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1.0 Definitions

Term Definition

CXC Customer Experience Centre

ESI Essential Site Information

PRA Pre-Start Risk Assessment

PTW Permit to Work

Registered Technician Approved as a competent and qualified technician within the SWAP app

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

REPRIEHE 22RO Supervisor or the Vendor Administrator

SWAP Safe Work Assurance Platform
SWAP Contractor Portal The vendor administrator and technician has access to the portal
Technician The contractor company’s registered technician, worker, or subcontractor

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

Vendor Administrator
orders

2.0 Access

To access the SWAP Vendor Administration Portal, go to http://www.cushwakeswap.com and use your login details. The
SWAP Vendor Administration Portal is where you can:

Receive Cushman & Wakefield work orders

Invite technicians to register to SWAP

Upload technician qualifications

Manage and assign work orders to technicians, workers, and subcontractors

2.1. Browser requirements

There are minimum Browser requirements. You will need:

e  Microsoft Internet Explorer (10 or above),

e  Microsoft Edge (3 or above),

e Mozilla Firefox (48 or above),

e  Google Chrome (Windows and Mac).
2.2. Help

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.

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.
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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

HSWAP/| | Grsiuns About SWAP

About SWAP User Guides Contact Us

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

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

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

+ Collect assetinformation

« Manage qualification, licence and certification expiration dates
+ Assurance only competent and qualified technicians complete jobs

- Complete senvice delivery commentary against the asset including any future maintenance recommendations

SWAP manages contractors, technicians and workers on an individual 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 skill 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 allocating the job. Expired qualifications will need to be
updated in the system to enable the technician or worker to be allocated further work. In this way, SWAP provides employers with an easy way to keep

track of their technicians’ and workers’ qualifications.

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

who will then allocate the job to 3 qualified technician or worker. The job is accepted through the SWAP app by the technician or worker, wh

the job using the app.

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.
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Vendor Admin Registration

ﬂ 5553468

Bill Whites Electrics & Refrigeration

n 41159025635

n PO Box 914 . Emerald 4720 QLD AU

cwswaplest+azkalsplumbing@gmail com.au

B Azkals Plumbing
o o

Australia/Sydney
password confirm

" 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?

u 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.

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.

HSWAP AL 8 AcmevAz < Logout

#

N E

My Vendor Admins My Sub Contractor My Work Orders
Admins

' [ () i
My Technicians My Profile

You will see the following tiles:

e My Vendor Admins: Where you can invite additional administrators
My Sub Contractor Admins: Where you can invite subcontractor vendor administrators
My Technicians: Where you can invite technicians, workers and subcontractors
My Work Orders: where you can view, accept and assign work orders to technicians
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:
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BSWAP | il sistenns 2 meviz Progou

},  Invite Vendor Admin

Invite Sub Contractor f

My Vendor Admins My Sub Contracto My Work Orders
Admins

, Invite Technician

Work Orders

Profile .
[ @) PN

Coliapse My Technicians My Profile

6.2. Updating your Profile

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

'SWAP | ] susiass £ acmevae
AN

},  Invite Vendor Admin

[ Invite Sub Contractor 6

My Vendor Admins My S ol ctol My Work Orders

£, Invite Technician

Work Orders

[ ©)

)) Coliapse My Technicians

You can update:

° Name

e  Phone Number

e Password

e Elect to work in SWAP as a technician
e Add competencies

Profile

 Work also as a fechnician?

" Opt out of expiing competencies emails?
Competencies:

Type License No Acquired At Expires At Country Added At

B9 Induction 85413212 101272018 201172020 IC, Australia 101272018
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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 | WAKEFIELD 8 Acmeva2 < Logout

A Home

&£ Invite Vendor Admin
@ Invite Sub Contractor @
&7 2=
®

& Invite Technician
My Vendor Admins My Sub Contractor My Work Orders
Admins

B Wwork Orders

)) Coliapse My Technicians My Profile

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

SWAP

Vendor Admins

E Confirm Email [ @ seiect branch

Branch il PP o

John’s Electrical
John’s Electrical (NSW) - 1234568 Vendor Number: 1234567
Tax ID: 12345678910

