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Introduction/OverviewIntroduction/Overview//

• Training Objective: To review Archibus functionality and g j y
processes through discussion and hands‐on training; 
provide Housekeeping Supervisors an overview of the 
knowledge and skills needed to perform duties and daily 
responsibilities in relation to their role within Archibus 
Web CentralWeb Central.

T i i St d d O ti P d d• Training Standard Operating Procedures and 
Documentation are available electronically on the FM 
Web Archibus/SOP webpage at:Web Archibus/SOP webpage at:

http://facilities.uncc.edu/Archibus/sops.asp



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/sops.asp

 Sign In using NinerNet username and password
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Work Flow of a Work Work Flow of a Work 
RequestRequest

A Customer has a 
Facilities 

Maintenance 
problem or need

Customer logs 
into Archibus to 
create a Work 

Request

Customer enters 
required 

information and 
submits Work 

The Work Request is 
routed to a Shop 
based on location 
and problem type

problem or need Request Request form (Status: Requested)

h k i
The Shop reviews WR 
to determine if the 
Work Request is 

reimbursable or non 
reimbursable

If the Work Request 
is a non 

reimbursable, it goes 
to an assigned shop

The Work Request is 
then assigned 

Craftspersons, issued 
and sent out for 
completion

reimbursableto an assigned shop
(Status: Issued/In 

Progress)

If th W k R t i

The Work Request is 
completed  and sent 

to billing

(Status: Completed)
If the Work Request is 

reimbursable the 
appropriate Financial 
Accounts Management 
(FAM) for approval and 

accounting info

After the Work Request 
has been approved by 
FAM, it goes back to 
the assigned shop 

(Status: Approved)

The Work Request is 
assigned Craftspersons, 
issued and sent out for 

completion

(Status: Issued/In 

( p )

g

(Status: Submitted)
(Status: Approved)Progress)



Part 1: Creating Work RequestsPart 1: Creating Work Requests

WR Form Functionality
Selecting a Room from the DrawingSelecting a Room from the Drawing
Emergency WR
Email Alert option
Upload Customer Document



Create Work Create Work Select Room 
from Drawing

Request ViewRequest View
from Drawing 
option

Form divided 
into sections Receive email when 

Emergency WR 
option

WR status changes 
option
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Emergency WR OptionEmergency WR OptionEmergency WR OptionEmergency WR Option

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



Upload Document OptionUpload Document Option

1. Select the green arrow button to open 
the Check in Document window.

2. Next, select the Browse button to open 
the File Upload windowthe File Upload window. 

3. After selecting your document and 
“Open” button, the document will 
upload to the Attach Documents 
screen.

4. Select Submit to advance to the 
Overview page.



WR Overview PageWR Overview PageWR Overview PageWR Overview Page

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

names and phone 
bnumbers

3. Shop/zone 
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Housekeeping Housekeeping p gp g
Work FlowWork Flow

Non Reimb WR:Non Reimb WR: 
HSKPG Coordinator 
reviews /assigns Non 
Reimbursable WRs to 

Supervisor Area

(S I d

Supervisor Logs in 
and review  their 
Non Reimbursable 
WR within the 

Complete WR task ; 

The work request 
work is completed; 
Supervisor updates 
hours and assigns 

HSKPG Admin 
reviews Completed 
WRs/Follows up w/ 
customer;  updates 
CF notes. Admin will 

(Status: Issue and 
In Process)

Assigns CF and hours 
to Craftsperson

complete status.

(Status: Completed)

return WR to Issue or 
update to Complete 

/Ready for Bill

PM WRs: Supervisor 
reviews 

Reimbursable HSKPG 
PM WRs  for their 

Sh f ithi th

Supervisor will assign 
CF to the Work 

Request along with 
an estimate and then 

I th WR

When completed, the 
WR is updated with 
actual hours: WR is 
assigned Completed Shop from within the 

Issue Approved WR 
view

Issue the WR.

