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Summary of Roles in Planon

Helpdesk

Raise requests

Assign jobs to in-house team

Review progress of requests and jobs
Cancel requests

Complete requests

Follow up requests

Supervisor

Review progress of jobs

View comments, history and actions
Put jobs on hold

Assign jobs for contractors

Create jobs

Deal with jobs on hold

Set jobs to completed

Cancel jobs

Run reports

Operational administrator

Define standard orders

Change default supervisors and tradespersonsder groups
Update maintenance teams

Update telephone and email of buildings

Change asset manager of clusters

Systems administrator

Upload student records

Change user authorisations for Planon and PMFS
Create filters for general use

Create reports

Deal with system issues

Terminology

Order

Requesd | aka Request FM, Service call, Logged call, Repdaett / problem ...

Job 2

aka Work order, Reactive work order, Job instruxgtidd, Job ticket ...

Getting started
Please refer to the first two sections — Log In Redctive Maintenance — of the
Residences Helpdesk User Guide.

View and Search the Requests and Jobs
This section shows you different ways of viewingl éimding the requests and jobs.




Each request or job in the list shows some of theikformation:
@ 02 Operations

Work orders

' | Requests - all B | B

T
o

|Ax:crued from yez v | = v | ™ M >
8050 (

| Orders
] < « 16679.00, PA1, Maintenance North Cluster, Anderson, Blocked toilet, 28/04/2017 08:27
@37 16679.01, PA1, Maintenance North Cluster, Anderson, Blocked toilet, 28/04/2017 0941
» s » 16675.00, PA. Anderson, Leak from ceiling, 26/04/2017 13:40, 26/04/2017 13:41. 26/04/2017 13:4._
» s~ 16673.00, PA. Maintenance North Cluster. Anderson. Blocked toilet, 26/04/2017 10:38, 26/04/2017

« Job number. This is automatically generated. A @sgjnumber ends in .00. A
suborder has the same number as the request iiigsaio except that it ends
in .01, .02 etc.

* Property code of the building

* Internal tradesperson — for in-house maintenariee tjois is the name of the
maintenance team until the work is started. Théntite name of the
technician doing the work.

» Supervisor. This is normally the facilities managethe relevant cluster.

» Description

* Requested completion date.

Select Properties
If a specific building is selected this shows unither Properties heading, and only the
orders for that building are shown in the list:

@ 02 Operations

To clear this, click the Properties heading and&elll Properties, or one cluster.
& 02 Operations

o

[ No filter '.”| B
| Asbestos Free? v |= v| [{c= 3 %
®6

» ff: Residences Central Cluster. London
» (i Residences North Cluster, London
» ifl: Residences Other, London

vl Residences South Cluster. London



Then return to Orders:
# 02 Operations

-

| No filter v [la
| Accrued from yez ¥ | = v o I
ORedEHG

» s~ 16679.00. PA1, Maintenance North Cluster, Anderson, Blocked toilet. 28/04/2017 08:27
» s> 16675.00, PA. Anderson, Leak from ceiling, 26/04/2017 13:40, 26/04/2017 13:41, 26/04/2017 13:4. .
» s - 16673.00, PA Maintenance North Cluster, Anderson, Blocked toilet, 26/04/2017 10:38, 26/04/2017 .

Filters

Select any of the in-built filters from the dropvado list. Select a “Request” filter to
show just requests or a “Job” filter to show just sub-orders. Many of them restrict
the list further to requests or jobs in a particskatus.

@ 02 Operations

Properties Filtars Order details
Y || Job with technician 4 C

| Accrued from y ¥ [ = v W= x
Oeedasd

B Orders (18)

43 16731.01, GH, E, Daoud. Nandra, Blocked toilet, 05/05/2017 00:00, 05/05/2017 12:00 (0.
&3 16728.01, BA, DJ, Holmes, Woodley, Blocked toilet, 05/05/2017 12:00, 05/05/2017 12:00..
e 16726.01. BA DJ. Farrell. Woodley. Repair broken Window, 08/05/2017 00:00. 08/05/201.
2% 16725.01, RA. FM Morth Cluster, Anderson, Light left on, 11/05/2017 00:00, 11/05/2017 ...
@2» 16724.01, GH, E, Daoud, Nandra, Repair salto lock, 08/05/2017 00:00, D8/05/2017 15:47_.
2% 16721.01, BA. DJ, Farrell, Woodley, Clean carpet, 08/05/2017 16:00, 08/05/2017 16:00 (...

Toggle the filter on and off by clicking the filteron: vy
If a “Job” filter is on you cannot see the requédktd they belong to. In order to see

these click the Show related orders i. __.



@ 02 Operations

Properties Filtars Orders Cirder details

Work orders

T ] Job with technician v | B
|Ar.cruecEfromy '|= '| | m %o
0eead6
B Orders

» s » 16731.00, GH, Maintenance Ceniral Cluster, Nandra, Blocked toilet, 05/05/2017 12:00

» > 16728.00, BA Maintenance South Cluster, Woodley, Blocked toilet, 05/05/2017 12:00

» <> 16726.00, BA Woodley, Window broken, 08/05/2017 12:00

» s » 1672500, RA FM North Cluster, Anderson, Light bulb needs changing, 11/0%/2017 16:00
» s> 16724.00, GH, Nandra, Repair salto lock, 08/05/2017 15:47

» s * 16721.00, BA FM South Cluster, Woodley, Clean carpet, 08/05/2017 16:00

» s> 16716.00, NH, Nandra, Window jammed, 04/05/2017 12:00

» s » 16681.00, BW, Maintenance South Cluster, Woodley, Blocked toilet. 03/05/2017 09:00

This shows the related requests. You can openreggciest to see the sub-orders
beneath it that meet the filter condition:

& (02 Operations

Froperties Fiters Orders Order detall=
[wororders
-Y | Job with technician v | E_'
| Accrued from y v | = v | o x Na

00028606
ones

4 s@» 16731.00, GH, Maintenance Central Cluster, Nandra, Blocked toflet, 05/05/2017 12:00

& 16731.01, GH, E, Daoud, Nandra, Blocked toilet, 05/05/2017 00:00, 05/0572017 12:00

» o> 16728.00, BA Maintenance South Cluster, Woodley, Blocked tollst, 05/05/2017 12:00
- yian

Show list

Click the Show list iconé to show the informationseparate columns. Then drag
the borders between the column headings to makeothenns narrower or wider and
show more information:



@ 02 Operations

Properties Filters Orders Order details
L 4 | Job with technician v | =]
|Accrued from year A | = v ‘ | L) £ G
Number |Prop...|Inte... | Internal tradesp...| Supervisor.....| Description | Start date &..| End date & .| Requested ...| Status|In..|
| Orders(18)
16731.01 GH E Daoud Nandra Blocked toilet 05/05/201.... 05/05/201... @w
16728.01 BA DJ  Holmes Woodley Blocked toilet 05/05/201 05/05/201 @
16726.01 BA DJ  Farrell Woodley Repair broken W... 08/05/201... 08/05/201... @
16725.01 RA FM North Cluster Anderson Light left on 11/05/2017 1052017, @B
16724.01 GH E Daoud Nandra Repair salto lock  08/05/201 08/05/201 @2
16721.01 BA DJ  Farrell Woodley Clean carpet 08/05/201... 08/05/201... @w
16716.01 NH A Mercieca Window jammed 04/05/201 2w
Sorting

You can now sort the list by clicking on any coluheading. For example, Requested
completion:

@ 02 Operations

Properties Filters Order details
Y |Job with technician '| =]
|Accrued from year v | = v ‘ L) & &t
©0eedd0
Number | Prop.. | Inte... | Internal tradesp...| Supervisor..._| Description | Start date &..| End date & .| Requested- .| Status|In..|

# Orders (18)

16666.01 CS FM Morth Cluster Remove dust 2w
16680.01 PA A Mercieca Remove dust el
16532.01 BA DJ  Farrell Woodley Blocked toilet 24/03/201.. 31/03/201.. 27/02/201... (@2
16536.01 BA DJ  Holmes Woodley Blocked toilet 15/04/201.. 16/04/201.. 27/02/201.. @
16530.01 NH Maintenance N... Nandra Fit shelf/shelves 21/04/201.. 21/04/201.. 10/03/201... (@2
16656.01 NH Maintenance C... Blocked toilet 06/04/201... @™
16657.01 NH Maintenance C... Blocked toilet 06/04/201... (@2
Arcra na na X (R L T Anin amna A

Click Show tree to return to the default view.

Search

To search for a specific request or job use Cialespand type in the number,
excluding the .00:



Find order number

(16673

You will then just see the relevant request andjabhyg underneath it:
@ 02 Operations

Properties Filters Orders Cirder details

| Request accepted v | Ej

|Accruecifrom ye: '|: v | %

0ee0se

|+ Orders (2)
Pl < « 16673.00, PA, Maintenance North Cluster, Anderson, Blocked toilet, 26/04/2017 10:38, 26/04/2017___
@ 16673.01, PA, Maintenance Morth Cluster, Blocked toilet, 26/04/2017 10:38. 26/04/2017 10:43 (2._.

To see the whole list again click Refresh .._.

To search on any other fields, where there is repegific filter use the search
facility:
& 02 Operations

Properties Filters Orders Grder detalls

m

|Requesl accepted v | =}

Internal tradespe v | = '| | 0 %
Accrued from year =

G Additional Risk Assessment? (Y/N)
Address

|| Arival date
podget ith Cluster, Anderson, Blocked toilet, 28/04/12017 08:27
Contact email address om ceiling, 26/04/2017 13:40, 26/04/2017 13:41. 26/04/2017 13:4. .
Contract h Cluster, Anderson, Blocked toilet, 26/04/2017 10:38, 26/04/2017 ...
great?d by ) h Cluster. Anderson, Blocked toilet, 25/04/2017 17:48. 28/04/2017...

ala-tne colowing Lh Cluster, Remove dust
Diepartment
Description ith Cluster, Warriner, Blocked toilet, 10/04/2017 12:00
IDN number I'th Cluster. Warriner. Blocked toilet. 10/04/2017 12:00
a' "“d%"" toilet, 10/04/2017 12:00
reference number ) i

Koy nismber toilet, 10/04/2017 12:00
Linked Qualifications on, Blocked toilet, 06/04/2017 10:47, 06/04/2017 10:47, 06/04/20..
Loan? (Y/N)
LA e



| |
If searching for a person you need to pick thermfeolist using the select]
In the selector, find them by surname for example:
Internal tradesperson
|Surname v |Contains ¥ (daoud x + N3
Show archived items
Person type: Internal tradesperson
Status | Code | Full name | First
Daoud, E Hlias Elias
The list now only shows jobs for this tradesperson:
@ 02 Operations
Properties Filters Crder details
|Rer.[uesl accepted 4 =]
| Internal tradesperson v | = v |228188, Daoud, E Elias Elias o
0036
Number | Proper...| Inte..| Internal tradespers... | Supervisor. Su._| Description | Start date &..| End date &...| Requested comple.. | Status
¥ Orders(1)
16655.01 cs E Daoud Anderson Blocked toilet 06/04/201... 06/04/201._. 06/04/2017 10:47 &
Click " to clear the search and show the full |gia.
Order Status
Statuses
These are all the possible statuses of a re¥iesd joa2 .
HELPDESK REQUEST Approx. REACTIVE WORK ORDER
Status Colour Symbol Status Colour
Reported Red * Order reported Red
Follow-Up Red -
Accepted Yellow To be assigned Yellow
Unplanned Yellow
Emergency Yellow
Planned Yellow
On Hold Yellow On Hold Yellow
Assigned Blue
In Progress Blue | 2 In Progress Blue

Approx.
Symbol

-

>



Work Completed Green TT] Work Completed Green v

Feedback Completed Green v
Cancelled Grey X Cancelled Grey X
Completed Grey 4| Administratively completed Grey 4]

Red or yellow = the job is with the helpdesk oreswsor. It has not been assigned to
in-house staff or external contractor or it needbé re-assigned.

Blue = the job has been passed to in-house staficontractor and they have not
started or have started but not yet finished.

Green = the work has been completed. The requesgit still raise an issue that
requires it to be revisited.

Grey = the request is closed and cannot be chalfgty issue arises a brand new
request is required.

PMFS Sent

If a work order has been assigned to one of thete@ance teams then it is on their
device. This is indicated by the PMFS status Seoioll down to the PMFS section to
see this:

& 02 Operations

|Nu filter v | =]
Intern s Health & Sa
‘ —— v |= m | =l > General nternal notes ealth & Safery
- Planning SLA / Costs Communication It
ORs086 Auditinfo
» s - 16729.00, GH. Maintenance Central Cluster, Nandra. Blocked toilet, 05/05/2017 12:00
» s © 16728.00, BA Maintenance Seuth Cluster. Woodley, Blocked toilet, 01/06/2017 12.00 PMEFS

» sd* 1672700, GH, Maintenance Central Cluster. Nandra, Blocked toilet, 04/05/2017 16:54. 05/05/2017 12:00

4 <3 16726.00, BA. Woodley, Window broken, D8/05/2017 12:00 FMpssabs Sl

& 16726.01, BA, DJ, Famell, Woodley, Repair broken Window, 08/05/2017 00:00, 08/05/2017 12:00 (08/05.. * Sign off requir.. Yes ® No
4 sd» 1672500 RA FM North Cluster. Anderson, Light bulb needs changing, 11/05/2017 16:00 * EHS required Yes * No
@0 16725.01, RA, FM North Cluster, Anderson, Light left on, 11/05/2017 00:00, 11/05/2017 16:00 (11/05/20.
» &@» 16724.00 GH, Nandra. Repair salto lock, 08/05/2017 15:47 Financial data
» S RTIANN GH Mandra Windnw hraken NIRRT 12-44 NAMNSN1T 11-4R Budget
Count All Mone

Any job for the in-house maintenance teams that &blue status — Job assigned or
In progress — should show as Sent.