Demo VA User Registered:
demova@gmail.com 20 Jul 2017 12:37

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

FSWAP

Vendor Admins

B Vendor Admin Name E Confirm Email SEIecL branch

D Branch Vendor Details Vendor Admin Status Action
John’s Electrical " stered:
. John’s Electrical (NSW) - 1234568 Vendor Number 1234567 SSTQ’VZQMM com 2:;:‘:"; ;],‘ £ Esuser
- Tax ID: 12345678910
John’s Electrical (SA) - 1234561 John’s Electrical
" Demo VA2 User Registered:
» John's Electrical (TAS) - 1234569 Vendor Number: 1234567 Demova2@gmail.com 20 Jullz?i? 1152
John’s Electrical (VIC) - 1234562 Tax 1D 12345678910

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

F I | x
Edit Vendor Admin User Edit Vendor Admin User

n 1234563 - John's Electrical (ACT) A

1234565 = Johi's Electical (MAT)

E 1234568 - Johris Eléctrical (NSW)
E frema A H 1234564 - Johris Elecirical (NT)
" TEEEERER]
L E“I] Update Usar
| -

Edit Vendor Admin User

<

[

[+ EE
[CARERRERL]

]

S -
To select multiple, click in white area of the Select Branch field again and choose another branch.
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Edit Vendor Admin User Edit Viendor Admin User

1 1234563 - Johr's Elecincal (ACT)

1234565 - Johr's Elecinical (NAT)

1Z34568 - Johr's Electrical (NEW)

H 1234564 - Johrs Electrical (NT) E Demo A

1 Ll o411111111

[

|E|J Update Usar

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

FSWAP WAKEFIELD

Vendor Admins csv Y Fiter Resuits

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.
"SWAP | WAKEHIELD

& Home

& Invite Vendor Admin

(3 Invite Sub Contractor
(@) v
r'i: | » I
©) 2

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

)) 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.
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BSWAP [l s Avacue  ftogou

w

Technicians =m0 v v
H Full Name Email E Confirm Email

[ Technician can only view work orders assigned to them.

-  ——————— |
Name Email Details Status Action
Pending Registrati Edit User
[ ] Test Tech 2 phone: e .lng cgistration
- cwswaptest+CMCTechd@gmail com Email Sent:
[® Only assigned WO visible cw:

04 Dec 2016 21:56

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 fETE
e Review technician competencies

& FEditUser
Once invited, the technician will appear in the list below, with a status of ‘Pending Registration’. Once £ ==t

the technician has completed registration, it will change to ‘Approval Pending’. When the VA has
completed Review, it will change to ‘Approved’.

&  FEditUser

8.1. Review Competencies g Fen I

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.

phone: 04978624 B
ACME Tech3 CWSWEPIESH‘&CME‘EC"a@gmaﬂ com User Reulslereﬂ:
cw: cw237623
23 Dec 2016 10044
phone: 0411111111 Approvaerending I
ACME Tech2 cwswaplest+acmetech2@gmail.com User Registered:
cw: 43432423 § w
23 Dec 2016 09:54
el |
Review the competencies and approve if correct.
X
Active Ccmpelencies Retired chp'ET.EnciES Historical Competencies
®© Type :fense Acquired At Expires At  Country Added At
c 1\
Cushman & Wakefield 12345678 17/08/2021  30/07/2025 'St 17/03/2021
0 Induction Australia

Once approved the status will read ‘Approved’.

Approved Edit User
User Registered:

07 Dec 201 09:53
-

When a technician uploads new or updated competencies, the vendor administrator needs to review them in order to be able
to allocate jobs to the technician.
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8.1.1.Notification of Updated Competencies
When a technician updates their competencies, you will receive a naotification 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) -
tome [~

Technician AndrewCMC Beale has either added new competencies or has no valid competencies in SWAP. 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 request.

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

B I

[ 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.

CUSHMAN & T 000
ESWAP WAKEFIELD 2 vacve  <fLogout
Tec h n i c ia n S Iil Bulk Upload Iil Add Licenses Iil ‘? Filter Results
H Full Name ‘ Email ‘ E Confirm Email |
%. [0 Technician can only view work orders assigned to them_ 9@ Invite User
Name Email Details Status Action
Pending Registrati Edit User
[ ] TestTech 2 phone: e .mg eqistration
- ¥ Only assigned WO visible cwswaptest+CMCTech4@gmail com o Email Sent:
v assg : 04 Dec 2016 2156
Approval Pendin, Edit User
}) phone: 023487624 B . L
New Tech cwswaptest+CMCnewTech@gmail. com User Registered:
cw: cw23946724 ————
14 Dec 2016 15:31

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.
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Edit Technician User

0411111111

m 12345 [~}
E |
E |

l [J Technician can only view work orders assigned to them I
—_—
A Cnaan |

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’.

