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IntroductionIntroductionIntroductionIntroduction

• Training Objective: To review ARCHIBUS functionality and 
i l i h i i l A lprocesses in relation to the Financial Account Manager role 

through review, and hands on training. 

P id i d th k l d d kill• Provide a processes overview and the knowledge and skills 
needed to perform duties and daily responsibilities in 
relation to the specific role within ARCHIBUS Web Centralrelation to the specific role within ARCHIBUS Web Central.



Your RoleYour Role

• Financial Account Manager

– Primary vs. Secondary vs. Third vs. Fourthy y

Building Operations vs Project Management– Building Operations vs. Project Management

– Managing Account Codes (Banner vs. Archibus)
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FAM Tasks and ProceduresFAM Tasks and ProceduresFAM Tasks and ProceduresFAM Tasks and Procedures
• Creating Work Orders

• Editing Account CodesEditing Account Codes

• Approving, or Rejecting Work orders, or PM Requestspp g, j g , q

• Project Managementj g
– Scope & Budget Estimate, Design Estimate, Amendments



Process OverviewProcess OverviewProcess OverviewProcess Overview
Customer 
creates and 

submits WR to 
Shop for review

Shop determines 
that a WR is 
reimbursable

WR is routed to 
FAM based on 

division and dept. 
code from WR

FAM receives e‐
mail notification 
from Archibus

FAM enters in 
appropriate 

WR is approved 
and the properWR goes back toWR is issued and 

Index/Fund and 
Banner Account 

Codes 

and the proper 
accounts have 
been entered

WR goes back to 
assigned shopsent out for 

completion

WR is completed
WR is closed and 

finalized for 
billing

WR is sent to 
history

FAM receive 
email 

notification to billing view Billing data



Starting and Logging InStarting and Logging InStarting and Logging InStarting and Logging In

 Go to the Facilities Management Archibus Home Page -
(http://facilities.uncc.edu/Archibus). 

S l t li k f th A hib l i
Or, you may also log in directly at: 
https://archibus uncc edu/archibus

 Select or click on one of the Archibus log ins.

https://archibus.uncc.edu/archibus

 Use your NinerNet username and password to login



Basic Web Central Basic Web Central 
NavigationNavigation

M Menus

Current Role

Current Activity

Task List



Select Room from 
Drawing option

Create Work RequestCreate Work Request

Drawing option

Create Work RequestCreate Work Request

Problem Type Type of problemProblem Type yp p

New Emergency 
WR optionWR option

Scheduled Event

Receive email when 
WR status changes 
option
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Scheduled Event option



Emergency WREmergency WREmergency WR Emergency WR 
OptionOptionpp

After selecting the 
SUBMIT button to 
request an Emergency 
WR a pop up willWR, a pop up will 
display; The customer 
must select “Yes” to 
confirm. 
Note: Email notifications 
will be sent to the Shop 
Supervisor/PA.



ScheduledScheduledScheduled Scheduled 
EventsEvents

Type in an EventType in an Event 
name and select 
the Urgency of the 
WR.

Note: If you y
attempt to submit 
a scheduled event 
with less than 24with less than 24 
hour notice, an 
error will display.



WR Overview PageWR Overview Page

Overview page lists:Overview page lists:
1. WR details
2. Supervisor and PA 

names and phone 
numbers

3. Shop/zone 
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Submit Estimate Request OptionSubmit Estimate Request Optionq pq p

1 S l ti YES ill1. Selecting YES will 
Submit the Estimate 
Request to the 
Supervisor/PA for p
review. 

2. Selecting NO will 
continue the WR as 
a regular worka regular work 
request.
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Common Create WR ErrorsCommon Create WR ErrorsCommon Create WR ErrorsCommon Create WR Errors

1. An error will display if the 
Division code and Dept 
code are not valid. Clear 

t th fi ld d l t thout the fields and select the 
correct Dept code. The 
correct Division code 
should populate alsoshould populate also.

2. An error will also display 
if the building floor andif the building floor and 
room code do not 
coordinate.  
i.e. If a room was selected 
that is not affiliated with the 
selected building and floor. 