Once the technician completes or discontinuesabehje status will change to On
hold or Work completed and the PMFS status willngeato Received.

PMFS Received
Jobs that have come back from a technician’s deshiogy as PMFS status Received:

10



@ 02 Operations

[ No filter &
| Supervisor = ‘ = = | O e General Internal notes Health & Safety
- B A Planning SLA/ Costs Communication logs
'@@%@%@@ Auditinfo

B 16726.01, BA, DJ, Farrell, Woodley, Repair broken Window, 08/05/2017 00:00, 08/05/2017 12:00 (08/05..
4 s+ 16725.00. RA FM Morth Cluster, Anderson. Light bulb needs changing, 11/05/2017 16:00

@5 16725.01, RA. FM North Cluster. Anderson. Light left on, 11/08/2017 00:00, 11/05/2017 16:00 (11/05/20.. PMES
» sd» 16724.00. GH, Mandra, Repair salto lock, 08/05/2017 15:47
4 <@ 16723.00, GH, Nandra, Window broken, 08/05/2017 12:44. 05/05/2017 11:46

& v 16723.01, GH, E, Daoud, Nandra, Repair broken Windaw, 05/05/2017 11:59, 05/05/2017 11:59 (05/05/2_. Aol gl ek @ No
» @ 1672200, CS, Anderson, Radiator not heating up, 08/05/2017 12-44, 09/05/2017 15-45 * EHS raquired Yes = No
» @ 16721.00, BA FM South Cluster, Woodley, Clean carpet, 10/06/2017 1516 08/05/2017 16:00

- O S S Financial data

™
i)

PMFS status Received

Count All MNone Budaet i}

These jobs have either been put on hold or have t@apleted by the technician

PMFS Blank
Jobs in other statuses show as PMFS status blank.

Jobs assigned to a contractor or to an interndégerson who is not set up with a
PMFS device always show as PMFS status blank.

View and Amend Job Information

A lot of the information is inherited from the rezpi that job belongs to. If it needs
changing you normally change the request and thefirm that you want to apply
the changes to the sub-orders in the pop-up screen:

Question

2/ Question
16747.00, Leak from pipes
Do you want to implement the changes to field Description in

all lower levels? (PN_HO0632)
® Yes ' No

Other fields are not available on the request angbsi change them on the job itself.

Any changes you make after a job has gone to siatu#\ssigned will not be seen by
them unless you first put the job On Hold, makedhange and then set it back to Job
Assigned.

Supervisor
The supervisor defaults to the facilities managettie relevant cluster. This is set up
in Default supervisors.

11



You can change the supervisor for the job to ydusseneone else. Start typing in the
name and select from the drop-down list or useséhector button and search in the

pop-up.

Standard order
This is the default type of job for the type of wegt. Or it may have been manually
selected if the job was added separately.(3eate a New Job.

You can change the standard order, which may tfieatgarts of the job definition
e.g. Order group, Priority and Internal tradesper$ioso you get a pop-up asking you
to confirm the changes.

Order group
01.15 = Residential maintenance. Any job with timder group will be assigned by
default to the maintenance team for the relevarster.

02.15 = Residential FM. Any job with this order gpowill be assigned by default to
the FM team for the relevant cluster.

Any other code represents specialist work that do¢get assigned to an in-house
team by default because it requires a contractor.

Changing the order group may also change the lalténedesperson to a different
team or to blank. If so you get a pop-up asking tgoconfirm or decline this change:

Question

2) Question

16719.01, blocked

that is entered (133653, Ogwok,
om the default Internal
= Central Cluster). Replace

Priority
This is based on the standard order selected argkisto determine the Requested
completion date.

Property
As on the request.

Space
As on the request.

12



Planned Start Date and Time

This is on the Planning tab. It is the date ancktihat will appear on the technician’s
device enabling them to see the relative prioritthe work and do jobs in the right
order.

If it is blank and the order group is 01.15 you tipion to assign the job to a
Maintenance team by clicking Job Assigned will betavailable. You must input a
date and time, or copy it from the Requested congplelate and time above.

Requested Completion Date and Time

This is the expected completion date and time itggefrom the Request. It is

initially calculated by adding the Priority time tioe date and time the request was
initially raised, based on normal working hoursr Ewample if the request is raised in
the afternoon and the priority is 4 hours thendbapletion date will be set to some
time in the morning of the next working day.

If this is blank or it needs to be changed you radlyrchange it on the request and
confirm you want to apply the change to the lovesels i.e. the job. If the request
was already in progress then the request receivemail that the target completion
date and time has changed.

Internal tradesperson

If the work order group is 01.15 Residential maiatgce then the default internal
tradesperson is the relevant maintenance tearhdasltister. The members of these
teams are issued with i-pads running PMFS (Planolilsfield services). When you
set a job to Job assigned and the internal tradespés one of the Maintenance
teams it gets sent to the devices of the membetsabteam.

If the work order group is 02.15 Residential FMrtliee default internal tradesperson
is the relevant FM team for the cluster. These tesmbers do not have i-pads
issued so they need to be informed in some othgthna the work has been assigned
to them.

You can change the tradesperson to an individualdfferent team e.g. start typing
in “South” and select the relevant South clustantdérom the drop-down list.

Service provider /supplier
Every job should either have an Internal tradespecs a Supplier service/provider.
If it has both then the tradesperson takes priagtyit goes to their device.

If the work order group is anything other than 01.15 or 02.15
then by default the internal tradesperson is blank. The
supervisor selects a Service provider and arranges the work

with this contractor. See Supervisor Notifications
There are two events that trigger an automatic lesm#e supervisor of a job and
also the asset manager of the cluster as a back-up.

13



These emails are: Job requires contractor andidobrdinued by technician. See the
relevant sectionkrror! Not a valid bookmark self-reference. andError! Not a valid
bookmark self-reference..

Assign Job to a Contractor

Details

This information initially comes from the requea change the details that the
requestor sees on emails about the request youupdate the Request. You will
then be prompted to update the details on thegokedl.

If you just update the Details on the job then yollijust change what the technician
sees on their device.

Internal Notes

Click the Internal Notes tab and view or updatedbment. This is specifically for
internal communication between the supervisor,dedg and technician. The
technician will see this in the comments on thewide when they start work, and if
they add any comments you will see them here wheynfinish or discontinue the
job.

