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WHAT IS SWAP?

SWAP is Cushman & Wakefield’s Web
Portal and Mobile Application which
integrates safety and asset
management standards

to produce a work order management
solution.

SWAP replaces old paper forms with
one all purpose app that allows
contractors to

Cushman & Wakefield

Receive and
Close Work
Orders
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Manage
Qualifications,
Inductions and

Certification
Expiration
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Complete Pre-Start
Risk Assessments

Assurance that
only Qualified
Technicians
Attend Site

Request Approval
for Permits to
Work

Receive Complete
Service Delivery
Commentary



WHAT DOES SWAP DO?

0Z _ =0

Vendor Admin receives and Technician receive the job The Technician conducts Works are completed on The Technician returns
allocates the job. & checks into the site via PRA and any Permits via site to the SWAP app to
the app. the app. complete their Service
Report & process the
closure

Cushman & Wakefield 4



WORK ORDER
LIFECYCLE

Arrival to Site
Technician arrives to site

Check In to Site
Commence WO in SWAP app

Essential Site Information

Review client specific ESl i.e,
general induction, heritage,
asbestos, safety instructions

Induction

Complete site induction
(where required)

Cushman & Wakefield
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Permit to Work

Apply for a permit to work, if
required, and receive approval in
real time

Pre-Start Risk Assessment

Complete Pre-Start Risk
Assessment for each WO to verify
safe systems of work are in place

Commence Work Order

Work Order

View WO details including priority,
response and rectification times

il — m
M L

Findings

List findings from completed work,
and any hazards, corrective works
or further works required

Complete Work Order
Close WO in SWAP app



VENDOR ADMIN PORTAL VIEW

&% e

My Vendor Admins My Sub Contractor
Admins

01 03 04

Invite & Manage additional Administrators View & Assign all Open work orders which appear in Invite & Manage Technicians Competencies
real time from JDE

02 05

Invite & Manage Sub-Contractors Update their profile



TECHNICIAN ONBOARDING
PROCESS
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WORK ORDER MANAGEMENT

Work Order
2

. Location Wo Type Site Contact  Site Contact
Faenier Client Location Location Address State (RM/PM) Vendor Branch S e

Date Created Description

O Cushman & viC B .
22/07/2026 Melbourne 385 Reactive ACME DEMO Michelle o
g 20502324 Wakefield Pty 385 Bourke St Melbourne, . - This is a test - please ignore.
02:36:00 Ltd Bourke St, 2000 Maintenance ONLY VENDOR Phillips

O Cushman & vIC B .
15/07/2026 Melbourne 385 Reactive ACME DEMO michelle
. 20482802 Wakefield Pty 385 Bourke St Melbourne, . . 9697 5091 this is a test
16:03:00 e Bourke St, — Maintenance ONLY VENDOR phillips

O Cushman & viC B )
15/07/2026 Melbourne 385 Reactive ACME DEMO Michelle o
A 20482685 Wakefield Pty 385 Bourke St Melbourne, ) - 9697 5091 This is a test. Please ignore
15:12:00 Ltd Bourke St, 2000 Maintenance ONLY VENDOR Phillips

13/07/2026 Cushman & Melbourne 385 Az
/07/202 _ Melbour

- Wakefield Pty - 385 Bourke St Melbourne,
Ltd Bourke St

Michelle
Phillips

ACME DE
0 VEND:

This is another test

01 03

Work order details appear in SWAP in real time Users can CSV an export of all filtered work orders

02 04

Vendors can bulk assign work orders Selecting a work order number will load the details page



WORK ORDER DETAILS

Work order Number: 20463953

Client: Cushman & Wakefield Pty Ltd Site Name: Melbourne 385 Bourke St
Priority: ¥ Non Urgent Service Type: Heating, Ventilation & Cooling Address: 385 Bourke St
Work Order Type: Reactive Maintenance City/Postcode: Melbourne, 3000

Client Ref:

Status:

Onsite - Permit Approved GPS Coordinates: -

Region: - Client Site Id: -

Issue Description: this is a test - it is very cold here Vendor: ACME DEMO ONLY VENDOR

Required Onsite: - Vendor Branch: ACME DEMO ONLY VENDOR
Expected Rectification: 08/07/2026 11:04:00
Extended to: -

PO Number: 20000P42001328

PO Amount: $500

Site Contact: Michelle Phillips Site Contact Number: 0407941120

Select Action

Work Order

PRA & Permits

Submitted At

Technician Details

Name Phone Form Title

2 Michelle Phillips 0411115752 PRA Group: 08/07/2026 14:47

08/07/2026 14:47 PRA FORM

Cush



Enter name ta fiter

Technician Name  License Name License # Issue Date  Expiry Date  Country  Region

Greg P Cushman & Wskefield Induction 55115669 Australis

John Smith Contractor Licence 458345234 08/0472018 10/04/2022 Australis

Michelle Phillips

Mot Applicable 30/07/2021 Australis

Prashant Tech EWF less than 11m - Yellow Card Australis

& Wakefield Induction 08/04/2021 Australis

following expired competend

& Wakefield Induction 12345678 0240372021 18/07/2025 Australis wvIC

require updating

* Competr

cy Not Applicable expired at 2018-06

Australis

Other licance or qualification

T Nekef 1 - ctrali vic
Test Tech4 Cushman & Wskefield Induction 23456720 Australis VIC

[Cther Plumbing

nce] Plumber 123456738 1710372021 Australis

Cus

10



TECHNICIAN MOBILE
APPLICATION

EISWAP | dh i
CONTRACTCOR WORK‘@A‘NAGE H

= }‘ =

CHECK IN/OUT \ J | WORKORDERS |

All work orders that have been manually assigned
to the technician by a Vendor Administrator will be
listed here

'

Where an administrator has provided access to all
work orders to a technician, they will be able to
view all active work orders here

Cushman & Wakefield 11



CHECK IN /OUT TILE

ESI: Essential Site Information specific to the account will
appear for review prior to the tech attending site. Techs are
required to review and agree.

12:07

Back SWAP | .ih

Client List
Search

Cushman and Wakefield

Cushman & Wakefield

CUSHMAN &
WAKEFIE

Lo

v

12:01
Back SWAP | il sustns

Site List
Search

@ South Melbourne 99 Coventry St

=

£ SWAP | il sizeas

Essential Site Information

== COVID-19 Notice: There may be restricted access to
some Client work sites, please ensure you check with
your Client Onsite Representaltive.

Do not attend site if you:

* Are feeling unwell with fever, cough or flu like
symptoms, or

« If you have had contact with a confirmed case of
COVID-19 case in the past 14 days, or

= If you have visited or transited through an identified
COVID-19 higher risk country (defined by the
Department of Health) in the past 14 days.

All required inductions must be completed with any site
specific risk information reviewed prior to the
commencement of work. Ensure any risk registers and
hazardous malterial registers are consulted prior to works.
Pre-start risk assessments of the work area and work
activity must be completed (e.g. JSA, JSEA, Hazard
Prompt, SWMS etc). Where a permit to work is required,
follow the existing process for submission and approval
for the site.

| AGREE

12



WORK ORDER VIEW

Technicians can view all work orders similarly to the web portal,
first as a summarised list, which provides more detail once a

work order is selected

O Priority: Routine

2 Hoating & Air Con - General
WO#: 14207294 PO: 20000P40755099

Cushman and Wakefield

© south Melboume 99 Coventry St
99 Coventry S1. South Melbourne, VIC, 3205

30/06/2020 16:24:00
F ( t

10/07/2020 16:24:00
Description: T

O Entered - Issu

Cushman & Wakefield

£ SWAP | sz

Routine

Work Crder Number: Work Order Type:
WO 14207294 Rea A

Client Referance:

Service Type:

PO Numbar:

Required Onsite:

Date lssued Completion Date:

A

Descripticn

Cbservation Wheel W - w oy == ) w w
99 Coventry St 7 Velbourne Gardens g | -
99 Coventry St, Southbank VIC 3006 oclio n b o
o ) [ ka Skydeck g
South Whaef o, tehmend
fes ¢ Bridg = : / : 2 '-;a"?.-erw, Street @
g | g @ oA Gremorne om B

START JOB

2 SWAP | s

Work Orders

riority: Routine

Customer

ist
Mabile Number
»‘-mdrf,-(&
GPS Coordinates:
)
Facility Manager-
[.n.\aw

ah ke

Mobile Number

99 Coventry St

Requested by

wow
Fitzroy

Melbourne Gardens
Q

a Skydeck

¥ gl i

Sauth Wharf €9 i | o
' 99 Coventry Street
@ Southbark

Cremorne

START JOB

Site Detads



FORM REVIEW

Technicians can access a PDF copy of all forms & files attached
to a work order, directly via the app.

4 SWAP 2:53 pm Thu17 Sep w 4G 73%mm

M & swapuat.tiks.com.au T+ O

2:52 pm Thu 17 Sep v 4G 73%mm |
BACK EYSWAP | il sizes

Work Orders

Work Details Site Details

Pre-Start Risk Assessment v1.1 CW Demo
465249806104002 0312345678
7/9/2020 11:03 AM 20000001 :South Melbourne 39 Coventry St

14207340 Cushman and Wakefild

demova@gmail. com w pt Test -

Site Induction completed/Essential site information reviewed  Confirmed
andior site access permit completed

PRA Group: 07/09/2020T11:03

00. Authorisation - PRA and Permi

PRA Group: 07/09/2020T10:59

ndard - Pre-Start R Inductor's Name: (site representative)

Are you undertaking maintenance aclivity?
Are you undertaking high risk activity?

PRA Group: 02/09/2020T12:29 Are you required o complete a pre-start risk assessment by the
sile controller?
tandard - Pre-Start R >
® All workers are competent to partorm their assigned tasks
and have been consulted in the safe work method, the hazards
and controls and agree o the approach for warks?

w w
Fitzroy

™
Melbourne Gardens
0]

99 Coventry St Worker 1 Name

99 Coventry St, Sout

8 1
L

Worker 1 Signature

Worker 2 Name

Richmond
a
W | South Wharf €@ M1 ] @ a8 @ Worker 2 Signature
st Gate Br ~ 99 Coventry Street a |
@ Sout" e, oy Burnley Worker 3 Name
TS Port
%0 Melbourne _opd South a? Worker 3 Signalure
wiamet® @ Melbourne @
>0 @ D | Worker 4 Name

Prince

South Yarra

Toorak ¥ Worker 4 Signature

Port : K
' M(.:m,m,.‘(.@ Prahran Mark a
Beach 5 |

a Map Data

® 1. Has the work activity and work area been reviewed, with
all hazards, essential services, and environmental impacts
identified and controlled within the work method (e.g. JSEA,
SWMS, efc.)?

List SWMS/ISEA reference number

Note: If the technician is required to check out of
site, or to resubmit a PRA/Permit, they can do so

via the m menu

® 2. Asbeslos register has been reviewed?

® 3. Are all hazardous manual tasks (fting, pushing. pulling.
repetitive movement efc.) identified with controls in place?

® 4. Al tools, plant, PPE and equipment is maintained, tested
tagged and fit for purpase as required?

Cushman & Wakefield



PRE-START RISK ASSESSMENTS

This video highlights the process of a technician completing
their PRA via the SWAP app.

When commencing a work order, the technician will be required to
complete a Pre-Start Risk Assessment.