Facilities Operations TasksFacilities Operations TasksFacilities Operations TasksFacilities Operations Tasks
• Routed to Shop Supervisorp p

• Supervisor determines whether theSupervisor determines whether the 
service request is reimbursable or not.

• Request routed to FAM queue to 
review accounting information.
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FAM Role: FAM Role: 
Task ListTask List

FAM T k Li tFAM Task List 
reorganized into 
Sections for easier 
viewing and locating



Approve Work RequeApprove Work Request

“Search Work 
R ” iRequests” section

“Edit Work 
Requests” section“Work Requests” 

section
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section



Edit Account Codes Edit Account Codes 
on a Work Requeston a Work Requeston a Work Requeston a Work Request
“Search Work 
Requests” sectionRequests  section

“Edit Work 
Requests” section

“Work Requests” 
section
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HANDS ONHANDS ONHANDS ON HANDS ON 
GGTRAININGTRAINING



Hands on PracticeHands on Practice

• Using Archibus 

 Address: http://fmbld03.uncc.edu:8080/archibus

g
Development Server

• Log in: Use NinerNet 
Username and Password

R i i b i• Reviewing basic 
procedures of a FAM:

Approve– Approve, 

– Reject,

Editing Account Codes– Editing Account Codes



dd i ii iHandsHands‐‐On Training On Training 

• Test Server Link Located on FMWeb at• Test Server Link Located on FM Web at
• http://fmbld03:8080/archibus/schema/ab‐p // / / /
core/views/process‐navigator/navigator‐
details axvwdetails.axvw

 Sign In using NinerNet username and password
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Edit Work Request Edit Work Request 
DescriptionDescription

Description 
updates can be 
completed at anycompleted at any 
time before 
“Closed” Status.



RequestingRequestingRequestingRequesting
Motor Fleet ReservationsMotor Fleet Reservations



Create Motor Fleet Create Motor Fleet 
ReservationReservation

Motor Fleet tab is located 
on the main Archibus
Activity menu. y



Request a Vehicle Request a Vehicle qq
ReservationReservation

After submitting request the request willAfter submitting request, the request will 
be sent for FAM approval and then to 
Motor Fleet for review/approval.

Review Legal - Accident procedures and 
complete the pre-authorization checklist prior to 
picking up approved vehicle.



FAM A M tFAM A M tFAM: Approve Motor FAM: Approve Motor 
Fleet ReservationsFleet ReservationsFleet ReservationsFleet Reservations



Approve Preventive Approve Preventive 
Maintenance (PMs)Maintenance (PMs)Maintenance (PMs)Maintenance (PMs)



Selecting SplitSelecting SplitSelecting Split Selecting Split 
FundingFundingFundingFunding

• When approving a WR, you have 3 options 
before finalizing the accounting

• Note: Once a WR has been approved you can 
only select Split by Cost Type or Reimbursable 
when editing account codes



Split FundingSplit Funding

• Split Funding is now available for both PM 
S h d l d W k RSchedules and Work Requests

• You will be able to Split a work order’s funding 
through:
– Cost Type

M lti l D t S lit– Multiple Dept. Split

• If you do not choose to use Split Funding, you 
can select Reimbursablecan select Reimbursable
– This will cause the work order to proceed through 

accounting normallyaccounting normally.



Facilities Operations TasksFacilities Operations TasksFacilities Operations TasksFacilities Operations Tasks

• Work is executed

Ti M t i l d th h• Time, Materials and other charges are 
assigned to the work request.g q

• Work is closed out 

• FBO performs the billing
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FAM PMFAM PMFAM PM FAM PM 
ApprovalApprovalpppp

• When approving the schedule/work order for 
Preventive Maintenance you will have threePreventive Maintenance you will have three 
options for accounting as well

• Note: Once you approve the schedule, the only 
accountings that can be changed are reimbursableaccountings that can be changed are reimbursable 
PMs. Even then you can only request that the 
schedule be split by cost typeschedule be split by cost type.



FAM Receive EmailFAM Receive EmailFAM Receive Email FAM Receive Email 
NotificationsNotifications

If you are a Primary FAM, you will 
always receive emails.

