:B ] [r
62. Review the EOT Target ) ; :
Finish Date and the
comments =
gk -
R s Targets Scheduled (Client Approved) Actuals
& =
B

o7j27 o1:30:38

MAS-WI-0020-Work Order Management (Supervisors)
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63. Choose to accept the =
Request Target Flnlsh l Work Order Tracking - PFM 4 ®
Date, copy the EOT > . e
Target Finish Date and “I8 R
paste it in Rectification + I o
Target Date. -

64. Toggle the EOT - - 7
Requested button to il A o
Off. ol ® © ®
65. Remove the EOT Target ®
Finish Date.
]

a

Appointments »  KeystomClienttolnspector ,*  Keys from Inspector to Client

Bl \Work Order Tracking - PFM a ¢ zB
- Ll < | ——— 3
66. Click on Save. ; »
q -
- -y
[ i ¥ Scheduled (Cient Approved) > Actuais
= a ] ] G
[
& e @ [ @
»

©

al
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67. Send the approval by
clicking Log.

B vson

Work Order Tracking - PFM

Wiork Order
A

R = - Targets

"

<P

Wore Actions

)

Scheduled (Client Approved) o Actuals
5 ® ]
&} @ @
5}

]

Keys from Clientto Tnspector  »  Keys from Tnspector to Client

68. Click Add a new log.

Work Order Tracking - PFM
<
wA0459866

Comman Aations Work Log

WorkLogs 2

<P w

More Actions

@B« P
o Log R
MeLoos s
Cn Gremtea By omte - Summary On e
> woreonoeR VWENCORSUPER-1SHITAUAT-S6E521E85¢ s aszaae Q
WORKOROER Q
> workomoeR
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69. Go to Type and select
the type of Log being
created. N - - ¢

Work Order Tracking - PFM

RFQ ants
wiAi0459886 % e Dsesion & £
Worktog  Commurication Log
Worklogs (2
Recore. sz
watoisoase > woskomoer
whiossgese > woskomer
v wiasoussss > wosomen
WA059846 > worroaotn
Dernie
viroassess >
woRKoRDER

ecods  Tensots  Actusis  SsfetyPlan  log  DetaSheet  Failure Reporting

ng-vory-cows B cwewoor staar

e
sTaTusesance
sTATUSCHANGE
sTaTuscraNGE
1aRoR s vosx
oK Q

Lo (o

70. Click on Update.

Select

Value

71. Add Summary and
Details.

MAS-WI-0020-Work Order Management (Supervisors)

72 Click save VIAL0459866 * Eacuatcn Systema Testing - Monnly - COM-FA- [ MELOOL. START
. . Avaisole Quoriss Sl bt
Pa——— Worklog  Communication Log
1 cazbien i
Ny © - Worklogs -4t ® v
= Record closs owe + Troe Summary OnBel
-
8 v wasaseess > woRkoRoER Gsasas2aa srusounee Q
A v WAsoasesés > woRkoROER 325152087 Q
e WALOMSOBE > WORKDRDER Gysasaeas STTUsCHANGE QU Staue Change105CHO
IS A WALDLS9B6 > WORKORDER 18088 625219757 roaTe Q  EoTaccesmes
v
More Actions. e
waasisoses > weoute Q
—r
1aRoRA
% Vo stacnars |
[ ©
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Approval of Requested EOT for a Reactive Work Order from Supervisor/Technician

Explanation Screenshot

73. Click Work Order
Tracking - PFM

SR Creation Emall Not Dispatched Yet v

....... 1y Target Start Created By

74. Choose your relevant s | s
site, and click OK. | vork Order Tracking - PR = .
g - a
N <

75. Scroll to the right, and
click EOT Request.

Work Caregory €07 Requestest

PRYR®f I F
) | -
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76. Select Y

Select Value

77. Click the relevant work :
order. Work Order Tracking - PFM . = .

s Work orders e B o &
Qs o < ¥ &
s e = Work Outer Dascriprion s Location Location Duseription Locaton Group Location Group Dusesiod

ing - Meoihly - COM-Fa-M | CMELDOL Jrvsen Caton Bashe temoooy Ratne

MAS-WI-0020-Work Order Management (Supervisors) Page | 31



3 PROGRAMMED

byFIPERSOL

Work Instruction

MAS-WI-0020-Work Order Management (Supervisors) PrOjeCt N eXtGe n

Igniting change, uniting teams.