(Status; Issue/In 
Process)

assigned Completed 
status by Supervisor

(Status: Completed)

The Work Request is 
completed and 

finalized

(Status: Completed ( p
& Ready for Bill)



Housekeeping Supervisor RoleHousekeeping Supervisor RoleHousekeeping Supervisor RoleHousekeeping Supervisor Role

• HSKPG Non Reimbursable WR Routed to Housekeeping• HSKPG Non‐Reimbursable WR Routed to Housekeeping 
Shop Supervisor 
– Note: Non‐Reimbursable WR is Assigned to Supervisor InNote: Non Reimbursable WR is Assigned to Supervisor In 

Issue/In Process Status

• HSKPG Supervisor Reviews WR Using Complete WR task

• HSKPG Supervisor Re‐Routes WR If Needed

• HSKPG Supervisor Assigns Housekeeping Craftsperson(s) 
to WR

• HSKPG Supervisor Assigns Actual Hours to WR and 
Assigns Completed Status



P t 2 H k i S i /PAP t 2 H k i S i /PAPart 2: Housekeeping Supervisor/PA Part 2: Housekeeping Supervisor/PA 
Role ProcessesRole ProcessesRole ProcessesRole Processes

Using the Collapsible WR consoleUsing the Collapsible WR console
Review Non-Reimb WR Assigned 
Complete WR 
Assign Housekeeping Shop CF toAssign Housekeeping Shop CF to 
WR
Update Actual Hours
Mark WR Completed



Using the WRUsing the WRUsing the WR Using the WR 
Search ConsoleSearch Console

Enter the work 
request number 
into the “From” 
and To” fields and 
then select Search Select the small “tiny” then select Search 
now to locate your 
work request.

y
arrow to open the 
search console.

Throughout most 
tasks, the Main 
Search console 
may be opened or 
closed by selecting 
the (tiny) grey 
arrow located atarrow located at 
the very top, 
middle or left side 
of the main 
windowpane. 



S i R i & A iS i R i & A iSupervisor Review & Assigns Supervisor Review & Assigns 
NonNon‐‐Reimbursable WR Reimbursable WR 

Housekeeping Supervisor 
selects the Complete WR 
task within Supervisor/PAtask within Supervisor/PA 
role. To assign CFs, select 
the Details button to open 
WR details. 



Assign CF to NonAssign CF to Non‐‐gg
Reimbursable WRReimbursable WR

HSKPG Supervisor 
l t th D t ilselects the Details 

button to display the 
WR details screen.
After reviewing, theAfter reviewing, the 
Supervisor select the 
CF Assign to assign 
personnel to the WR



Assigning Craftsperson &Assigning Craftsperson &Assigning Craftsperson & Assigning Craftsperson & 
HRs to Work RequestHRs to Work Request

The Action Items located onThe Action Items located on 
the WR Details view provides 
ability for the HSKPG 
Supervisor to assign HSKPG 
personnel to the WR for 
Completion.

After selecting the CF Hours 
button, the Assign CF window 
displays for adding other CFs 
to the WR. Use the ellipseto the WR. Use the ellipse 
buttons to view and select the 
Craftsperson name. 

After entering the informationAfter entering the information, 
select the SAVE button on the 
CF Assign windowpane to add 
the CF to the WR. 



Work Is Complete and Work Is Complete and 
Actual Hours UpdatedActual Hours Updated

Once the Work has 
been completed, 
Actual Hours, if not 
already added will bealready added, will be 
updated using the CF 
Hours action button 
from within the 
C l t WRComplete WR 
windowpane. 
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Complete WR: Complete WR: 
Update HoursUpdate Hours

From the Details 
windowpane of the 
Complete WR task, 
screen, the HSKPG 
Supervisor can update 
actual hours and mark 
the WR completed.



Complete WR: Mark MultipleComplete WR: Mark MultipleComplete WR: Mark Multiple Complete WR: Mark Multiple 
WRs Completed WRs Completed 

After updating actual 
time, the HSKPGtime, the HSKPG 
Supervisor may 
Complete one or 
multiple WRs, if 
needed using the bulkneeded, using the bulk 
select WR  option from 
the Main Complete 
WR screen.