The PRA form is dynamic, and will present slightly differently depending
on the types of work being completed

Cushman & Wakefield

r—

CONTRACTOR WORK MANAGER

(>

CHECK IN/OUT

WORK ORDERS

15



10:13
Back SWAP | il s

Standard B - Pre-Start Risk Assessment v1.5

PERMITS

This video highlights the process of a technician completing a
Permit

8c. Upload photo of SWMS, JSEA or work
instruction relied upon for the works being

performed

(©) Take Photo

9. Do you require a permit for any of the high risk

activities below *

Where a technician selects that a permit to work is required, the Permit Yes
form will be displayed immediately after the Pre-Start Risk Assessment NG
is submitted
Asbestos Disturbance or Removal (Permit)
Entry to a confined space (Permit)
Each Permit type within SWAP has their own unique form to be Excavation or Trenehing (Parmib)
completed

Hot Works (Permit)

Isolation of services/energy sources (e.g. gas,

Facilities Manager review & approval will be required on Permit forms, elocailcal giater i 2 paliment et HESRMY

either directly in the app if onsite with the technician, or remotely via the Roof Access (Permit)
SWAP portal

Work at Height (Where there is a risk of falls,
falling objects or fall protection is required)

Cranes and/or Lifting/Rigging operations
Work Orders will be placed on an “Awaiting Permit Approval” status until

. . Demolitio
the FM review is complete. emeren

Cushman & Wakefield



SERVICE REPORTS AND
WORK ORDER COMPLETION'S | WorkOrders

Here we see the process of a technician closing out a work * s
order upon completion

OFPriority: Urgent

Work Order Number: Work Order Type:
WO 20123954

Reactive Maintenance

Service Type: Client Reference:

Heating, Ventilation &

Technicians will first need to either attach a copy of a pre-filled Service
Report, or manually fill in the works completed & attach photos from

. . . Cooling
prior to work commencing and after work completion

PO Number:
20000P41907153

Status:

Entered - Issued - Permit

The technician may then be required to complete an asset review,
depending on the type of work being completed, before filling out the
additional findings screen.

Approved

Required Onsite: Vendor Name:
ACME DEMO ONLY
VENDOR

Where required, the technician is able to back date their onsite and

. . Date Issued: Completion Date:
completion times.

28/05/2026 29/05/2026
14:19:08 14:19:08

Completion data is set back to JDE in real time, along with the
technician's commentary.
All closure data and forms are visible within the SWAP portal.

Description:
test

COMPLETE JOB

Cushman & Wakefield



WHAT IS CAPTURE? —

6

CushWake Capture is a platform
designed to centralise the management

of work order documentation. The Integrates with other

system provides a secure portal to C&W platforms
upload and access all documents
relating to a work order.

 e—

Centralised Portal Allows users to

for Documentation ‘é‘ -|'| provide additional
=\/ \ documents

Provides users a
Centralised Location to
View and Download
Cushman & Wakefield Documents -




CAPTURE REGISTRATION
PROCESS

%4

Welcome to

Cushwake Capture

First Name *

John

Email Address * Mobile

Office Phone

Once registered, if required your access request will be sent for
approval.

To register for CushWake Capture, simply head to the web portal &
enter your email address. If the system recognises that you are not yet
registered, it will take you to the registration page as seen below.




CAPTURE PORTAL CAPABILITIES

CW Capture = Work Orders @ ACME Demo

¥ More Filters (

—,
\ Saved Filters ~ )
A

@ = Work Orders

Documents

16 columns selected

Work Order # 1| Client T] Assigned Vendor T| Purchase Order# T|  Property T]| Service Type T] Fault Type T| Priority T| Date Rej

2005256 - National 55
Australia Bank Vendor

7 - ACME Demo

»
o
5
|
{¥=]
v
[s-]

Reactive Maintenance Request Created 052560P41552629 - Cleaning General Clean Required 5 - Routine 18/11/20

2005256 - National 6327 - ACME Demo
Australia Bank Vendor

w
o
1

71966 Reactive Maintenance Request Created (052560P41552628 - Cleaning General Clean Required 5 - Routine 18/11/2C

2005256 - National 6327 - ACME Demo
Australia Bank Vendor

w
L=
3
|
w
[=2]
8]

Reactive Maintenance Request Created (052560P41552626 - Cleaning General Clean Required 5 - Routine 18/11/2C

