r University of
Nottingham

Ve
UK | CHINA | MALAYSIA

User Guide for Tier 1 and 2 Contractor Admin Teams (Back-office)

Purpose: The purpose of this user guide is to provide some guidance around how to use Planon for

accepting work orders from the University of Nottingham and assigning them to your operatives.
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Accessing Planon and the Homepage:

If you have an Associate account set up with the university, access the system using the link below

and your university credentials (full email address and password).

https://nottinghamuni-prod.planoncloud.com/

If you do not have an associate account, click the link below.

https://nottinghamuni-prod.planoncloud.com/?kc idp hint=nosaml

Enter your company email address and temporary password Welcome!23. You will be prompted to
change your password and set up authenticator.

To customise your Homepage, click on the Cog icon in the top right of your screen. This puts your
Homepage in Edit mode.

Home iy i A ? EMILY FEARN-WRIGH :

L] Contractor - Allocated orders ] MyPlanen

The library that you can see at the top displays all available gadgets. Click on the plus symbol to add

them to your Homepage. *NB: You may not have anything in there to add.
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You can remove gadgets from your home screen by clicking on the cross in the top right. This puts it

back in the library (don’t worry, you can always re-add it later if needed). You can also move

gadgets to where you want them to appear on your Homepage, by clicking and dragging the 4-

arrowed cursor icon to where you want the gadget to go.

®

When you are finished editing your Homepage, click on the Up arrow, to come out of editing mode.

Open statutory P...

Oinan =

Open statutory PP}

==

Understanding the Work Orders TSI

There are 4 types of work orders in Planon:

e Statutory PPM — Legally required, e.g. fire alarm testing

e PPM — Non-statutory but important preventative maintenance e.g. check the filters on an air

handling unit

e Service order — reactive maintenance task e.g. something broke!

e Minor works order — modification or alteration to an existing space or service e.g. room set

up after 6pm, new socket, putting a shelf up

The Work Orders TSI (Task Specific Interface) is where we process and hold all the information

about work orders. You can review the full details of the work order that has been allocated to you

here. If you click on any of them, it will show you the relevant information in your Data Panel next to

it.
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Clicking into Order details allows you to see more detailed information. In this example, we have

clicked on Work assignments to see who the job has been assigned to, but you can also view any

materials/plant hires in Order lines, view Labour hours used, any Communications logged against

that work order etc when here in Order details.

Work orders

Orders Order details rder subdetails

106.03, 12/06/2024 09:49, El.

Orderlines  Last minute risk assessment ‘ Work assignments ’ tualcosts  Labour hours  History  Communication logs - orders
ick to sele the 'Filter option’ buttor

Properties

No filter - click g filter. Ut n to add new filters. h g
General Audit info
Code Q
o= General

[0 S|
S.. | Keywork assignment? | Tradespserson.Name | PMFS status.System name | Planned... |
O waork assignments (1)

B v Dale Smith-Kind 13/06/202...

Planning

* Appintment booking?

* Retracted by

Expected arriva

00000234
Electrical repair - STANDARD
buads?, Smith-Kind, Mr Dale
® ves No

01, Planned

106.03, Electrical repair - STANDARD

13/06/202415:15

rEE=E

&8
o8

&

?

> W

EMILY.FEARN-WRIGH...

ork assignments

+ Add

Status transitions

Report

B report

Any communications linked to a specific order can be found in the Order details (Work Order TSI).

There are a number of channels that have been set up for different types of communications.

The Communication log is a collated log of all the different channels, messages, notes, App

status’s, etc about a work order. You can see these in the Data Panel or you can click into each one

individually in the Elements Panel. It can be viewed by:
* The Internal Coordinator
* The Helpdesk
* Anyone with access to the Work Orders TSI

* Anyone — (under the Access to Information Act)

Updated on; 22 Mar 2024

businessssystems@nottingham.ac.uk Page 4

Printed on:

24-Jul-24




Work orders oy @ A

Properties Orders Order details Order subdetails
51.01, 10/06/2024 10:25, Tri.

Orderlines  Last minute risk assessments ~ Work assignments ~ Actual costs  Labour hours mstﬂry‘ Communication logs - orders '

No filter - click to select an existing filter. Use the 'Filter option’ button to add new filters. h g

General Audit info

Code + Contains ¥ Search... Q
= General
|
o i * Code 0404
S.. | Startdat.. v| Communication logs - order.B... | Code | Descript
Description Contractor communication
] Cormm ion logs (1)
0 Communication logs (1) User-defined type Contractor Communication i ]
12/06/202... 51.01 0404 Contra ) .
File details
* Start date/time 12/06/2024 09:40
File
Document reference Drop file or Browse _‘!; =
Document (secure) Aflooded office.png QLB
Image Drop file or Browse =

(a)

Contractor communications is used for messages between the Helpdesk, Internal Coordinator,
engineers / surveyors and the external contractors working on the work order. It is here that you can

request to cancel a work order, for example. It can be viewed by:
* The Internal Coordinator
* The Helpdesk
« Contractor admin teams
* Anyone with access to the Work Orders TSI
* Anyone — (under the Access to Information Act)

This channel is not visible to people on the maobile App.

App communications is used for messages between the Helpdesk, engineers / surveyors and the

tradesperson(s) working on the work order. This is also where you can review the comments about

the work completed by the tradesperson or external contractors. It can be viewed by:
* The Internal Coordinator
* The Helpdesk
+ Contractor admin teams
+ Contractors using the PMFS mobile App
* Anyone with access to the Work Orders TSI

* Anyone — (under the Access to Information Act)

Understanding Workflows and Status Transitions

When a work request comes in, it has a status of “reported”. The Helpdesk will review/triage the

request and either accept or decline in the first instance. Planon will automatically generate the work

orders. All work orders raised will have a named Internal Coordinator (e.g. a Campus Service

Manager), usually designated by the system based on the properties they are responsible for, or the

type of work. All work orders will have been assigned to you by an Internal Coordinator.

?
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There are a number of transition statuses involved in a work order’s workflow than a work request
workflow. The usual route will be:

= Reported — a work request has been raised with the Helpdesk

= Accepted — the request has been triaged by the Helpdesk and accepted, automatically
generating work orders. Where there is a named contractor on the work order, they will see
the order at this stage.

= Estimate Costs — a work order has been sent to you with a request to submit a quote

= Quote approved — your quote has been approved and you may assign the work to one of
your operatives. At this point, you can change the status to Assigned

= In progress — a work order is underway/ being worked on

= Technically completed — a work order has been reported by your tradesperson as
completed

= Operationally completed — the work has been reviewed by the Contractor admin team and
reported as being accurate (hours, materials, quality)

= Administratively completed — by Internal Coordinators (and Helpdesk team, by exception),
accepting the costs of the work order and sent through for payment

= Financially completed — any invoices have been fully paid (or work re-charged) and
therefore the work request/ work order(s) can be archived either manually or automatically
done after 90 days (*NB: in the near future, this will be automatically done via the integration
with UniCore)

You can view where the work order is in the workflow process at any point by looking at the Status

in the Data Panel or by clicking on “Show flow diagram” in the Actions Menu.

Properties Components Orders Order details Order subdetails Q
@ Requestor = Me T . ¢= SHOW il QUESLIDTIS/AT...
General Planning Financial data H&S details Communication logs N
. .. a A\ Show hazards
Property ;= ¥ Search & Audit info
g Show work-related act
~ = S gz =
CSEL B ¢ & B Showmethod stateme...
General .
o Show risk assessments
B Orders
* Number 1016.01
- E » 1016.00, 14/07/2024 22:56, Lighting fault, University of Nottingham, Simone Villano. ... Transfer o archive
Linked order [
Standard order UoN_SO_014e, Emergency Lighting fault i I
Description Emergency Lighting fault
Source of the call (] = h "
& Show cost overview
» B3 » 1013.00, 13/07/2024 12:18, Lighting fault, Trent Building, B.CDO1, Simone Villano, El... EF Department = = '
> E s 1012.00, 11/07/2024 15:45, Cleaning request, Life Sciences, Jayne Watters, Qusman ...
_ i Status _
E s 1011.00, 11/07/2024 12:35, General repair / service request, Trent Building, Reported Links ~
» B3 1010.00, 11/07/2024 12:18, Lighting fault, City Hospital Clinical Sciences Building, B3... * Status WO32, Assigned a & Link related records
» B 41 1009.00, 11/07/2024 12:06, Electrical fault, Trent Building, A018, Gary Jepson, Electri.. PMFS status Status ransitions R
» BB s 100400, 11/07/2024 11:03, Electrical fault, Cherry Tree Lodge, A02, Gary Jepson, Fitt... QS OIS n el = @n
Estimate costs
003 /07/202: e 018, Gary -
> E 1003.00, 11/07/2024 11:02, Electrical fault. Trent Building. AQ18, Gary Jepson, Electri... Location and Asset + Inprogress
> E » 1002.00. 11/07/2024 10:28, Lift Fault/ Failure, Trent Building. A.CDO1. Kevin Byrne, In... .
* Property UoN, University of Nottingham i ] On hold
> E * 1001.00, 11/07/2024 10:26, Fire Alarm, Trent Building, Anthony Harmer, Reported -
Floor (L] X Cancelled
> » 999.00, 11/07/2024 09:57, Pest Control Request, Trent Building, A018, In progress
=] s Room [ Technicallycompleted
> » 998.00, 11/07/2024 0%:57, Painting and decorating request, Trent Building, A.CDO1, ... At
= What3words = Showflow diagram
» B 99600, 11/07/2024 09:56, Pest Control Request, Trent Building, AD18, Reported Asset ID ]
» B » 995.00, 11/07/2024 0%:56, Painting and decorating request, Trent Building, ACDO1, .. Location description Report ~
» B+ 994.00,11/07/2024 03:54, Painting and decorating request, Trent Building, A.CDO1, None B Report
» B3 » 993.00,11/07/2024 09:32. Plumbing fault, Monica Partridge Building, A09, Gary Jeps... & Addform
- 03 a0 11mIPMA T lasmine ram e