TeChniClanS ¥, BukUpload L, Add Licenses

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 [
ACME Tech3 cwswaptest+acmetech3@gmail.com User Registered:
cw: cw237623
23 Dec 2016 1044 View

Approval Pending
: phone: 0411111111 ;
ACME Tech2 cwswaptest-acmetech2@gmail.com User Registerad:
CW: 43432423
23 Dec 2016 09:54 Review

i il

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

8.3.1.Error when adding Bulk Uploading Existing Technicians

If you are bulk uploading technicians and receive this error:

john@johnselectrical.com.au Email already existsfis not a valid Email address.

Simply re-add the email address separately (not as part as a bulk upload) and it will add the technician to your branch.

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 can see the technician under their list.
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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| <
z| z| <| <| z
z| <| <| <| z
z| <| <| z

<| zl z| 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 a0
2SWAP e S vacme  fLogout
Tec h n i c ia n S Iil Bulk Upload Iil Add Licenses Iil ? Filter Results
H Full Name ‘ Email ‘ E Confirm Email |
9@ [ Technician can only view work orders assigned to them. % Invite User
Name Email Details Status Action
i istrati Edit User
® Test Tech 2 phone: Pend.lng Registration
- » Onl 4 WO visibl cwswaptesttCMCTech4d@gmail.com X Email Sent:
nly assigne visible cw: 04 Dec 2016 21-56
A I Pendi Edit User
» phone: 023487624 SO
New Tech cwswaptest+CMCnewTech@gmail.com cw: cw23946724 User Registered:
: 14 Dec 2016 1531 M T —

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.

Edit Technician User

0411111111 ‘

.l:.ll 12345 o
E |
E |
L.~ - anlv view work ardar~ - L c0 10 them
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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.

BSWAP L Giims Avaewe 4fogou

Technicians by Buk Upload §, AddLicenses & R —

H Full Name Email E Confirm Email

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

Choose Download Template to download the template to your desktop.

Bulk Upload Technicians

1 P g sl

4y Template

Browse. .

3. Submit

Name and a valid email are required

Download the file to your desktop
Bulk Upload Technicians
1. Download lemplale
4y Template

2. Choose file to import

Browse.

3. Submit
Import

Name and a valid email are required.

Do you want to open or 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
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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

4y Template

2. Choose file to import

Browse...
7. Suwinit
Import
Name anu o 252 2720 wie 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

ESWAP FARELELS 2 sitwnites < Logout

Te C h n ICI ans oy BukUpload b, AddLicenses Y Fitter Resulis

H Full Name Email Confirm Email

B Technician can only view work orders assigned to them. 90 Invite User

Branch Name Email Details sraws Action
Mark Smith wswaptestsmarksmith@gmal com User Registered:
o 10 Dec 2018 13:51 m
j ]
2
Andrew Miller cwswaptest+andrewmiller@gmail.com phene: User Registered:
» o 07 Dec 2018 09:53 2 Ve

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

g X
Active Competencies Retired Competencies Historical Competencies
r 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.
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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.

ISWAP WAKEFELD

#A Home

& Invite Vendor Admin

i

My Vendor Admins My C actol My Work Orders

L, Invite Technician
Work Orders

Profile ’ . '®

Collapse 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.

FSWAP et 8 Acmevaz < Logout

Sub Contractors c ¥ it Resuts
e ———e

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

Vendor Details ‘Sub Contractor Status Action
Jenny From the block Email Sent:
Vendor Number: 5002999 - 4435 cwswaptest+jennyva@gmail com 110012017 1014
L
From The Billabong Matilda User Registered: 7 s
£ Remove
Vendor Number- 5002999 - 6532 mitchell gee@cushwake com 18 0ct 2017 0917 ®
Joe Subcontract
» Subcontracting Company Ltd ¢ Su ;“_m ”'b " User Registered: 2w
sy £ Remove
Vendor Number: 5002999 - 7126 . :am foesubby@gmall com 30 0ct 2017 1347 “
echnician

9.1. Subcontractor Vendor Admin Dashboard

SWAP CusHMAN & 8 Joe subcontractor < Logout

& o

My Vendor Admins My Work Orders My Technicians

My Profile
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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.

