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A dA dAgendaAgenda
 Kannapolis Documentation Review
 Kannapolis Roles Kannapolis Roles
 Kannapolis Work Request Types Defined:

– Improvements v/s Repairs

 Process and Work Flow Overview
 Logging In and Basic Archibus Navigation

P S Processes Steps
– Customer/FAM
– Supervisor/PAp

 Adding Employees to Kannapolis Archibus
 Assigning User Passwords



K li A hib W kKannapolis Archibus Work 
Request Roles

2 Main Roles:

1. Customer/Financial Account 
Manager (FAM)Manager (FAM)

2. Supervisor/Processing    p g
Assistant (PA)



Kannapolis Work Requests

 Types of Kannapolis Work Requests:

1. Improvements: All improvements must be submitted 
for approval to the Department’s Customer/FAM offor approval to the Department s Customer/FAM of 
the building where the work will be conducted.

2. Repairs > $1000: Repair estimates over $1000.00 
b i d f l h B ildi O ’are submitted for approval to the Building Owner’s 

Customer/FAM.
3 Repairs <= $1000: WRs estimated equal to or less
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3. Repairs <  $1000: WRs estimated equal to or less 
than $1000 are issued out for completion. 



Kannapolis Archibus ProcessKannapolis Archibus Process 
Overview

            Action Item Menu Item 
1 Create Service Request. Create Work Request 
2 Request is routed to the Zone 7 Shop Supervisor.  
3 Zone 7 Supervisor will determine whether the service request is3 Zone 7 Supervisor will determine whether the service request is 

improvement or repair and assigns the estimate. 
4 Repairs estimated < $1000 are issued and proceed along the current 

corrective maintenance workflow. 
Issue Requested WR 

5 Improvement requests are submitted for Approval to the 
Department’s Customer/FAM of the building where the work will

Submit WR for Approval 
Department s Customer/FAM of the building where the work will 
be conducted. 

6 Repairs estimates  > $1000 are submitted for approval to the 
Building Owner’s Customer/FAM 

Submit WR for Approval 

7 Customer/FAM Reviews and then Approves or Rejects service 
request

 
request. 

8 Approved Work Requests are routed back to the Zone 7 Shop 
Supervisor. 

 

9 Approved Request is then issued and proceeds along the current 
corrective maintenance workflow. 

Issue Approval WR 

10 WR i l t d fi li d d bill d U d t /C l t /A WR10 WR is completed, finalized and billed. Update/Complete/Approve WR
for Billing 

11 Invoice is generated for printing and viewing Print Invoice 

 



Kannapolis Work Flow Overview

Customer creates 
WR; WR is routed to

Zone 7 Shop 
determines if WR is 

WR is routed 
depending upon WR FAM receives e-mail 

notification fromWR; WR is routed to 
Zone 7 repair > $1000 or an 

Improvement

p g p
type to designated 
FAM for Approval

notification from 
Archibus

FAM reviews WR 
estimate

FAM approves or 
rejects WR estimate

Approved WR sent 
back to assigned 

shop

Approved WR is 
issued and sent out 

for completion

WR is completed WR is closed and 
finalized for billing

Invoice is generated 
and ready for WR is sent to historyp finalized for billing y

viewing/printing
y



Starting and Logging in
Add Address: 
https://fmbld05.uncc.edu:8443/archibus
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Basic Web Central Navigation

 Menus

Current Role

Task List



Process: Creating the Work Request

 Roles
– Customer FAM
– Supervisor/PA



Creating a Work Request

 Create Work Request task
– Both Roles can create a WR.
– WR Form is auto populated with the building 

code, division code, name, dept code and 
phone. 



Completing the Work Request Form

● Complete all the 
data fields; then 
select the “Submit 
button”.button .



Review Work Request

The Work Request 
code is used to track 
the work request

Print the WR Review page by 
selecting the print icon whichselecting the print icon which 
is located in the upper right 
hand corner of the 
windowpane.



Zone 7 Shop Tasks

 WR Routed to Zone 7 Shop Supervisor in “Requested” 
statusstatus.  
Note: An email is generated to the Supervisor/PA informing 
them that a WR has been submitted by a Customer/FAM for an 
estimateestimate.

 The Zone 7 Supervisor enters an Estimate and 
determines if WR is an Improvement or Repair.

 WR is either Issued or Submitted for FAM approval WR is either Issued or Submitted for FAM approval
Note: All Improvements requests and all Repairs > $1000 are 
routed to designated FAM queue to for review and approval.



Reviewing WR/Estimate WR Costs

 The Requested WR is Routed to 
Shop Supervisor/PA in “Requested” p p q
status.

Note: An email is generated to theNote: An email is generated to the 
Supervisor/PA informing them that a 
WR has been submitted by a 
Customer/FAM for an estimateCustomer/FAM for an estimate.

 To review the Submitted WR in the 
S i thSupervisor queue, the 
Supervisor/PA selects the Review 
and Issue Work Request task.