N = 0o7an 11mMTPMIANEY Casn 1185 1 31 2. Crrisl Crianrac Quilding Ak N3 .
Count Expand All None oz 3 > P
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Requestors can ask for a cancellation to the work request they have raised. You can also request to

cancel the order allocated to you via your Contractor — Allocated orders gadget on the

Homepage.

L]  Order details

Communication logs

Labour hours

Date Tradesperson

User Information

Comment

Hourtype  Description of work

Insertion date-time

Number of hours

Torifi group  Hourly wage

—

x

Documents mage

Start date-time End date-time

This doesn’t cancel the order itself but sends it back to the Helpdesk to re-allocate to another

contractor. The Helpdesk can cancel requests and any associated work orders, if needed. They will

populate the cancellation reason field and add comments to the cancellation reason.

They can also put a work order on hold, for example, a more urgent request has come in that needs

to be dealt with first.

There are some icons to make it easier for you to understand at which point work orders are in a

workflow. You'll usually see these next to the work order.

Work Order Status
v Accepted
Assigned
» In progress
! Onhold
echnically completed
v Administratively comple...

v Operationally completed

“

Financially completed

Cancelled

e X

Al - -
Wait Ng on customer

Cancellation request

Quotation Status

ks

Estimate costs

Obtain approva

Quote approved

PPM Status

X Cancelled
% G

senerated
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Receiving work orders and providing a quote

Contractor - Allocated orders - all the jobs we’ve assigned to you are listed here, at any status up
until “Operationally completed”. From here you can change the status of the order. For example,
you can request a cancellation if you cannot accept the job. You can also message the Helpdesk
with any queries about the work orders.

D) Contractor - Allocated orders

Reportedan  Number Descrigtion  Property Status, Roquested completion date. time Ordles trpe

>
>
>
>
>
>
>
>

*NB: If a work order is within the quotation process, it won’t show here. It will show in your

Contractor quotations gadget up until it is Quote approved.

For any orders expected to go over £500, we will need to request a quote from you. Please ensure
you include all labour hours. You will see the order allocated to you showing a status of “Estimate
costs”. The Contractor quotations gadget on your Homepage is where you can submit your quote.
Please note, you cannot submit a quote without uploading a document. When we request a quote at
the Estimate Costs status, this is your best estimate of how much the job will cost. The work order is

received on our side at the status of “Obtain approval”.

L] Provide/resubmit a quotation X

Quotation documents

Submit m
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If the final costs go over the quotation amount, you will need to submit a new quote for the extra
amount. If the final costs go under the quotation amount, you can update the costs in the Allocated

orders gadget. You will see a button there called “Amended quote amount” and can edit it there.

If a work order has been allocated to you without a quotation request, the limit of the work order is
£500. If you expect it to be more than that, you can change the status to Estimate Costs and
provide a quote for the full costs and materials required to complete the job. This will then go into

our financial approval process.

Cancellation request —~ Change order to the Estimate costs status

Change order to the In progress status

If you have already started working on a job, (the work order status is In Progress) and the costs are
then expected to go over £500, you should request a follow on work order.

You will be able to see in your Contractor quotations gadget all the stages that a work order is at
within our financial approvals process. Only when the work order status is showing as “Quote
approved” can you assign that job to your operatives. First click into the order and change the status
of the work order to Assigned. This will move the order back into your Contractor - Allocated

Orders gadget.

:' Contractor quotations

() University of Nottingham would like you to provide & quotation for any jobs at the estimate costs status. Please
click on an order to review the details and provide a quotation. On submission this will be sent for approval.

If your quotation is rejected, you can update the quotation and resubmit it.

Number
' Show more search options
1-5ofb
Number Description Property Status Order type
104.05 Electrical repair - STANDARD New Theatre Order >
110.00 18 College Road Stage 1 Approval pending Minor new works >
175.03 Roof repair - Cleaning Request Coates Building Obtain approval Order >
187.01 Fitter - STANDARD TASK Life Sciences Stage 1 Approval pending Order >
22.01 Electrical repair - STANDARD Cherry Tree Lodge Obtain approval QOrder >
Updated on; 22 Mar 2024 Printed on:
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Assigning a work order

The Assigned status shows that a Work order has been assigned to an (internal) Tradesperson or
a Supplier/Contractor. You can assign a work order to someone from Work Orders module —
Orders — Order details — Work assighments. In your Actions Menu, click on Add to add a work
assignment and select the person you want to assign it to in the Data Panel. Then add in the
Planned start/Finish date/time. To send it to that person’s job list in the mobile app, in Status
Transitions (Actions Menu), click on Assigned and Save. The tradesperson will then receive that
work order in their job list on the mobile App. If you do not change the status to “Assigned”, they will

not receive the work order.

Wo rk orders Today @ M ? | EMILY.FEARN-WRIGH.

Orders Order details Order subdetails Q
106.24, 12/06/2024 09:49, EL

to add new filters h g
Q

General Audit info

General

ni? | TradespsersonName | PMFS status.System name | Planned ... |

Emma Smith-Kind 13/06/202...

repair - STANDARD

Accepted

nd, Mrs Emma [ i ] & Dedline

* Order 106.24, Electrical repair - STANDARD a

Assigning a work order to multiple people

I's important that when you assign a work order to multiple people that you make one of them the
“lead” on the job or the “key assignee”. This means they are the person who can change the status

of a work order to “technically completed”.

+ Key assignment means the person in charge (overall responsibility) of the work order.

+ If there are multiple assignees for a particular work order, the Key Assignee will have the
option to ‘Finish Order’. All others will have the option to ‘End Work’.

+ The Key Assignee is the only person that can ‘Finish’ a work order. This changes the work
order status to ‘Technically Completed’.

+ If the Key assignee selects the ‘Finish Work’ option, this closes the work order for all other
assignees.

* All other assignees will have the option to ‘End Work’. This ends their work element but does
not change the work order status.

» The Key Assignee can select the ‘End My Work’ option, which completes their work element
but leaves the work order open. **At this point the Key Assignee status can be changed by a

team leader to a different assignee whose work is not completed.
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*NB: You can only make someone a Key assignee if the work assignment is in a Planned or
Assigned status, whether you are doing this from the Work Orders TSI or the Task Planner. The
Key work assignment action becomes read-only if the work assignment is not in the Planned or
Assigned status.

There isn’t a way to see who the ‘Key assignee’ is on the mobile App, so in Communication logs —
orders, you can Add an App communication and put the info in there. This will then show on their
Internal Communication card in the work order.

Work orders 8)(%)[7)[ smvrmmmen

¥ o
s 3 Q :
L]
BE 20620z 10619 7 o o ©
1=
E 3
s

[ sav
To add more people to the job, go to Work assignments. In your Actions Menu, click on ‘Add’ to add
multiple people to that work assignment. The first person you add is system designated as the Key
work assignment and additional people are not — but you can change this here, if you need to. If you

add in Planned start/finish dates/times, they will be able to see this on their job list via the mobile

App.
WOI’k (0] I‘d ers Today @i M ?  EMILY.FEARN-WRIGH...
Properties Orders Order details Order subdetails Q
106.19, 12/06/2024 09:49, E

Order lines  Last minute risk assessme ‘! Work assignments D tual costs  Labour hours  History ~ Communication logs - orders

No filter - click to select an existing filter. Use the 'Filter option' button to add new filters. Y
General Audit info Work assignments N
Code + Contains + Sea Q
| Add
= = General
(2N B -]
* Code 00000142 Status transitions ~
S.. | | Tradespserson.Name | PMFS status.System name | Planned... | Ac
Description Electrical repair - STANDARD Assigned
O work assignments (1) . 4c L e
* Tradespserson bwamcd, Cardy, Mr Matthew i
v/ Matthew Cardy * Key work assignment? ® ves No Report -
* System status 01, Planned a E Report
PMFS status
* Order 106.19, Electrical repair - STANDARD a
Planning
* Appeintment booking? es ® No
* Retracted by back-office? es ® No
Expected arrival date-time E},

The final step is to change the status to Assigned. This pushes the work order out to their job list in
the mobile App. You need to click on each person you've added the work assignment to in the
Elements Panel and click Assigned so that they all receive the job.
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Today gy A ? EMILY.FEARN-WRIGH...

