
Archibus Work Request Processes

WR Customer FBOM & O Shop 

The Customer Enters the 
Required information into the WR 

form and Submits

The Shop Superviosr 
Reviews WR determines if 

WR is Reimbursable or Non 
Reimbursable using 

predefined criteria/info 

 Customer Determines WR 
Need

The Customer logs into Archibus 
using NinerNet user name and 

Password

Determined 
Non 

Reimbursable 

FAM

If Approved, the FAM will enter 
the proper Index Fund and  
Banner account codes and 
then selects the Approve 

button.

The Approved WR is 
automatically routed back to 
the Shop Supervisor queue The Customer Selects the 

Building Operations Mgmt Activity, 
then Customer Role; then the 

Create WR task.

WR is Issued and In process 
status and sent out for 

completion

Once WR is updated, PA 
assigns WR Completed 

Status

WR is completed by CF 

FAM logs into Archibus, 
selects the Financial Account 
Mgr Role, then Approve WR 

task. The FAM must decide to 
Approve or Reject the WR

After notification, the FAM 
logs into Archibus to review 

the WR

Rejected
Determined 

Reimbursable 

Reimbursable WR is 
Submitted to the 

appropriate FAM for Review 
and Approval

WR is routed to FAM 
based upon Dept and Div 
code. An email notification 

is generated informing 
FAM of the WR Waiting 

for Approval

Process Completed

When bill is ready to run,FBO 
logs into Archibus, selects the 

FBO role 

Email Notification generated 
to the FAM notifying that the 
invoice has been completed 

and is ready for viewing.

When FBO is ready to run bill on 
Reimbursable WRs, they will 

initiate an email to M & O shops 
Sups/PAs informing them of 

when the next bill will be run on 
Completed/Ready to bill WRs.

FBO Generates Invoice and 
adds Banner Document No. 

Approved

The WR is auto routed to 
Shop based on location and 

problem type

Once logged in, user info is 
captured and used throughout 

application for validationBanner information 
imported; filtered data 
uploaded 
into z_patron_em 
table located in the 
BannerInterface.java 
file.

 End of Process

Supervisor may reject 
WR indicating Rejection 
Reason in Craftsperson 

notes.

Rejected

WR is closed and is sent 
to History 

End of Process

Once reviewed, 
Supervisor determines if 

the WR needs to be  
rerouted 

Shop Supervisor Reviews 
Non Reimbursable Work 

Request for issuing 

Proper acct codes 
are assigned to 

Non Reimbursable 
WR

If WR is rejected by the 
FAM, the FAM must 

enter a reason for the 
rejection

WR is closed and sent 
to history

Approved WR is Reviewed by 
Supervisor; Supervisor 

determines if WR needs to be 
rerouted to another shop. 

 Estimated Hours 
are assigned to 

WR

Parts are added by Shop, if 
determined they are needed 

to complete WR

Shop enters 
Required CF 
Assignment Customer reviews/updates 

and tracks WR status

If customer updates WR, a 
automated email will 
generate informing 

Supervisor/PAs of changes/
request

WR is auto routed to FBO 
queue for billing

Supervisor Reviews/Corrects 
and Finalizes Completed WR; 
marks it ready to bill using the 
Update/Complete/Approve WR 

for billing task

WR is closed and sent to 
History; 

Prior to running bill, 
FBO will update  
External charge 

WR Actuals 

FBO Locks the Bill 

FUPLOAD occurs;
Banner No is sent 

with FUPLOAD 
information to FBO

CF White Sheets and 
WR Blue sheets are 

entered by PA

Time & Materials  are updated 
on the work request by PA

Any External charges are 
added to WR by the PA

FBO will run a Summary 
Pre-Bill and Reviews WRs 

WRs removed from the 
Bill are sent to M & O for 
review and corrections

FBO will remove all WR from 
the bill that need corrections 

or have discrepancies

Email Notification 
generated to the Shop 

Suprs/PAs notifying them 
that a Work Request was 

removed from the bill/
needs corrections.

After email notification, FAM logs 
into Archibus to view bill .

FAM will review bill using 
available Archibus reports; they 
may print bill details if needed

Supervisor/PA enters 
correct shop/zone code 
and selects the SAVE 

button to save changes

If rerouted, Supervisor/
PA enters the Shop code 

and SAVES WR 
changes.

The WR is automatically 
routed to the correct Zone 

Shop 

The WR is automatically 
routed to the correct Zone 

Shop 

No

Yes

No

Yes

Customer attaches document, if 
needed, Reviews WR and then 

Submits to Shop

Contact name, phone and M & O 
Shop will display on Review 

Screen; Customer may print WR

Required fields include 
Requested for, work 

description, problem type, 
dept, div and bldg, requested 

complete date (default 14 
days)
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