78. Scroll down and check ~T e
EOT Requested ﬂag |S gl \Work Order Tracking - PFM ® =
»

79. Toggle EOT Requested N o .
to Off. - .

» Scheduiea(Client Approved)  »° Actuals

80. Copy the date from EOT : . e i "
Target Finish Date field. -
@
E:A (] [}

81. Scroll to the right and B s | v
click on the originating Bl \Work Order Tracking - PFM S
SR, then Go To. > [ Mo a0 Awpmet et T
N 2]
121201 > Syacer a8 Q
(1Y
e : -
) =
> B
=

82. Paste the copied date in

the Rectification Target
Date field and toggle on
the Rectification < ===
Exception. ]
83. Click Save.
; P 23 S-A:- @ @ g‘
,,,,,, - =
a -
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84. Send the approval by
clicking Log.

B vson

Work Order Tracking - PFM

Wiork Order
A

R = - Targets

"

<P

Wore Actions

)

Scheduled (Client Approved) o Actuals
5 ® ]
&} @ @
5}

]

Keys from Clientto Tnspector  »  Keys from Tnspector to Client

85. Click Add a new log.

Work Order Tracking - PFM
<
wA0459866

Comman Aations Work Log

WorkLogs 2

<P w

More Actions

@B« P
o Log R
MeLoos s
Cn Gremtea By omte - Summary On e
> woreonoeR VWENCORSUPER-1SHITAUAT-S6E521E85¢ s aszaae Q
WORKOROER Q
> workomoeR
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86. Go to Type and select
the type of Log being
created. N - - ¢

Work Order Tracking - PFM

RFQ ants
wiAi0459886 % e Dsesion & £
Worktog  Commurication Log
Worklogs (2
Recore. sz
watoisoase > woskomoer
whiossgese > woskomer
v wiasoussss > wosomen
WA059846 > worroaotn
Dernie
viroassess >
woRKoRDER

ecods  Tensots  Actusis  SsfetyPlan  log  DetaSheet  Failure Reporting

ng-vory-cows B cwewoor staar

e
sTaTusesance
sTATUSCHANGE
sTaTuscraNGE
1aRoR s vosx
oK Q

Lo (o

87. Click on Update.

Select

Value

88. Add Summary and
Details.

MAS-WI-0020-Work Order Management (Supervisors)

89 Click save VIAL0459866 * Eacuatcn Systema Testing - Monnly - COM-FA- [ MELOOL. START
. . Avaisole Quoriss Sl bt
Pa——— Worklog  Communication Log
1 cazbien i
Ny © - Worklogs -4t ® v
= Record closs owe + Troe Summary OnBel
-
8 v wasaseess > woRkoRoER Gsasas2aa srusounee Q
A v WAsoasesés > woRkoROER 325152087 Q
e WALOMSOBE > WORKDRDER Gysasaeas STTUsCHANGE QU Staue Change105CHO
IS A WALDLS9B6 > WORKORDER 18088 625219757 roaTe Q  EoTaccesmes
v
More Actions. e
waasisoses > weoute Q
—r
1aRoRA
% Vo stacnars |
[ ©
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Creating a Job Plan:

Explanation Screenshot

90 GO tO Planning > JOb - PFM-MAS UAT Manage Take a tour
Plans - PFM. e e

ance Administrator SR Unified Template - Service Des
() Start Center

Note : Follow SAM team [——
guidelines/report to e : Bulletin Board % i )
create new jOb plans iernacod Subject Message Post Date Expiration Date