Housekeeping ProcessesHousekeeping ProcessesHousekeeping ProcessesHousekeeping Processes

• Work is executed after CF Assignment by Supervisor• Work is executed after CF Assignment by Supervisor

• Time (Actual Hours) are assigned to the work request

• Work Req est is Marked Completed b HSKPG S per isor• Work Request is Marked Completed by HSKPG Supervisor 

• All Completed WRs Reviewed by HSKPG Admin Assistant or 
CoordinatorCoordinator

• WR Customer is contacted for follow up by HSKPG Admin 
Assistant; CF Notes are updatedAssistant; CF Notes are updated.

• Request is Completed/Finalized or Reverted back to Issue and 
In Process Status for Work Follow up/Completion.
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Part 3: Housekeeping Supervisor RolePart 3: Housekeeping Supervisor RolePart 3: Housekeeping Supervisor RolePart 3: Housekeeping Supervisor Role——
ArchibusArchibus FunctionalityFunctionality

• Reviewing/Issuing PM Work Requests

L ti W k R t A ti Hi t i All• Locating Work Requests—Active, Historic, or All

• Print WR features



Housekeeping Supervisor Housekeeping Supervisor 
Role: Issue Approved WRs Role: Issue Approved WRs 

(PMs & Project WRs)(PMs & Project WRs)( j )( j )

Supervisor reviews the 
PM within the Issue 
Approved WR window.

After selecting the CF 
Assign button, the 
Supervisor will assign at p g
least one personnel  and 
estimated hrs to the PM 
WR and select SAVE.



Housekeeping Supervisor Role:Housekeeping Supervisor Role:Housekeeping Supervisor Role: Housekeeping Supervisor Role: 
Issuing Approved WRIssuing Approved WR

After assigning CFs/estimates 
to the WR, the Supervisor will 
Issue the Approved WR for 

l ticompletion.

After Issue/In Process status, 
the WR may be accessed for 
additional CF assignment and 
actual HRs via the Complete 
WR view.



Find Work RequestsFind Work RequestsFind Work RequestsFind Work Requests
Use the mini console to 
enter or select search 
criteria. Enter the work 
request number into therequest number into the 
“From” and To” fields and 
then select Search Now to 
locate your work request.y q

The XLS button may be 
used to export data into 

After selecting the Search an Excel spreadsheetAfter selecting the Search 
Now button, the WRs will 
display below. 



Print WR OptionsPrint WR Optionspp

In the Print WR task, a 
Craftsperson and 
Request Type may be 
selected to narrow the 
WR search.WR search.

To select and print 
multiple work request, 
select the topmostselect the topmost 
check box in the grey 
Work Request Search 
Results window. 
D l t WRDeselect WRs as 
needed and select 
Print WR PDF button 
to review and print 
WRs selected.



Edit WREdit WR

Edit WR Details 
view allows 
Supervisor/PA to 
mark Equipment 
Out of Service/InOut of Service/In 
Service and to 
Update 
C ftCraftsperson 
Notes.

Supervisor/PA may 
also uploadalso upload 
Documents.



Review and Issuing Review and Issuing 
ddApproved WRs Approved WRs 

(Project WRs and PMs)(Project WRs and PMs)( j )( j )

Af i i dAfter reviewing and 
adding CF(s) and 
Estimate to WR, select 
the Issue button tothe Issue button to 
issue the work request 
for completion. 



SupervisorSupervisor Role:Role:Supervisor Supervisor Role:Role:
New FunctionalityNew FunctionalityNew FunctionalityNew Functionality



NEW Craftsperson NEW Craftsperson 
Weekly TimesheetWeekly Timesheet

Af l i h CFAfter selecting the CF  
and the week using the 
calendar button, select 
the Set Restrictionthe Set Restriction 
button to view their
Timesheet and their 
associated WRs. 



NEW Craftsperson NEW Craftsperson 
kl i hkl i hWeekly TimesheetWeekly Timesheet

As time is entered, the 
hours will populate 
within the fields and 
total for that day Oncetotal for that day. Once 
all time is entered 
select the SAVE 
HOURS button to save 
h i Ythe entries. You may 
also print the Time 
sheet, if needed.



WR Status’s available for edit in theWR Status’s available for edit in theWR Status’s available for edit in the WR Status’s available for edit in the 
new Weekly Time Sheet:new Weekly Time Sheet:yy

• Issued & In Process

• Completed but Not Marked Ready for Bill.