Work orders

Properties Orders Order details Order subdetails

45.01, 10/06/2024 10:20, Aur.

Order lines  Last minute risk assessments [NGISEECENICYEN  Actual costs  Labour hours  History ~ Communication logs - orders

No filter - click to select an existing filter. Use the 'Filter option' button to add new filters. h d
General Audit info > Work assignments
Code ¥ Contains ¥ search
s : Q | + Add
- = General
Z =
* Code 00000118 Status transitions
S.. | | Tradespsersan.Name | PMFS status.System name | Planned... | Ac
Description Auto Door fault - URGENT + Assigned
o . sig
0 Work assignments (2) * Tradespserson bwamcd, Cardy, Mr Matthew [ i B
I Helen varney 12/06/202... * Key work assignment? ® ves No Report
+ Matthew Cardy 12/06/202.... * System status 01, Planned a E Report
PMFS status
* Order 45.01, Auto Door fault - URGENT [i ]
Planning
* Appointment booking? @ no
* Retracted by back-office? es @ No
Expected arrival date-time [ of
Planned start date-time B, 12/06/2024 11:00 of
Actual start date-time B o8

When the tradesperson “starts work”, this changes the status of the work order to “In Progress”.
When they confirm that their work is completed (via the App), this changes the status to “Technically

completed”.
Todey 5 M| ?

Work orders

Orders

Properties Order details Orde

No filter - click to select an existing filter. Use the 'Filter option’ button to add new filters.

General Planning Financial data H&S Details Communication logs N
Internal coordinztor 4= 4 Search (= Q
oS LR ¢ a General

* Number 38.00
€ » 121.01, 12/06/2024 14:38, Light Fault - URGENT, Coates Building, A1, In progress Contractor reference
€ 15 106.03, 12/06/2024 09:49, Electrical repair - STANDARD, Chemistry Buildi Standard order EQ:SPPMO010, EQ:SPPM Weekly Fire Alarm Testing a
€ + 106.05, 12/06/2024 Electrical repair - STANDARD, Chemistry Building, Estimate costs Description Weekiy Fire Alarm Test - 5B
O 106.08, 12/06/2 ical repair - STANDARD, Chemistry Building, Obtain approval Asset ID 6501-FAP-0001, Fire Alarm Pane a
€ 1+ 106,10, 12/06/2 rical repair - STANDARD, Chemizery Building, Assigned ComplaicSdac e el
© © 106.12, 12/06/2024 05 rical repair - STANDARD, Chemistry Building, Stage 2 Unicore approval pen.. EF Department 1. Domestic Services o
& © 10616, 1211 Electrical repair - STANDARD, Chemistry Building, Stage 1 Approval pending Status
€ > 106,15, 12/06/2024 09: cal repair - STANDARD, Chemistry Building, Quote approved = Status - spm-‘@ a
] cal repair - STANDARD, Chemistry Building, Technically completed PMFS stats ey
M v anc an anmnCARN A AALAR Tl o1 CTAMmARn L LR R TR - , ~

You can view their PMFS mobile App status by clicking into Order details — Work assignments.
For example, if a job has been Accepted / Declined, or they are Travelling, Working, Waiting,

Paused, Temporary Fixed, Stopped, etc.

There may be some work orders that have been marked as a high priority so that those using the
mobile App can see they need to complete these first. Appointment bookings may be required for
activities such as access to tenanted properties or where there is restricted access and specific
arrangements have been made. You will also be able to see this from the Planning tab in the Data

Panel. If either (or both) of these are toggled to Yes, this will be visible to those using the App.
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General Financial data H&S Details

Communication logs

General
Reported on & 12/06/2024 09:49
Priority 3, Standard 1 Week ]

Requested completion dat... &e 19/06/2024 09:49
Date accepted &¢ 12/06/2024 09:51

Requested completion dat... [y 19/06/2024 09:49

*

High priority? es ® No
* appointment booking es ® No

Completion status
Technically completed on -0

Administratively complete... &e

If you have assigned a job to the wrong person by mistake, click into Order details — Work
assignments, select the person from the Elements panel, then in your Data Panel, change the
operative’s name here. This removes it from the previous person’s job list and when you click
Assigned, the new person receives it in their job list.

Properties Orders Order details Order subdetails Q
106.19, 12/06/2024 09:49, El...

Orderlines  Last minute risk assessments  [QUGSESTAINCICEN  Actual costs  Labour hours  History ~ Communication logs - orders

No filter - click to select an existing filter. Use the ‘Filter option’ button to add new filters, 4
General  Auditinfo > Work assignments ~
Code ¥ Contains ¥ Search
| Add
] General
(2L Sl |
* Code 00000153 Status transitions ~
S.. | | Tradespserson.Name | PMFS status.System name | Planned... | Ac
ETECITICaT TP STAND Assigned
- . <ig
U Work assignments (2) * Tradespserson bwaes1, Smith-Kind, Mrs Emma i
[1+] Emma Smith-Kind * Key work assigniment. e ® No Report A
» +  Matthew Cardy * System status 01, Planned a E Report
PMFS status
* Order 106.19, Electrical repair - STANDARD [i ]
Planning

Reviewing completed work

When the tradesperson has confirmed their work is “technically completed”, you will see that status
either in the Data Panel (when in Work Orders TSI) or in your Allocated orders gadget. You will
need to review the work and check that they have:
1. Submitted the correct number of labour hours (and any materials used/stores
requisitions/plant hire for some contractors)
Submitted a photo and any required documentation
3. Provided commentary about the work they’ve completed.
You can do some of this in the Data Panel when you have the work order selected — look through

the different tabs to see which fields are editable.
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General Planning Financial data H&S Details Communication logs

General
Number 322.01

Contractor reference

Standard order UoN_SC_016b, Electrical repair - STANDARD i}
Description Electrical repair - STANDARD
Asset D

EF Department

Status
* Status WO4D, Technically compl ED a
PMFS status Finished

However, you can review the full detail by clicking into Order details. You can review materials
used/plant hire in Order lines. The Communications logs — orders is where you would see the photo
of completed work, plus any commentary provided by the Tradesperson. Here you can also review

Labour hours.

WO r k (0] rd ers Today @ M ?  EMILY.FEARN-WRIGH...

Properties Orders Order details rder subdetails Q
51.02, 10/06/2024 10:25, Flo.

Order lines  Last minute risk assessments ~ Work assignments  Actual ccsts‘ Labour hours ’ istory  Communication logs - orders

Total labour hours costs Order costs overview
Number of .. | Hours x Tari..| Costs exclu... | VAT amoun...| Costs includ..|
3 £55.29 £55.29 £0.00 £55.29

No filter - click to select an existing filter. Use the "Filter option' button to add new filters. Y
e > Actions ~
Code ¥ Contains § Search
© show budget
~ e General
s 5
. * Description of work work Labour hours ~
Code ~ | Order.Number | Description of work
* Tradesperson bwzgjl, Linley, Mr Graham i B + Add
[0 Labour hours (1)
* Order 51.02, Floor repair - Urgent .
2 pair - Urge i ] B copy
1 51.02 work Comment
X Delete
Report ~
B Report
“
2000 characters remaining (2000 maximum)
Times
* Start date-time 10/06/2024 09:00 OB
* End date-time 10/06/2024 12:00
Hours
Number of hours 3
Special tariff line 0355, UON Multitrades bank holiday x 2 (i [
Hourly wage £ 1843 E
Count Al None VAT tariff U, Inputs - Zero Rates (0 %) i B

You will need to confirm/amend how many labour hours were used against a work order. Labour
hours are normally calculated automatically for mobile App users but you may need to amend them,
for example, if a tradesperson has forgotten to “start work” or forgotten to log out or forgotten to
confirm their hours. When in the Work order TSI, you can view the hours and costs submitted
against that work order by your operative in your Actions Menu panel.
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Order costs overview

Order costs

Description surcharge| Labour hours| Hours x tariff] Total costs e...| Total costs ...

Estimates 0 £0.00 £0.00 £0.00
Actual costs £0.00 £0.00 £0.00
Labour hours 3 £5529 £55.29 £55.2¢
Balance £0.00 -3 £-55.29 £-55.29 £-552¢

You can also drill down further by clicking into Order details — Labour hours. If your operative has
logged their hours on their mobile App, you'll see it here and can amend it by selecting it and
amending it in the Data Panel, if needed. If they haven’t logged their hours, you can add Labour
hours from the Actions Menu.

Work Orders Today §§ A ? EMILY.FEARN-WRIGH...  EF

Properties Orders Order details Order subdetails Q
51.02, 10/06/2024 1025, Flo...

