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1.0 Definitions

Term Definition

Corrective Work Required

If a technician is on a preventative maintenance (PM) run and Identifies an issue that needs
to be fixed while on site or moving forward then you will need to obtain the detail or the
works that need to be conducted and enter it within this field.

CXC

Customer Experience Centre

ESI

Essential Site Information

Future Works Required

If a technician attends site and makes safe, conducts work however there are future works
to be conducted or a quote needs to be conducted then this is where you need to enter the
future works information.

Hazard Identified

If a hazard has been identified while on site then a description of the hazard needs to be
documented within the Hazard Identified field.

PRA

Pre-Start Risk Assessment

PTW

Permit to Work

Registered Technician

Approved as a competent and qualified technician within the SWAP app

Responsible Person

Person with supervisory or management responsibility for the technician such as an Area
Supervisor or the Vendor Administrator

SWAP

Safe Work Assurance Platform

SWAP Vendor Administrator
Portal

The vendor administrator and technician has access to the portal

Technician

The contractor company’s registered technician, worker or subcontractor

Vendor Administrator

The contractor company administrator for SWAP i.e. the SWAP system and issuing work
orders

2.0 Access

To access the SWAP Vendor Administration/Technician Portal, go to _http://www.cushwakeswap.com. and use your login

details.

As a SWAP Vendor Administrator, you can:

As a SWAP Technician, you can:

Receive Cushman & Wakefield work orders

Invite technicians to register to SWAP

Upload technician and worker qualifications on behalf of the technician/worker
Manage and assign work orders to technicians, workers and subcontractors

e Register with SWAP
e Upload your current qualifications
e Update your profile

2.1.

Browser Requirements

There are minimum Browser requirements. You will need:

2.2. Help

Microsoft Internet Explorer (10 or above),
Microsoft Edge (3 or above),

Mozilla Firefox (48 or above),

Google Chrome (Windows and Mac).

If you are having issues using the SWAP Vendor Administration Portal, go to the SWAP Engagement Portal at
www.cushwakeswap.com.au and check the FAQ section to see if your query can be resolved.
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If your query cannot be found, please contact

e In Australia email au.swap@cushwake.com. For urgent questions only please call 1300 149 286.
e In New Zealand email nz.swap@cushwake.com. For urgent questions only please call 0800 888 068.

In the body of the email, write down the issue and include screen shots where possible, and include your best contact
details.

3.0 Background

All contractors (technicians, workers, and subcontractors) performing work for Cushman & Wakefield to our various clients
use the SWAP system for work order management.

The Contractor Company’s Vendor Administrator will invite all their technicians, workers and subcontractors to SWAP. The
technicians, workers and subcontractors then register in SWAP and enter their competencies.

When the Cushman & Wakefield Customer Experience Centre raise a work order, it is sent directly to the contractor
company’s SWAP Contractor Portal, which is managed by the Vendor Administrator. The Vendor Administrator will allocate
the job to a qualified registered technician. The job is accepted through the SWAP app by the technician, who completes the
job using the app. If a technician’s qualifications are expired, they will not be able to be allocated the work by the Vendor
Administrator until they upload current qualifications.

Only when the technician closes a work order in the SWAP app can the Vendor Administrator invoice Cushman & Wakefield.

4.0 SWAP Engagement Portal

The SWAP Engagement Portal at www.cushwakeswap.com.au. is your one stop shop for information regarding SWAP.
Please bookmark this site and check often for updates. We will inform you when there are major updates to SWAP, and will
have the updated information ready in this portal for your reference. Use the Menu tab on the top right hand corner to easily
navigate around the portal.

Please use the Engagement Portal for:

e View latest news

e Downloading current User Guides

e Viewing current FAQ

e Contacting us with any issues, questions, or other non-urgent queries

SWAPY| | Sstmns About SWAP

About SWAP User Guides Contact Us

The Cushman & Wakefield Safe Work Assurance Platform (SWAP) is 2 mobile application thatintegrates safe systems of work as part of a work order

management solution. SWAP replaces current paper forms with one handy 3pp that allows contractors to:

« Receive and close work orders
« Complete pre-start risk assessments
. Request and receive approval for permits to work

« Collect assetinformation

age qualification, licence and certification expiration dates
. Assurance only competent and qualified technicians complete jobs

+ Complete service elivery commentary against the asset including any future maintenance recommendations

SWAP manages contractors, technicians and workers on an indiviual level. The application requires each technician and worker to register and then
record all qualifications relating to their job and skill set, which will allow them to be allocated work orders directly relevant to their skl level. SWAP

registration is also required for subcontractor companies and their technicians or workers.

SWAP shows all current valid qualifications for each technician and worker at the time of alloca

the job. Expired qualifications will need to be

Updated in the system to enable the technician or worker to be allocated further work. In th SWAP provides employers with an easy way to keep

track of their technicians’ and workers’

How does SWAP work?
When a work order is raised by the Cushman & Wakefield Operations Centre {call centre), it is sent directly to the contractor company’s SWAP Contractor
Portal, who will then allocate the job to a qualified technician or worker. The job is accepted through the SWAP app by the technician or worker, who

completes the job using the 3pp.
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5.0 Registration Process

5.1. Vendor Administrator invited to SWAP

Cushman & Wakefield will invite the Contractor Company Contact (Vendor Administrator) via email to register in SWAP. You
will need to use a computer or laptop to register. Once registered you can invite additional Vendor Administrators for your
company, if required. This may include administrators in your various branches (see Invite More Vendor Administrators.).

You will receive an email invitation, which contains attachments with further information. Click on the link in the email, which
will take you to the SWAP Vendor Administrator Portal to complete your registration. At the registration screen, input contact
phone details and create a password for your login.

Vendor Admin Registration

n 5553468

Bill Whites Electrics & Refrigeration

ﬂ 41159025635

n PO Box 914 , Emerald 4720 QLD AU

=
cwswaptest+azkalsplumbing@gmail com au

B Azkals Plumbing
phone no

Australia/Sydney
password confirm

— | acknowledge that | will only assign work orders to trained and competent workers and
that a worker's competencies will be verified prior to the allocation of a work order

~ Work also as a technician?

- Opt out of expiring competencies emails?

At this stage, you must acknowledge that as a Vendor Administrator you will only assign work orders to trained and
competent workers, and that a worker’s competencies will be verified prior to the allocation of a work order.

5.2. Registering as a VA + Technician

If you also work for the vendor as a technician, when you register for SWAP, select ‘work as a technician also’. This will
allow you to use SWAP as a technician. You will then be asked to enter your competencies. See Adding My Competencies..

Vendor Admin Registration

5853458

[l &1 vinites Elecirics & Retrigeration
41159025635

PO Box 914, Emerald 4720 QLD AU

cwswaptestsazkalspumbing@gmai com au

Azkals Plumbing

B3 prons no

* I acknowledge that | will only assign work orders to trained and competent workers and that a worker's
competenciss will be veriied prior to the allacation of a work order

A Work also as a tachnician?

Opt out of expiring competencies emails?
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5.3. Adding My Competencies

If you have selected that you are also working in SWAP as a technician, you will be asked to add in your competencies
before you complete your registration. To do this, click on the Competency button at the bottom of the registration screen

Vendor Admin Registration

5553468

=}

Bil Wiles Electrcs & Refrgeration

45902838

PO Box 814 , Emerald 4720 GLD AU

cwswaptest+azkalsplumbing @gmail com.au

Azkals Plumbing

BoO0ooEnpoBEn

*' I acknowledge that | will only assign work orders to trained and competent workers and that a worker's
competencies will be verified prior to the allocation of a work arder.

* Work also as a technician?

Opt out of expiring competencies emails?

Active Competencies

LicenseNo  Acquired At Expires At

r Y
Fill in the Add Competency form. You will need to enter your name, X
competency information for the work you perform, and issue date or
expiry date listed. If your competency does not have either an acquired Australia o
date or an expiry date please select the relevant Not Applicable field.
Competencies include: Region/State -

e licences

e qualifications

e induction records

e certificates, e.g. white card (construction), first aid etc.

Please select <

r=ll iicense no

e checks, e.g. police Che_ck, working vylth children etc. - | Not Applicable
e any other records required by the client or by your trade
m " Not Applicable
Click Add Competency to submit the competency. If you have multiple

competencies, click on the Competency button again to fill in details for
the new competency.

Do not click ‘Register’ until your competencies have been added,
otherwise you may be ineligible to receive work.

Once your competencies have been added, you will see your full list of competencies under ‘Competencies’. Then click
Register to complete your registration. Once you have done this, you are now registered to receive work orders via SWAP.

Note: Please ensure all relevant licences, certificates and qualifications are current and have been provided to your
employer/contracting company.
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Vendor Admin Registration
n 5553468

Bill Whites Electrics & Refrigeration

41159025635

PO Box 914 , Emerald 4720 QLD AU

Azkals Plumbing

phone no

Australia/Sydney

E cwswaptest+azkalsplumbing@gmail.com.au

a

“ 1 acknowledge that | will only assign work orders to trained and competent workers and that a worker's
competencies will be verified prior to the allocation of a work order.

“ Work also as a technician?

' Opt out of expiring competencies emails?

Active Competencies
Type LicenseNo  Acquired At Expires At Country Added At

BP Induction 85413212 101212018 301112020 1011212018

Ic
Ausiralia

5.4. Competencies

You will need to ensure that all competencies are valid and up to date at all times to be eligible to receive work orders.
Note: If one or more of your licences are expired, you will be disqualified from receiving works.

Your competencies will be broken up into 3 tables:

e Active Competencies:
This tab will list all your current active licences. Whenever you add a new competency or renew an old competency,
they will be listed here. You can retire or renew competencies from this tab.

Competencies:
Active Competencies Retired Competencies Historical Competencies

Type License No  Acquired At Expires At Country Added At
=

Cushman & Wakefield 5754289 19/01/2021 17/07/2025 viC. 18/01/2021
G Induction Australia

1
H Update

Retired Competencies:
This tab will list all competencies that you have marked as retired. These can be renewed at any time if required.
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Competencies:
Active Gompetencies Retired Competencwes Historical Gompetencies
Type License No Acquired At Expires At Country Added At Retired At
g [OtnerPlumbing 39944855 01/02/2017 N/A VIC, Australia 20/06/2017 17103/2021
LICEFICE‘] Plumber
[
H Update
e Historical Competencies:
This tab will list all previous version of competencies which have been renewed.
Competencies:
Active Compe&encies Retired Competencies Historical Competencies
Type License No Acquired At Expires At Country Added At Replaced At
[Other Plumbing 39944855 01/02/2017 NIA VIC, Auslralia 20/06/2017 17103/2021
LICEI’]Ce] Plumber

H Update

5.4.1.Adding New Competencies

To add a new competency, you will need to select the yellow button and fill out all of the fields. Note that if your
competency does not have an Acquired Date or Expiry Date you will need to select Not Applicable for this date.

Australia °

Region/State -

Please select -

/=R iicense no

Date acquired Not Applicable

izl Expiry date Not Applicable

5.4.2.Renewing an Expired or Retired Competency
If you have a competency that has expired or that you have a new competency for you will need to renew this. To renew a

5
competency, you will need to select the ™* beside the expired or retired comptency and add in your new expiration dates.
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-8
E Date acquired (] Mot Applicable
E Expiry date 71 Mot Applicable

5.4.3.Retiring a Competency
If you have competency on your list that you are not intending to renew or no longer required you should retire this. To Retire

a competency, you will need to select ® beside the competency needing to be retired and select confrim on the pop-
upscreen. This competency will then be moved to the ‘Retired Competencies’ Tab, where it can be renewd if required.

x

Are you sure you want to retire this
competency?

Mandatory Competencies: Some clients are set up to have Mandatory Competencies. This means that you will be
ineligible to receive work orders for a client if you do not have all of their Mandatory Competencies. These competencies are
always being updated. To find out what competencies are mandatory for a client that you service, please speak with your
Facilities Managers.

Note: Vendor Admins will need to approve any competency changes before technicians can be assigned work orders. Refer
to section Reviewing Competencies for instructions on how to do this.