Planfiing

Job Plans - PFM

There are currantly 1o bulistin board m

Routes - PFM
Preventive Maintenance
F\Schesky v Active PMs 5 Fiter Q o
Service Desk

84 Service Level
System Configuration

?) Work Orders

91. Select + New Job
Plan.

Take a tour

Job Plans - PFM

Q 2 Job Plans

Available Queries 0 Job Plan Description Site Revision Duration Supervisor

Common Actions

<

More Actions

To find records, use the filter fields and then press Enter. For more search options, use the Advanced Search button. To enter a new record, select the Insert ic

92. Enter a Job Plan

Take a tour

Description. 5

Job Plans - PFM
@
O JobPlan  PM validat

& Uistview z
o ICM1360 |1 i 5] Q View attachment
2 Available Queries v 1

Revision

:‘ ‘Common Actions 0 E Q
X @ NewJob Plar
©
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93. Select a Site.

<

<

There are no rows to display

Services

Planned Services f [C] v

® ® ¢
{Job Plan PM validation Messages v
M1360 % | NewJob Plar| B8 Q IS
0 B Q
94. Selecta
Classification. g 0 ® = |a
Details Internal Responsibility
i 7
:nlc Actions i >
>
0:00 Q
>
Q
95. Add any Job Plan OB o «
Tasks by clicking + in
the Job Plan Tasks e et
section. ate (Roplace): Acces - Access loor Galwnized) | Q
Job Plan Tasks ® v
Sequence Task Description Duration

MAS-WI-0020-Work Order Management (Supervisors)
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96. Add a task $ I - o
Description. Vs Actions = :
Sequence Task Description Duration
~ 10 B8 0:00 W
Details
o PFM Q
235 Q
B8
0:00
97. Toremove a task from
the job plan, click the
Bin iCOﬂ. Job Plan Tasks  (1-30f3 [©] v L
Sequence Task Description Duration
10 Perform the task B 0:00 o
v 20 Complete the task 8 0:00
A 30 Deleting the task B8 0:00 0}
Details

98. Toadd alLong

Take a tour

Description to the Job
Plan, click on the icon
as shown. JobPlan PV Validat
<
JcM1360 #  NewlobPlan 8 PFM Q View attachment
99. Enter relevant details 0 —
: P
into the Long i

Description field.

100. Click OK.

Reset Clear

- _
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101. Click Save.

PPob Plan PM Validation Me:

Plan

Organization Attachments
Site
0 B8 235 Q

102. Go to Change Status
> New Status >

. Change Status
Active.

Job Plan
ICM1360 New Job Plan

103. Click OK.

Revision

Status Date

20/5/25 16:18:27

Memo

View and Update existing Job Plans:

Explanation Screenshot
104. Go to Planning > Job T — =
Plans - PFM.

ance Administrator SR Unified Template - Service Desk v
Start Center

Bulletin Board 8 Filte Q
Subject Message Post Date
& Planning

Job Plans - PFM

There are currently no bulletin board

Routes - PFM

Active PMs 82 Filte Q (]
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105.Click on the magnifying Takea tour
glass in the Site field.

Job Plans
. Job Plan Description Site Revision Duration Supervisor Status
106.Select a Site from the ’7 R
. >
list.
107. Click OK. <
Select Value
To find records, use the filter fields and then press Enter. For more|
@-70i7) v v
d
O site Description Organization
|
O 22 Bayside City Council — Integrated Facilities Management PFM
D 235 HousingFirst PFM
D APAMOO1 PFM
D CMELOO1 PFM
[ Puwool BEM
O B eSafe PF
D RANOOL ‘arra ges Council FM PF
1-7of

108. Click on the magnifying
glass in the Status field.

Take a tour

®
109. Select Active. B .
1 1 0 C | iCk o K Site. Revision Duration Supervisor Status. femplate Type Organization
' ) =CMEL001 Q 1 Q Q N
1-6of 6] ivd ¥ A
O value Description
ACTT Active
D ANCEL Cancel
D RAFT Draft
a
D DREV Pendi
D 1SED Revised
Cancel
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111.Select the job plan to be = s
revised from the list.