Orderlines  Last minute risk assessments ~ Work assignments  Actual cos(s story ~ Communication logs - orders

Total labour hours costs Order costs overview

Number of ... | Hours x Tari..| Costs exclu... | VAT amoun...| Costs includ..

3 £55.29 £55.29 £0.00 £55.29
No filter - click to select an existing filter. Use the 'Filter option' button to add new filters. h g
Ceneal > Actions ~
Code % Contains % Search... Q
© showbudget
o~z General
Fs Il B
. * Description of work work Labour hours -~
Code A | Order.Number | Description of work
* Tradesperson bwazgjl, Linley, Mr Graham i BN + Add
0 Labour hours (1) * Order 51.02, Floor repair - Urgent i ] l_. Cony
Comment x ,
Delete
Report ~

You can also do this from your Contractor — Allocated orders gadget on the Homepage.

By clicking into the order, you can review what has been recorded about the labour hours used on
the job. You can also view the Communications Log, which includes any commentary provided by
your operative, as well as any photos they’ve taken of the work. You can edit the form, if needed,
and/or message the Helpdesk from here.
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L] Order details

Last minute risk assessment

MATTHEW.CARDY@NOTTINGHAM.AC.UK, Matthew Q: s the working area safe?

Cardy Azves
Q: Did you apply the necessary measures to secure safe
working?
A:ves
Q : Do you have the required protective equipment?
Arves

MATTHEW.CARDY@NOTTINGHAM.AC.UK, Matthew
cardy

MATTHEW.CARDY@NOTTINGHAMAC.UK, Matthew
Cardy

Signed off by: Cardy. Mr Matthew
Date and time: 31.05.2024 13:45:00
Comments:

MATTHEW.CARDY@NOTTINGHAM.AC.UK, Matthew
Cardy

Labour hours

Date Internal tradesperson

Matthew, Cardy, matthew.cardy@nottingham.a

Change order to Operationally completed P

31/05/2024
13:45:35

31/05/2024
13:45:35

31/05/2024
13:45:42

31/05/2024
13:45:42

Hour type Description Number of hours Tariff group Hourly wage Start date-time  End date-time

31/05/2024 13:45  31/05/2024 13:45

If you have provided a quote that includes labour hours and your operatives are also using the

mobile App to log their hours, this could lead to double-counting of hours/costs. The way to avoid

this is to go into Work Orders — Order details — Labour hours. Enter “Yes” in the field which states

“Costs included in quotes” and then set the “Costs excluding VAT” field to 0 (as shown below)

before “Operationally completing” the work order.

<Work orders

Properties Filter by Orders Order details

543.00, 03/05/2024 13:40, D.

Today g M ?

Order subdetails

Orderlines  Weork assignments Order documents  History ~ Communication logs - orders

Total labour hours costs Order costs overview

Number of ...| Hours x Tari..| Costs exclu... | VAT amoun...| Costs includ..|

03 £0.00 £0.00 £0.00
Mo filter - click to add or shov h g
General N
Code % Contair & Search Q
o= General
Ld = N
* Order 543,00, Decorate/make good and paint i |
Cod ~ | Ordern
ode | Order Bl realrateaersan UATOS, UATOS, UATOS Ar
([0 Labour hours (1)
Hours
Wark 543.00
Special wariff line ™
Costs included in Quotes L)
Start date-time 09/05/2024 10:57
End date-time 09/05/2024 11:15
Times
Number of hours 03
Hourly wage £
Costs excluding VAT £ 0.00
Court All None Remarks
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Charging for hire, materials, ad hoc costs

To charge for any agreed extra costs, such as plant hire, materials or other ad hoc costs, from the
Work Order TSI, select the work order, then click on Order details — Order Lines. In your Actions
Menu, click on Add.

u‘;"‘"':‘"*” Plancn Work orders Today B A ? EMILY.FEARN-WRIGH.

Q. search Properties Orders
1081.01, 19/04/2024 09:53, E.

# Home
= Navigation panel -

3% Work arders Total costs .. | Total costs ... Labour cost...| Labour cost... Total excl.V..| Totalincl.V...|
Nothing found
esource Planner

No filter - click to add or show filte T
Descript 4 contain: : Q
sl

Linenu.. | Description | Quantity  |D.. |Priceexc.. | OrderNumber

Order details rder subdetails o

In the Data panel, you can see where you can add the information about the extra costs.

General

Order lines

* Order 1081.01, Electrical repair - STANDARD

* Item group

[w (s @

Item

Description

Items

* Quantity

* Price excl. VAT £

* Discount / Surcharge

* VAT tariff 02, Standard (20 %)

Total costs

Labour costs excluding VAT

* Total costs incl. VAT

£

* Total costs excl. VAT £ 0.00
£ 0.00
1

* Line number

Under the Item group field, click on the square symbol which brings up a list you can select from.
These are materials where we have an agreed price.

Item X

+
jo)

Brand + Contains

® Al
Supplier
Article group
Supplier & Article group

Code ~ | Description | Brand | Purchasing unit.... | Vendor.Code
Ampt13 Eaton FlexiTech Ed - FT2EDA4IC... Piece(s) 97792
Ampti14 ABB Guideway - XT3300R-M3 -... Piece(s) 97792
Ampt15 ABB Serenga2 - EL2200S-M3 - ... Piece(s) 97792
Ampt16 Eaton i-P65+ L CG-S - IP65PLP... Piece(s) 97792

Complete the rest of the mandatory fields, marked with a red asterix. You may also want to put
some information or an explanation about the request in the Description field. Once this is done
click Save to submit. If you have used materials that are not on the agreed list, you will need to add
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them with sufficient descriptions to understand what has been used. This may be done over a few
Order lines, if needed. *NB: Tier 2 contractors do not have agreed materials. However, Item Group

field is a mandatory field to complete, so just select your company name in there.

After having reviewed the information and if everything looks correct, you need to change the status
of the order to “Operationally completed”. Please note, you need to add a description of work
completed when changing the status to Operationally completed on the gadget, along with
completion photos. The submit button is greyed out until a document or photo is uploaded. You can
do this from your Contractors - Allocated Orders gadget. If you come across an error message
when trying to change the status to operationally completed, check that you haven’t added labour

hours at an earlier time than the work assignment details that are in the system.

After you have changed to status to Operationally completed, the work order will move into your
Contractor Completed orders gadget. The Internal Coordinator of the job will review what has
been submitted and change the status to “Administratively completed”, which sends it through our

financial processes for payment.

L]  Order details

MATTHEW.CARDY@NOTTINGHAM AC.UK, Matthew < Is the working ar a7 31/05/2024
Cardy ¥ 13:45:35

MATTHEW.CARDY@NOTTINGHAM AC.UK, Matthew 21/05/2024
Cardy 12:45:35

MATTHEW.CARDY@NOTTINGHAM AC.UK, Matthew 31/05/2024
Cardy 13:45:42

MATTHEW.CARGY@NOTTINGHAMACUK, Matthew = /o0 OF by: Cardy. Mr Matthew 3170512024
n AR NORAMACUR, Matthew Date and time: 31.05.2024 13:45:00 Urefe
Cardy 134542
Commen ts:

Labour hours

Date Intemal tradesperson Hour type Description Number of hours Tariff group Hourly wage Startdate-time  End date-time
E £35.00

Matthew, Cardy, matthew.cardy@nottingham.acuk ~ WORK 0 31/05/2024 13:45  31/05/2024 13:45

‘ Change order to Operationally completed
- )

Summary of contractor gadgets

Contractors allocated orders — here you will see all the work orders that have been allocated to
you, at whichever stage they are at, up until they are “Operationally completed” (at which point they
move into the Contractor — Completed orders gadget). Selecting any work order brings up the

information about it and when you scroll down, you can take some actions and the buttons may
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change, depending on where you are in the workflow of the work order. *NB: Please use this gadget

to message the Estates Helpdesk if you have any queries about the work order.

Contractor quotations — here you will see all the work orders we have asked you to submit a
quotation for, at whichever stage they are at in that process, up until “Quote approved”. You can
message the Helpdesk from this gadget too, if your query is related to your quotation. You cannot

assign work to your operatives until it is showing the Quote Approved status.

Contractor completed orders — here you will see all the work orders that are either “Operationally

completed” or “Administratively completed”.

Upload compliance certificates — here you can view the compliance status of any Statutory PPM
work orders undertaken. You can upload compliance certificates here by clicking into the work
order, if your operative hasn’t done this via their mobile App. ***NB: Really important to update the
hours, materials and job details before you upload the compliance certificate, as this will change the
order status to Operationally completed.

Orders financially completed — here is where all your work orders can be viewed once they have

been fully completed and paid for.