Completing a Job

Maintenance team
The jobs that have been assigned to the clustertemaince team are updated by the
technicians in that team on their devices, asWto

1. All technicians in the team receive the job in thist of Team Orders.
2. As soon as one of them accepts the job it appedheir own list of Jobs
Assigned and disappears from the Team Orderssdts®nds a message back

to Planon.

3. Planon receives the message within 20 minutes pddtes the Internal
tradesperson to the individual person. The staoems Job assigned.

4. When they click Start Work on the device it movesheir own list of Jobs in
Progress and sends a message back to Planon.

5. Planon receives the message within 20 minutes pddtes the status to In
Progress

6. When the technician has finished the job they diickl Work and it
disappears from their list of Jobs in Progress

7. Planon receives a message within 20 minutes anatepthe status to Work
Completed.

To see the latest updates in Planon click theskflist icon **

14



Here is a job that the technician has startecbw shows as status In Progress and the
Internal tradesperson shows the individual’s namséead of the team:

& 02 Operations

| Request accepted v | =]
|W|—| o General Internal notes Health & 5afety Planning 5LA f Costs Commun
®06 é’ A ® A AsserIL
LT
Status
e * Stat » RW40, In P
4 <@> 16680.00, PA. FM North Cluste... s R VEIOgEEaS
@w 16680.01, PA. FM North Clus.. Al Silaorer compie led = R
4 sd» 16679.00, PA1, Maintenance N._. On hold until

& 16679.01, PA1, A Mercieca, ... e

4 s@» 16675.00, PA. Anderson, Leak ..
@@» 16675.01, PA DS, Javangwe. .
4 s 16673.00, PA. Maintenance No._.

Cancellation reason

Service data
4@+ 16673.01, PA. Maintenance N. e -
» <@» 16667.00, CS, Maintenance No... Trade S5 Rusdnrlidl Sondcos
» <@» 16666.00, CS, Maintenance No.. Supervisor 125083, Anderson, RM Richard Richard
» sd» 16663.00, CS, Maintenance No.. Internal tradesperson 213572, Mercieca, A Alan Alan
» sl * 16662.00, CS. Maintenance Mo... i A A e i

FM Job

If the Internal Tradesperson is initially set toFe team instead of Maintenance
team then once it is in status Job Assigned ipisouthe supervisor to set the job to In
Progress and then to Work Completed accordinggatformation they receive.

Contractor Job

If the Internal Tradesperson is blank then the stiger inputs the Contractor
company in the Service provider / supplier fieldd @hange the status to Job
Assigned, In Progress and Work Completed at theogpiate times.

Jobs on Hold

The technician can temporarily discontinue a jolpiaking a valid reason e.g.
Contractor required, Parts not available, Changaiofity. This sends a message to
Planon and changes the status to On Hold. It &sdssa Job discontinued email to
the supervisor so they can re-assign the job & actor or take whatever other
action is required.

Status transitions for a held job
When a held job is ready to go back to a technioraio a contractor there is not a
direct transition back to Job assigned. Insteadchck each of these in order:

* To be assigned

* Unplanned

* Planned

» Job assigned

Put job on hold
The supervisor can also put a current job on hhldt click the On hold Status
transition on the right-hand menu.

15



If the job was with a technician it removes it froineir device. You can now take
some other action such as:

* Change some of the job details and then send k. While the job is with the
technician any information you change will not gptlated on their device. If
there are important changes to make then put i@ make the changes and
then set back to Job assigned as above.

* Re-assign to another technician or maintenance.t€aange the Internal
tradesperson and then set back to Job assigned.

* Re-assign to a contractor. See the sed®@assign to contractor.

» Cancel the job. In the General tab select a Caatamil reason and click Save.
Now you can set the job to Cancelled.

* To complete a job that didn’t get set to complefgek the sectiofet an Old Job
to Compl eted.

Supervisor Notifications
There are two events that trigger an automatic lem#e supervisor of a job and
also the asset manager of the cluster as a back-up.

These emails are: Job requires contractor andigobrdinued by technician. See the
relevant sectionError! Not a valid bookmark salf-reference. andError! Not a valid
bookmark sdf-reference..

Assign Job to a Contractor

If a request is raised by the Helpdesk and thenatdradesperson is not
automatically set to a cluster Maintenance teafdteam then the cluster
supervisor receives an email that a Job requicesmaactor.

To deal with this email:

1. Search for the job in Planon and select it.

2. Select the contractor company in the Service penidupplier field.

3. Change the Description and Details as required.

4. If applicable, select the Planning tab and inp8tart date and time for the
contactor work.

5. Select the Status transition To be assigned, thptddned, then Planned. Once
you have arranged the work with the contractorcseles transition Job assigned.

When the contractor starts the work and finishegdab change the status to In
progress and Work completed. When it goes to Workpleted the requestor will get
the notification as normal if there are no othdrsjon the request that have not been
completed.

These steps are all the same as when re-assigjpbgram an internal tradesperson
to a contractor.
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If the notification was incorrect and the job carfact be done internally then instead
of entering the Service provider insert the rel¢vaaintenance team into Internal
tradesperson in step 2. above. The other stepsSl.dre the same.

Deal with a job on hold

A supervisor may have set the job to On hold impfg which also removes it from
the technician’s device, or the technician may hdigeontinued the job on the
device, which sends a message to the supervis@edaad to On hold in planon.

Search for a particular job with Ctrl-Space or skethe filter Jobs on hold:
@ 02 Operations

v | Jobs on hold '-I =]

| Accrued from y '|: v| [

0036

B Orders (6)
16672.01, GH, E. Daoud, Blocked toilet, 24/04/2017 11:39, 24/04/2017 11:39, 24/04/201 ..
16663.01, CS, A. Mercieca. Blocked toilet, 10/04/2017 12:00

16662.01, CS, A Mercieca, Blocked tollet, 10/04/2017 12:00

16656.01, CS, E, Daoud, Anderson, Blocked toilet, 06/04/2017 10:47. 06/04/2017 10:47, ..
16654.01, HH, A Mercieca, Nandra, Blocked toilet, 17/04/2017 10:46, 17/04/2017 10:46...
16652.01, BA. E. Daoud. Woodley, Blocked toilet. 26/04/2017 10:44

%)