ESWAP FAKEFIELD S ACMEVA2 < Logout

& Invite Vendor Admin

&, Invite Technician @
[ |} [ @)

Work Orders
My Vendor Admins My Technicians

8 riofile

)) coliapse .
E— 1

My Work Orders My Profile

The Work Order screen main view:
RSWAP i S acmevaz  frogout

WOI'k Order Y FiterResults

. O wo Location Wo Type Vendor Site site Contact

E Number Client Location Location Address State (RM’PM' Branch Contact Phone DESEHP“O"
Name Number
alo
o
oy 0 North Goonyell: Blair Athol/Gr to H: North Reacti ACME
o ) yella air Athol/Gregory to Hay o cactive )
9240161 Aurizon Netwark Corfidor, Point Goonyella, Maintenance Demo Aurizon 03 8413 5400 test test
Vendor
4744
alp
ACME
i ) Nerth Goonyella Blair Athol/Gregry to Hay North Reactive
9240159 Aurizon ¢ ! N Demo Aurizon 03 8413 5400 fest test test
Netwark Corridor, Point Goonyella, Maintenance .
53 a744
o Westone Banking  Chettenth Shop 2062, Westfisld vic Preventat
» 7805585 | opacBanking - Cheflenham Shopping Centre , 1239 Cheltenham, reventative MAINTENANCE - 3 MONTHLY
Corporation Southland, h Maintenance
Nepean Highway 3192
Dand VIC
m] Westpac Banking  —oorond Preventative
7892435 N Dandenong Plaza Sh 123/4/5 Dandenong Plaza Dandenong, N CLEANING - GENERAL - 1 WEEKLY
Corporation o e 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:
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ESWAP WAREELD 8 rcmevA2 <« Logout

Work Order Y Fiter Resuts

i site site Contact
' (m] wo _ Location Wo Type Vendor o
Number Client Location Location Address State (RMIPM) Branch Contact Phone Description
Name Number
oo ACME
o North Goon i
o i ella Blair AtholGregory to Hay North Reactive )
A D Au 0384135400  testtest
9240181 urzen Network Corridor, Paint Goonyella, Maintenance emo rzon e
Vendor
4744
ao
ACME
d . North Goonyella Blair AtholGregary to Hay North Reaclive
9240159 Aurizon Network Contior fant — Moo Demo Aurizon 0384135400  testtesttest
' ' Vendor
2 4744
O Shop 2062 , Westfield vic )
» 7805585 esipacBanking - Cheltenham Shopping Centre , 1239 Cheltenham, Preventaiive MAINTENANCE - 3 MONTHLY
Corporation Southland, ) Maintenance
Nepean Highway 3192
Dand vic
] Westpac Banking o9 Preventative
7892435 i Dandenong Plaza Sh123/4/5 Dandenong Plaza  Dandenong, " CLEANING - GENERAL - 1 WEEKLY
Corporation sc 3175 Maintenance

This will take you to the details screen:

BSWAP R IED L nemevaz - <EfLogout

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

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: -
£ 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.

B SWAP CushMan & 8 Acmevaz < Logout

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

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

[P
» Decine

Assign
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When you select Assign, a new button will appear to Select Technicians. Click to select the technician to assign to the job.

LSWAP | WIS 8 ncmevaz <P Logout
w
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
B3 Status: Entered - Issued - Permit Approved ‘Work Order Type: Reactive Maintenance City/Postcode: South Melbourne, 3205
Region: - Client Ref: - GPS Coordinates: -
P Client Site Id: -
L)
Issue Description: test test test Vendor: A'John’s Electrical
B Required Onsite: - Vendor Branch: ACJohn’s Electrical VIC
Expected Rectification: 28/10/2017 10:27:00
Extended to:-  Amy Plum
pX PO Number: 38976890 PO Amount: $500
Site Contact: Amy Plum Gite Contact Number: 0437 972 055
T | o
» N | )

A full list of your technicians will appear:

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
Ll John Smith Contractor Licence 456345234 08/04/2018 10/04/2022 Australia VIC
@ 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
Not Applicable - - 21/06/2018 Australia QLD
[Other Plumbing Licence] Plumber 45452555 - 30/06/2017 Australia QLD
Other licence or qualificatic 2222292 Australia VIC

i Test Tech4 Cushman & Wakefield Induction 123456789 17/03/2021 12/11/2025 Australia VIC
[Other Plumbing Lic Plumber 7/03/2021 11/06/2024 Australia VIC

L test vendor Not Applicable - 01/10/2020 07/04/2022 Australia VIC

If you need to use 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
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e Prashant Tech1 EWP less than 11m - Yellow Card yc117163 28/08/2019 - Australia QLD

Technician Disqualified

@ | This technician is uneligible to be assigned this work arder, 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.

[i] Test Tech2 Other licence or qualification 123 10/06/2014 01/02/2019 Australia vic
Technician Disqualified
This technician has the following expired competencies, which require updating 1234%6 23102018 2901112020 Australia vic
* Competency Other licence or qualification expired at 2019-02-01
e The technician is on ‘Approval Pending’ status
(i ] Test Tech4 Cushman & Wakefield Induction 123456789 17/03/2021 12M11/2025 Australia vIiC
| 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.

FSWAP Sustnan s S amevaz  <Piogon

WO I‘k order c Y Fiter Resuits

site Site Contact
. m] wo ) . Location Wo Type Vendor .
E3 Number  Clent Location Location Address s (RMIPRY) — Contact Phone Description
Name Number
[elly)
I
L) ] North Goonyella Blair Athol/Gregory to Hay North Reactive ACME
9240161  Aurizon Network Corrdor, Pont Goonyela, Maintenance Demo Aurizon 038413 5400 fest test
Vendor
a744
LD
] _ 2 ACME
. North Goonyella Blair Athol/Gregory to Hay North Reactive )
9240159 Aurizon X ’ - Demo Aurizon 038413 5400 test test test
Netwark Corridor, Point Goonyella, Maintenance Vendor
2 4744

CUSHMAN &
WAKEFIELD 2 Acmevaz  <Jrogout [l

Y’ Fiter Results

Select Action & Submit
Decline =
Assign

Schedule Time o4 "
site site Contact
e Bulk Update Location Wo Type Vendor
E3 Location Address o, ) vionied Contact Phone Description
Name Number
aLb
o
L 5 Blair to Ha North Reacti ACME
o ) y o eaciive )
A ’ D, Au 03 8413 5400 test test
9240161 urizon Network Corridor, Point Goonyella, Maintenance emo rzon s
Vendor
araa
ao
ACME
) y Blair to Hay North Reactive
9240159 Aurizon ) . ’ Demo Aurizon 0384135400  test test test
Network Corridor, Point Goonyella, Maintenance
. P 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

(m] wo : Site Contact Phone

DateCreated (o Client (R = ey Description
;
2411112020 _ Cushmanand
2685 = - TEST T -
i 147126 oA = EST JOB DO NOT ATTEND
STEVEN mummil
* Not Applicable
JOHN SMITH
o 5
1500172021 asq  Cushmanand South ) * Conlracior Licence ) )
el uTIzees s Covd____ = Level 1 - please attend to broken pipe. Onsite contact 1234568

OOUTTIY; 2V

Work Order

o wo Location Wo Type Vendor Site Contact  Site Contact Phone
DS || e Aeamch Address konaston sis ||| > oiwen Branch Name Number e
.
201112020 e Cushmanand 65 Martin NSW Reactive ACMEDemo  Cushmans
093400 T80 aketield e Place Sydney, 2000 Maintenance Vendor Wakefield TESTAQB DONQTATIEND.
(=] 151012021 Cushman and South Melbourne 99 99 Coventry e Reactive ACME Demo Samantha
181500 TI2068. | | o Coventry St st ::‘" 1205 Maintenance Vendor Wedlock L £ flleas et £ brokan pipe: Closts cuctac 1233687

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.