Raising a work request

When one of your operatives completes a work order, they may discover that a follow-on work
request needs to be raised, for example, a separate but linked issue they have discovered about the
asset or space. In these instances, you can use the Service requests gadget on your Homepage.
Listed here are the most common types of service requests that you might need to make. Once you
have selected one, complete the form it opens for you. Fields with a red asterisk are mandatory for
completion. You will see that the form uses dynamic questioning to ensure we are capturing all the
important information needed in a standardised way. This enables us to quickly triage the issue and

direct the work order to the correct individual or team.
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a Service requests

Description

s m & & @ & & 0O

Air Conditioning Fault Auto Door Fault Battery recycling Blocked Drain BMS controls and alarms Cleaning Request Domestic Services / Clea... Door repair

“ o T o X &

Electrical fault Event Request Fire alarm Fire equipment Floering issue General service / repair r... Grounds maintenance Heating fault

[, [ @ &t P g e ®

Intruder alarm Joinery request Lift Fault/ Failure Lighting Minor New Works Painting and decorating Paths and Steps Pest Control

o 0] I ~ - e

Plumbing fault Plumbing Leak Roads and Pavements Roof leak Sanitary bins and produc... Signage request Skip hire, collection and ...

B

Some service requests you want to raise may be linked to outside or roof spaces. For these types of
requests, you will need to use What3words to pinpoint exactly where the problem is.

The service request form will have a link to the website, simply type in the nearest building name
and search for it, then click on the map to pinpoint the exact location of the issue. Finally, copy the
browser link into your service request. This will show the tradesperson assigned to fix it exactly
where the issue is. *NB: Not all work request forms have What3words options, only those where the
request may relate to an outside space. All the locations of our assets in Planon, whether in a room
our outside space, have been verified by our engineering team, so should be accurate at Go Live.

< C m 2% what3words.com/tanks.luck.brief

[ UoN General [l Timesheets I,’J Azure DevOps [ CAFM [ DTS @ OneDrive 3B Delve € Microsoft 365 [ Personal I3 MSForms W CAFM Phase 1 Laun...

i what3words Map App

Trent Café

//[tanks.luck.brief O 0

o Share <> Navigate Y& Save

B0

Citymapper Google Maps Bing Maps Waze

Trent Building

&
(") o
Centre for the Study =5
of the Viking Age N

If What3words has been used to identify a location, you'll see the link to it in the Data Panel and it
will also be available to tradespersons using the mobile App. Clicking on the link icon takes you to

exactly where that location is on Google maps.
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Location

Property 1181, The Hemsley - Lenton Mount B
Space
WhatIwords https:/fw3w.colstored. natively.backs

Raising a follow on order

In the majority of instances, the Helpdesk manages the process of raising follow-on work orders and
tradespeople can also raise follow on work orders via the mobile App. However, there may be
occasions when you need to do it, so it is worth knowing how. You can do this through the My
Planon gadget on your Homepage. Click on Follow on orders and complete the form. This form will

ask you the order number you want to raise the follow on order to.

L:J My Planon

L

Floor plans

[ ]
Ve
. -—

My Requests

=1

Follow on order

Hazards

Hazards - With images

Using My Requests

My Requests (My Planon gadget on the Homepage) allows you to manage or do something further
with the requests you've raised with the Helpdesk. You can use the Search function to look for it or
you can view the requests you’ve raised in a list form beneath it. The list will show you the most

recently raised requests at the top.

[ My requests X

| @ selecta job to be sirected 10 3 page where you can message the heipdesk. |

o
=]

(- - |
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Selecting a request will show you the information you raised and the status of that work request,
including any internal comments relating to that request. You can take one of three actions here:
1. Cancel the work request
2. Escalate the work request
3. Message the Helpdesk

[ Request details

Reported on
Monday, 15 April 2024 13:08
Number
1064.00
Description
Domestic Services
Property
Trent Building
Space
A.CDO7 2
Status

In progress

Work orders

Cancellation request o~ Escalate request ~ Message helpdesk

Using the filters

The Filters will help you find what you’re looking for more easily.

-

Mo filter - click to add or shows filters

L1

Property Mame ¥ Contains
The top box gives you some pre-defined user filters, as set up by the system admin team.

Nao filter - click to add or show filterd] |

| Internal coordinator = Me

<]
| Requestor = Me

| Show PPM orders

Show minor new warks
|-

w reactive orders/requests I

w statutory PPM orders

Accepred

tus = Accepted + Internal Coordinator = Me

= Cancellation request

— T AT T TR T A TR DTS s DR e T =L DRa e TR TR e T mem e

The next boxes are simple filters which you can use individually or together to refine what you're

looking for.
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Alternative reference ¥ | Contait

Alternative reference

N Appointment booking
Compliance documentation required?
Description |Contains sl <
High priority? -
Internal coordinator 2T —
Number
Orther requestor =
PO number -
Priarity | ”
Property
Reported on
Requestor Contains
Space Contains a value
Status Does not contain a value
Supplier/Contractor Does not contain or is empty
Trade Does not end with or is empty
Tradesperson Does not start with or is empty
User-defined type Ends with
Zone Starts with

You can also create your own filters. In this example, we want to set up a filter that brings up all the
properties that a specific person is listed against. Click on the Filter symbol and Add Filter.

H= plonon Space Management

Q search Properties Floor & Communication ... Rooms Space Usage
a
LOmE No filter - click to add or show filters A
i= Operations Manager Role ~ Property code ¥ Contains ¥ Search..
— Add filter
B Resource Planner o= g

&y AssetPro

B Properties
B space Management

» Q Castle Meadow Campus

& Contacts » Q Farming

Use the top box to give it a name. In this example, we want to find all the properties that Paul
Barnes’ name is listed against.

Select filter criteria X

Filter n@

AND | [ | |Address1 v

Address 1

Address 2

Building Lead

Building condition

Building function/faculty
County

Critical infrastructure
Domestic services manager
Facilities team leader

Floor count
High profile Cancel
Lessee name

Click this icon, which brings up a list of people you can select from.

Contains s Search... +
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Select filter criteria

Filter name: Paul Barnes

AND | [ | |campus service manag =|=

Select a value

Cancel

Find the person you are looking for — e.g. Paul Barnes. It is easiest to use the filter at the top —

Name, then type in their surname and click the Search icon. Once you have found and selected
them, click OK.

Campus service manager X
| Name 4 contains 4 barnes 0| + Q
O Show archived items

U... | Code | Full name | First name | Phone number | Property.Property code | Property.Property Name | PersonSpacesnt

&  bwpbs Barnes, Mr Paul Paul

= pcznb Barnes. Mr Neil Neil 01159513469

& sszer Roemer-Barnes, Mrs Eva Eva 01159514184

& bz Barnes, Miss Fiona Fiona

& mszib Barnes, Dr Isaac Isaac

& iz Barnes, Miss Jennifer Jennifer

& lezebt Barnes, Ms Emily Emily

& shazba Barnes, Prof Zane Zane

& ssavb Barnes, Ms Verity Verity

3

You will now see a list of all the properties they are associated with. When you next want to pull up
that list, click into the Filter box and you will see the Filter that you created listed there.
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Properties Floor & Communication ... Rooms Space Us

| © Paul Barnes O Y|
Property Name ¥ Contains ¥ Search.. Q
c =E &

i Properties (12)

Amenity Building
Barkley House
Bridge Over Fiddlers Brook

CMeadow Campus Grid

EY EN EY EY B

Energy Centre

You can also create Filters that give you very specific information using the ‘AND’ and ‘OR’ options.
In this example, we are creating a filter to pull up all work orders that have been reported as being
‘Technically completed’ and where Scott Boyce was the Tradesperson assigned to them.

Select filter criteria X

Filter name: SB Technically completed orders

AND | ] | status v = + Technically completed = % =+

= + bwzsab, Boyce, Mr Scott ™ % +

an
|
4

[J | Tradesperson

I's important to remember to clear filters when you no longer need them. Check the Selection Bar at
the top — are they all clear or is there a Filter on? In your Filters area, clicking on the x symbol clears
the filter you have on. Clicking on None at the bottom de-selects anything you have got selected

within your Elements List.

Orders prder details Ord

Properties

No filter - click to select an existing fiter. Use the Filter option’ button to add new filters, Y

| internal coordinator & = % bwzjeb, Bugg, Mrs Joanne @ (x] q\

CEZLBeos ~

& Orders(1)

€} » 13.01,08/05/2024 14:32, Electrical repair - STANDARD, Trent Building, C.CDO1. In progre...

Count | Expand Al
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It is also useful to know how to delete a filter you have created that you no longer need. Simply

select the filter in the filter box and click the filter symbol. You will see the option there to delete it.

Space management

Properties Floor & Communication ... Rooms Space Usage
| @ Paul Barnes Q T |
Property Name ¥ Contains ¥ Search View filter
~ = -
~ = | Delete filter
Edit filter
i Properties (1) Copy filter

1 Bridge Over Fiddlers Brook

(=]

Building A (Barkley)

Exporting data

Contractor admin teams are able to export lists from their gadgets on the Homepage by clicking on
the Export icon, which downloads it as a .csv file. Clicking on the Print icon allows you to print off

lists or individual orders in .pdf.