If you want to see the related requests as welk ¢he Related orders icc

Re-assign to contractor

1. Select the work order that is on hold.

2. Copy the work order using the Copy button on tgatri

3. Select the new one, which is in Order reportedistat
4 02 Operations

T }Jobs on hold v | =]
gl Health & Safe a
‘Accrued r—— |: - | =l x General Internal notes Health & Safety Plan
~ Communication logs Audit info
00603 e
¢ Orders (T) Status
16663.02, CS, A, Merc Blocked toilet, 09/0572017 15:48
e * RW1G, Order reported
@5 16672.01, GH, E, Daoud, Blocked toilet. 24/04/2017 11:39, 24/04/2017 11:39, 24/04/201__.
@5 16663.01, CS. A Mercieca, Blocked toilet, 10/04/2017 12:00 All suborders completed v §
20 16662.01, CS, A Mercieca, Blocked toilet, 10/04/2017 12:00 Cn hold until
@20 16655.01, CS. E, Daoud, Anderson, Blocked toilet, 06/04/2017 10:47, 06/04/2017 10:47. .. On hald reason
@3¢ 16654.01, HH, A Mercieca, Nandra, Blocked toilet, 17/04/2017 10:46, 17/04/2017 10:46..
. Cancellation reason
{7 16652.01, BA. E, Daoud. Woodley, Blocked toilet. 26/04/2017 10:44

Cardira Asta

4. Remove the Internal tradesperson and pick a Sepvaader / supplier
5. Change the Description and Details as required.
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6. If applicable, select the Planning tab and inp8taxt date and time for the
contactor work:

& 02 Operations

Froperties Filters

Y i |j0bs on hold 2 | =]
Gel rnal notes a Safety i osts
‘Accrued roEn |= - | ‘ » General Internal note: Health & Safety Planning SLA / Cost:
= Communication logs Audit info
(o] = X = R0
£y Orders Planning
» §» 16672.00, GH, Maintenance Central Cluster, Nandra, Blocked .. Requested completion .. 09/05/2017 15:48
4 > 16663.00. CS. Maintenance Morth Cluster, Warriner. Blocked t... Stari date & fime 22/05/2017 09.00 b
(@ 16663.01, CS, A Merdieca, Blocked toilet, 10/04/2017 12:00 B A e o
&+ 16663.02, CS, A, Merdeca, Anderson, Blocked toilet, 22/05/ _
» v 16662.00, CS, Maintenance North Cluster, Warriner, Blocked t... Duration
- WSF:‘-::»S 00, C5, Wa.rriner Blocked toilet, 06/04/2017 10:47, 06/.. R 090512017 11 48
» <@% 16654.00, HH, Maintenance Central Cluster, Nandra, Blocked .. 3
» @» 16652 00, BA Woodley, Blocked toilet, 26/04/2017 10-44 Airhielis o
| Nata arcantad b

7. Select the Status transition To be assigned, thptddned, then Planned. Once
you have arranged the work with the contractorcselee transition Job assigned.

@ 02 Operations

Properties Rlters Orders Order detalls

8 g !Jobs on hold v| =]
‘Accruedf = ‘ = = | ‘ ) x General Internal notes Health & Safery Planning SLA/ Costs f& Copy fromintema
@ @ % @ @ Communication logs Auditinfo
Cancellation reason i)
¥ Orders .
a4 @» 1667200, GH, Maintenance Central Cluster, Nandra, Block.. Service data l'-d NeWiEnds bass
& : o4/ & Add communicatic
(@ 16672.01, GH, E, Daoud, Blocked toilet, 24/04/2017 11:3... e RES Residential Services i@
@ v 16672.02, GH, Nandra, Toilets & Shower Fittings- SPECI..
4 <@» 1663300, CS. Maintenance North Cluster Warriner. Blocke Superisor 125085, Anderson. Pl Richard. Bichard i) Status transitions
4
>t 16663.01, CS, A, Mercieca, Blocked toilet, 10/04/2017 12. Internal tradesperson L) Job assigned

&3 16663.02, CS, Anderson, Blocked toilet, 09/05/2017 15:48 Service provider /supp .| 01283_ Action Dry Emergency Services £)(m Unplanned

EEEZ 00 CS. Mai a Ne R =
» &~ 16662.00, CS, Maintenance North Cluster, Warriner, Blacke... Conracting -

Count All Nnne

8. Now, as the work has been transferred to a newfijgbh the one that was on
hold. Select it, pick an ‘On hold reason’ and Save.

@ 02 Operations

X |Jubs on hold 4 G
[recediom == T O C General | Internalnotes | Health & Safery || Planning | SLA/Costs 8 Copy from inteme
Communication logs | Auditinfo
(o= X =Rel-op.-)
Status R
= Orders — —
4 @ 1667200, GH, Mainlenance Central Clister, Nandra, Blocked toilet, 23/04/2017 ot RWID. Ok £ £R Knawlonge Biea
@ 16672.01, GH, E, Daoud, Blocked toilet, 24/04/2017 1139, 24/04/2017 11:39,.. * Al suborders comple ves *No R M
@ 1667202, GH, Nandra, Toilets & Shower Fittings- SPECIFY DETAILS, 24/04/2 on hold unti D)
4 <@ 1666300, CS, Maintenance North Cluster Warriner. Blocked toilet, 10/04/2017 i 03, Contractor required - Status transitions
@4 16663.01, CS, A Mercieca, Blocked toilet, 10/04/2017 12:00 p TonuEssned
Cancellation reason o
@w 16663.02, CS, Anderson, Blocked tollel, 09/05/2017 15.48 Wk tompleked
+ <@ 1666200, CS, Maintenance North Cluster, Warriner, Blocked toilet, 10/0412017 saritedata
Count All None Trara RFS Rescidantial Saniras FRLE: |

9. Then set it to Work completed

10. For the customer to be notified of the delay setleetRequest that the job belongs
to and change the Requested completion date toetiveexpected completion
date/time. See the secti®equested Completion Date and Time.

11.When the contractor starts the work and finishegdb change the status to In
progress and Work completed. When it goes to Workpteted the requestor will
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get the notification as normal if there are nolartoutstanding jobs on the
request.

Parts required

If parts are required or some other reason prevbata/ork being continued then
once the parts are received or the problem isvedalpdate the Internal notes to
indicate that the job can now proceed and setcik baJob assigned.

Create a New Job
There are four different ways of creating a new job

1. Raise arequest in the normal way as describdtkiiielpdesk manual. Based on
the standard order you pick a job is automaticaiated to deal with the request.

2. Copy an existing job to a new one. This is what gotmally do when the in-
house technician cannot complete the work. SesdbtigonRe-assign to
contractor.

3. Add a new job under a request. This is the sant®pygng an existing job except
you start with a blank form. This is when an adutitil piece of work is required
in order to deal with the problem.