Estimating Labor

 Supervisor/PA locates and 
selects the WRselects the WR.          
The WR will display in the 
Edit Work Request Details q
window.

 To estimate labor (CF 
Assign), select the 
“Estimate Labor” tab 
located across the top of 
the windowpane. 



Estimating Labor

 The “Add Craftspersons to 
Work” windowpane displaysWork  windowpane displays.

 Select the “Add New” or “Add 
Crew” button. The Work 
A i t i d ill thAssignments window will then 
display.

 Click the ellipse button beside 
the Craftsperson code and 
select your craftsperson. 
Next, add estimated hours andNext, add estimated hours and 
change the function level (if 
necessary). Then, select “Save”. 



Estimating Labor

 The Craftsperson p
information will display in 
the Work Assignments 
window for that WR and the do o a a d e
estimated hours will update 
in the Work Request 
window.window. 

 Close the “Add 
C ft t W k”Craftspersons to Work” 
Windowpane.



Estimating Materials

 Click on your Work 
Request located in theRequest located in the 
Work Request window to 
refresh your estimation 

t i th Edit WRcosts in the Edit WR 
Details window.

 Next, complete estimations , p
for Parts, Shop Stock and 
Other costs. 

 Then select whether the Then, select whether the 
WR is a repair or an 
Improvement.



Issuing or Submitting WR

 Next, depending upon the WR 
type and the estimate amount,type and the estimate amount, 
either “Submit” for Approval to the 
designated FAM or “Issue” your 
Work Request out for completion. 

Note: If you try to issue an 
Improvement WR or a Repair WR p p
> $1000, a warning message will 
display.

Likewise, if you try to submit a work 
request that is < or = $1000, a 
warning message will display.



Customer/FAM Role:Customer/FAM Role: 
Reviews, Approve or Reject WR

O th WR ti t i b itt d●Once the WR estimate is submitted 
by the Shop for approval, an email is 
generated to the Customer/FAM.g

● The Supervisor/PA will receive an 
f f fEmail notification informing them of 

the approved or rejected WR.



Issuing Approved WRsg pp

U d h●Under the 
Supervisor Role, 
select the Issue 
Approved Work 
Requests task to 
view and issue the 
“Approved” work 
request.



Supervisor/PA Assigns Materials toSupervisor/PA Assigns Materials to 
WR

 Stock Parts are added to the WR using the        
Add P t t W k R t t kAdd Parts to Work Request task.



Ordering Parts

 Once all parts have been added to the WR, 
S l t th E t t SDI b ttSelect the Export to SDI button



Zone 7 Tasks

 Work is executed
 Time, Materials and other charges are 

updated on the work request by the Zone 7 
S i /PASupervisor/PA.

 Work is closed out 
I i i t d d il bl f Invoice is generated and available for 
printing



WR is Completed

 Once work is completed, PA 
updates the WR using existingupdates the WR using existing 
processes.

 Although WR hours are 
updated daily and weekly, any 
additional actual time materialadditional actual time, material 
charges  and stock used are 
added to the WR at this point. 



WR is Marked Completed

 At this point, the Supervisor 
or PA may also update any 
additional time & materials 

i thusing the 
Update/Complete/Approve 
WR for BillingWR for Billing

 Supervisor or PA marks the Supervisor or PA marks the 
Work Request Completed



Supervisor Reviews/Finalizes WR

 Once the 
S i iSupervisor reviews 
the WR, the WR is 
marked Ready tomarked Ready to 
be Finalized.

 The WR is queued 
for Invoicingfor Invoicing.



Invoiced WR Ready for Viewing

 Once Facilities Business Office 
l t th Billicompletes the Billing process, an 

email will generate informing the 
Supervisor and PA that theSupervisor and PA that the 
Invoice is ready for viewing.

 To view and print WR invoice To view and print WR invoice, 
select the Print Invoice task 
located under the Supervisor p
role.



Adding New Employee AccessAdding New Employee Access—
Supervisor Role

● Under the Supervisor 
l l t Editrole, select Edit 

Employees task located 
under the Administrative 
task heading.

● To add a new● To add a new 
employee, click the “Add 
New” button in the 
Employees window. 



Adding New Employees 

● Complete the 
Employee Detail 
information and select 
th “S ” b ttthe “Save” button.

● The new employee 
will then display in the p y
Employees window.



Assign User Passwords

Select the Assign User 
Password task.  Next 
select the User Nameselect the User Name 
from the list. Click the 
green ellipse button to 
display the Change 
Password window.ass o d do

Once the new 
password is entered, 
check the box to email 
user and select 
“Change”.



Assign User Passwords

Next, select the 
“Save” buttonSave  button 
located at the top of 
the screen to Save 
the password 
hchanges. 

A notification will 
display that thedisplay that the 
Record was 
successfully saved.



Q&AQ&A