I:.l Contractor - Completed orders @

Number

v Show more search options
1-20f2
Number Reported on Description Property Room Type  AssetID Status F completion date-ti i on
106.01  12/06/2024 09:48 Electrical repair - STANDARD Chemistry Building Order Administratively completed 19/06/2024 09:48 12/06/2024 10:41 >
106.26  12/06/2024 09:49 Electrical repair - STANDARD Chemistry Building Order Operationally completed 19/06/2024 09:49 12/06/2024 10:31 >

Using Task Planner

The Task Planner is an additional tool that we would like all our Tier 1 & 2 Suppliers/Contractors to
use in Planon. This will help the university understand which of your operatives will be at which site,
working on which order at any given time. The Estates back office will also have sight of your Task

Planner.

Task Planner is a graphical planner tool. It gives access to one planboard, on which you can plan
and assign work to available resources. The orders and work assignments displayed within the Task
Planner are those that have been Accepted by the Helpdesk and allocated to you. The resources
who can be assigned work are the people that have been set up in Planon, as per the information
you have sent us about your employees. You can use Task Planner to plan and assign jobs to them

Updated on; 22 Mar 2024 Page 26 Printed on:
businessssystems@nottingham.ac.uk 9 24-Jul-24




and they will receive these via their PMFS mobile App the same as they do when you do this via the
Work Orders TSI.

We have already covered how you can assign work orders through the Work Orders TSI. Here we

will show you how to do it through the Task Planner.

Your Resource Panel is on your left where your operatives are listed and the section next to it is
your Planboard. You can change the view to be daily, weekly or monthly. The section at the bottom

is your Unplanned Orders Panel. These are jobs that are ready to be planned and then Assigned.

&3 AMPTRON, AMPTRON ELEC...

SV Q Acual | ¢ | Jun12,2024 @ | > week  month 2 Options
‘Wednesday 12/06/2024
Code Description 4+ 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:¢
30 45|00 15 30 45 00 15 30 45 00 15|30 45|00 15 30 45 00 15 30 45 00|15 30 45 00 15 30 45 00 15 30|45 00 15 30 45 00 15
~ AMPTRON ELECTRICAL SERVIC IE
@ bwamca Cardy. Mr. * 1+ 4501, Auto Door faullt - URGENT
e bwaef1 Fearn-Wri...
@ bwalh3 Hollier, M
bwads4 Smith-Kin
bwaes1 Smith-Kin...
bwahy Varney, M... 1+ 45.01, Auto Door fault - URGENT
Supplier/Contractor = + Searc ™ Q N filter - click to select an existing filter. Use the "Filter option’ button to add new filters. T
Number User-defined ... ' Status.Name | Reported on Appointment ... High priority?  Description Property.Pro... | Room.Room...  Internal coor...  Tradesperson.Name
& 38.00 Statutory PPM O1 Assigned 10/06/2024 09:2¢ Weekly Fire Alarr CDSI Barn 1 Liam Jordan
@ 55.01 Order Assigned 10/06/2024 10:27 Grounds - Fallen University of Not Mita Saxena
@ 52.01 Order on hold 10/06/2024 10:47 o Cleaning order  Law & Sodial Scie David Gilroy
e 106.10 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke Camina
@ 106.15 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke Camina
@ 106.24 Order Assigned 12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke Camina

There may be occasions when you want to hide someone from the Task Planner so that they aren’t
allocated tasks. To hide a team member from the planboard, click on the eye symbol next to their

name.

1 ®

To bring them back into the list, click on the symbol next to the team name to show hidden

resources.
~ Jubilee Campus (7/8) &
Select from the individuals in the box who you wish to display again (by clicking on the eye symbol).

TR, ¥, .’.,‘.l'l'l,.' SEOF L (ﬁ:l

BTiph, Heag M 1} ';:'x-"
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The Task Planner has work orders listed at the bottom of the screen. You can hide the navigation
panel on the left, expand the bottom panel upwards and also resize columns to get a clearer view of

the unplanned jobs.

i Planods ask planner

Search

Q

Hide navigation panel

o= v 3 Q
A Home

= Contractor Administrati... ~ Code Description 4 0
3(

#$ Work orders ~ AMPTRON ELECTRICAL SERVIC
G Task planner @ bwamcd Cardy, Mr...
Ay AssetPro e bwaef1 Fearn-Wri...

B Space management @ bwalh3 Hollier, M...

You can sort the unplanned jobs by clicking on the column headers.

Unplanned Alternative reference v Contains ¥ Search

Number User-defined type.Name Status.... @eported on App

@ ! 1085.01 Order On hold 25/04/202414:25

You can hide or unhide columns by right-clicking on any column, select Columns and de-select the

ones you don’t want to see.

owzpn Feler nowl
e |
Nurnber
Unplanned Alternative reference + Contains s Searc b add or show filters
B User-defined type.Name
Number User-defined type.Name Status.Name Reported on Appointment ... | High prior {Pro..  SpaceRoom.. Internalcoor.. Tradesperson.Name
Status.Name
(o] 1085.01 Order On hold 29/04/2024 14:25 Y Fiter nces  C10 Robert Williams Robert Williams
B Reportedon
@ Columns >
B  Appointment booking
© Hide column
High priority?
12 Sort ascending
B Description
12 Sort descending
Property.Property Name

# Multisort >

N Space.Room number
12 Group ascending

8o

_ Internal coordinator.Name
4% Group descending

Tradesperson.Name

There is also a quick search bar and a filter bar with some pre-configured filters.

Supplier/Contractor : = + Seard (] Q No filter - dlick to select an existing filter. Use the 'Fiter option' button to add new filters. A g

Internal coordinater = Me
Number User-defined ... StatusName  Reportedon  Appointment.. High priority?  Description Property.Pr
My operationally completed orders
ﬁ + 38.00 Statutory PPM O1 Assigned 10/06/2024 09:2¢ Weekly Fire Alarr CDSI Barn 1
Orders on hold

=13 55.01 Order Assigned 10/06/2024 10:2% Grounds - Fallen  University of Requestor = Me

o 52.01 Order On hold 10/06/2024 10047 o Cleaning order  Law & Sodial| oo\ ppM orders

@ v 106.10 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Bl show minor new works

@ v 106.15 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry By Show reactive orders/requests
@ 106.24 Order Assigned 12/06/2024 09:4¢ Electrical repair - Chemistry B Show statutory PPM orders

Work orders shown in the list below your planboard are those with a status of Accepted, On hold or

Temporary fix ready for you to assign to a person.
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A

-
v

ap

Number User-defined ... = Status.Name Reported on Appointment ...  High priority?

& 230.01 Minor new works Accepted 02/11/2023 08:5%

G 960.07 Order Accepted 04/04/2024 16217

To view more detail/information about the work orders in your list, double-click on them and a pop
up will show all the information from the Data Panel in that work order. This will be read-only which

means you cannot edit any information here.

Single-clicking on the work order reveals an arrow which you can click on...

Actual < May13.2024 @ > week menth = opnons@

Monday 13/05/2024
11:00 12:00 13:00 14:00 15:00 16:00 17:0

15 30 45 00 15 /30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15

o &1+ %60
Q No filter - dlick to add or show filters T
High priority? | Description Property.Pro... | Space.Room ... Internal coor... | Tradesperson.Name
Sanitary bin - ad- Life Sciences c1o Robert Williams Robert Williams

... to bring up a read and write panel about that work order — you can edit some information here,

for example, work assignments.
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Code Description 4+ 08:00

30 45 00

~ AMPTRON ELECTRICAL SERVIC
@ bwamc4 Cardy, Mr...
e bwaef1 Fearn-Wri...
@ bwalh3 Hollier, M..
@ bwads4 Smith-Kin...

bwaes1 Smith-Kin...

bwahv Varney. M.
Supplier/Contractor =

Number User-defined ... ' Status.Name
e’n 38.00 Statutory PPM O1 Assigned
Assigned
& 52.01 Order on hold
v 106.10 Order Accepted
v 106.15 Order Accepted
(<3 106.24 Order Assigned

<
Wednesday 12/06/2024
09:00 10:00 11:00 12:00 13:.00 4:00
15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30
o €1+ 4501, Auto Door fault - URGENT
@I‘ 45.01, Auto Door fault - URGENT
s se L} Q No filter - click to select an exidt
Reported on Appointment ... High priority? Description Property.Pro.. Room.Room.. Internaj(
10/06/2024 09:2¢ ‘Weekly Fire Alarr CDSI Barn 1 Liam Joft
‘Grounds - Fallen University of Not
10/06/2024 10:4° o Cleaning order  Law & Social Scie David il
12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke Cqr
12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke C
12/06/2024 09:4¢ Electrical repair - Chemistry Buildir Luke Car'