6.0 SWAP Vendor Administrator Portal Overview

6.1. Portal Navigation
Once you have logged into the SWAP Contractor Portal, you will be presented with the main screen.

CUSHMAN & & VA
WAKEFIELD 8 Acmeva2  <JLogout

o o=

My Vendor Admins My Sub Contractor My Work Orders
Admins

' [ (@) .
My Technicians My Profile
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You will see the following tiles:
e My Vendor Admins: Where you can invite additional administrators

e My Sub Contractor Admins: Where you can invite subcontractor vendor administrators
e My Technicians: Where you can invite technicians, workers and subcontractors
e My Work Orders: where you can view, accept and assign work orders to technicians

e My Profile: Where you can update your personal profile in SWAP

On the left hand side bar there are several icons that contain the same links as the main tiles. If you click on the double
arrows, it will expand the selection to view each available link:

"SWAP | WAKEFIELD 8 Acmevaz <P Logout

# Home
3, Invite Vendor Admin

¥ Invite Sub Contractor

&% [T

My Vendor Admins My Sub Contractor My Work Orders

, Invite Technician

Admins

B 2| 8

Coliapse My Technicians My Profile

Work Orders

6.2. Updating your Profile

In the SWAP Contractor Portal, click on the icon ‘My Profile’ at any time to update your personal information, enable work as
a technician, and your competencies.

YSWAP | I, sisms L nemeviz PLogou

A Home

% Invite Vendor Admin

& Invite Sub Contractor
L
‘ 7 9 —
@ =

), Invite Technician
My Vendor Admins My Sub Contractor My Work Orders
Admins

Work Orders

[ ©

)) Colapse My Technicians

You can update:

. Name

e  Phone Number

e Password

e Electto work in SWAP as a technician
e Add competencies
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Profile

n Azkals Plumbing
B o~ovcsaziaspumonsgoai comas
| = [

* Work aiso as a technician?

"~ Opt out of expiring competencies emails?

Competencies:

Active i i Historical Competencies

Type License No Acquired At Expires At Country Added At

BP Induction 85413212 10112/2018 30/11/2020 VIC, Australia 10112/2018

7.0 Invite Additional Vendor Administrators

Your business may require more than one Vendor Administrator. Cushman & Wakefield issues an invitation to one Vendor
Administrator per company. Once the Vendor Administrator has registered in SWAP, they can invite more Vendor Admins
for your business. Note that all Vendor Admins have the same access and views.

Invite a Vendor Admin by clicking on the My Vendor Admins tab.
"SWAP | WAKEHIELD 8 Acmeva2 <P Logout

A Home

¥ Invite Sub Contractor .

3, Invite Technician
My Vendor Admins N cto My Work Orders

'. L)

Collapse My Technicians

Work Orders

Add the vendor admin name and email address and select ‘invite user’. You can only invite one Vendor Admin at a time. To
Select Branch, see Allocating Vendor Branches to New Vendor Administrators

Branch m— . Status

John’s Electrical Demo VA u istered:

m ser Reg k

John’s Electrical (NSW) - 1234568 Vendor Number: 1234567 d:mnova@gma\\ com 20 4 \zmlr :z 7
2 u

Tax ID: 12345678910
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7.1. Allocating Vendor Administrators to Vendor Branch/es

The Vendor Branch function allows Vendor Administrators to filter work orders received by branch (a region or area
determined by your company) rather than all work orders allocated to the vendor company. You can allocate multiple Vendor
Branches to one Vendor Administrator. The Branch list is based on branches identified in RapidGlobal, or where indicated
during the Cushman & Wakefield contractor registration process.

While it is not mandatory to allocate Vendor Branches to your Vendor Administrators, it provides you with greater visibility of
the specific work orders allocated to you, providing you better efficiency when to assigning work orders to technicians.

7.1.1.How Vendor Branches Work

In the example, Company XYZ has three branches — Branch A, Branch B and Branch C:

Y = can view work order N = cannot view work order
VA No Branches VA allocated VA allocated VA allocated VA allocated
Branch A Branch C Branch B and C Branch A and B
Work order issued to Branch A Y Y N N Y
Work order issued to Branch B Y N N Y Y
Work order issued to Branch C Y N Y Y N

7.1.2.Allocating Vendor Branches to Existing Vendor Administrators
Note: These instructions are for adding branches to Vendor Administrators already invited to SWAP

To allocate Branches to a Vendor Administrator, go to My Vendor Admins and select Edit User next to the Vendor’'s name.

SWAP WAKEHELS

Vendor Admins

H Vendor Admin Name E Confirm Email [ @ select branch

)
&%, Ivite User

D Branch Vendor Details Vendor Admin Status Action

John's Electrical U istered:
John’s Electrical (NSW) - 1234568 Vendor Mumber 1234567 Ssr:‘;\(?v\:/ggmm\ com znjmlr :2"!?

Tax IDr 12345678910

Jo

John’s Electrical (SA) - 1234561 John’s Electrical User Registered:

Demo VA2 :

» John’s Electrical (TAS) - 1234569 Vendor Number. 1234567 Demova2@gmail.com 20 Jul 2017 1152
John’s Electrical (VIC) - 1234562 Tax ID: 12345678910 N

John’s Electrical (ACT) - 1234563 John’s Electrical Demo VA3 Usor Rogistorod:
John’s Electrical (NSW) - 1234568 Vendor Number. 1234567 Demov3a@gmail.com 20 Jul 2017 151
Tax 1D 12345678910

Click on the the Select Branch field to choose the branches to allocate

| 4 ™| x
Edit Vendor Admin User Edit Vendor Admin User

Select branch

>

1234565 - Johr's Elesirical (MAT)

n 1234563 - John's Elecirical (ACT)

1234568 - JohA's Elecinical [MSW)

H Dema VA E 1234564 - Johi's Electrical (NT}

oerTnn

<

|Il]|] Uipdate Usar

{
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x
Edit Vendor Admin User
H Demo VA
41 mm
S |
To select multiple, click in white area of the Select Branch field again and choose another branch
' x
Edit Vendor Admin User Edit Vendor Admin User

¥ |
T -

1Z34565 - Johr's Elecircal (MAT)

“ 1234568 - Joh's Eleciical (NSW)

E:I H 1234564 - John's Electrical (MT)

. BN -
- oamm

> | il
To remove a branch, click on the x next to the Branch to be removed. When done, click Update User

7.1.3.Allocating Vendor Branches to New Vendor Administrators
Note: These instructions are for adding branches to Vendor Administrators who are being invited to SWAP for the first time

SWAP WAkErLS

Vendor Admins

| 2 B B e o —

Enter the Vendor Admin’s full name, email address, and confirm email address. To allocate a branch, click on Select branch
and choose from the dropdown list. To add multiple branches, click in the field again to bring up and dropdown menu to
select another branch.

8.0 Invite Technicians and Workers

To invite all your technicians and workers to SWAP, click on My Technicians.
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'SWAP |l susms L acmeviz 4P Logou

A Home

&, Invite Vendor Admin

(3 Invite Sub Contractor @

My Vendor Admins My Sub Contractor My Work Orders
Admins
Work Orders

@)
[ ) L

)) Colapse My Technicians My Profile

Add the technician’s full name and email address. You have the option of checking the “Technician can only view work order
assigned to them” checkbox. See Technician can only view work order assigned to them checkbox for more info. Select

Invite User.
HSWAP WaKEMELD 8 vacmc  <fLogout
Tec h n i c ia n S Iil Bulk Upload Iil Add Licenses Iil ? Filter Results
E Full Name ‘ E Email ‘ E Confirm Email !
L Technician can only view work orders assigned to them. ﬁ¢. Invite User

b SEE— e |
Name Email Details Status Action

Pending Registrati 4  Edit User
2 et phone: s
2

» o WO v cwswaptest+CMCTechd@gmail com Email Sent:
nly assigne visible ow: 04 Dec 2016 21:56

Approval Pendin, 4 Edit User
o phone: 023487624 PP 9

New Tech cwswaptest+CMCnewTech@gmail.com . User Registered:
oG ARy 14 Dec 2016 1531

Action
On the right of the screen of each technician at any time you can:

e Edit user — update the technician user details and settings
e Resend the invitation for those technicians who have lost the registration email
e Review technician competencies

Once invited, the technician will appear in the list below, with a status of ‘Pending Registration’. Once
the technician has completed registration, it will change to ‘Approval Pending’. When the VA has
completed Review, it will change to ‘Approved’.

8.1. Review Competencies

Once a technician has uploaded their competencies, the vendor administrator reviews and approves them to enable the
technicians to be allocated work. Click on the Review button next to the technician’s name.

—
Andrew Miller cwswaptestrandrewmiller@gmail.com phone: User Registered:

o 07 Dec 2018 08:53 W

——y

hone: Approved - Ectuser
BillWhites Tech cwswaplest+bilwhitestech@gmal.com i User Registered:

cw:
29 Nov 2018 10:36 ®  view

Review the competencies and approve if legitimate.
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Active COITIpEtEI"lﬁiES Retired COI'I‘IPET.EHCiES Historical Competencies

© Type ::e"se Acquired At  Expires At  Country Added At

~ Cushman & Wakefield 12345678  17/03/2021 300072025 < 17/03/2021

@ Induction Australia

Once approved the status will be updated to ‘Approved’.

User Registered:
07 Dec 2018 09:53 View

Note: When a technician uploads new or updated competencies, the vendor administrator needs to review them before they
are able to allocate jobs to the technician.

8.1.1.Notification of Updated Competencies
When a technician updates their competencies, you will receive a notification to alert you to review the new competency.

SWAP Status change for technician AndrewCMC Beale inbox -

SWAP via cushwakeswap.com Feb 22 (1 day ago) L)
tome [=

Technician AndrewCMC Beale has either added new competencies or has no valid competencies in SWAF Please review your technician status in your SWAP portal

PLEASE DO NOT REPLY TO THIS AS CUSHMAN & WAKEFIELD will not receive your email This is an unmonitored email address: and your email will not reach a valid Cushman & Wakefield system or employee. A
failure to redirect your query in line with the instructions above will result in Cushman & Wakefield being unable to action your requesi

Thank You

Administrator
Cushman and Wakefield

8.2. Technician Only Views Assigned Work Orders Feature

To enable technicians to only view work orders assigned to them by a vendor administrator, check “Technician can only view
work order assigned to them”. If this has not been checked, they will be able to see all work orders issued to the vendor
company under the Check In/Out tile on the app. This is useful for technicians working afterhours or on call.

Name v |

E Email |

[J Technician can only view work orders assigned to them.

For afterhours shifts, this checkbox should be unchecked to access all work orders. This can be changed via the technician
profile on the Vendor Portal see After Hours Work Order Assignment

8.2.1.After Hours Work Order Assignment

To enable a technician to view all work orders issued to a vendor company for an afterhours/on call shift, the Vendor
Administrator must log onto the SWAP Portal and go to My Technicians.
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L CUSHMAN & /A Cl 000
HSWAP WAKEFIELD L vacmc  <frogout
.ﬁ.

Te ch n | c Ial"l s |i| Bulk Upload Iil Add Licenses |i| ? Filler Results
H Full Name | Email ‘ Confirm Email ‘
& I Technician can only view work orders assigned to them. P’m Invite User
b T ER e e |
Name Email Details Status Action
- » onl P cwswaptest+CMCTech4@gmail com . Email Sent:
nly assigned WO visible cw: 04 Dec 2018 2155
» Approval Pending
hone: 023487624
New Tech cwswaptest+CMCnewTech@gmail com 2:::23948724 User Registered:
. 14 Dec 2016 15:31 W
- =4

Find the technician (tip: use the Filter Results button) and click on the Edit User button. Check the “Technician can only view
work order assigned to them” checkbox, and click Update User.

Edit Technician User
0411111111 |

E 12345 °|

= 4n tham

I Update User

When the technician’s shift has ended, follow the same instruction as above to change the tech’s access back to assigned
work orders only.

8.3. How to Invite Technicians for Multiple ABN Vendor Companies

If your company operates across multiple ABN, each ABN is set up as a different Vendor Company in the SWAP system. A
technician that has been invited to one Vendor Company can be invited to another. Invite the technician as per the
instructions in Invite Technicians and Workers. When a technician has previously been invited and registered into SWAP,
the following message appears after you click ‘Invite’.

TeCh niC|anS iy BukUpload L, AddLicenses Y  Filter Resuis

Technician already exists, and the user is now added to the vendor.