SSWAP | sists

Work Order

Assign Select Technician

- | |
g wo - ‘ ite Contact Phone
=] Number Client Location umber Des
TZo1 TECH
- Technician Disqualified -5
a L] Department of Education and St Allans East | This technician is uneligible fo be assigned this work order, as they have following missing mandatory competencie torn
L) 11830041 Training “,chool, * Working with children check (WCC) ceili
arr
TEST TECH2
Technician Disqualified
This technician has the following expired competencies, which require updating Al
B * Compstency Other licence or qualification expired at 2019-02-01 pre|
. Department of Education and St Albari . > ~ Ty
me300r .. R JE— Choeeeeem teoas

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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ESWAP Susman s S ncmeviz PLogou
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: -
o 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: -
L 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
& ACME Techt 0411111111 uf No PRA or Permit

The technician is removed.

RSWAP chsumanLy 8 ncmeviz  EPLogon
&
Details

E3 ‘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

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

Expected Rectification: 30/11/2017 11:56:00
2 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:

BSWAP ChsNAMA Lhomevaz - Progout g

WOI‘k Order c: Y Fiter Resuls

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

Unavailable for Response Time
m win Memdnr

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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Decline

Rev No:

Outside of Service Area
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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.

CUSHMAN &
WAKEFIELD

BISWAP |

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’.

BISWAP | WAKEFIELD

a
)

Details

Work erder Number: 9240142
Priority: ® Urgent
E3 Status: Entered - Issued - Permit Approved

Region: -

»

Issue Description: test test fest

Required Onsite: -

Expected Rectification: 28/10/2017 10:27:00
Extended to: -
2 PO Number: 39976290

Site Contact: Tijen Eski

» | T T—————

Client: Cushman and Wakefield

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

PO Amount: $500

Site Cont>~ .xumber: 043/ Yr- 75

Ll @ selectvendor

8 acmevaz  <fLogout

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

Select the Vendor from the list of registered Subcontractors. Note: Greyed out vendors have not completed registration.
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'Vendor Name

From The Billabong

Subcontracting Company Ltd

59543444 - Cushman & Wakefield (Business Acct)

55953468 - 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.

BSWAP | SRS 8 ncmevaz  «PLogout

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: -
Client Site Id: -
@ Issue Description: test test test Vendor: ACME Demo Vendor
Required Onsite: - Vendor Branch: ACME Demo Vendor
Expected Rectification: 28/10/2017 10:27-:00
z Extended to: -
PO Number: 39976890 PO Amount: $500
» Site Contact: Tijen Eski Site Contact Number: 0437 972 055
Select Action -
Assign to: PRA & Permits
‘Vendor: Subcentracting Company Ltd Form Title Submitted At Form Type
9240142 -Pre-Start Risk Assessment 271012017 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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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 Waork Ord

Technician Details

PSWAP st

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

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: AGME Demo Vendor

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

8 acmevaz  <JLogout

Removed vendor successfully.

A
&
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 -

10.3. Work Order History

Client: Aurizon

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

PO Amount: $500
Site Contact Number: 9278 3779

Site Name: North Goonyella Network Corridor
Address: Blair Athol/Gregory to Hay Point
City/Postcode: North Goonyella, 4744

GPS Coordinates: -

Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: ACME Demo Vendor

The work order history can be viewed in the detailed view of the work order. Click on the work order number.

HSWAP WAKEFIELD

w

Details

Work order Number: 9240165
Priority:

Status: Entered - Issued
Region: -

Issue Description: ** TEST
Required Onsite: 01/11/2017 19:30:00

2] Expected Rectification: 02/11/2017 19:30.00
Extended to: -

PO Number: 39976907
Site Contact: Tijen Eski

Select Action >

»

Technician Details
No Assigned Technicians

Client: BHP Australia

Service Type: General Maintenance
Work Order Type: Reactive Maintenance
Glient Ref: -

PO Amount: $500
Site Contact Number: 0437972055

2 acmevaz P Logout

Site Name: Brisbane 480 Queen St
Address: Levels 10-15, 480 Queen St
City/Postcode: Brisbane, 4000

GPS Goordinates: .0000000,.0000000
Client Site Id: -

Vendor: ACME Demo Vendor
Vendor Branch: ACME Demo Vendor

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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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

When a work order is live, this field will be populated like the below example:

PRA & Permits

Form Title Submitted At Form Type
7848538 :Pre-Start Risk Assessment 01/08/2017 14:32:00 PRA
7848538 :Pre-Start Risk Assessment 01/08/2017 14:33:00 FRA
7848538 :Pre-Start Risk Assessment 01/08/2017 14:34:00 PRA
7848538 :Pre-Start Risk Assessment 01/08/2017 02:53:22 FRA
7848538 :Pre-Start Risk Assessment 01/08/2017 02:54:38 FRA
7848538 :Hot Work Permit 01/08/2017 02:56:25 FPERMIT
7848538 :Authorisation B - Permit 01/08/2017 02:56:00 APPROVE