Select the relevant request. Click Add Sub onigite hand menu and select
Reactive work order:

® 02 Operations ¢
‘F‘Iumbmg |

|A|:Eruedfrum year v |: v ‘ ) & eyl Audiini Request FM ~

“:'} @ @ L<-a'} Ejﬂ* {E Contacts -' Add =

~ Orders ‘Requestor 260461, Milek, A Agnieszka 2| §

[ & 16747.00, CS, Anderson, Leak from pipe, 10/05/2017 15:18, 10/05/2017 15:12 L) ;L, T

» s 16734.00, CS, Maintenance North Cluster. Anderson, Blocked toilet, 08/05/2017 12.00 On behalf of L) °°

» <@ 16722.00, CS, Anderson, Radiator not heating up, 08/05/2017 12.44, 09/05/2017 15:45 r— 5 Pretuctiequisiton

» sd» 16667.00, CS Ma?nlenanca North (Emster Anderson, Blocked toilet. 25/04/2017 17:48, 28/04/2017 08:33 et @ Total costs
This gives you a new empty form to fill in. As withising a request, once you
select the standard order some of the other fesldsutomatically completed.

4. Add a standalone job. The job will not belong teequest. It is just something the
supervisor knows needs to be done. Click Add onighe hand menu and select
Reactive work order:

@ 02 Operations o)

|F!et1uesr accepted v|la
|Ac:ruec' from ¥ |= v | © O ¢ Orders -
Oe0B6 EET

LL:" Permit to work
» s~ 16738.00, GH. Nandra, No hot water to sink. 09/05/2017 08:00

» s x 16737.00, RA. Maintenance North Cluster. Anderson, Blocked toilet. 04/05/2017..
« @@u 1RTIR NN HH Maintananea Pantral Clictar Mandea Rlnrkad tilat NRNENMT

o Reguest FM
e
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In this case, when you search for a standard d@rdety shows those types of
job that can be created without a request. Ifltkiss insufficient then an
operational administrator must add more. See Opeatadministrator —
Standard ordersAdd a standard order.

Set an Old Job to Completed

In case a technician’s job was completed but ndated to this status, you can update
it as follows:

Set the job to On Hold

Select ‘On hold reason’ = Need to reschedule

Save

Now you can set the job to Work completed

If desired, on the Planning tab, change ‘Technyaadmpleted on’ to the date and
time when it was completed, and Save

arwnE

View Comments and Actions
Select a job. To see any comments added by thaitéah click the Internal notes
tab:

@ 02 Operations

Proparties Filters Order details

il

T | Request in progress v | =]
|Acc1'ued from y. '|: = | =W x o General Internal notes Health
SLA / Costs Communication logs
02860
- Orders Comments
» sd» 16672.00, GH, Maintenance Central Cluster, Nandra, Blocked toilet, 23/04/2017 00:00, 2. Comment
» s » 16658.00, NH, Maintenance Central Cluster. Nandra, Blocked toilet, 10/04/2017 12:00 Comments from Tradesperson:

» sd» 16657.00, NH, Maintenance Central Cluster, Nandra, Blocked toilet, 06/04/2017 12:00
» sd» 16656.00. NH, Maintenance Central Cluster, Nandra, Blocked toilet, 06/04/2017 12:00
» s » 16654.00, HH, Maintenance Central Cluster, Nandra, Blocked toilet, 17/04/2017 10:46
4 s » 16653.00, NH. Maintenance Central Cluster, Nandra, Blocked toilet, 14/04/2017 10:45

More difficult than | expected

Click the Communication logs tab to see any furdt@nments:

@ 02 Operations

T |Reques1 in progress v | B

= General Internal notes Health & Safer Plannin,
[ Accrued from y ¥ [ = v | " otes y ting

SLA/ Costs Communication logs Audit info

(o0 =R
Communicafion logs

2 Ot == Today 11-25 SCHEDULERENGINEADMIN
» s » 16672.00, GH. Maintenance Central Cluster, Nandra, Blocked toilet, 23/04/2017 0000, 2. Photo of phone

» sd > 16658.00, NH, Maintenance Central Cluster. Nandra, Blocked toilet, 10/04/2017 12:00 = Today 11:25 SCHEDULERENGINEADMIN
» sd» 16657.00, NH, Maintenance Central Cluster, Nandra, Blocked toilet, 06/04/2017 12:00 Needs specialist equipment

» sd» 16656.00. NH, Maintenance Central Cluster, Nandra, Blocked toilet. 06/04/2017 12:00 == Today 11:25 SCHEDULERENGINEADMIN
» s » 16654.00, HH, Maintenance Central Cluster, Nandra. Blocked feilet, 17/04/2017 10.46
4 > 16653.00, NH, Maintenance Central Cluster, Nandra, Blocked toilet, 14/04/2017 10:45

== Today 11:25 SCHEDULERENGINEADMIN

20



Click the next level down — Order details and teelect Communication logs —
orders. This shows a list of the actions takenhgytéchnician on the device:

& 02 Operations

Orderlines  Answer lines  Quotations  Estimates  Actualcosts  Man-hours  Order document  History [REglalilyle TR v=gl (el

Properties Filters

|N0 filter v | =l
|AJIfI00rs v |= v | = x o
Starus | Commurication logs - order.Bus__.|Code | Name

| Communication logs {4)

S/%  16653.01 1160 START_WORK

% 16653 01 1161 EHS CHECK _ACCEPTED
% 16653.01 1162 DISCONTINUE

E*  16653.01 1163 New Photo

Salart 3 sinslarer

Click the Discontinue action to see the reasoncsade

& 02 Operations

Properties Filters Ordars Order details

Orderlines  Answerlines Quotations Estimates Actualcosts Man-hours  Orderdocument  History [ReGTluWHTETT N8 (s (1]

|N0 el Y ‘ H abdunm Audit info

‘AII floors T = ¥ ‘ ) x M

@ @ General
* Code 1162

Status | Communication logs - order.Bus.. | Code | Name Name DISCONTINUE

] Communication logs {4) =

- Type Communication log
Bf* 1665301 1160 START_WORK

E/%  16653.01 1161 EHS_CHECK ACCEPTED Srarus

g 1665301 1162 DISEONTINGE Act DISCONTINUE
E* 16653.01 1163 New Photo i

Reasaon Contractor required

If the technician took a photo this can be viewadh® New Photo line. Select it and
then click the View icon:

LIOULITIENL Qkdlls

Document reference BaseOrden/'32290_16653.01/1163.jpg E]

Document (secure}

Reports
There are some specific maintenance reports foclwdpiides are available in the
Document library. See the section below.

Whatever you screen you are in, if there is aolistems then you can print or export
relevant information from those items in a report.

First go to the appropriate screen, and if applegatet a filter or search condition to
list just the relevant items for the report.

Click the report button in the right-hand menu.
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Find the relevant report in the list. Select Previe see it on the screen or Save As to
and then choose the export type e.g. Pdf, XIlsx.eMake that Include header is set to
Yes.

If you do not know which report to use or you neeé changed or created contact
your System administrator.