Q
—
| — e
| H Full Name: | m Email | m Confirm Email

|

[ Technician can only view work orders assigned to them. E’@ Invite User

The technician has now been added to your vendor company, and the tech does not need to reregister. To be able to
allocate work to the technician, you still need to approve their competencies. Find them in your technician list and click on
‘Review’ to review their competencies.

Approved Edit User
~ phone: 04978624 PP B Z
ACME Tech3 cwswaptest+acmetech3@gmail.com User Registered:
cw: cw237623
23 Dec 2016 1044 View

I

Approval Pendin,
phone: 0411111111 L U

ACME Tech2 cwswaptest+acmetech2@gmail.com User Registered:
CcW: 43432423
23 Dec 2016 09:54 53

Review
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If the technician requires additional competencies to be allocated jobs for your ABN, please inform the technician so they
can upload the required competencies.

8.4. Adding Technicians to Vendor Branches

If you are a Vendor Administrator who has been allocated to a Vendor Branch, technicians you invite will only be visible for
that Branch. Vendor Administrators in other Branches will not be able to see or allocate jobs to that technician. Only a
Vendor Administrator with no allocated branches can view them. If the Vendor Admin also allocates the technician to
another branch will that Vendor Admin be able to see the technician under their list.

How Vendor Branches work: In the example, Company XYZ has four branches — Branch A, Branch B, Branch C, Branch D:
Y = can view technician N = cannot view technician

VA - no VA allocated VA allocated VA allocated VA allocated VA allocated

branches Branch Aonly BranchConly BranchB &C Branch A& B  Branch D only
No branch VA invites techs Y Y Y Y Y Y

Branch A VA invites techs

Branch C VA invites techs

Branch B and C VA invites techs

Branch A and B VA invites techs

<| <| <| <| <
z| <| z| z| <
zl z| <| <| z
z| <| <| <

z| <| <| z| <
<zl zl z| z

Branch D VA invites techs

8.4.1.Adding Technicians from other Branches to your Branch

To assign work to a technician from another branch, contact that Branch Vendor Administrator. They will edit the technician’s
profile and add the new branch to the technician, which will allow you to see them in your branch.

; CUSHMAN & A O .
FISWAP WAKEFIELD ‘.- neansine .-[] Logout
Tec h n I c Ia n S Iil Bulk Upload Iil Add Licenses Y Filter Results
H Full Name ‘ E Email ‘ E Confirm Email |
P-_@ [0 Technician can only view work orders assigned to them_ :"m Invite User
i T ER. T O
Name Email Details Status Action
Pending Registrati Edit User
[ ] Test Tech 2 phone: en .lng egistration
- P Only assigned WO visible cwswaptest+CMCTech4@gmail.com o Email Sent:
v : 04 Dec 2016 21°56
» hone: 023487624 Approval Pending
New Tech cwswaptest+CMCnewTech@gmail com . Dne.23948724 User Registered:
3 ’ |
-G 14 Dec 2016 15:31 M

Search through the list of technicians for the tech who will be on call. (Tip: use the Filter Results button to search for the
name). When you have found the tech, click on the Edit User button next to their name.

Click in the Branches field and select the new branch from the dropdown list (see Adding Technicians to Vendor Branches)
When done, Update User.
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Edit Technician User

[x |

[ Tecnmuan e <5 5207727 L ivvs aasigned to them

8.5. Bulk Invite Technicians and Workers to SWAP

To bulk invite technicians, go to My Technicians. At the top right of the screen you will see a Bulk Upload button. Click on
this to download the .csv file required to fill in technician information.

53] SWAP T 2 vacme  <fLogout

)
Technicians ) sl b, Aduenses |1 by Y FiterResuis

H Full Name Email E Confirm Email

[ Technician can only view work orders assigned to them. 2@ Invite User

Choose Download Template to download the template to your desktop.

Bulk Upload Technicians

1 P wvau S

Iil Template

3. Submit

Name and a valid email are required

Download the file to your desktop
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Bulk Upload Technicians

1. Download template

4y Template

2. Choose file to import

Browse.

3. Submit

Import

Name and a valid email are required.

save Technicians.csv (34 bytes) from swapuat.tiks.com.au?
|

Fill out the technician details in the Excel spreadsheet and save. Then go back to the Portal page to import the file

Bulk Upload Technicians
1. Download template
4, Template
2. Choose file to import
Browse,
3. Submit
Name and a valid email are required

Click on Import to submit the file. It will send out registration invitations to all technicians listed within the file.

Bulk Upload Technicians
1. Download template
&y Template
2. Choose file to import
Browse...
7. Suuimit
Import
Name anu « 2"~ ~=—20 we required

8.6. Approving Technician and Worker Competencies

Once a technician is registered and has uploaded their qualifications, the Vendor Administrator must review and approve it
to complete the technician’s registration. Go to My Technicians to view technicians with Approval Pending.

I
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ESWAP SArETELE 2 sitwnites < Logout
P

Te Ch n | CI ans ¥, BukUpload ¥, Addlicenses @ Y FiterResuis

KB e ‘ Contim Emai

o Technician can only view work orders assigned to them. 9@ Invite User

Branch Name Email Details status Action

. Approval Pending
one:
Mark Smith cwswaptest+marksmith@gmail.com P User Registered:

10 Dec 2018 13:51

Approved
User Registered:
07 Dec 2018 09:53

hone:
Andrew Miller cwswaptest+andrewmiller@gmail com phone

To conduct the review, simply click on Review to review the compentencies the technician has uploaded
-

Active Competencies Retired Competencies Historical Competencies
i Type License No Acquired At Expires At Country Added At
i BP Induction 85413236 10/12/2018 29/10/2024 AUSTRALIA, VIC 10/12/2018
-

If the compentencies are correct, click approved. Now the technician can be assigned work orders.

9.0 Invite Subcontractor Admins

Inviting a Subcontractor Admin allows you to allocate work to your subcontractors. The Subcontractor VA registers and then
invites all their technicians. They can manage the work order via their own SWAP Vendor Admin Portal. The original VA will
still have visibility over the work order while it is subcontracted out. Once the work order is closed, it will close in both portals.
To invite a subcontracting company, select My Sub Contractor Admins on the dashboard

SSWAP | s st Lacmevie 4P Logou

A Home

& Invite Vendor Admin

&t

My Vendor Admins My Work Orders

}, Invite Technician

Work Orders

C I ;

My Technicians My Profile

.-

Fill out the Sub Contractor Vendor (Company) Name, the name of the nominated Sub Contractor Vendor Administrator and
their email address. Click Invite User to send them an invitation
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ESWAP FAKEFELD 8 Acmeva2 < Logout

Y  Fiter Results

Sub Contractors

o
L]
‘ ﬂ Sub Contractor Vendor Name ‘ B Sub Contractor Administrator ‘ E Email | E Confirm Email ‘ I
3 & Invite User
®

0o ‘Vendor Details ‘Sub Contractor Status Action
Jenny From the block Email Sent:
Vendor Number: 5002999 - 4435 cwswaplest+jennyva@gmal.com 11.0ct 2017 10:14
L
From The Billabong Matilda User Registered:
£ Fenove
Vendor Number- 5002999 - 6592 mitchell gee@cushwake com 18 0ct 2017 0917
Joe Subcontract
» Subcontracting Company Ltd 08 S e‘;“’_“ ”'bby P User Registered:
. £ Fenove
Vendor Number: 5002999 - 7126 ?"s:a.".t joesubby@ematicom 30 0ct 2017 13:17
echnician

9.1. Subcontractor Vendor Admin Dashboard

SWAP WakERELS

&

My Vendor Admins My Work Orders My Technicians

l ,
My Profile
!
L

Note: Subcontractor Admins follow the same instructions as listed in the Vendor Administrator User Guide for all tasks.
However, if a work order has been subcontracted, it cannot be subcontracted to another subcontractor.

10.0 Manage Work Orders
To manage your work orders, click on the My Work Orders icon.
1SWAP L S acmeva  PLogout

A Home

& Invite Vendor Admin

9@ Invite Technician 6
' & [ (e
@ C)

My Vendor Admins My Technicians

Work Orders

L pone

)) coliapse . '
o

My Work Orders My Profile

The Work Order screen main view:
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HSWAP CUSHMAN & 8 Acmevaz < Logout

WAKEFIELD

WOI‘k Order Y FiterResults

= wo Location Wo Type Vendor Site Site Contact

o ) !
B3 Number Client Location Location Address State (RMIPM) Branch Contact Phone Description
Name Number
QLD
2 ACME
L] 0 North Goonyell: Blair Athol/Gr to H: North Reacti
o ) yella air Athol/Gregory to Hay o eactive )
9240161 Aurizon Netwark Corfidor, Point Goonyella, Maintenance Demo Aurizon 03 8413 5400 test test
Vendor
4744
alo
ACME
o ) Nerth Goonyella Blair Athol/Gregory toHay ~ North Reactive
9240159 Aurizon _ ! _ Demo Aurizon 03 8413 5400 fost test test
Network Corrdor, Point Goonyella, Maintenance "
2 a744
o Mestoac Bankina  Chaltenh Shop 2082 , Westfield vic -
» Te955e5 oo pocBanking  Cheftenham Shopping Centre , 1239 Cheltenham, reventative MAINTENANCE - 3 MONTHLY
Corporation Southland, A Maintenance
Nepean Highway 3192
m] Westpac Banking  _2n4enond vie Preventative
7892435 N Dandenong Plaza Sh 123/4/5 Dandenong Plaza Dandenong, N CLEANING - GENERAL - 1 WEEKLY
Corporation pot B Maintenance

10.1. In-House Work Order Management (No Subcontracting)

10.1.1. Assign a Work Order to a Technician

Once a work order is accepted you can assign the work order to a technician. Only registered technicians or workers with up
to date competencies can be allocated a work order. To assign a work order, select the work order:

BSWAP CUSHMAN & 8 Acmevaz < Logout

WAKEFIELD

Work Order Y Fiter Resuts

! site site Contact
3 g ‘,:?mh!r Client Location Location Address ';::""" :’:;g:: ;::::; Contact Phone Description
Name Number
an
2 ACME
Le ‘ o North Goonyella Blair AtholiGregory to Hay North Reactive
Auri D Au 0384135400  testtest
9240161 unizon Network Corridor, Point Goonyella, Maintenance emo rizon e
Vendor
4744
LD
=] ) o ACME
North Goonyella Blair AthollGregory to Hay North Reactive
9240159 Aurizon ° ) ° Demo Aurizon 0384135400  testtesttest
Network Corridor, Point Goonyella, Maintenance v
endor
A 4784
O Westoac Banking Ghetenn Shop 2062, Westfield vic —
» 7895585 estpac Banking  Cheftenham Shopping Centre , 1239 Cheltenham, reventatve MAINTENANCE - 3 MONTHLY
Corporation Southland, ) Maintenance
Nepean Highway 3192
Dand vic
m] Westpac Banking o oc"ond Preventative
7892435 _ Dandenong Plaza Sh 123/4/5 Dandenong Plaza  Dandenong, ) CLEANING - GENERAL - 1 WEEKLY
Corporation Maintenance

SC, 378

This will take you to the details screen:
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HSWAP QusHHMAN G 3 Acmeva2  «JLogout
,ﬁ.
‘?’:\
Work order Number: 9240161 Client: Aurizon Site Name: North Goonyella Network Corridor
Priority: |® P4 - Release Service Type: General Maintenance Address: Blair Athol/Gregory to Hay Point
Status: Entered - Issued ‘Work Order Type: Reactive Maintenance City/Postcode: North Goonyella, 4744
Region: - Client Ref: - GPS Coordinates: -
@ Client Site Id: -
Issue Description: test test Vendor: ACME Demo Vendor
B Required Onsite: 30/11/2017 11:56:00 Vendeor Branch: ACME Demo Vendor
Expected Rectification: 30/11/2017 11:56:00
Extended to: -
2 PO Number: 39976906 PO Amount: $500
Site Contact: Aurizon Site Contact Number: 03 8413 5400
Select Action -
»
Technician Details PRA & Permits
No Assigned Technicians Form Title Submitted At Form Type

No PRA or Permit

PRA Approve/Declined

No PRA Records currently

Click on Select Action and from the dropdown, select to Assign or Decline a work order.