2005256 - National 5546327 - ACME Demo
Australia Bank Vendor

P
=]
-
o
@
=1

Reactive Maintenance Request Created (052560P41552625 - Cleaning General Clean Required 5 - Routine 18/11/2C

National

01 03

Upload Documents against work orders Create & Save Custom Filters
View & Update the metadata for Existing Re-arrange columns to suit your workflow

Documents



UPLOADING & VIEWING

DOCUMENTS

CW Capture = C @ Nathan Massouris

B = Work Orders ‘

Documents

16 columns selected

Actions Work Order # T| Type 1| Status 1| Client 1] Assigned Vendor 1|  Purchase Order# 1| Property T| Service Type T Fault Type T] Priority T] Dat

AE Demo ilation &

19026628

Maintenance

5002999 - ACME De

Vendor

ntenance Cancelled

ME Demo &

Ma

Approved

AE Demo

Heating, Ventilation &

aintenance old -L

50029¢

Vendor

Ventilation &

ME Demo

ntenance

0 - Cushman 5002

AE Demo

020000P415

PP PP PP

and Wakefield Vendor

5002999 - ACME Demo Ventilation &

Vendor

Urgent 08,

5002999

Vendor

Cushman & Wakefield

21



ADDITIONAL FILTERING

OPTIONS & TABLE
CUSTOMISATION

Actions Work Order # T

 Saved Filters = )

¥ MoreFiters 1§

19026628

®

16 columns selected

P
-]
g
oo
g8
n

1 Priority 1| Date Reported |

C 4
o
s}
v
N
~
v
@

4-P4 - Important

©
o
@
~
3
o
I3
co
o
v

- Routine

@

5 sy 4 >
18933809 L 3 - Urgent 06/11/2024

- Urgent 18/11/2024

ﬁ
o
e}
w
w
0
w
o
w

e 3 - Urgent

- Urgent

| o
@
[s:]
o
o
[*2]
<o
~
w
)
]
R
~
5]
]
R
n

/10/2024

©
0
O
B
w
(Ve]
J
&
N
o
N

01

Actions

C N AN AN AN AN AN AN

Filter Columns using the Search option

02

Additional Filtering Options

= Work Orders

Work Order # |=

18943975

18933930

18933809

18877068

18856255

18835687

Type T}

Reactive Maintenance

Reactive Maintenance

Reactive Maintenance

Reactive Maintenance

Reactive Maintenance

Reactive Maintenance

Reactive Maintenance

Reactive Mainten -
Comprehensi

Status T]

Request Created

Cancelled

Approved

Cancelled

Cancelled

Cancelled

Cancelled

Cancelled

03

Re-arrange columns to suit your workflow

04

Save your filters for next time

Filter Name *

6 columns selected

Create New Filter Query

WO's Missing Documents

Filter Type

Work Orders

columns selected

Create Mew Filter Query

Create New Filter Query

WOs Missing Documents

-~ ~
( Cancel )
e /




CUSHMAN &
WAKEFIELD

Contact Information

If you are having issues using the SWAP Portal or App,
go to the SWAP Vendor Engagement Portal to check the
FAQ section to see if your query can be resolved.

If your query cannot be found, please contact:
Email: AU.Application.support@cushwake.com. For
technical enquiries please call 1300 149 286 (Press
Option 1)

ABOUT CUSHMAN & WAKEFIELD

Cushman & Wakefield (NYSE: CWK) is a leading global commercial real estate
services firm for property owners and occupiers with approximately 52,000
employees in nearly 400 offices and 60 countries. In 2024, the firm reported
revenue of $9.4 billion across its core service lines of Services, Leasing, Capital
markets, and Valuation and other. Built around the belief that Better never settles,
the firm receives numerous industry and business accolades for its award-winning
culture. For additional information, visit www.cushmanwakefield.com.

©2026 Cushman & Wakefield. All rights reserved. The information contained
within this document is gathered from multiple sources believed to be reliable. The
information may contain errors or omissions and is presented without any
warranty or representations as to its accuracy.

Better never settles
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