Document Library

In the live system all user guides are stored @nRbcument library. From the main
drop-down menu select 03 Document Library — 01 Dot library. Then under
Dossiers open up 22 Systems Management, 22.01 ISBSE®Uides and then select
the appropriate folder:

‘ B 01 Document library
No filter v {5
‘ filte | g General
| Code v | Contains v ) &
oY= Key docu
* Code
() L1, oustaillauriiy -
4 03w 22, Systems Management e
4 (5 22.01, LSE User Guides Descripti
(=% 22.01.01, Property and Spaces Version
fim 22.01.02, Maintenance and Stores Commer
[C#% 22.01.03, Purchasing and Accounts
(=% 22.01.04, Health and Safety

Now click the Documents heading at the top to beedbcuments in this folder:

Select one and then click the View ic in the Doeut (secure) field:
| @ 01 Document library
Libraries. - - Documents
| Mo filter M ‘ 8 General Audit info
‘ All floors v | = M | X HQ
* All floars Y, Yes
0 Floor
= e e et S i - - * Document (secure)  Maintenance Reports.docx El
|
* Name Maintenance Reports
U* 16186 Customer feedback 31/037201 HOU )
Hx 16194 Job status symbals 31/03/201 . HOU R
Wk 1g10R ek and Nan_ctnrk ramicitinne N0 HAll *Responsible pers.. 312414, Anderson. CE Christopher Chric [ 4

If nothing happens or you get an error it is beeagaur browser is blocking pop-ups.
Change the settings to enable pop-ups. ContadTtbervice desk if you need
assistance with this.

Operational administrator
Systems administrators and some supervisors haessto the Operational
Administrator functions to set some of the backgrbsystem data.

Asset manager
In the main drop-down menu select 01 Spaces — @teSpand floor plans.
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Select a cluster and click the Characteristics tab:

[ 01 Spaces and floor plans

Properties Components Spaces Space details

‘ Mot b ‘ B General Characteristics Audit info
| Asbestas Free? v = . [(=10 0w
@ @ % Real estate management
Portfolio manager
'iﬂ Properties Asset manager 350609, Nandra, BK Baljeet Bally )0

» [l Residences North Cluster. London
» [l Residences Other, London
» i Residences South Cluster, London Reference data

Managing agent

The asset manager will receive supervisor notificeat for jobs in this cluster in
addition to the default supervisor for the clus¥su can remove or change this
person. Answer Yes to the pop-up question and Goeati

Question

2) Question
RESC, Residences Central Cluster

Asset manager: Inherit field has been modified. Do you also
want to change data of comesponding non-archived
properties? (PN_AD0S03)

® Yes U No

Reception email and telephone
Each building should have the reception email alephone number entered, so that
these appear on emails to the requestor.

Select each building within each cluster and vesifghange the email and telephone
number on the General tab:

@ 01 Spaces and floor plans

Components Spaces Space details

|Nuf\\[er '| B8 General Characreristics Audit info
Asbestos Free? v (= v o x
| | | Fostal code WC2B 5TB
@ @ % City Londan i
— District
g raperties
P Country United Kingdom i

4 ff: Residences Central Cluster. London

™ Grosvenor House, London Telephone +44 (0020 7107 5950

i High Holborn, London Email address grosvenor house@lse ac uk
i Morthumberland House. London

Standard Orders
Select MM17 Operational Administrator in the mamgtdown menu. Then select 02
Standard orders:
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5

MMO3 Planned Preventive ...

MMO4 Maintenance Work ...~

MM11 Health & Safety v d G General

v [EE) & Audit info

MM16 Training & Qualificat... v

General
MM17 Operational Adminis... ~ * Code
Order gro
By 01 Non-working days hins g
1 Display fy
P 02 Standard orders
secure destruction Type

&, 03 Default persannel per-p. {

Status
2 04 Preferred persons pertr.. | A

ser * Status
(& 05 Risk, metnod and permi... | ds for disposal

Order da
[#] 06 SLA Overview boxes

Select a standard order. The key information if®Bews:

Code
Unique. It must begin with “RES”. This restrictdatuse by Residences.

Order group
01.15 = Residential maintenance. Any job with tinder group will be assigned by
default to the maintenance team for the relevartter.

02.15 = Residential FM. Any job with this order gpowill be assigned by default to
the FM team for the relevant cluster.

Any other code represents specialist work that do¢get assigned to an in-house
team by default because it requires a contractor.

Type
Request FM = a request. This is also indicatechbybell icon.
Reactive work order = a job. This is also indicabgdhe hard hat icon.

[ 02 Standard orders

Standard order Staridard order datails

Standard work orders
| No filter Y | 8 General Stan
|Accn.|ed from ye v | % v | L & Audit info
0 % Display type
| Standard orders i
s RESFMO01, Collect recycling Status

> RESFMO02, Empty public area bins
RESFM003, Deep clean * Status

d
&
w RESFMO004. Collect waste for secure destruction
d
)

i Order data
> RESFMO05, Refill toilet roll
&2 RESFMOD6_02, Replenish roller towel [PE';FL-1'.'J:IIIE. EPRIEBaaliE e iReser\.raﬁon unit
L » «d RESFMO07. Refill soap dispenser Fiacrrintinn

24



Normally for each standard request there is a staheactive order underneath it to
do the necessary work.

Status
This is the default status for a new request othalb uses the standard order. It is
always R15, Accepted for a request and RW25, Pthforea job.

Property
This must have a value but it does not affect angtko just use RESC. The requests
and jobs themselves must specify the relevant imgjld

Description
The default description for this type of requesjod.

Priority
The SLA for this type of request i.e. the targeiquewithin which it should be
completed once it has been reported.

Trade
This must be RES for all Residences requests @&l jo

Supervisor
This is blank, because Planon will put in the difswpervisor based on the location
of the work.

Internal tradesperson
This is blank because Planon will put in the Manatece or FM team based on the
order group (01.15 or 02.15) and the location efwtork.

Remove a standard order

If a standard order is not required you can sédectd click Delete. If you get an

error message then you cannot delete it becabss ilready been used. Instead you
can archive it, which has the same effect. To todlick Transfer to archive.

It is now hidden from screens and nobody will beedb use it again, unless it is
retrieved from the archive.

Click the refresh button so that deleted or aratistandard orders no longer appear.

Remove multiple standard orders

To delete or archive more than one standard otdbeasame time select all the items
to be removed and then click Action on selecticske the option Delete or Transfer
to archive.
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[d 02Standard orders

Standard order Standard order dets

Standard work orders

[ No filter v|(&

|Accmedfrom ye V|= v | = x

e

iy Standard orders
<d RESFMO01. Collect recycling
» g RESFMO02, Empty public area bins
i RESFMO03, Deep clean
» s RESFMO04, Collect waste for secure destruction
» i RESFMO05, Refill toilet roll
» s RESFMO0G, Replenish roller towel
» s RESFMO07, Refill soap dispenser
] < RESFMO08, Collect WEEE goods for disposal ‘ Action on sefection |
e e s
» g RESFMO10, Deliver boxes / waste bags

If there are any that cannot be removed with tbiga you get the option to skip
those items.

