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Project NextGen

Igniting change, uniting teams.

Purpose: This Work Instruction defines the steps to review, approve and reject claims in Maximo
Application Suite (MAS).

Primary Use: This Work Instruction is used for the following scenarios:
1. Review Claims

2. Reject Claims
3. Approve Claims

Business Unit Application: This Work Instruction applies to Programmed Facilities Management.

Audience: PFM Supervisors

Before you start:

1. The Vendor must submit a claim on the work order via the Touchstone Mobile App in order for the
claim to be reviewed, approved or rejected in MAS.
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View Work Order Claim Status in Touchstone:

Explanation Screenshot

To Review a claim, the
Vendor Supervisor must

Online

first submit a claim via the ® * erans
Touchstone Mobile App.
Click Claim.
Quantity /s O
In the My Team tab, click o p=

Last uploaded: 21/05/2025 at 17:50

Open to open the work
order and view the status.
00"

WA10722246 1 . ©
- N
Qo
B e
CLAIM SUBMITTED RCT
WA10722038 - @

©

< = _ o — =
B a o »
Work Unplanned My Team More

Note: The status will show
as Claim Submitted if the
vendor has submitted a Y
claim. N

Target Actual
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Review a Claim in MAS:

Explanation Screenshot

Go to Work Orders > 0 s
Work Order Tracking — o o
PFM. ‘

Level
tem Configuration
) WorkOrders

Work Order Tracking - PFM

Select a Site. vanag Take atou

acking - PFM ®
< Work Orders v o
v ‘Work Order Description Site Location Location Description Location Group
| =cMELO0L 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.

In the Status field, select Take a tour
VendorClaimSub. Press PFM a ® B
[Enter]. ,

Work Orders  (0-00f0

In Location Group Location Group Description Asset Status Work Type Priority PO#

Result: A list containing e o xE
a” Work OrderS Wlth a o Work Order Tracking - PFM 5 ® 3
Vendor Claim ¢ wewouws Gos «H - v
Submitted status will be o v S i ' - =2 s
1 * Common Actions s > [rmmenmen Q
displayed. : —_

Q

X ® VENDORCLAIMSUB. RCT
e
4 v App Reject Claims
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Click on the relevant
work order.

Work Order Tracking - PFM

< Work Orders (1

Available Queries v

Work Order
Common Actions J

- 5
8 selectowm

& T o :

B Avobes " wax

B A

v 2

More Actions

Description

Take a tour

site Location

=APAMOOL Q

Location Description

1
<
te

Click the Plans tab.

Work Order Tracking - PFM

Work Ordly

Available Queries v

Common Actions ReT Q

@ v

»® » J

Takea tour

ed R c
AMS2116099 >
>
54
8 >
8

WORKORDER

VENDORCLAIMSUI

VISHITA-OFEF63056E

Claim Submissions

Scroll down to view and
verify the Claim Lines.

Take a tour

Plans A als Spe v
¢ < &
Duration Owner Owner Group
—
Available Queries v 0:00 > PRMCUSTSC > W
Common Actions 0:00 > PEMCUSTSC > W
 Clear Changes
8 s
o
v
More Actions
Y iervices (-1 v %
‘ode Liability Code Budget Code UOM  Client Trade Code  Unit Cost Line Cost Sell Price: Line Sell Price: Technician Asset
Q na Q Q 000 000 000 000 €
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Reject a Claim:

Explanation Screenshot

Within the Work Order, click B oo | e <8 o

Approve/Reject Claims. Work Order Tracking - PFM a: |[@BecszD
WorkOrder  Plans  RFQ  Assignments  RelatedRecords  Temants  Actuals  SafetyPlan Log  Datasheet  FailureReporting  Specification: v
Available Queries v
Common Actions o~ Q > WORKORDER Q
L 8 FC000053 > 21/5/2517:5013
Asset Reason for Rework After Hou
B~ 8 a»
= Asset Hierarchy Location/Asset is under Wasranty? Risk Assessment
> Q
Class Deseription Do not create a PO for the Work Order? e

Result: A list of work orders
pending approval will be
displayed.

Approve/Reject Claims
Claim Work Orders Pending Approval (1120 12

Work Order  Description Status

Select one or multiple work s B —
s e
orders. ymecasamens
T e
— T

Click Reject. e

WA0721860 VENDORCLAIMSUS
Wa10518872 VENDORCLAIMSUS
WA0721973 VENDORCLAIMSUS
Wa10721842 VENDORCLAIMSUS

WA10721849 VENDORCLAIMSUS

Approve

Click OK.
System Message
To verify the status of the
work order, copy the work
order number.

BMXZZ71371 - 1 work order claims have been
@ reiectea:

Paste the work order
number into the Find Work
Order Search field and
[Enter].

Work Order Tracking - PFM

‘Work Order

« UstView <

st ros

AMS2116099 > VISHITAOFEF64056E
Available Queries v

WorkType Parent WO Cless Major Events
Common Actions Rer Q > WORKORDER Q
@ NeworkOrder

Work order Invald Asset(s)? states WOSTATUS - Longitude

WA0722246 * TestAPAM-1A4-T2APN E O VENDORCLAIMSUI

*Location Faure Class Status Date WOSTATUS - LatitudeY

5 (5] FC000053 > 215125175013
Asset Reason for Rework Altes
Claim Submissions.

Claim 1D from Finas
Asset Hierarchy

Error Message from the Finance §

Defect? Fault Action
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Take a tour

The work order status will
now be
VENDORCLAIMREJECTED.