Job Plans - PFM
Q < Job Plans 1-20
Available Queries > Job Plan Description Site Revision Duration Super|
e *CMELOOL Q
J8s1018 Annual Harness Inspection CMELDO1 0 0:00
3M - Chem Mixer, CW Pump & DHW Pump- Planned Maintenance  CMELOO1 0 0:00
3M - Gas Valves- Planned Maintenance CMELOO1 ) 0:00
: 6M - Emergency & Exit Lighting - Planned Maintenance CMELOO1 0 0:00
6M - Boards- Planned Maintenance CMELOO1 o 0:00
Y - Boards- Planned Maintenance CMELOO1 o 0:00
6M - RCD- Planned Maintenance CMELOOL 0 0:00
JcMo007 ¥ - RCD- Planned Maintenance CMEL001 o 0:00
JcMo008 M - Emergency Stations- Planned Maintenance CMELO01 ] 0:00
MO M - Traps- Planned Maintenance CMEL001 o 0:00
¥ - Valves- Planned Maintenance CMELOO1 0 0:00
112.Click Revise Job Plan. S oo
) B8 CMELO01 Q
Details A+ Internal Responsibility
Status Crew
ACTIVE >
Template Type Owner Group
Maintenance v >
Duration Crew o
0:00 Q

Classification

€M100025 >

Class Description
Plumbing Q

Standard Reference No

Estimate Cost

113.In the Revision
Description field, enter Revise Job Plan
the reason for revising E ki lor the
the Job Plan. 3ob Pl

ICM0002

114.Click OK.
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field can be updated (if

applicable) by clicking
the the icon. ¥ JobPlan  PM Validation Messages
ICM0002 %  3M-Gas Valves- Planned Maintenance 8 PFM Q atta nt ’ ‘
1 Changing Long Description B8 CMELO0L Q
Long Description

116.Enter a Long 3M- Gs Valves- Planned Meintenance

Description.
117.Click OK.

eset Cle:

118.To amend the Job Plan
Description, update the
field shown (if et it :
applicable). JobPlan  PMValidationMessiges v

119.Note: This info wil ool 3 E ~ |a
appear in the PM Work ot =

Order Description. [iere, 2 o 8 cvetson a

Details Internal Responsibility

e PNDREV >
Template Type Owner Group
Maintenance v >
:00 Q
CM100025 >
35 Descriptio
Plumbing Q

120.To add tasks to the job
plan, click on + in the 30b Plan Tasks
Job Plan Tasks section.

Sequence Task Description Duration

<

v

There are no rows to display
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121.Enter a Task A
Description. gff‘f'f’f’,,
s
L)
d Job Plan Tasks  (1-10f1 ® T
More Actions
Sequence Task Description Duration
10 B8 0:00 W
Details
PFM Q
CMELOOL Q

122.To add SOR codes to ‘

the job plan, click on the l
+ in the Planned ey
Services section.

Services -
Planned Services 9
Service ltem  Description. - Line Cost

<
123.Click on the Service More Actions
" Services
Item field to select an ViewStatus Histo
SOR Code ew Costs Planned Services ® @ .
i Service Item Description Unit Cost Line Cost
A 0.00 0.00 w
Details
STDSERVICE v 1.00
- > E 0.00
0.00
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124.Select an SOR from the
list.

ACCESS CONTROL SYS Access Control System PFMITEM

125.To update the ailable Queries <

Details »“  Internal Responsibility
Classification field, go e .
i .
to Classification ® onoRev >
Classify.
Template Type Owner Group
o
& Maintenance v >
:
More Actions *Ouration Crew
0:00 Q
Classification
CM100025 >
Class Description 8 chssity
Plumbing ® c
= " Standard Reference No @ GeTo
Estimate Cost
Job Plan Tasks  (1-20f2 ® ird 2
Sequence Task Description Duration
v 10 Perform the task B 0:00 0]

126.Click Save.

Take a tour
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127.Click Change Status.