First icon — information about the work order — not editable

55.01, Grounds - Fallen tree/ branch

General Order data Duration / Costs

Priority / SLA Financial data

Communication logs

General

Created by bhzsk1, King, Miss Sally-Anne

Number 55.01

Contractor refe

Description Grounds - Fallen tree/ branch
AssetID

Status

Status WO32, Assigned

PMFS status

All suborders c... Yes ® no
Location

Property UoN, University of Nottingham
Floor

Room

Location description

Tree in quad

H&S Details

Second icon — work assignments — here you can add/amend work assignments

Third icon — order lines — here you can add in materials/plant hire

Fourth icon — labour hours — you will see the hours logged via your operatives from their PMFS

Mobile App here

Fifth icon — Communication log — you can add a contractor or App communication here

2

+ > 55.01, Grounds - Fallen tree/ branch

Add Contractor Communication

== Add App communication

| Description

Q

Hovering over the job when it's on your planboard shows you a high-level summary of the job.

g

o & 1+ 934.01, Air Con - Broken
/2024 10:00
/2024 11:00

Planned start date-time:
Planned end dat

me:

Acwual start date-time:

Acwual end date-time:

Internal tradesperson: Robert Allen

Code: 00000312

System status: Planned

Order details

Number: 934.01

User-defined type.Name: Order
tatus.Name: On hold

Reported on: 22/03/2024 14:42

Appointment booking: F

High priorit; F

Description: Air Con - Broken

Property.Property Name:
| Space.Reom number:
Internal coordinator.Name:

o Tradesperson.Name:

a5
1old ZOT0ZT20ZE TR,
i NAMNRIINTA NBNT

The Hemsley - Lenton Mount
1181-807

Jason Yarnal

Robert Allen

Updated on; 22 Mar 2024

businessssystems@nottingham.ac.uk

Page 30

Printed on:
24-Jul-24




Your Task Planner has a built-in filter to enable you to plan the time for a work order and also view
the Actual time taken on the job once this has been confirmed on the App by your member of staff.
Just click between the 2 filters to toggle them on/off.

* Planned time is time allocated on the Task Planner.

* Actual time is taken from the PMFS app when the assignee ‘starts work’, then ‘ends work’.
This might be useful for understanding how long certain jobs usually take to complete and allow you

to more accurately forecast your resource allocation in the future.

Actua < Apr18,2024 g >
week month = Options

Task Planner — Assigning a work order

Think of the Planboard as a planning tool. The Planboard can be used to plan work without
assigning it to the person until you are happy with your plan. You can drag and drop orders into a
team member’s schedule and then move jobs around the planboard to different people and/or
different times. Your operative doesn’t receive the job until you change the status to Assigned on
the Planboard. If you've already assigned the job via Work Orders TSI and added a planned
start/finish date/time, you will see it already there on your planboard.

v Q Acual < jun12,2024 § > week  month 2 options
Wednesday 12/06/2024
Code Description 4 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:.00 18
30 45 00 15 30 45 00|15|30 45 00 15 30 45 00 15 30 4> 00 15 30 45|00 15 30 45 00 15 30 45 00 15> 30 45 00 15 30 45 00 15
~ AMPTRON ELECTRICAL SERVIC E
@ bwamca Cardy. Mr... * 1% 4501, Auto Door fault - URGENT
@ bwaef1 Fearn-wri...
@ bwalh3 Hollier, M..
bwads4 Smith-Kin...
bwaes1 Smith-Kin...
bwahv varney. M. €1+ 4501, Auto Door fault - URGENT
Supplier/Contractor s = ¢ Search L] Q No filter - click to select an existing filter. Use the "Filter option’ button to add new filters. Y
Number User-defined ... = Status.Name Reported on Appointment High priority? Description Property.Pro. Room.Room ... | Internal coor...  Tradesperson.Name
Q".‘, 38.00 Statutory PPM O1 Assigned 10/06/2024 09:2¢ Weekly Fire Alarr CDSI Barn 1 Liam jordan
@ 55.01 Order Assigned 10/06/2024 10:25 Grounds - Fallen  University of Not Mita Saxena
] 52.01 Order on hold 10/06/2024 10:47 W Cleaning order  Law & Sodial Scie David Gilroy
] 106.10 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Buildit Luke Camina
[ 106.15 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Buildit Luke Camina
@ 106.24 Order Assigned 12/06/2024 09:4¢ Electrical repair - Chemistry Buildit Luke Camina

A work assignment is a ‘job’ to be carried out by the tradesperson. Work orders can have just one
work assignment or many (e.g., for a two person or multiple-person jobs). Typically, the work order
contains information on the what and where (location and task description), while the work

assignments include the who and the when (resources and time).

Once you have moved the work order onto the planboard against an individual, right-click the task

and click Assigned to push the task to them via the PMFS app. Once you’ve clicked Assigned, this
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changes the status of the work order to Assigned and the information of who has been assigned to
the job will be available to any person who has access to view information about that work order.

If you do not click Assigned, they won’t receive the job in their job list on the mobile App.

Wednesday 12/06/2024
Code Description 4+  08:00 09:00 10:00 11:00 12:00 13:00

30 45|00 15 30 |45 00 15 30 |45 00 15|30 45 00 | 15|30 45 00 15 30 45 00 |1

~ AMPTRON ELECTRICAL SERVIC m
@ bwamc4 Cardy. Mr... * # 1+ 45,01, Auto Door fault - URGENT
@ bwaef1 Fearn-Wri...
@ bwalh3 Hollier, M...
@ bwads4 smith-Kin...
bwaes1 Smith-Kin...
bwahv varney, M... 1+ 45.01, Auto Door fault - URGENT
supplier/Contractor : = % Search (] Q No filter - click to sel:
Number User-defined ... | Status.Name Reported on Appointment ... | High priority? Description Property.Pro... | Room.Room ...
& 38.00 Statutory PPM Q1 Assigned 10/06/2024 09:2¢ Weekly Fire Alarr CDSI Barn 1
@ 55.01 Order Assigned 10/06/2024 10:23 Grounds - Fallen University of Not
@ 52.01 Order On hold 10/06/2024 10:4° & Cleaning order  Law & Sodial Scie
@ v 106.10 Order Accepted 12/06/2024 09:4¢ Electrical repair - Chemistry Buildir

*NB: “Key work assignment” is enabled as a default for when you assign one person to one job but
when you are assigning multiple people to a job, you need to decide who will be the lead on it, as
you also need to do if assigning from the Work Orders TSI.

R
Edit waork assignment

W Key work assignment

rf] Appeointment booking? CD
= Azzigned

ﬂ Update assigned hours >

¥ Remove from planboard

You can adjust the time you expect the job to be completed on by right-clicking on the planner
board task. In the ‘Update assigned hours’ option, select how many hours a job should take in total.
Alternatively, you can drag the side of the task box to extend or reduce the time it should take to
complete the job.
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Err—r— O Dw<ry

Once you have populated your planboard with all the jobs (or work assignments) allocated to
different people, you can push all the jobs out to their mobile Apps in a single action (as opposed to
right-clicking and Assigning each one individually). Click on the arrow at the top.

Task planner

(v w Q

Adjust the period (for example, you could assign all the jobs for a specific day or for a full working
week), then click OK.

Assign work assignments within a period X

When you right-click on a work assignment on the planboard, there are a few actions you can take.
“Remove from planboard” moves the work order back to the work order list below it, but only if

you’ve not Assigned it yet (sent it through to the tradesperson’s list of jobs on the App).

D
Edit waork assignment

W Key work assignment

rf] Appeointment booking? CD
= Azzigned

ﬂ Update assigned hours >

¥ Remove from planboard
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You can also edit a work assignment from here. Let’'s say you've assigned a work order to someone
and then you decide to assign it to someone else but it has already been sent to the first person’s
device...if you then try to ‘Remove from Planboard’, it will no longer appear in the work orders list
below. However, there are a few ways you can do this, without clicking on ‘Remove from planboard’.
You can make amendments to the work assignment by right-clicking on the work assignment in the

planboard, then ‘Edit work assignment’.

Wednesday 12/06/2024
Code Description 4 08:00 09:00 10:00 11:00 12:00 13:00
30 45 00 15 30 45|00 |15|30 45|00 | 15|30 45|00 15 30 45 00 15|30 45 (

~ AMPTRON ELECTRICAL SERVIC

m bwamc4 Cardy, Mr... * €1+ 4501, Auto Door fault - URGENT

B bwaef1 Fearn-Wri...
@ bwalh3 Hollier, M...
@ bwads4 Smith-Kin...

bwaes1 smith-Kin...
bwahv varney, M... l £ 1+ 4501, Auto Door faulf -
Edit work assignment
W Keywork assignment (D
& Appointment booking? C®
wp Assigned I
supplier/Contractor ¥ = ¥ Search B Update assigned hours > lick
Number User-defined ...  Status.Name Reported on Appointment... High priority?  Descriptil % Remove from planboard  |pg,

This brings up a pop up box where some fields are editable. You could change the name of the

person here...