BSWAP GHERS 2 acmevaz <P ogout

=
it
Work order Number: 9240161 Client: Aurizon Site Name: North Goonyella Network Corridor
Priority: P P4 - Release Service Type: General Maintenance Address: Blair Athol/Gregory to Hay Point
Status: Entered - Issued Work Order Type: Reactive Maintenance City/Postcode: North Goonyella, 4744
Region: - Client Ref: - ‘GPS Coordinates: -
A Client Site Id: -
o
Issue Description: test test Vendor: ACME Demo Vendor
B Required Onsite: 30/11/2017 11:56:00 Vendor Branch: ACME Demo Vendor
Expected Rectification: 30/11/2017 11:56:00
Extended to: -
ESS PO Number: 39976906 PO Amount: $500
Site Contact: Aurizon Site Contact Number: 03 8413 5400
lect Acti
ction
)) Decline
Assign
HSWAP | WAL Lacmevaz 4P
Details
Work order Number: 9240142 Client: Cushman and Wakefield Site Name: South Melbourne 99 Coventry St
Priority: ® Urgent Service Type: Air Conditioning General Address: 99 Coventry St
Status: Entered - Issued - Permit Approved Work Order Type: Reactive Maintenance City/Postcode: South Melbourne, 3205
Region: - Client Ref: - GPS Coordinates: -
o Client Site Id: -
-,
Issue Description: test test test Vendor: AIJOhn'S Electrical
Required Onsite: - Vendor Branch: ACJohn’s Electrical VIC
Expected Rectification: 28/10/2017 10:27:00
Extended to:-  Amy Plum
A PO Number: 39976890 PO Amount: $500
Site Contact: Amy Plum Site Contact Number: 0437 972 055
» ‘ sign ‘J o f+] Vendor

A full list of your technicians will appear:
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Enter name to filter

Technician Name  License Name License # Issue Date Expiry Date Country Region
0 Greg P Cushman & Wakefield Induction 55115669 01/10/2019 - Australia VIC
L John Smith Contractor Licence 456345234 08/04/2018 10/04/2022 Australia VIC
(i ] Prashant Tech EWP less than 11m - Yellow Card c117163 28/08/2019 Australia QLD

Safe Access to Rail Comridor (SARC)

i) Test Tech3 TETETT 123 01/10/2016 = Australia QLD
Mot Applicable 21/06/2018 Australia QLD
[Other Plumbing Licence] Plumber 45452555 - 30/06/2017 Australia QLD
Other licence or qualification 2222292 04/06/2018 27/06/2018 Australia VIC
i Test Techd Cushman & Wakefield Induction 123456789 17/03/2021 12/11/2025 Australia VIC
[Other Plumbing Licence] Plumber 123456789 17/03/2021 11/06/2024 Australia viC
Ll test vendor Not Applicable: - 01/10/2020 07/04/2022 Australia VIC

e To assign the work order to a technician, tick the tick box next to their name and click the red ‘Submit’ button. If you
have a large list of technicians, you can use the filter at the top to find a technician.

e If you need to assign a technician with an expired competency, they can update their details in real time, so you
can approve their changes and allocate a work order immediately. Select the technician and click Submit to assign
it to them. Once you have assigned a work order to a technician, it will appear on their SWAP app under My Work
Orders.

Note: If a technician is greyed out, you will be able to hover over the  icon to check why they are ineligible to be assigned
the work order. This may be due to:

e Atechnician not having one or more mandatory competency

5

i} Prashant Tech1 EWP less than 11m - Yellow Card yc117163 28/08/2019 Australia QLD
Technician Disqualified
8 | This technician is uneligible to be assigned this work order, as they have following missing mandatory competencies = Australia QLD
* [Other Plumbing Licence] Drainer
e Atechnician has one more expired competencies and needs to update them.
L] Test Tech2 Other licence or gualification 123 10/06/2014 01/02/2019 Australia VIC
Technician Disqualified
123456 23102018 25M11/2020 Australia VIC

This technician has the following expired competencies, which require updating

* Competency Other licence or qualification expired at 2019-02-01

e The technician is on ‘Approval Pending’ status
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Li Test Tech4 Cushman & Wakefield Induction 123456789 17/03/2021 12M11/2025 Australia VIC

| Technician requires approval from vendor. |
[Other Plumbing Licence] Plumber 123456789 17/03/2021 11/06/2024 Australia viC

10.1.2. Bulk Assigning Work Orders to Technicians

You can bulk assign a work order by Filtering by a client and selecting the work orders you would like to assign to one
technician. You can assign a work to more than one registered technician by selecting the same work order and adding

additional technicians.

ESWAP CUSHMAN & 3 AcmevAa2 P Logout

.ﬁ.
Y Fiter Results

Work Order

O wo Location Wo Type Vendor S Srejcontact

E Number Client Location Location Address State (RMIPM) Branch Contact Phone Description
Name Number
QLb
2 ACME
S %] North Goonyella Blair AtholiGregory to Hay North Reactive
Auri D Auri: 03 8413 5400 testtest
9240161 urizen Network Corridor, Point Goonyella, Maintenance emo. rizon e
Vendor
4744
alp
ACME
2 ) North Goonyella Blair AtholGregory fo Hay ~ North Reacive )
9240159 Aurizon N N N Demo Aurizon 03 8413 5400 test test test
Network Corridor, Point Goonyella, Maintenance Vendor
endor
z 4744

Then from the Select Action drop down, choose to:

HSWAP CUSHMAN & 2 acmevaz  <fLogout

WAKEF IELD

Y Fiter Resulis

Work Order

Select Action L sumit
Decline =

Assign
Schedule Time 8 .
site Site Contact
- Bulk Update Location Wo Type Vendor -
E3 Location Address o i bl Contact Phone Description
Name Number
an
°
= @ North Goonyels Blair Al i ACME
o ) yela air Athol/Gregory to Hay North Reaclive
9240161 Aurizon Netvor Conmder, o Coonyels e oo Demo Aurizon 0384135400 testiest
Vendor
ara
LD
) a ] ACME
) North Goonyelia Bleir Athol/Gregory to Hay North Reaciive
9240159 Aurizon ° ’ N Demo Aurizon 0384135400 testtestiest
Netwerk Corrider, Point Goonyella, Maintenance
. o Vendor

When you select Assign or Schedule Time, select the Technician to assign to the job. Click Submit when done
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Work Order

(] wo Site Contact Phone
@ Date Created Number Client it De:
20172020 . Cushmanand
s 14712685 TEST JOB DO NOT ATTENI
& 093400 s Wakefild o o
STEVEN A,
* Not Appicabie
B N JOHN SMITH
1500172021 Cushman and South )| * Contactar Licance
1471298 vel 1- 1234868 -
18:1500 ATI2983 \akesild Coventi_ = Level 1 - please attend to broken pipe. Onsite contact 1234568

OO 32U3

10 B 2T

HSWAP FareheLs

Work Order

Assign -

o wo _ Location Location Wo Type Site Contact Site Contact Phone
=] Number Client Loeation Address. state (RM/PM) Vendor Branch e Number .
B vie =570
- =] t1gagq  Depertment of Education and St Albans East Primary 7-17 Station et Abans Reaclive ACME Demo st Caler torrent
L] Training Schoal, Avenue P Maintenance Vendor ceiling
armang

Note: If a technician is disqualified, there will be a note under their name advising of why they are ineligible to be assigned
the work order. This may be due to them having an Expired competency, a missing Mandatory Competency or may be that
they are on ‘Approval Pending’ status.

BESWAP WAL

Work Order

= [ |
E3 - ‘::’mher Client Location ::“i::latt Phone Des
fEST TECH =
. Technician Disqualified -5
& 2 Department of Education and St/4bans East | This technician is uneligible to be assigned this work order, as they have following missing mandatory competencies torn
3 1830047 gidining £ chool, * Working with children check (WCC) ceil
arre
TEST TECH2
Technician Disqualified
“This technician has the following expired competencies, Which fequire updating Al
. * Competency Other licence or qualification expired at 2019-02-01 prey
L Dspartment of Education and St Albans East & - wor
11830037 .. _ e — LAIDAITS, T — _— Test Caller -

10.1.3. Reassign a Work Order/Remove Technician from Work Order

If a technician cannot complete a work order, reassign it at any time by clicking on the work order to access the Work Order
Details page. The technicians assigned to the Work Order will appear underneath Technician Details. To remove a
technician, click on the rubbish bin next to their name
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&
Details

Work order Number: 9240161 Client: Aurizon Site Name: North Goonyella Network Corridor

Priority: ® P4 - Release Service Type: General Maintenance Address: Blair Athol/Gregory to Hay Point
B3 Status: Entered - Issued ‘Work Order Type: Reactive Maintenance City/Postcode: North Goonyella, 4744

Region: - Client Ref: - GPS Coordinates: -
@ Client Site Id: -
-

Issue Description: test test Vendor: ACME Demo Vendor

Required Onsite: 30/11/2017 11:56:00 Vendor Branch: ACME Demo Vendor
Expected Rectification: 30/11/2017 11:56:00

Extended to: -
2 PO Number: 39976906 PO Amount: $500

Site Contact: Aurizon Site Contact Number: 03 8413 5400

Select Action
»
|
Technician Details PRA & Permits
Leader Name Phone Form Title Submitted At Form Type
2 ACME Techt 0411111111 uf No PRA or Permit

The technician is removed.

BESWAP TAKEFELS 8 Acmevaz < Logout
&
Details

3 Work order Number: 9240161 Client: Aurizon Site Name: North Goonyella Network Corridor

Priority: ™ P4 - Release Service Type: General Maintenance Address: Blair Athol/Gregory to Hay Point

Status: Entered - Issued ‘Work Order Type: Reactive Maintenance City/Postcode: North Goonyella, 4744
2 Region: - Client Ref: - GPS Coordinates: -

Client Site Id: -

Issue Description: test test Vendor: ACME Demo Vendor

Required Onsite: 30/11/2017 11:56:00 Vendor Branch: ACME Demo Vendor

Expected Rectification: 30/11/2017 11:56:00
& Extended to: -

PO Number: 39976906 PO Amount: $500
» Site Contact: Aurizon Site Contact Number: 03 8413 5400

|
Select Action
Technician Details PRA & Permits
No Assigned Technicians Form Title Submitted At Form Type

To reassign to another technician, follow the instructions in Assign a Work Order to a Technician

10.1.4. Add Additional Technicians to an Open Work Order

To add additional technicians at any stage of a work order, follow the instructions in Assign a Work Order to a Technician

10.1.5. Decline a Work Order

If you decline a work order, the response will be automatically sent to Cushman & Wakefield Customer Experience Centre to
reallocate the work order to another Vendor. You can decline a work order by following the same steps as in Assign a Work
Order, except choose Decline. You will need to select a reason to decline a work order. You can choose from the following:

ESWAP TS L acmevaz  Progon [

WOI‘k Order c Y Fier Resufts

e —
Decline - Please select
Outside of Service Area
Outside of Service Scope

- - Unavallable for Response Tme: | site Site Contact

The list of decline reasons is sometimes updated, so there may be additional options when you attempt to decline a work
order.

Once you have selected the reason for declining a work order, a comment box will populate to allow you to advise in detail
why the works have been declined.
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- ‘ Ppeciine comment
B —

NOTE: If you're declining a work order that requires attendance and rectification within 24hrs, then you must call through to

the CXC

10.2. Subcontractor Admin Work Order Management

10.2.1.

Assigning a Work Order to a Subcontractor Admin

Go to My Work Orders and select the work order number to view the Work Order Details screen

BISWAP | WAKEFIELD

Py
(]

Details

Work order Number: 9240142
Priority: ® Urgent
E Status: Entered - Issued - Permit Approved

Region: -

Issue Description: test test test

Required Onsite: -

Expected Rectification: 28/10/2017 10:27:00
Extended to: -
2 PO Number: 39976890

Site Contact: Tijen Eski

Select Action -

»

Technician Details

Leader Name

® L 5566465 - Wedlock Samantha

Client: Cushman and Wakefield

Service Type: Air Conditioning General
Work Order Type: Reactive Maintenance
Client Ref: -

PO Amount: $500
Site Contact Number: 0437 972 055

PRA & Permits
Phone Form Title
0411111111 i} 9240142 :Pre-Start Risk Assessment

8 Acmevaz < Logout

Site Name: South Melbourne 99 Coventry St
Address: 99 Coventry St

City/Postcode: South Melbourne, 3205
GPS Coordinates: -

Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: ACME Demo Vendor

Submitted At Form Type

27/10/2017 12:03:00 PRA

PRA Approve/Declined

No PRA Records currently

Change History

Click on the Select Action dropdown menu and select Assign, then select ‘Select Vendor’.