• Please Note: Any work request that is in 
“Locked” status will not display on the 
timesheet view



Housekeeping Housekeeping p gp g
Equipment Equipment 

Maintenance Maintenance and PMand PM



EquipmentEquipmentEquipment Equipment 
UpdatesUpdatesUpdates Updates 

Id tifi ti d l b li f• Identification and labeling of 
equipmentq p

• Stencil with equipment ID, location, 
etc



Drawing & Mapping Drawing & Mapping 
ReportsReports



GIS MappingGIS Mapping

 Locate Employee

Create WR from Map 

D i /C t ti P j t (Th ti )Design/Construction Projects (Thematic)

 M & O Zone Map M & O Zone Map

Building WR Statsg

Emergency WRs



Locate EmployeeLocate Employee
Search and Select the Employee( 
from the list. Then select Show 
employee to display the Building 
where the employee is located on 
the map Locate EmployeeLocate Employeethe map. 

Next, click the building to display 
the employee Location map tip.

By selecting the Office Location 
link, the Building Floor Plan will 
display highlighting the 
employee’s office location.



Create WR from MapCreate WR from Map

Click on the building to display 
the map tip with building info 
and Create WR link button.

When the Create WR button is 
selected the Work Request form 
will display for completion and 
submission.



Design Services
Search and Select the building(s) 
from the Design Projects in 
Construction list. Then select  Design Services 

Projects Thematic
Show Project to display the 
Building location on the map. 

Next, click on the building to 
display the map tip.

To display the Floor Plan of the 
building, select the Floor Plan 
button located on the map tip.



M & O Zone MapClicking on the location will 
display a screen tip identifying 
the Supervisor and PA along with 
contact numbers.. 

Clicking on the red indicator will 
display the map tip with 
Equipment data.



Building WR StatsSelect Building(s) using the box 
located beside the bldg name. Building WR Stats
Click “Show Buildings”  to display 
the  buildings on a map  view

Click a highlighted building to 
display the Info window pop up.

Clicking “Show Work Requests” –
displays a list of Work Requests p y q
from Active and Historic 
associated with the building.



Emergency WRsEmergency WRsThe map will display 
indicating Emergency WRs 
in red Clicking on thein red. Clicking on the 
location will display the map 
tip and a link to view the 
WR. 

Select Emergency WRSelect Emergency WR 
report located within 
the task list of 
Supervisor/PA role



Paginated Paginated 
ReportsReports



ReportsReports
Highlight Rooms byHighlight Rooms by 
Sub Department 
Reportsp

Enter Building info within 
f ld d d h lfields provided, then select 
Show to filter.

Drawing & 
detail buttons

Select Floor 
windowpane

detail buttons

Summary 
window



ReportReport
Occupancy Plan

Paginated Report 
button is selected to 
i d i t th Occupancy Planview and print the 
report

A Paginated Report View 
window will display along 
with the progress bar. 
Once the report has 

Paginated Report 
displays in Word 
Format for printing 
or saving.

generated 100%, select the 
link to view the report.



EDA OverviewEDA Overview
•Features and Functionality of the New MC55 
EDA

•Enterprise Digital Assistant (EDA)

•Additional Information
http://business.motorola.com/mc55/index.html



EDA WREDA WREDA WR EDA WR 
OverviewOverview

•Easy field access to relevant work data (history, parts, etc)

•Ensure timely & complete capture of maintenance work•Ensure timely & complete capture of maintenance work

•Create field work orders & update to Archibus for follow-up

•Accurate parts & labor capture

•Leverage bar-coding for improved speed/accuracy

•Visibility to field work statusy

•Ability to modify or create new forms related to WR to capture more 
detailed informationdetailed information



Q&AQ&A



Facility Information Facility Information 
SSSystems Systems 

Points of Contact:Points of Contact:

• Terrell Patton tmpatton@uncc.edu 704‐687‐2071p @

• Pamela Duff pduff@uncc.edu 704‐687‐4009

• Ray Dinello rdinello@uncc.edu 704‐687‐4680

• Shu Wang shwang@uncc.edu 704‐687‐6063

• Dionte Sims  dmsims@uncc.edu  704‐687‐3891

• David Champion dchampi4@uncc.edu 704‐687‐2015