2nd, 3rd, or 4th FAMs may, however, 
select “No” to discontinue email 
notifications Select SAVE button tonotifications. Select SAVE button to 
save changes.



ReportsReportsReportsReports

• Archibus contains many useful reports for keeping 
track of a work order, craftsperson, or even billing.

• Some reports that we will cover:
– Review WR Awaiting approval

– Review Active WR

– View Billed WR

Review WR Awaiting Bill by Dept– Review WR Awaiting Bill by Dept

– Review WR by Banner Document Number

– Support Informationpp

• FAM list

• Building Liaison list• Building Liaison list



Review WRReview WRReview WR Review WR 
Awaiting ApprovalAwaiting Approval

Review information on 
a recently submitted 

WRWR



Review Active WRReview Active WR
Review advanced information:Review advanced information:
WR Audit External Charges
CF Assignments
CF Notes
FAM that approved WR



View Billed WRView Billed WRView Billed WRView Billed WR

Review information aboutReview information about 
completed & billed WR:

Total costsTotal costs
Labor assignments
Parts used
Labor costs 



FAM Li tFAM Li tFAM ListFAM List
N Hidd Mi i C l Review the names of all FAM’s

in every department
Note: Hidden Mini Console 
accessible by scrolling the 
mouse over column heading



Building Liaison ListBuilding Liaison ListBuilding Liaison ListBuilding Liaison List
View contact information for a specific building on Campus.

Note: Hidden Mini Console



Review WRReview WRReview WRReview WR
Awaiting Bill by Dept.Awaiting Bill by Dept.

Review information about WR ready to be billed and closed.
– Filtered by Department and Division Code



Review WR byReview WR byReview WR by Review WR by 
Banner Document NumberBanner Document Number

After marking the 
items for youritems for your 
report, select the 
XLS or PDF
bbutton to export 
the data into a 
report view.



Review WRReview WRReview WR Review WR 
by Banner Document by Banner Document yy

NumberNumber

Select the Work 
Request code to q

display/view the WR 
details.



How to Add/Update a FAMHow to Add/Update a FAMHow to Add/Update a FAM How to Add/Update a FAM 
Within Your DepartmentWithin Your Department

On the Facilities ManagementOn the Facilities Management 
Archibus Home page:

http://facilities.uncc.edu/Archibus

Fill out a FAM access form and send it to Noella Paquette (FBO)

Remember to select which FAM role 
(P i 4th t ) d fill t fi ld ibl(Primary, 4th, etc.) and fill out as many fields as possible



Updates to Dept FAM RoleUpdates to Dept FAM RoleUpdates to Dept FAM RoleUpdates to Dept FAM Role
• Please Note: Primary FAMs should y
ensure a Secondary FAM is listed for their 
departments as back-up coverage if the 
Primary person is on leave.

• Also if an assigned FAM leaves the• Also if an assigned FAM leaves the 
department, the replacement must submit 
the FAM Access Form to update theirthe FAM Access Form to update their 
department prior to needing a work request 
approval.approval. 



HANDS ONHANDS ONHANDS ON HANDS ON 
GGTRAININGTRAINING



Hands on PracticeHands on Practice

• Using Archibus 

 Address: http://fmbld03.uncc.edu:8080/archibus

g
Development Server

• Log in:

Use NinerNet Username and 
Password

• Reviewing Motor Fleet 
Reservations 
Request/ApprovalsRequest/Approvals

• Reports



dd i ii iHandsHands‐‐On Training On Training 

• Test Server Link Located on FMWeb at• Test Server Link Located on FM Web at
• http://facilities.uncc.edu/Archibus/training_login.asp

 Sign In using NinerNet username and password Sign In using NinerNet username and password
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QuestionsQuestionsQuestions Questions 
and and 

Concerns Concerns 



Facility Information Facility Information 
SSSystems Systems 

Points of Contact:Points of Contact:

• Pamela Duff pduff@uncc.edu 704‐687‐0552p @

• Ray Dinello rdinello@uncc.edu 704‐687‐0551

• Shu Wang shwang@uncc.edu 704‐687‐0556

• Dionte Sims  dmsims@uncc.edu  704‐687‐0555

• David Champion dchampi4@uncc.edu 704‐687‐0550