EBSWAP | WAKERIELD

P
)

Details

Work order Number: 9240142
Priority: [® Urgent
E3 Status: Entered - Issued - Permit Approved
Region: -
&
Issue Description: test test test

Required Onsite: -

Expected Rectification: 28/10/2017 10:27:00
Extended to: -
— PO Number: 39376830

Site Contact: Tijen Eski

» |

Select the Vendor from the list of registered Subcontractors. Note:

Client: Cushman and Wakefield

Service Type: Air Conditioning General
Work Order Type: Reactive Maintenance
Client Ref: -

PO Amount: $500
Site Cont>"_ wumber: 0437 Y7z W27

Cl @ select Vendor

8 Acmevaz < Logout

Site Name: South Melbourne 99 Coventry St
Address: 99 Coventry St

City/Postcode: South Melbourne, 3205
GPS Coordinates: -

Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: ACME Demo Vendor

Greyed out vendors have not completed registration.
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Vendor Name

From The Billabong

Subcontracting Company Ltd

5543444 - Cushman & Wakefield (Business Acct)

5553468 - Bill Whites Electrics & Refrigeration

Once selected, the Work Order Details page will confirm the vendor has been selected. From here, the subcontractor vendor
will receive the work order and assign to their technicians as per Assign a Work Order to a Technician.

HSWAP | WAKEFELD 8 Acmeva2 4P Logout

WAKEFIELD

Details

- Work order Number: 9240142 Client: Cushman and Wakefield Site Name: South Melbourne 99 Coventry St
B
Priority: ‘l Urgent Service Type: Air Conditioning General Address: 99 Coventry St
Status: Entered - Issued - Permit Approved Work Order Type: Reactive Maintenance City/Postcode: South Melbourne, 3205
2 | e Client Ref: - GPS Coordinates: -
Region:
Client Site Id: -
= Issue Description: test test test Vendor: ACME Demo Vendor
B P
Required Onsite: - Vendor Branch: ACME Demo Vendor
Expected Rectification: 28/10/2017 10:27:00
2 Extended to: -
PO Number: 39976890 PO Amount: $500
ite Contact: Tijen Eski ite Contact Number:
» Site G Tijen Esk Site C Number: 0437 972 055
Select Action
Assign to: PRA & Permits
Vendor: Subcontracting Company Ltd Form Title Submitted At Form Type
9240142 :Pre-Start Risk Assessment 27/10/2017 12:03:00 PRA
Technician Details PRA Approve/Declined

10.2.2. Managing Declined Subcontractor Work Orders

If a subcontractor cannot complete the work, they must notify the original Vendor Administrator. A subcontractor cannot
decline a work order via the SWAP Portal and will need to notify the original Vendor Administrator by other means.

10.2.3. Reallocating a Work Order to another Subcontractor

If a Subcontractor cannot complete a work order, you can reassign a Work Order by clicking on the work order to access the
Work Order Details page. To unlink the subcontractor, click Unlink Vendor from Work Order.
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8 Acmevaz <[P Logout

Work order updated

P
Details
Work order Number: 9240142
Priority: [® Urgent
Status: Entered - Issued - Permit Approved
o
-5 Region: -
Issue Description: test test test
Required Onsite: -
Expected Rectification: 28/10/2017 10:27-00
2 Extended to: -
PO Number: 39976890
» Site Contact: Tijen Eski
Select Action -
Assign to:

Vendor: Subcontracting Gompany Ltd

< Unlink Vendor from Work Ord

Technician Details

BSWAP WAREFIELD

Details

Client: Cushman and Wakefield Site Name: South Melbourne 99 Coventry St
Service Type: Air Conditioning General Address: 99 Goventry St
Work Order Type: Reactive Maintenance City/Postcode: South Melbourne, 3205
Client Ref: - GPS Coordinates: -

Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: AGME Demo Vendor

PO Amount: $500
Site Contact Number: 0437 972 055

PRA & Permits
Form Title Submitted At Form Type
9240142 -Pre-Start Risk Assessment 27012017 12:03:00 PRA
PRA Approve/Declined

cme VA2 < Logout

Removed vendor successfully

‘Work order Number: 9240133
Priority: ® P4 - Release
Status: Onsite - Permit Approved

-~ Region: -

Issue Description: Test #4 - 16/10/2017
Required Onsite: 25/11/2017 13:34:00
Expected Rectification: 25/11/2017 13:34:00

L Extended to: -
PO Number: 39976881

)] site Contact: Tijen Eski

Select Action -

Technician Details

Client: Aurizon Site Name: North Goonyella Network Corridor
Service Type: General Maintenance Address: Blair Athol/Gregory to Hay Point
Work Order Type: Reactive Maintenance City/Postcode: North Goonyella, 4744
Client Ref: - GPS Coordinates: -

Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: ACME Demo Vendor

PO Amount: $500
Site Contact Number: 9278 3779

PRA & Permits -
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10.3. Work Order History

The work order history can be viewed in the detailed view of the work order. Click on the work order number.
ESWAP CUSHMAN & 2 Acmeva2  JLogout

WAKEFIELD

Details
a
Work order Number: 9240165 Glient: BHP Australia Site Name: Brisbane 480 Queen St
Priority: Service Type: General Maintenance Address: Levels 10-15 , 480 Queen St
B Status: Entered - Issued Work Order Type: Reactive Maintenance City/Postcode: Brisbane, 4000
Region: - Glient Ref: - GPS Coordinates: 0000000, 0000000
" Client Site Id: -
Lol
Issue Description: = TEST Vendor: ACME Demo Vendor
Required Onsite: 01/11/2017 19:30:00 Vendor Branch: ACME Demo Vendor
] Expected Rectification: 02/11/2017 19:30:00
| Extendedto: -
& PO Number: 39976907 PO Amount: $500
Site Contact: Tijen Eski Site Contact Number: 0437972055
Select Action -
»
Technician Details PRA & Permits
No Assigned Technicians Form Title Submitted At Form Type
No PRA or Permit

PRA Approve/Declined

No PRA Records currently

Change History
User Date Time Activity

No Activity
On the bottom right you can track its history including pre-start risk assessment and Permit submission.

PRA & Permits
Form Title Submitted At Form Type

No PRA or Permit

PRA Approve/Declined
No PRA Records currently
Change History

User Date Time Activity

No Activity
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When a work order is live, this field will be populated like the below example:

PRA & Permits

Form Title
7848538 :Pre-Start Risk Assessment
7848538 Pre-Start Risk Assessment
7848538 :Pre-Start Risk Assessment
7848538 :Pre-Start Risk Assessment
7848538 Pre-Start Risk Assessment
7848538 (Hot Work Permit

7848538 :Authorisation B - Pemit

PRA Approve/Declined

Submitted At

01/08/2017 14:32:00

01/08/2017 14:33:00

01/08/2017 14:34:00

01/08/2017 02:53:22

01/08/2017 02:54:38

01/08/2017 02:55:25

01/08/2017 02:56:00

Declined by Kemeny Robert at 15/09/2017 11:09:25

Name: Kemeny Robern
Email: cwswaptest+robKFM@gmail. com
Phone: 0411111111

Role: fm

Form Type

FRA

FRA

FERMIT

APPROVE

Comment: this is declined as there is not encugh information. please redo

Change History
User
ACME Tech1
ACME Tachi
ACME Tech1
ACME Tachi
ACME Tech1
ACME Tachi
ACME Tech1
ACME Tachi

ACME Tech1

Date Time

2017-08-01T14:32:00+10:00

2017-08-01714:32:00+10:00

2017-08-01T14:33:00+10:00

2017-08-01T14:34:00+10:00

2017-08-01T14:53:22+10:00

2017-08-01T14:54:38+10:00

2017-08-01714:55:25+10:00

2017-08-01714:58:00+10:00

2017-08-01T14:58:04+10:00

Activity

FRA Pending

PRA Submit

PRA Submit

PRA Submit

PRA Submit

PRA Submit

Fermit Submit

Awsiting Permit Approval

Fermit Approved

10.4. Bulk Closing Preventative Maintenance Work Orders

If you have multiple Preventative Maintenance Work Orders that are in status ‘Permit Approved’ or ‘No PRA Required’, you
can close them in bulk using the ‘Bulk Update’ option in the ‘My Work Orders’ tile.

CUSHMAN &
WAKEFIELD

To do this, navigate to the My Work Orders tile and use the filter results button to search for the work orders needing to be

closed.

Work Order Number

Client

‘ Select a client

Location

Location Address

Location State

Select a State

=

/endor Branch

Work Order Type

Preventative Maintenance

Site Contact Name

Select a branch

Site Contact Phone

Description

a

17}

tat

&

‘ Of Permit approved

a

7]

tart Date Created

En

Date Created

a

)

tart Date Onsite

End Date Onsite

o

7

tart Date Completion

ate Completion

a

o:o

Assignment Status
Select Assignment Status

Priority

Assigned To

- Select Vendor/Technician

Region
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Once your results are loaded, select the check boxes next to the work orders that need to be closed out and select ‘Bulk
Update’ from the Select Action drop down.

13.4 Publish Date: 12-Jan-21

Submit

Bulk Update - V4

CUSHMAN &
WAKEFIELD

Date Created

Wi -
R Client

30/01/2017
00:00:00

Westpac Banking

TB9955S Comporation

2211212016
00:00:00

Westpac Banking

51850 Corporation

29/09/2017
00:00:00

Westpac Banking

92218 Corporation

Location

Cheltenham Southland,

Dandenong Dandenong
Plaza SC,

Victor Harbour Shop 254
Victor Central S,

Location Address

Shop 2062 , Westfield Shopping Centre

1239 Nepean Highway

Sh 123/4/5 Dandenong Plaza

Shop 25A Victer Central SC , 77 Torrens
Streat

Location
State

viC
Cheltenham,
3192

vic
Dandenong,
3175

Victor
Harbour,

Wo Type
(RM/PM)

Preventative
Maintenance

Preventative
Maintenance

Preventative
Maintenance

Site Contact
Name

Vendor
Branch

Site Contact Phone

i Description

MAINTENANCE - 3 MONTHLY

MAINTENANCE - 3 MONTHLY

MAINTENANCE - 4 MONTHLY

5211

Upon clicking Submit, you will be presented with the Bulk Update screen and will be required to fill out all relevant fields for
each work order that requires closing. You can either fill this out in the portal or you can export the data to a spreadsheet to
fill out the details. To download the spreadsheet, select the ‘Bulk Upload’ button and download the template. Once filled out,
save the file and import it back into SWAP using the ‘Bulk Upload’ button again.

Once all fields are filled out. Select the red Submit button in the top right and you then acknowledge that all work orders are
being closed.

| acknowledge that all work orders being closed:

1. @ The work was completed by suitably qualified, competent and inducted worker(s).
2 ¥ Pre-start risk assessments have been completed for all work orders where required. Risks have been correctly identified and managed and
the work was completed in accordance with those safe work practices.

3. ¥ Any safety or quality related, hazards, incidents or issues have been reported to Cushman & Wakefield and the client.

Confirm

You should then be presented with the below screen if all data was filled out correctly. If any information is filled out
incorrectly or a field is missed, you will receive an error advising of what needs to be amended for the bulk close to
successfully go through.

SWAP

CUSHMAN &
WAKEFIELD

Note: If you receive an error message, you will have to correct the discrepancy in order for the work order to be closed off.
Some errors you may receive include:
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e Reactive Maintenance Work Order cannot be bulk updated: This work order can not be closed as it is not a
Preventative Maintenance work order.

e Work Order is already closed: The work order has been closed by another user.

e Work order cannot be bulk updated. Please ensure the technician has completed PRAs/Permit steps on the
app: The PRA for this work order is either pending or has not been submitted

o “xxxxxxxx” is an invalid WO number: This work order number is either not attached to your vendor company or
has been entered incorrectly.