Multipie Standard orders selected

Modify within selection

Change a standard order
Instead of removing a standard order you can changeepresent some other type
of request or job. Change any of the fields anckcBave.

Change multiple standard orders

If you want to change a number of standard ordetle same value for a particular
field e.g. change the order group to 02.15 theecs¢he relevant items and click
Modify within selection:

l [ 02 Standard orders

[ N filter r|a

|Accr|.|ecffromye V‘= V| ‘ L &

0e8e
Multiple Standard orders selected

4 < RESFMDO0B, Collect WEEE goods for disposal P =
Modify within selection
] < RESFMO09, Collect cardboard boxes =

Action on selection
Crnnt an Nene

Then input the new value(s) into the relevant {i&€ld
Modify within selection
General Standard order links Tracking & Finance Audit info

General

* Code A
Order group ¥l | 02 15 Residential FM ijim

Display type 5] Ly

Status

* Status 1= i

Order data
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Add a standard order

The easiest way to do this is to select an exigtiagdard order and click Copy. If
you select a Request FM that has a sub-order detinderneath it then it will create
a copy of both, adding “ (2,” or “(,” to the code:

[d 02 Standard orders
Standard work orders
|N0 i = ‘ 8 General Standard order links Tracking & Finance
| Type = v D Audit info
General
i+ Standard orders * Code RESFMO009 (2
-
a : RESFMO009 (2, Collect cardboard boxes e 12 15, Residential EM
& RFMO09_02 (, Collect cardboard boxes )
<& RESFMO01, Collect recycling Dizpiay pe

Change the code and potentially the order grouggrgetion and priority of the newly
created standard request and its sub-order.

Default supervisors
Select MM17 Operational Administrator - 03 Defgudtrsonnel per property & order
group. Select a cluster and click the Default imdicoordinators per property &

group tab. For all buildings in this cluster andpalssible order groups the default
supervisor is set:

& 03 Default personnel per property and o

Proparties Default personnel per pro..
Resigences Central Cluster, Lo

Default internal coordinators per property & order group B E R (Gl E ROE s LI vl sl R =Tl e s =g el LU=t gull o]

| No filter &
|F’erson v | = ¥ | | L)
Person.First namre |Persen.Surnmame | Property.Property name | Work order group.Code grou

¥ Default internal coordinators per property and order group (364)

Bally Mandra Residences Central Cluster 01
Bally Mandra Grosvenor House 01
Bally Mandra High Holbom 01
Bally Nandra Northumberland House 01
Bally Mandra Residences Central Cluster 01.01
Bally Mandra Grosvenor House 01.01
Bally MNandra High Holbom 01.01
Bally Mandra Morthumberland House 01.01

If required all records could be selected and chdrg a different supervisor. Click
All at the bottom of the screen and then Modifyhmntselection:
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& 03 Default personnel per property and o

Default internal tradespeople per property & order group
[ No filier 3G
‘Persnn V|= v| ‘L! x N a

@

Person First name | Person Surname | Property.Property name | Work order group.Code grou

#| Default internal coordinators per property and order group (364)

Bally Nandra
Nandra Grosvenor House
Nandra High Holbom
Bally Nandra Northumberland House
Bally Nandra Residences Central Cluster
Bally Nandra Grosvenor House
Nandra High Holbom
Nandra Northumberland House
Bally Nandra
Bally Nandra Grosvenor House
Bally Nandra High Holbom

Nandra Northumberland House

Residences Ceniral Cluster

EE
< |
HEEE

Multiple Default internal coordinators per property and order
group selected

||

Modify within selection

EE
Z|=

= Action on selection
Residences Ceniral Cluster

Nandra Residences Ceniral Cluster
Bally Nandra
Bally Nandra

01.01

Grosvenor House
High Holbom

Count All None

For a new building or order group it is best fag Bystem administrator to use the
Enterprise Talk Import function to upload a whad¢ af new records.

Default maintenance teams

Select MM17 Operational Administrator - 03 Defgudtrsonnel per property & order
group. Select a cluster and click the Default imtradespeople per property &
group tab:

& 03 Default personnel per property and o

Default personnel per pro..

Defauit internal coordinators per property & order group  ENGET @ EGE e T o LR g oo @R T LT

[ No filter &

Properties

| Person v
®

Person. | Person Surname

"
-

[z

| Property. Property name | Work order. | Work order group.Description

' Defaultinternal rradespecple per property and order group (8)

Maintenance Central Cluster Morthumbertand House 01.15 Residential Maintenance
Maintenance Central Cluster Residences Central Cluster 01.15 Residential Maintenance
Maintenance Central Cluster Grosvenor House 01.15 Residential Maintenance
Maintenance Central Cluster High Holbom 01.15 Residential Maintenance
FM Central Cluster Nerthumberland House 02:15 Residential FM
FM Central Cluster Residences Central Cluster 0215 Residential FM
FM Central Cluster Grosvenor House 02.15 Residential FM
FM Central Cluster High Holborn 02.15 Residential FM

This shows that jobs in these specific order graygisautomatically assigned to the
relevant team for the cluster. The Person.Surnatiedontains the team name
instead.

The Maintenance teams are defined in the sectilmwiie contain the tradespeople
who do the maintenance for that cluster and haee Esued with i-pads running
PMFES. See Completing a JoMaintenance team for how these jobs are progressed.

The FM teams are not associated with any spedifividuals. See Completing a Job
- FM Job for how these jobs are progressed.
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Maintenance teams

Select MM17 Operational Administrator - 05 Mainteoa teams. Then select the
team you want to change the members of:

& 05 Maintenance teams
PMF5 teams
| Nao fitter r | =] c
|Cucte v | Contains v x Wa

® g

Code ~ | Description

| Teams (3)

RES. € Residences Central Cluster

RES N Residences North Cluster

RES 5 Residences South Cluster
Click the next level — Team members
Click Add to add another team member:
& 05 Maintenance teams

[ No filter |G
‘C . ot ‘ ~ Role players
ode v ontains v X
4 Add
EXN
Report
Role players- participating team...| Code | Description Report
| Role players (4)

RES N 213572 Mercieca. A Alan Alan
RES_N 204510 St Catherine, P Philipp Philipp
RES N 418501 Bafia, G Greg Greg
RES N 229293 Bulut, S Selcuk Selcuk

Select a single recard from the list of Rale players to see
details

A code is automatically generated. Pick Tradespeasahe role. Type in the person’s
name and pick them form the drop-down list, or tiigeselector.

Pick today as the start date (or use Ctrl-D).

Note, they must also be added to the PMFS usepgnd be given a PMFS Id in the
Personnel screen. Only a System administrator ocahisl.

To remove a member from the team select them itighand click Delete.
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