Work assignments X
General  Auditinfo Status transitions ~
- Assigned
General
* Code 00000119 Report ~
* Tradespserson bwahv, Varney, Mrs Helen ar
* Keywore: X ® No
* System status 01, Planned i}
PIFS status
* Order 45.01, Auto Door fault - URGENT [i]
Planning
* Appointment booking? Yes ® No
* Retracted by back-office? Yes ® Mo
Expected arrival date-time B o
Planned start date-time Bb 12/06/2024 11:00 o
Actual start date-time B &t
Actual start date-time (user) S
Planned end date-time B 12/06/2024 14:00 &t
Actual end date-time B o8
Actual end date-time (user) o
Effort
Assigned hours
Actions
All work completed? E
........ .
Close
/4

You can also make changes to the work assignment from the planboard by single-clicking on the
work assignment to reveal the arrow on the right-hand side of the page. Clicking on that arrow
opens the work order on the right-hand side of your screen and in the work assignments section
(second icon down), here you can make the changes you want to.
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> 55.01, Grounds - Fallen tree/ branch

Audit info

00000123

B ~
General
=" | Code | Tradespserson | Planned —_—
a B  oooomiz2g Cardy, Mr Matthew e General
* Code
"
ta Des
E despserson

4 Eall Lo nch
bwamc4, Cardy, Mr Matthew.

* Key work assignme...
* System status

PMFS status
* Order

Planning

* Appointment booki...

* Retracted by back-o...
Expected arrival dat...
Planned start date-ti...
Actual start date-time
Actual start date-tim...
Planned end date-ti...
Actual end date-time
Actual end date-tim...
Effort

Assigned hours

Artinng

@® ves No
01, Planned

55.01, Grounds - Fallen tree/ branch

B
B
B
B
B

o o S

S S

You can also add more people to the job by clicking on the + symbol. Using the ellipse (3 dots)

option, you can also copy the work assignment details and then change the name of the

tradesperson or you could delete it entirely which removes it from their job list.

To add more than one person to a work order, drag the work order from the list at the bottom of the

screen to a person on the planboard, as you would do normally. This person is automatically

designated as the ‘Key work assignment’ on the job. At this point, single-click on it to reveal the

hidden panel and select the Communication Log — App communication. Here, add a comment to

specify which tradesperson is the “key assignee” — this is important so that they see this in their

Communications card on the App. You may also want to add in who else is working on the job here.

» 00000129, Grounds - Fallen tree/ branch

VP + I e

Description Start dar

General

B S5-I

General

a

o

@ File details

File

Communication log

1=

L=

Cancel
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Now to assign that job to multiple people, you need to duplicate the work assignment. Hold down
CTRL, left-click on the task and drag the copy to the additional person(s) that you wish to add to the
job. If you’re struggling to do this, try expanding the planboard a bit. You will see if you right-click on
the jobs that the first person you allocated the job to is marked as the ‘Key work assignment’. If you
click on the copy, you will see that they are not designated as the ‘Key work assignment’.
Alternatively, you could add work assignments in the pop out data panel by single-clicking on the
job (top right hidden arrow) and adding a work assignment there. The final step is to send the job to

their apps by right-clicking each one and clicking Assigned.

Today @i M ? EMILY.FEARN-WRIGH...

Task planner

o2 AMPTRON, AMPTRON ELEC...

oS v s Q Actua < un12204@ > week  month =2 options | ¢
Wednesday 12/06/2024
Code Description 4 08:00 3:00 0
30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15

~ AMPTRON ELECTRICAL SERVIC
@ bwamcé Cardy, Mr. i 1+ 4501, Auto Door fault - URGENT i
@ bwa Fearn-Wri... 1
@ b Hollier, M
w'\Tf_-{?- bwadsd smith-Kin W

by Smith-Kin...

b arney, M. £ 1+ 45.01, Auto Door fault - URGENT

Designating someone as the “Key Assignee” on a work order ensures that they are the only person
who can close the job down as “Technically completed” (by clicking Finish Order on their App). All

other people on that job can only click “End work” via the App.

Remember to right-click on each task and select Assign to complete the process and push the jobs

out to their mobile App job list.

Task Planner — Personnel Events

To block off times/days so that team members cannot be assigned tasks during that time is very
easy to do. Select the time in the planboard by clicking and dragging your cursor over the required

day/time. Select “add resource activity”.

Monday 1!
08:00 09:00 10:00 11:00

30 45 00 15 30 45 00 15 30 45 00 15 30 45
w O 934..
—

Add resource activity

Add resource allocation period >

Select one of the 3 options — Absence, Meetings and events, Training.
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Select type

lcon | Name A
gt Absence
x Meetings and Events

To add more detail to the activity, click on the time block, where you can provide more specific
timings and additional comments. You can change the name of the event here too (e.g. H&S
Briefing). Unfortunately, there isn’t a way to push this event out to their job list in the mobile App but

it does stop them from being assigned anything else during that time period.

Task Planner — Resource Allocation Periods

The Resource allocations feature enables 'bulk planning' of work assignments. The feature allows
you to pre-allocate specific periods to the available resources or teams on the graphical planner.
Later, when you start with the actual planning, you can 'drag' work from the Unplanned panel into
these allocated periods. An example of why you might use Resource allocations would be to pre-
allocate a person or a team's working time to a number of tasks within a specific building. Or you
might use it for work orders relating to graduation events where you know when and where they’ll

be and who you want to do the work, or, regular PPMs.

Adding a resource allocation period works in a similar way to adding a personnel event but this time.

click the other option, as shown below. In the pop up box, give it a name.

Actual < Apr16,2024 g °

day week month =2 Options
Tuesday 16/04/2024
08:00 09:00 10:00 11:00 12:00 13:00 14:00
30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15 30 4

E 10:27

== Add resource activity

<= Add resource allocation | == Add resource allocation period >

refe ¥ Contains ¥ Search.. Q No filter - click to add or show filters h ¢
I ..  Status.Name Reported on Appointment ... High priority? Description Property.Pro...  Space.Room ... | Internal
On hold 06/03/2024 09:0¢ Intruder Alarm - Trent Building Mita Sa:

Now that the time has been allocated, you can drag and drop multiple work orders into it from those
listed below your planboard.

Updated on; 22 Mar 2024
businessssystems@nottingham.ac.uk

Printed on:

Page 37 24-Jul-24




Monday 13/05/2024
12:00 13:00 14:00 15:00 16:00
30 45 00 15|30 45 00 15 30 45 00 15|30 45 00 1530 45 00 15|30 45 00 15 30 45 00 15 30 45 00 15 30

08:00 09:00 10:00 11:00

* &1 960
Weekly PPM tasks 0
ntains + Search Q No filter - click to select an existing filter. Use the 'Filter option’ button to add new filters.
atus.Name Reported on Appointment ... High priority?  Description Property.Pro... | Space.Room...  Internal coor.. — Tradesperson.Name

You will see the option to make it a recurring activity, which will be useful for repetitive tasks, such
as regular PPMs (e.g. weekly fire alarm tests).

Complete Complete and make recurrent

Once you've defined the parameters, click OK.

Schedule X
Frequency
® Dai y Weekly Monthly
Stares on 18/04/2024 =
@ Create D recurrences
End= on 18/04/2024
Crccurrences
Ewvery El days
If you then click on the Resource allocation, note that below the planboard, it switches from
Unplanned to the Allocated tab and the work orders you’ve put in there will show below.
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o= v Q Actual < May15.204 @ > week month &2 options
‘Wednesday 15/05/2024
Code Description 1 0800 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00
30 45 00 15 30|45 00 15 30 45 00|15 30 45 00 15 30 45 00 15 30 45 00 15 30 45 00 15|30 45 00 15 30|45 00 15 3t

~ Halls Plumber (2/2) 1321
bwzgp1 Glyn Price Weekly PPM Tasks 15 W &1+ 1085
@ bwzmwe Matthew Coaker &1+ 108501....

Q No filter - click to select an existing filter. Use the 'Filter option® button to add new filters. Y

Unplanned NI Colle + Contains :

Code Effort Description Appointment ... Assigned hours = Planned start.. | Plannedend .. Keywork assi... = PMFSstatus... = Order.Number | User-defined... Status.Name Order.Report.. = Order.Appoin...

*NB: The code can be whatever you want it to be but must be “unique”. Planon won't let you create

more than one Resource Allocation period with the exact same “code”.

Resource allocation wizard X

Selection steps

1. Resource allocation

@ Resource allocation period General

* Internal tragesper pITrTEaps, MI lan i ]

* Transferred to archive?

* Name
* Remaining available working hours 0
* Remaining working hours [}
* System code 64
* Property set code Accelerator i ]
* Total planned work assignment hours 0
* Total remaining available working hours o]
Business object type
Calculated period end date-time
Calculated period start date-time
Icon color
icon Noicon ™
Last updated date-time e

Setting for end date-time calculations

Inserted by
Modified by

Modification date-time

N

Next Cancel

If you need any further help with using Planon, please contact one of our engineers/surveyors for
further support.
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