PRA Approve/Declined

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

Name: Kemeny Robern

Email: cwswaptest+robKFM@gmail com
Phone: 0411111111

Role: fm

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

Change History

User Date Time Activity
ACME Tech1 2017-08-01714:32:00+10:00 PRA Pending
ACME Tachi 2017-08-01T14:32:00+10:00 PRA Submit
ACME Tech1 2017-08-01T14:33:00+10:00 PRA Submit
ACME Tachi 2017-08-01T14:34:00+10:00 PRA Submit
ACME Tech1 2017-08-01T14:53:22+10:00 PRA Submit
ACME Tachi 2017-08-01T14:54:36+10:00 PRA Submit
ACME Tech1 2017-08-01T14:55:25+10:00 Permit Submit
ACME Techi 2017-08-01T14:56:00+10:00 Awsiting Permit Approval
ACME Tech1 2017-08-01T14:58:04+10:00 Permit 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.

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.
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Work Order Number Client
‘ Selecta client -
Location Location Address
Location State Work Order Type

Select a State - ‘ Preventative Maintenance -
Vendor Branch Site Contact Name

Select a branch -

1)

ite Contact Phone Description

|
a

1]
o
&

i

o
o
2

ice Type

‘ Of Fermitapproved ‘

o |
o |

Date Created

7]

tart Date Created En

a

ate Onsite

@
Iy

rt Date Onsite

2
i

1t Date Completion ate Completion

a:a
oaono

Assignment Status Assigned To
Select Assignment Status - Select Vendor/Technician -
Priority Region

A |

filter clear close
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.

Bulk Update o & submit

5] wo ) : ! Location Wo Type Vendor  Site Contact  Site Contact Phone !
Date Created Number Client Location Location Address state (RMIPM) Branch Name Number Description
@ Westpac Banki Shop 2062 , Westfield Shopping Cent e Preventat
3010112017 7895585 = pﬁC. anking Cheltenham Southland, o ) E.S el opping Centre Cheltenham réven ative MAINTENANCE -3 MONTHLY
00:00:00 Corporation 1239 Nepean Highway b, Maintenance
Y om0t Westpac Bankin Dandenong Dandenon e Preventaive
7751690 SEBTLA]) 2 g Sh 12314/5 Dandenong Plaza Dandenong, MAINTENANCE - 3 MONTHLY
00:00:00 Corporation Plaza SC, 3475 Maintenance
N sA
] )
< 2092017 Westpac Banking Victor Harbour Shop 254 Shop 254 Vicer Central SC , 77 Tarrens Victor Preventative
00:00:00 glo221s Corporation Victor Central S, Street Harbour, Maintenance 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.

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.
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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:

e Reactive Maintenance Work Order cannot be bulk updated: This work order cannot 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

e “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 be able to view all PRAs,
permits, onsite and closure times for RM and PM work orders. After 72 business hours, the work orders will be removed
from the Vendor’s 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

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 specific work orders:
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8 AcMEVA <[ Logout

Work Order Number Client
Select a client
Location Location Adaress
Location State Werk Order Type

Select a State - Select Work Order Type
Vendor Branch Site Contact Name

@

ite Contact Phone Description

tat

nd Date Created

nd Date Onsite

nd Date Completion

|

@
i
2
@
7

Type

£
@

@

tart Date Created

m

a

@
&

rt Date Onsite:

m

E

Start Date Completion

m

a
it}

Assignment Status Assigned Techs
Select Assignment Status - Select Technician
Priority Region

When you have chosen the categories to filter, click on Filter in the bottom left hand corner to filter to the results page.

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 pending registrations

BSWAP [l S A vnewe: <fLogou

w
TeCh n|c|an S o4, BukUpload 4, AddLicenses Filter Resuits

H Full Name E Email E Confirm Email

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

14.0 Support Function

There is a new Support option for Vendor Administrators within the Web Portal.

Selecting the “?” Support 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.

Uncontrolled copy once printed or downloaded Page 30 of 30