11.0 Viewing Completed Work Orders in the Portal

A new feature has been developed for Vendor Administrators to have read-only access to closed work orders via the web
portal.

For up to 72 business hours after a work order is closed out by a technician, Vendor Admins will now be able to view all
PRA's, Permits, onsite and closure times for a RM and PM work orders. After these 72 business hours is up, the work orders
will be removed from the Vendors portal.

To view recently closed work orders from your Vendor Administrator Portal, simply log in and navigate to the My Work
Orders tile. From here, clicking the Filter Results option and selecting Job Complete from the Status drop down will allow
you to filter for all your recently closed work orders.

Status

Select a status -

Select a status

Awaiting Permit Approval
Awaiting PO Increase
Job Complete

Permit Approved
Permit Declined

PO Increase Declined
PRA Pending

NOTE: Your recently closed work orders will not show unless you filter for them. This is intended to prevent any confusion
around which work orders are opened and require action, from those that have been completed

12.0 Using Filter Search

Filter Results allows you to find work orders. Fill the relevant category and click on Filter in the bottom left hand corner

ESWAP et 2 AcMEVA  AfLogout

Work Order Number Client

Select a client

Location Location Address
Location State Work Order Type
Select a State - Select Work Order Type

Vendor Branch Site Contact Name

%)

ite Contact Phone Description

£l

|
e}

w
@
£
&

e

2
@

Type

=]

Start Date Created End Date Created

Start Date Onsite End Date Onsite

Start Date Completion End Date Completion

8

Assignment Status Assigned Techs
Select Assignment Status - Select Technician

Priority Region
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13.0 Export your Technician List

To export your technician list, go to My Technicians and click the CSV button in the top right hand corner. This will export all
currently registered technicians to an Excel file. Note: the list will not show technicians with a status of ‘Pending registration’

ESWAP WAKEFIELE 2 vacmc < Logout

Tec h n i c i an S Iil Bulk Upload Iil Add Licenses Filter Results

H Full Name | Email ‘ E Confirm Email |

2—? [J Technician can only view work orders assigned to them_ 9@ Invite User

14.0 Download the SWAP App

Go to the App Store or Google play and Type in ‘Cushman & Wakefield SWAP’ into the search bar. Once downloaded, open

the app. Enter your Username and Password and select ‘Remember me’. If you receive a : N X"
- A . 4
N 2
" y
\ Sk

notification to allow the app to send you push notifications, select yes to enable You can
change notification settings at any time in your device settings.

CUSHMAN &
WAKEFIELD

15.0 Work Order Management

The SWAP app home screen. To view further options click on the three lines on the top right hand corner of the screen:

eseec Optus 4G > 9:04 am

EISWAP | i Gseenits =

[} SWAP I wﬂ“ll. SVUASKNEMFT CONTRACTOR WORK MANAGER
{2 Home
(= Check in/out
B Work Orders
~ Profile

f¥ Competencies

<J Signout

App main screen. Select menu on top right Further Options Menu wl Telstra 4G

15.1. Receiving a Work Order

You will receive a push notification to your device when a new work order is assigned to

14:04

you. Monday, 30 October

Please note that push notifications are dependent on Apple and Android providers delivering ‘wasv“”:"mmmmmm
these notifications to your device. To ensure you receive push notifications, please check
you have enabled push natifications on your device.

[ now
New WO 9240139 assigned to you

SWAP New Work Order Notification

15.2. Accessing and Viewing Work Orders

Once you are logged into the SWAP app, you will see two tiles: Check In/Out and Work Orders
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15.2.1. Check In/Out

Check In/Out displays all work orders issued to your employer, whether they are assigned to you or not. This is the tile you
will need to access work orders if you are working an on-call or afterhours shift. When selecting Check In/Out, you will be
given a list of clients to choose from. Select the client. Then you will be presented with a list of sites with open work orders.
Select the relevant site. Next you will see a list of available work orders for that site.

Note: If you are Disqualified or are missing a Mandatory Competency, you will receive either of the below error messages
when attempting to use this tile.

SWAP . . .
You will receive this error message when you have one

You are Disqualified or are Missing a
Mandatory Competency. Please update . .
Sarpbibmmie ol or more expl red com petencies

Portal to continue to view work orders.

Aurlzon
You are Disqualified or are Missing a Mandatory Compatancy. Please update your competencies via
the SWAP Portal to continue to view work orders.
BP Australia Fry Liu . . . .
You will receive this error message below a client when
|Y|'.::'v'x'w'm"/l[):";‘vl.\:'u‘:::h-'.'.'.':’.J::J;xlﬂ"'mx r::::l:::::hl Jompetency. Please update your competencies via yo u h ave one or more m |SS| n g M and atO ry Com petenCIeS .

Bunoorp

In the above instances, you will be required no update your competencies via the SWAP Portal.

15.2.2. Work Orders

The Work Order tile has a list of Work Orders assigned to you by your Vendor Administrator. Select the work order to begin.
If you have no work orders assigned to you this view will be blank.

EISWAP | il Sieisiets

Work Orders

Q Search
@ Priority.

& Wok 12214514 PO:
BP Australia Pty Ltd

@ BP North Glenrowan
Hume Hwy Bypass, Glenrowan Australia, 3675 VIC
Date d 13/02/2018 12:46:00

Description: MAINTENANCE - 1 YEARLY | PM Procedure:BPAFIRFERO_Fire Extinguisher |
Asset: 705664 Fire Extinguisher - 2.5kg dry powder | Qty:1.00
© Onsite - Permit Approved

Note: If you are Disqualified or are missing a Mandatory Competency, you will receive either of the below error messages
when attempting to use this tile.
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SWAP . . .
s Ouatedor o Mg o You will receive this error message when
e you have one or more expired
= competencies
@© Priority: P4 - Release
A& General Maintenance
WO#: 11830109 PO:
$53350P40328064
Aurizon
@ Yukan IMD Pump Shed
Bruce Hwy, Sarina Australia, 4737 QLD
Dats 07/12/2018 09:53:00 . . . .
e Lo You will receive this error message below a client when
Description: TEST JOB DO NOT ATTEND you have one or more missing Mandatory Competencies.

© Onsite - Awaitinn Barmis A -

You are Disqualified or are Missing a Mandatory Competency. Please update your
competencies via the SWAP Portal to continue to view work orders.

In the above instances, you will be required no update your competencies via the SWAP Portal.

15.2.3. Filtering Work Orders

You can filter the work orders from either the check in/out tile or the work orders tile by clicking the icon in the top right.
Once you have selected this filter option you be presented with this screen

Selecting any of the categorise will allow you to narrow down your filter. The filters will
only show data base on work orders that are assigned to you in SWAP (i.e. If filtering
Work Order Number by work order type when you only have Reactive Maintenance jobs assigned to you,
you will not be able to filter by Preventative Maintenance).

Back Filter Reset

Client
Once you have filled out all fields that you would like to filter for, select the ed filter
Wark Ordler Type button at the bottom of the page and you will be presented with work orders that match
Siskis your filters.
Service Type
Priority

Client Reference
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15.2.4. Work Detalls ol QSWAI;‘??.G;‘.&‘?::;&;

You can now view the work order details including the Priority allocated to the Work Orders

job. The Work Details tab will show you the following information: .

- Priority @ Priority:P4 - Release
- Work Order Number Work Order Number: Work Order Type:
- Work Order Type ¢ Resctié Malntetisioe
- Service Type Senvice Type: Client Reference:
- Client Reference ndioning Gel
- PO Number Po Number: Status:
- Status St .
- Required Onsite Requived‘Onsite: Vendor Name:
- Vendor Name : o
- Date issued Date lssued: Completion Date:
- Completion Due 024104201 !
- Description
- Map of the location of the site e
15.2.5. Site Details
When you switch to the Site Details tab, you will see the following information:
23 - Priority
BISWAP | (s - Customer: the clientyou ..., L 3
are doing work for # i,

Work Orders

@ Priority:P4 - Release

- Requested by: who
logged the job with C&W/site
contact

- Email: Site contact email Work Details Screen
address

Cuéomer' Req&es‘edby" - Mobile Number: site contact’s best contact details
: - Address: address of the site

ik - GPS Coordinates: GPS coordinates of the site (if available)
- Facility Manager: the name of the Facility Manager on site. This will

Mol et also be the person who approves pre-start risk assessments and/or permits
- Email: email address of the Facility Manager

Address: - Mobile Number: mobile number of the facility manager

2.Ef - Map of the location of the site

GPS Coordinates:

Facility Manager:

Once these details are checked, select check into site. This tells the system
you are on site and ready to commence work.

Cancel ISWAP | il ity =

el 15.2.6. Essential Site
I nform atl O n Document repository: This repository

Mobile Number:

Emerald
o

P bl Can.

CHECK INTO SITE

Site Details Screen

Once checked in, the Essential Site Information contains documents like environmental

. . R . . . management plans or asbestos registers should
will be displayed, showing client and site-specific you require this information to complete your
information. Click | Agree to confirm work request.
understand|ng before you beg”‘] Work SARC: Workers, contractors and some visitors
to rail corridors across the portfolio
Once you select | Agree, you will next need to e reaured to hold a ational Rl Industey
complete the Pre-Start Risk Assessment and

. Corporate Induction, please follow
Permit to Work - -P
this link

Inductions: If you haven’t completed your

PPE: The following minimum PPE is
mandatory on all sites unless
authorised by Orange hi-vis shirt,
Steel-cap lace up ankle boots, Long trousers,

Uncontrolled copy once printed or downloaded

Page 39 of 52



SWAP User Guide - Vendor Administrator + Technician

Service Line: Global Technology Solutions " . CUSHMAN &
I

Number: ANZ-GTS-SI-2005 RevNo: 13.4 Publish Date: 12-Jan-21 WAKEFIELD

16.0 Pre-Start Risk Assessment and Permit to Work
The pre-start risk assessment verifies safe systems of work are in place and identifies whether any permits to work are

required. There are four pre-start risk assessments you may encounter, depending the C&W client you are working for:

Simple Basic Standard Complex

Work Order Management
Technician receives work order from Vendor Administrator M M M M

Work Order Management ™ ™ ™
Technician can check in/out of site, complete and close off work order
Essential Site Information (ESI) ol ol ™ ™
Technician sights and signs off on client site induction information
Pre-Start Risk Assessment (PRA) = ™ ™ ™
Technician completes PRA within SWAP
Permit to Work Process (PTW)
If a permit/checklist is required, permit forms completed within SWAP. Forms are submitted electronically [x] [x] | |
to the C&W Facility Manager.
Approval Required = X ol
Approval required within SWAP for Pre-Start Risk Assessment and permits prior to commencing work
Note: The below example may not appear the same as the one you will be required to complete
2. Has the work activity and work area been reviewed, 6. Are any hazardous chemicals intended to be used 9¢. Upload photo of SWMS, JSEA i Instructi
it s o el gt oris o e T
SWMS, ate.)?" You Y
Ay
Visitor Registration completed andor site sign in/ Yes \,
induction as required” No (77} 10 Are you parforming any of the below high risk
. S activities?"
Caonfirmad No )
(- - Yes A
7. Are the works in a remote or isolated area?" g
Inductor's Name: {site representative} f‘:::::;‘,,".‘m“'"”“e mterials register has been Yos { \ o O
Yo ] J No ) Asbestos Disturbance or Removal (Permit)
— Entry to a confined space (Permit)
Mo ()
N | 8. Are you perfoming construction wark?" Excavation or Trenching (Permt)
A ~ oo ( D) Hot Works (Permit)
~ ' Isclation of services/energy sources (e.g. gas.
Are you undertaking any high risk work? Are you . electrical, water, fire impairment etc.) (Permit)
conducting maintenance work? 4. Are all hazardous manual tasks fiifting, pushing, No ()
~~  pulling, repstitive movement etc ) identified with hadl Roof Access (Permit)
Yes trots in place?”
S contmisinplce Work at Height {Where there s a risk of falls,
o~ - () 9a List any additional Hazards/Impacts Identified falling objects or fall protection Is required)
te . Cranes and/or Lifting/Rigging operations
Ho '\/,," Demolition
1. All workers are verified as competent to perform
their assigned tasks and have been consulted and - Operating Powered Mabile Plant e.g. forklift,
agree with the safe work method, the hazards anc A ( ) EWP
conftrols,” -
o~ Potential exposure to live electrical
e L _;- conductors
5. All tools, plant, PPE and equipment is maintained, . .
. tested, tagged and fit for purpose as required?” 9b. List Controls in place for each identified hazard/ Pressure Equipment Operations e.g. boilers,
. ,_/ . impact above pressure vassels and pressure piping
Yos \ J

DONE

Example Pre-Start Risk Assessment

Note: There is an upload limit of five photos per work order

If you are required to complete a permit, you will be required to fill out the appropriate permit form. For some clients, the
permits will be completed outside of SWAP and you will need to upload photo evidence of the completed permit. For other
clients, the permits will be completed within the SWAP app.