Work Order Tracking - PFM

Electrical Services\Emergency & Exit Lighting|Exit Light

Work Order ed Ry e Re
« ustvie <
sty > VisHTAOreFsd0sse
Available Queries v
Gommon Actions i Q > WORKORDER
@ No Invalid Asset(s)?
i * E O VENDDRCLATHRE:
— 8
R =
g B8 FC000083 > 21/5/2518:24:23
Claim Submissions
e 8 a»
[ - o
v

Result: The work order
status in Touchstone will
update to Claim Rejected.

Team Work List

Last uploaded: 21/05/2025 at 19:43

From Touchstone, the
vendor is able to resubmit
the same claim again or
modify the claim and submit.

Vendor Tech - Internal |

WA10722246

@
(]

[ Planned start
Wed, 21 May 2025

CLAIM REJECTED Faﬂm

WA10722038 Test APAM - 1A3

Planned finish
Wed, 21 May 2025

RCT

© LAM1000118 - T2 - Terminal 2

B

Work

=]

Unplanned

Onine

[x]

~

Urgent Al Work

. ©

Fuers

@

Approve a Claim:

Explanation Screenshot

Within the Work Order,
click Approve/Reject
Claims.

Work Order Tracking - PFM

Work Order ar m afe
<
AMS2116099
Available Queries v
P
Common Actions oo Q
@ ne
@ i o
WAL0722246 * 1 B OB
o
5 Falurs Class
a [S] FC000083
o
& > Edtlgt-APAMOI2291 5]
gt
Mare Actions

2/5/2519:57:15

]
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Result: A list of work
orders pending approval
will be displayed.

Approve/Reject Claims
Claim Work Orders Pending Approval (112 of 1.

Work Order  Description Status E 3
WAL0651372 VENDORCLAIMSUS AMS2115456

Wa10719861 VENDORCLAIMSUB AMS2115731

Select one or multiple work
orders.

wrio20165 [Em———— Ansaniszse
WA10720266 oval of broken tensa poles  yeypopct atMsUB AMS2116777
whor2220 venoorcuaIsUs Aws2116099
m— cuamres Awsazasas
Cl ick Approve wa10720498 cLammes Amsz15888
" WA10721860 VENDORCLAIMSUB AMS2116001
wraos1ssn2 venoorcuavsus

waao721973 VenooRcLAIMSU Ams2116091

WA10721842 VENDORCLAIMSUS

00000O00Do0O@PoOOoO

WA20721849 VENDORCLAIMSUB

Approve

Click OK.
System Message

To verify the status of the N
work order, copy the work
order number.

Paste the work order

number into the Find Work
Order search field and S [ |
[Enter]. T ¢ ===

unified / Retum

Work Order Tracking - PFM 1 ® e z 0B

RelatedRecords  Tenants  Actuals  SafetyPlan  log  DataSheet  FallifeReporting  Specifications v

& site Pos Attachments Technicion
AMS2116099 > VISHITA-OFEF64056€
Available Queries v
Parentwo class Major Events
Common Actions RCT Q > 'WORKORDER Q
®
Work Order Invelid Asset(s}? Status WOSTATUS - Longitude(
WA10722246 g B VENDORCLAIMSU
+Location Failure Class Status Oate WOSTATUS - Latitude(Y)
(5] FC000053 >

Reason for Rework .
Claim Submissions

- Claim 10 from Finance System
nadh TRararihy Location/Asset s under Warranty? Risk Assessment

Electrical Services\Emergency & it Lighting|Exit ight

Error Message from the Finance System

Work Classification Defect? FaultAction
> Q
Donot create a PO for the Work Order? G Account e
G Electrical Feilore N 217626 20:4:44 e}
~ «Work Priority Outof Scope? U ..

tQ a» a»

priority Statutory Compliance?

Budget Period stimulus?

The work order status will
now be CLAIMSUB. x !

Work Order Tracking - PFM D : @@ e z B

WorkoOrder  Plans  RFQ  Assignments  RelatedRecords  Tenants  Actuals  SafetyPlan  log  Datasheet  FailureReporting  Specifications v
<
& site Pos Attochments Technician
AMS2116099 > VISHITA-OFEF64056E
Available Queries v
Work Type Parent WO Class Major Events
Common Actions ReT Q > WORKORDER Q
@ Newwiork Orde:
Work Order Tnvelid Asset(s)? status WOSTATUS - Longitude(X)
wa1072224 * g OB cuamste
+Location Failure Class Status Oate WOSTATUS - Latitude(Y]
t (5] FC000053 > 25125 20:15:22
Asset Reason for Rework .
Claim Submissions
Ciaim I from Finance System
Asset Hierarchy Location/Asset is under Warranty? Risk Assessment

Electrical Services|Emergency & Exit Lighting|Exit Light
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Once Navision verifies the
claim line(s) are correct,
the work order status will

Work Order Tracking - PFM

Work Order

update to COMP. . :
Available Queries v
The Claim ID from Finance @ b
System field will now -
contain a value. R |
[

<

ore Actions.

S|

B

®R z B
Avs2116099 > T | visuaorerssosse
|
> WORKORDER Q
Fcoo00s3 > 21/5/25 2045:05
Claim Submissions.
Q
< the A
@

X
a» ®
Statutory ©

Should an error occur in = Bl e

Navision, the status will QY Werisrer Tracking<RF#

show as CLAIMREJ. © - o [
& Available Queries v

The Error Message from :
the Finance System field -
contains details of the error.

- .
The Work Order can be re- #
sent to the Vendor via S
Approve/Reject Claims, or 51

followed up with Finance
regarding the error e
received if required. . .

Ams2115844 >
>
Invalid Asset

2 b

8 >
B
o
»

VRONI-EAGF3D46CA > e

WORKORDER Q

CLAIMREY

Claim Submissions.

1312883

Purchase

16/5/25 15:48:26 )

Related Work Instructions or Process Maps:
MAS-WI-0010-Navigation & Overview
MAS-WI-0020-Work Order Management (Supervisors)
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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