Job Plans - PFM
JobPlan  PMValidation Messages v
%> <
a Job Plan Organization
JcMo002 %  3M-Gas Valves- Planned Maintenance B PFM Q
Available Queries v
Reviss
Common Actions 1 Changing Long Description B8 CMEL0O1 Q
@ NewdobPlan
Details Internal Responsibility
Sta
More Actions ENOREX >
tus History Template Type Owner Group
Maintenance v >

128.Click New Status > Ch
ange Status
Active. :

3M - Gas Valves- Planned Maintenance
129.Click OK.

Pending Revision

Creating a new Route:

Explanation Screenshot

130. Go to Planning > = s
Routes - PFM. =

ince Administrator SR Unified Template - Service Desk v
2 Start Center

Bulletin Board
Subject
> Planning
Jgb Plans - PFM
There 3|
Roytes - PFM
SR Creation Ei
Site

[Activation 5 Filter Q £ O

pst Summary Reported Priority Target Start Created By
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131. Click on +icon.

Routes (0-00f0) 2 =

Route Description Site

‘f —‘ =CMEL0O1 Q

<

»

To find records, use the filter fields and then press Enter. For more search options, use the Advanced Search button. To enter a new record, select the Insert icon in the
toolbar.

132. 1.Enter a Description
for the Route.

Take a tour

133. 2.Click on the Long Route  PMVaidationMessages v
Description icon. e

RCM1078 # | New Test Route| 8 CMELOOL DRAFT

Valid Routes?

134. Enter a Long
Description. Long Description

New Test Route

e ————
New Test Route Long Description|

135. Click OK.

136. To add an asset, in the

Route Stops section a OB -«
click +.

[Route PM Validation Messages v

4 M1 o st

Sequence location  Location Description  Asset  AssetDescription  Asset Category  Asset Category Descripti Asset's Location

<

»

There are no rows to display.
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137. Go to Asset > Select

Common Actions
Value. .
B
'j Route Stops e
More Actions Sequence Location Location Description Asset ok Dicction
& > 8 >
5] CMELOOL
2 J
W 5]
g ce
a8 a8
@

138. Select an asset from
the list.

139. Click Save.

Take a tour

M1078 *  New Test Route B8
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Viewing and Updating an existing Route:

Explanation Screenshot

Take a tour

140. Go to Planning > [ [
Routes — PFM.

SR Unified Template - Service Desk v
Start Center

My Recent Applications

Administration v Bulletin Board
Assets Subject
Planning

JquFaans <M

Routes - PFM
PreventiveMaintenance
Fiaching Z SR Creation E
Service Desk
Service Level
System Configuration

Work Orders

Created By
Open Service

MERLA FC20E Site

141.To display all routes for a
co ntraCt, enter a Site Non-Potable Water - Exeloo Public Tolet No 1 3 Exhibition & Colls LG cyeio0r [y
and click [Ente r] i Non-Potable Water - Exeloo Public Talet No 6 Southbank-G. Left Hand Plant  cyye, o0 o
Non-Potable Watar - Exeloo Publc Toilet No 34 Elzabeth & Franklin StsG- 001 [t
142. Select a route from the Hon-Potabe Wter - Exelos Publc Tolet No 8 Arple Place Nth-G.-Lof e (1
list. ACMO000S Non-Potable Water - Exloo Public Tollet o Cr arket & Colins S-G.- T, o
Nen-Potable Water - Exelos Public Tolet No 34 Cm Lonsdale 8 Queen StG- g0 o
Non-Potable Water - Exeloo Public Tilet No 1 Lonsdale King St-G.-Left  cuyey001 [
Non-Fotable Water - Exelco Public Toilet No 116xhibition & Lonsdale StG.-  cuey001 [
[Non-Potable Water - Melbourne Town Hall - 2.- Kitchen CMELOO1 14
Non-Potable Water - Exeloo Number 10-G.- Right Hand Plant Room CMELO0L 3
Non-Potable Water - Exeloo Number 11-G.- Right Hand Plant Room CMELOOL G
Non-Potable Water - Exeloo Number 12-G.- Left Hand Plant Room CMELOO0L ¢
Domestic Hot Water - Council House Two (Ch2) - Plant Room 2 CMELOOL %1
Services - Council House (Ch1)-Kitchenette (NE CRN) CMEL001 0
Services - Artplay Facility CMEL001 (4
Services - Signal Box - North Bank-Grounds CMELOOL f
7 Domestic Vater - Multicultural Hub CMELOO1 1
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143.To add an asset, in the
Route Stops section click