Note: The below example may not appear the same as the form you will be required to complete.
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. : o o %
Back E] SWAP | .||||| JAMEFIELD Confirm the following controls are in place, where Additional Comments
relevant
[ veroome [
Work Location®
Roview Dial Botora You Dig )
Raview available Services Drawings )
Work Description®
; Competent Parson in Control of the Works Name:
Location detection/potholing in place Q o
Works isolated - baricade/barrier in place
Competent Persen Signature
Energy sources isolated
Person in Control of Works® Benching'shoring etc contrels in place
St st greg v C
O O O
Appl ; for lon ar hing works granted
and verified by Cushman & Wakefield prior 1o
COMMENCcement of works® Upload photo of p PR (i
Canfirmied

Example Permit to Work in SWAP

16.1. Permit Authorisation Form (Non-Aurizon)

If you are completing a permit within SWAP, you will also need to complete the Permit Authorisation form.

FM selection dropdown has been modified to enhance the way Facility Managers are assigned PRAs. With the new
selection dropdown technicians will no longer be required to select the site Facilities Manager from a drop-down list, instead
the Facilities Manager will pre-populate, with the option to select a different Facilities Manager if required.

Note: The approver will be the person who is listed as Facility Manager under Site Details. See Site Details

weeeTelsira & 09:44
Site Representative Name:

Back SWAP | il st s

insert name

Permit must be approved by the property manager
andior the competent supervisor of the works prior to Site Representative Signature:

commencement. s
Select the relevant Facilities Manager: *

Permit Approval/Authorisation

Competent Person and/or supervisor in control of the
works:*

. N Select the relevant facilities manager:
insert supervisor's name

Competent Person and/or supervisor signature:

Submit for Approval
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Once completed, submit the form. You will be taken back to the Work Details section of the
app.
At the bottom, you will see the status of the request: whether you can Complete Work or

Await Permit Approval. If you do not have to wait for approval, commence work. See
Awaiting Permit Approval (Aurizon only)

"ok Order Number: iderk Orcder Type:

Service Type: Clie| Rcferuran:

Po Number: Status:

Reqved Onsite: \encer Neme:

Dats Issued: Comalation Dats:

Work Order Status

16.2. Aurizon Authorization PRA and Permit Form

If contractor is onsite for low risk works and conducts a PRA with an onsite authorized representative present, the technician
must obtain that representatives Name and Signature in the mandatory fields. If it is completed correctly the Technician will
no longer be required to submit their PRA to an Aurizon Off Site approver.

If you are onsite completing low risk works and have an onsite authorized representative present, selecting the Occupied
Site (Approver on Site) will prompt you to have the approver fill out the following fields: On-site Approver Name, Approver
Role, Approver Phone Number and Approver Signature.

Back SWAP | il sizzses S B SWAR e = eck [ EISWAP ahiis =
Aurizon Authorisation - PRA and Permit v1.1 Aurizon Authorisation - PRA and Permit v1.1
Aurizon Authorisation - PRA and Permit v1.1 Pre-Start and Permit Approval type (select the type of site) *
Approval/Authorisation @ Occupied Site (approver on site)
Competent Person in Contral of the works Name: o iod Sit " ilabl
Occupied sites: Aurizon Onsite - coupied Site (approver not avaiable)
Representative name and signature must be Unoceupied Site (approver off-site)
obtained. The completion of the Pre-Start Risk On-site Approver Name (site controller): *
Assessment will determine if additional ¢/ Cempetent Person Signature

approval is required by Aurizon Facilities team

to proceed. If works is considered BAU low Approver Role:
risk, the Pre-Start Risk Assessment will be

automatically approved, and you can

commence work. Approver Phone Number
Unoccupied sites / Aurizon Site

Representative not available / includes # Approver Signature *
additional HR Permits: The Pre-Start Risk Approval type (select tha type of site) *

Assessment must be submitted to the Aurizon Occupled Site (approver on site)

Facilities off-site approver. Occupied Site (approver not available)

Contact the Facilities Service Centre on 1300 Unocaupied Site (approver off-site)

149 286, option 1 if the Aurizon Off-Site

Representative is unknown
o ]

Once the approver has filled in this information, tech will be able to submit his low risk PRA without a hold point and
commence work.
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Note: If you select either Occupied Site (approve not available) or Unoccupied Site (Approver off-site), you will still be

required to submit your PRA to an RML for approval with a hold point.

Approval type (select the type of site) *
Occupied Site (approver on site)
© Occupied Site (approver not available)

Unoccupied Site (approver off-site)

Off-site approver name: *

DONE

Approval type (select the type of site) *
Occupied Site (approver on site)
Occupied Site (approver not available)

@ Unoccupied Site (approver off-site)

Off-site approver name: *

Ball Sally (1621

“*

DONE

16.2.1. Pre-Start Risk Assessment/Permit Approvals (Aurizon Only)

Once the PRA and Permits is submitted, the work order status will read Awaiting Permit Approval. You will receive a
notification that a PRA/permit has been declined or approved via push notification on your device (please enable push

notifications on your device in order to receive these notifications.)

16.2.2. Approved PRA/Permit

You will receive a push notification informing you the PRA/Permit has been approved. Open the work order. If the work order

status has not updated, swipe down to refresh the screen. Once approved

Manday, 10 December

© Prarity:P4 - Release

Bz

, commence work.

Work Order Number; Work Order Type:
3paroves. You are now autharised to arocees it tis vk
Senice Type: Ciient Reference:
Po Number: Status:
Recuired Onsite: Vendor Name:
201 tes El
Date Issued: Campletion Date:

Description:

Presshome to unfock

Work Order

© PreryP4 - Reloase

Humber: Viork Order Tyoe:

Senice Tpe: Glien: Reference:
Pa Number: Status:

Raquired Onsita: Vender Name:

Date lssued: Gomoleticn Date:

IMPLETE J08
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16.2.3. Declined PRA/Permit

eesic Telsla & 09:05 T3 4%

Back  EISWAP | il St

. Work Orders
:
Monday, 10 December
Vrk Orcer Number. Work Oreder Type: (D Priority: Non Urgent
N Work Order Number Work Order Type
Senice Typs: Client Reference: . h
7798406 Reactive Maintenance
P Number: Status: Service Type
SHOMBIZ) Air Conditioning General
Required Onsite: ‘endor Name:
N . ; Po Number Status
39695903 Onsite - Permit Declined
Data lssuad: Gomplation Date:
1 Onsite On Vendor Name
12/01/2017 lechanical
Description: 5 Australia P/L
Assign On Completion Due Date
10/01/2017 13/01/2017
Facility
Vlanager who declined
your permit. - = See
e Managing Declined Permits
Press home tounlock: —_—_—

16.2.4. Permit Escalation

If you have not received a response from the Facility Manager, escalate the response by contacting the C&W Customer
Experience Centre.

16.2.5. Managing Declined Permits

If your permit has been declined, the Facility Manager should contact you to discuss. If not, contact them directly or through
the Customer Experience Centre for clarification on requirements for approval.

To resubmit, tap on the arrow icon at the top right of the work order screen (below) and select ‘Redo pre-start risk
assessment’. See Redoing Pre-Start Risk Assessment or Permit Submission

© Profy
Wore Orcer Murher, ‘orc Order Type:
Sanios Tyos: ot Feluerice:
P NuTher: Staus:
hs12615 sched
Aequired Drsite: ‘encor hame:
4
@ Priority: =
Dace lssued: Comeleten Date:
2 wow: 11750260 PO: !
53350M40312615
Aurizon Deseiption:
9 Emerald Lease Station Building 4 E AL
Clermont St . Right Hand of Station only, Emerald Australia, 4720 QLD

31/10/2018 14:27:00

on Date: 29/11/2018 00:00:00

ription: MAINTENANCE - 6 MONTHLY | PM Procedure:_ | Asset:802647 A/C Unit |
Qty:6.00

© Dispatched - Permit Declined

EALT CECUNED

Permit Declined Message

in Work Order List Permit Declined Status

in Work Order Detail
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16.3. Resubmitting a PRA or Permit

If you have completed the pre-start risk assessment or permit, but circumstances have changed that impacts on the pre-start
risk assessment or permit, you can resubmit the forms again. Go to the work order’s work details screen. Click on the
box/arrow icon: Select Redo PRA. The app will ask you if there have been any changes in the pre-start risk assessment
since last submitted. Select YES and complete the form.

@ Frice 1y P4 - Release @ PriorityP4 - Release.

Wiork Order Numbers Work Order Type: ‘Work Order Number: Work Order Type:
103 tio o iscrotionary ¥

Sorvico Typo: Cliert Reference: Servicn Typs: Sk Reterecs:

Po Numoer: Status:

Recuired Onsite: Vencor Name:

Check Out

Date Issused: Completion Date:

42018 1 Redo PRA

RECOMMENGE JOB

16.4. Submitting a Bulk PRA (PM Only)

If you have multiple Preventative Maintenance work orders for the same

site, you can submit a Bulk PRA by clicking the icon in the top right.
This will then take you to the Bulk PRA selection page.

From the Bulk PRA selection Page, you will be able to select the check
box beside any work orders that you would like to use the same PRA for.

Note: You can only select work orders for the same site to submit a Bulk
PRA.

Once you have selected all relevant work orders, select the Group PRA
button at the bottom and you will be prompted to complete a PRA.

Selecting the check box beside the Site Name will select all work orders for
the site (as circled in adjacent image)

Selecting the check box beside a work order will select only that work
order (as per the adjacent image)

Selecting the arrow beside a work order will show more detail on the work
order, as per the below.

BP North Glenrowan

Priority

WO#: 12214514 PO:
Cleveland Street
@ Priority B
-
-
WO#: 12159209 PO:
52840M40387955
rority
WO#: 12133088 PO:
52840M40386032

Australia Post
@ Cleveland Street
Cleveland Street, Strawberry Hills Australia, 2012 NSW
sed: 24/01/2019 16:25:00

/03/2019 00:00:00

‘VU”V ICES - 1 MONTHLY | PM Procedure: _ | Asset:923066
-
a

WO#. 11859899 PO:
52840M40333406

Q search
© Priority:

WO#: 12214514
Cleveland Street

@ Priority:
a

WO#: 12159209
@ Priority:

WO# 12133088

(© Priority:

b

WO#: 11859889
@ Priority:

WO# 11715445
@ Priority:

WO# 11553775
@ Priority:

WO 11240604

= SWAP | il

PO: >
]
O
PO:
52840M40387955
PO:
52840M40386032
]
PO: 5
52840M40333406
PO: S
52840M40307173
]
PO:
52840M40278528
O
PO: >
52840M40223820

Group PRA
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The PRA that is filled out will then be grouped to any work orders selected from the Group PRA list and technicians will be
redirected to a work order list with their selected work orders pushed to the top.

Once the Facilities Manager has reviewed your PRA. You will receive a push notification of either Approval or Decline to
your mobile device.

Work orders will not be moved to 'onsite’ status until the technician begins to action the work order as they usually would via
the SWAP app and any work orders that are not on sited or closed off on the same day that the Group PRA was submitted
and approved will return to their original status and require a new PRA to be submitted.

Note: Bulk PRAs are still approved or declined on a work order basis. A Facilities Manager may approve multiple work
orders for the Bulk PRA and decline another. If one or more work orders are declined by the FM, you will need to resubmit a
PRA for this work order.

17.0 Recommencing an Open Work Order

If you leave a job and recommence work later, you will be asked whether the Pre-Start Risk Assessment has changed since
it was last submitted for the job.

If conditions have changed you will need to complete the pre-start risk assessment and resubmit for approval. You can then
recommence the job.

18.0 Work Order/Purchase Order Cost Increase (Aurizon only)

If works will exceed the pre-approved PO amount, you can request an increase via the app. In the work order’s work details
screen. ’ e _

ESWAP | il Back ESWAP | ik

@ Price1y:P4 - Release

Wik Order Numiber: Work Order Type:

Sorvice Type: Client Refererice:

Po Numoar: Status:

Recuired Onsite: ‘encor Name:

Dare Issued Completion Date:

RECOMNENGE OB

@© Pricety P4 - Release

Work Order Number: ork Order Type:
Senios Type: Client Rference:
Pa Numaer. Status:

01 st

Recuired Onsite:
i Check Out

Date lssued:

s Redo PRA

Request PO I

Description:

FRECOMWENCE JOB

Complete the Request Form by typing in the increase amount and the reason for the increase amount. Once complete,
select Submit. It will send the request directly to the Facility Manager for the site, who will review the request and approve or
decline the request. A push notification will be sent to your device when the Facility Manager has completed their review.

During this time, the work order status will read “Awaiting PO Increase”
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Work Grder Number
Clent @ Prioity:P4 - Release

e e iork Order Number: Work Crder Type:
Lacation Senvice Type: Client Reference:
Du‘scnrpruorn - Po Number: Stas:

Raguired Onsle: endor Name:

Purchase Orcer Amourt
9. Date lssusd: Comlaticn Date:
Increase Amount To 1 1

4000.00
Descripton:
Reason APPR EASE PROCEE " (159,00 APPROVE

| New unit recuired

PO Increase Form Work Order Status "Awaiting PO Increase”

18.1. Purchase Order Increase Approval

Once approved, you will receive a notification to your device. Open the work order. If the Status still reads “Awaiting PO
Increase”, swipe down to refresh. The status should read ‘Complete Job.”

1298

Friday, 7 December

ZSWAP

Vrk Orders

@ Prort;P4- Release

@ Pricrizy P4 - Release

Work Orler Numosr: Work Creer Type: Sehlomita Work Orcer Number: Work Onder Typs:
 + B 100¢ i ) Disen a
Purchase Qder Increase Approved o e s T Gt Reference:
AWGRKS $2,09900 APSROHEL AN ADJSTED" “HON-EHE® Srerd fo he X T Praity P4 - Roloase o "
neallation & 3 UFS davizs, Contact Snerr -eadles: s e 1 07 4746 6. Po Nurtber: Starus: - | Kslliord Stoie;
50P20125 lderk Orcer Rumoer: Wiork Order Type: o
. PE— y ;
Required Onsite: \endor Name: Bewyer Ot Yoncky Name: ;
s Bill Whites E Senice Type: [ —
Datolssuee: ‘Gomglaten Date:
Date lsset: Conpleton Date: Potlurker: Sats: ; .
Rescrption: Recuired ?"SE. \Irnda: Name: ” Destrpton: o
f ; ¥ L

Dete seuec: Completion Cate:

Descrpion:

COMPLETE J08

Apsitng PO Increase

SWAP Purchase Order Increase Approval — WO 9240161, Site: 53355671
Vendor North Goonyella Network Corrid

Purchase Order 39976906 for Work Order 9240161 has been approved for increaze. The details are as follows:

‘WO Number: 9240161

Site: North Goonyella Network Corrid

‘WO Description: test test

Approved By: Kemeny Robert

Approved Purchase Order Increase amount $5000
Comments: not in a million years

PLEASE DO NOT REPLY TO THIS AS CUSHMAMN & WAKEFIELD will not receive your email. This is an unmonitored email address and your email will not
reach a valid Cushman & Wakefield system or employee. A failure to redirect your guery in line with the instructions above will result in Cushman & Wakefield
being unable to action your request.

Thark You

Administrator
Cushman and Wakefield
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18.2. Purchase Order Increase Declined

If a PO increase request has been declined, a notification is sent to your device. Contact the Facility Manager or Customer
Experience Centre to discuss. To make another request, open the work order, swipe down to refresh and click “PO Increase
Declined”.

1:00

Friday, 7 December © PriorityP4 - Relense
Work Orcer Nurber: ok Order Type:
Servioe Type: Client Rsference:
Tiain O Descrption: 5153 H ctrcal Geneal
WORKS $2.099.00 AEFRDVED AND ADJUSTEL” "NCN-ERE Attand for the.
installtion of 3 UPS cesice. Contact Sherry: Steactast onsie on 07 4744 6. Po Number: Siatus:
3350740125 Onsite - PO Increase Dex
Required Onsiie: Yandar Kan: Your PO Increase has been
D5 Whites Bt declined, do you want to
continue with original PO

Cate Issued: Compietion Date:
0342018 0/1120°8

Yes

No, Request another PO Increase

Presshotrie to Uniock:

‘e

You will also receive email notification of the declined request:

SWAP Purchase Order Increase Declined — WO 9240159, Site: 53355671
Vendor North Goonyella Network Corrid

Purchase Order 39976905 for Work Order 9240159 has been declined for increase. The details are as follows:

« WO Number: 9240159

« Site: Morth Goonyella Networl: Corrid

« WO Description: test test fest

« Declined By: Kemeny Robert

.« Declined Purchase Order Increase amount: 36000
« Comments: absolutely not

FLEASE DO NOT REFLY TO THIS AS CUSHMAN & WAKEFIELD will not receive your email. This is an unmonitored email address and your email will not
reach a valid Cushman & Wakefield system or employee. A failure to redirect your guery in line with the instructions above will result in Cushman & Wakefield
being unable to action your request.

Thank You

Administrator
Cushman and Wakefield
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19.0 Asset Capture
19.1. Asset Capture Form

For certain types of work orders, you may be prompted to complete an asset capture form

oo Telstra T 09:50 * 3 00%

Back  DISWAP | il ssemats

AG Exhaust Fan - 577405

Description
AC Exhaust Fan

Asset not available (] Check box if asset is not available, and you cannot complete the form
Asset >
Asset Number
Asset Description

Sean Scan QR code or barcode on the asset
Estimate Replacement Year

2007 i w9 | 2% ] Select the estimated replacement year for the asset
Asset Gondition Rating Rate the condition of the asset. 1 = poor; 5 = excellent
N B BN
Add comment

Add any additional comments relating to the asset condition
NEXT
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19.2. Viewing Asset Details

Work orders which have an asset attached to them will have the asset details outlined in the SWAP application.

1:53 pm

I_j SWAP ‘ m|||ll WAL

Work Orders

Description: Test - do not action
© Onsite - PRA Pending

@ Priority: Non Urgent

& Air Conditioning General

WO#: 10727599 You will be able to see when an asset is attached to a

PO:
52840P40113550 .
work order via the Work Order Summary screen.

Australia Post

® Toowong DC/BC
14 Ebor Lane, Toowong Australia, 4066 QLD
Date Issued: 09/11/2018 10:14:00
Required Onsite: 11/11/2018 10:14:00
Completion Date: 12/11/2018 14:14:00
Description: test

B F=ilill - ssusu - A Panding

& AC Small PAC/Split/Cass

~~~~~~

9 Priority:Non Urgent

Work Order Number: Work Order Typ

Once selecting a work order that has an asset attached to it, you will
be able to view the full asset details by selecting the information
button in the top right of the screen

Parent Asset ID:
574819
Condition Rating:
C

Client Asset Reference:

Is Asset Under Warranty?

No

Asset Hierarchy:

7.3kw Sanyo - lunch room

Asset Location:

Toowong DC/BC, Ne Input Provided, LUNCH ROOM
Asset Description:

AC Small PAC/Split/C.

Quantity:
Barcode:
Make:

Model:

19.3. Child Asset Filters

Technicians who are required to review assets for a work order are no longer required to go through every single Child Asset
in order to complete a work order anymore. Child Assets are now grouped by room, with the ability to filter through the list of
child assets by Level and/or Room.

Back Filter Reset
Floor/Level >
Room >
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19.4. No Change Required option for Asset Review

Additionally, a 'No Change Required' option has been added for each child asset to simplify the review process for work
orders that have a large quantity of child asset.

When a ‘No Change Required’ option is ticked the child asset will automatically be set as reviewed and technician should be
able to go ahead and review all relevant assets.

No Change Required

20.0 Check Out Function

_ . : .« 9.4 0100%
We have also optimised the Check In / Out feature to simplify the process of e oo
check onsite times for our Facilities Managers. It is important that technicians BACK B SWAP | il susoas —
are using the Check Out feature when leaving site where work has not been =

(000

Completed Work Orders

You can check out of site by tapping the three dots in the top right of the Work @

Order details page and then selecting the Check Out option. The SWAP app will
then request you to check back into site once you return to continue the works
on site.

OPriority: P3

SWAP

Check Out

Redo PRA

Request PO Increase

21.0 Completing a Work Order

To complete a work order you must complete the ‘Additional Findings’ close out screen:

Back [2SWAP | il Ssieits

Additional Findings

Resolution Reasons* Select the ‘Resolution Reasons’ from the drop down list

‘ ‘\4 Complete ‘Findings’ and ‘Action Taken’ fields

If Corrective Work, Hazards or Future Work has been identified. Select and describe
Findings* the issue/details of additional works required.

Note: If you check that Corrective Work, Hazard Identified or Further Works Required,
please detail what sort of work/hazard has been identified under ‘Description’. Do not
just say ‘yes’.

Action Taken* Complete onsite and completion
timestamps

Back QSWAP‘ |I||||I| WAKEFIELD E

Corrective Work Required () Actual onsite date/time

C)

Hazard Identified

(]

Further Works Required [:

EDIT

Actual rectification date/time

©)
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22.0 View Competencies via SWAP App

Sometimes when you are on site working on a job, the client may request to view your competencies. You are able to do this
via the SWAP app. On the top right hand of the app, click on the three lines. Select ‘Competencies’ from the drop down list.

eeeec Optus 4G [»  9:04 am

B SWAP | |l“|.l WAKEFIELY

EISWAP | il Gstemits

CONTRACTOR WORK MANAGE

£ SWAP | il sicass

{2 Home Competencies

CONTRACTOR WORK MAN

Cushman & Wakefield Induction
(= Checkin/out

License No:
Aquired At:
Work Orders Country:
Expires At:
Profile [Other Plumbing Licence] Plumber
y License No:
Competencies Aquired At:
Country:
‘3 Sign out Expires At:

Note that you will not be able to update it via the app, to update you will need to log onto the SWAP Technician Portal on a
computer.

23.0 Expiring Competency Notification

Competency email notifications will provide you more details on which one of your active competencies is expiring. This will
assist you in identifying what is soon to expire without having to login to the SWAP portal. Below is an example of what the
new notifications will look like:

|I||||II CUSHMAN &

Technician Steve Badham has a competency Cushman & Wakefield Induction that is due to expire: WAKEFIELD

Competency Type: Cushman & Wakefield Induction
Expiry Date: 2020-11-11

There are 2 ways to Renew or Retire your competencies:

+ Technicians can manually update them via the SWAP portal under the competency section
» Vendor administrators can also update them on behalf of their technicians via the "View' button or 'Add licences’ function on the My Technicians' tile.

Renew Competency < - this should be used when a competency has expired or is due to expire. Clicking on the Renew Competency button will allow vou to enter the new Acquired Expiry dates as well as update the Licence number if
this has changed.

Retire Competency © - this should be used where a technician has a competency thev no longer require and are not intending to rensw. Once a competency is retired it will be visible in the Retired Competency Tab.

Please refer to your user gutde for mstructions on how te manage your competencies User Guides

SWAP Support Team EISWAP | il sz —

Mobile Support Form

24.0 Support Function

Client

There is a new Support option for Suppliers within both the Web Portal and Mobile
Application.

Work Order Number
Selecting this option on the Web Portal will take you to our Vendor Engagement Portal,
where you will find all of our user guides, training dates and more. From here you can
also send an email to the application support team for further assistance. Comment *
Selecting this option on the Mobile Application will load the below page, where a user
can send a support ticket to the Application Support team.

Take a photo

@ Take Photo

For Urgent Enquiries Please Call the
Application Support Team on 1300 149 286

DONE
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