Take a tour

[

o7

e

Q (C] LT ol
+ icon.
Route  PM Validat v
Route Stops ® v & ¢ m
Sequence Location Location Description Asset Asset Asset Category  Ass|
v 10 > B8 ACM109224 > TERM DNU - Chemical?Treatment?Dosing? (5]
v 20 > B8 ACM109263 > TERM DNU - Chemical?Treatment?Dosing: (5]
144.Go to Asset > Select
Val ue Common Actions
- @ NewR Route Stops @
R - . e o
Sequence Location Location Description Asset Asset Description
©
v 10 > B8 ACM109224 > TERM DNU - Chemical
More Actions 20 > B8 ACM109263 > TERM DNU - Chemical
A > B8 >

CMELOOL

145.Select an asset from the
list.

146.Note: The asset should
be in Operating status to
add it to the route.
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rk Instruction

MAS-WI-0020-Work Order Management (Supervisors)

Project NextGen

Igniting change, uniting teams.

147.Click Save.

Route  PM validat,

Route Stops

Location Description

T PR pasat ey A
v 10 > B8 ACM109224 > TERM DNU - Chemical®Treatment?Oosing  [5)
20 > ACM109263 > TERM DNU - Chemical?Trestment?Dosing: (5]
> B8 ACM-00131613 > Virtual Asset - Means of Egress - ExitPoint [
Details
> B8 CMELOOL
148.To remove an asset from | [~ "
the route, click on the
Bln icon. B8 CMELOOL ORAFT
te Stops o) CREEORC ictions

Asset Description

Asset Category  Asset Category Description  Asset's Location

B8 ACM-00131613 > Virtual Asset - Means of Egress - ExitPont [ Artplay Facility [G.04] - Lobby/Foyer B8 0]
B8 ACM109224 > TERM DNU - Chemical?Treatment?Dosing B8 DNU - TERM: Melbourne?Town?Haliz-2kitc (5 o)
B AcMio9es > TERM DNU - Chemical?TreatmentzOosing  [5] ONU - TERM: Melbo B8 ®

149.Click Save.

Take a tour

Route

CMELOOL DRAFT

te Stops

Asset Description Asset Category  Asset Category Description  Asset's Location

"
-

ACM109224 > TERM DNU - Chemical?Treatment?0osing: 5] DNU - TERM: Melbourne?Town?Hall>-2Kitc (5] 0]
ACM109263 > TERM DNU - Chemical?Treatment?Desingi [ DNU - TERM: Melbourne?Town?Hall?-23,- B8 0]
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MAS-WI-0020-Work Order Management (Supervisors) PrOjeCt N eXtGe n

Igniting change, uniting teams.

150.Amend the Summary if
applicable.

Take a tour

151.Amend the Long e o
Description if

applicable. Romanat % 1Y~ Sroke & Heat Alsrm Testing [LCHO213]
S v

Route Stops  (1-10f1 @ A7 ¥
Sequence Location Location Description Asset Asset Description

v v 10 > B8 ACM-00137900 > Fire Alarm Componentry - Smoke & HeatA [

Related Work Instructions or Process Maps:

MAS-WI-0010-Navigation & Overview
MAS-WI-0040-Claims
TSMob-WI-0020 Work Order Management (Supervisors)

Description Reference # Date Authority / WI Owner
New Work Instruction 29" May 2025 Programmed Facilities Management
Next Review Due Upon Next Release
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