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Aremis
Agenda

Informal Projects – Mac Fake (5)

Work Orders – Larry Howell (5)

FIS Support – Ray Dinello (5)

Training – Kevin Zimmer
Concepts

Roles (5)

Interface (5)

Work Requests
Process (10)

Hands on Practice (20)

Break (15)

Project Requests
Process (30)

Hands on Practice (50)
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Aremis
Roles (3)

Building Operations Management Roles:
Customer 
Building Liaison
Department
Financial Account Manager (FAM)

Project Management Roles:
Project Account Manager (PAM) 
Financial Account Manager (FAM)



4

Aremis
Your Role (3)

Financial Account Manager

Primary vs. Secondary

Building Operations vs. Project Management

Managing Account Codes (Banner vs. Archibus)
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Aremis
Starting and Logging in (4)

Address: http://fmbld07.uncc.edu:8080/archibus
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Aremis
Basic Navigation (5)

Menus



SERVICE REQUESTS
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Aremis
Work Requests

There are two types of Work Requests: 

(1) Requests for basic maintenance of the facility to keep operational and safe. 

(2) Billable work that is under $2500.00 and generally involves only one trade.

Examples include: after hours housekeeping, shelving construction, hanging items on walls, 
simple painting, chair and desk repairs, assistance with activities on weekends and 
evenings.
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Aremis
Process Overview (6)

Action Item Menu Item 
1 Create Service Request. Create Work Request 
2 Request is routed to the appropriate Facility Management 

Shop Supervisor. 
 

3 Shop Supervisor will determine whether the service request is 
reimbursable or not. 

 

4 Non-Reimbursable requests are issued and proceed along the 
current corrective maintenance work flow. 

 

5 Reimbursable requests are routed to the Financial Account 
Manager for that Department. 

 

6 Financial Account Manager applies accounting codes and 
Approves or Rejects service request. 

Approve Work 
Request 

7 Request is routed back to the appropriate Facility 
Management Shop Supervisor. 

 

8 Request is then issued and proceeds along the current 
corrective maintenance work flow. 

 

9 Financial Account Manager can edit the accounting codes on 
reimbursable until the service request is complete and billed. 

Edit Account Codes 
on Work Request 
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Aremis
Create Work Request (8)

Type of problemProblem Type
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Aremis
M&O Tasks

Routed to Shop Supervisor

Supervisor determines whether the service request is reimbursable or not.

Request routed to FAM queue to review accounting information.
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Aremis
Approve Work Request (11)

Filtering Actions:

Request Actions:
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Aremis
Edit Account Codes (14)

Request Actions:
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Aremis
M&O Tasks

Work is executed
Time, Materials and other charges are assigned to the work request.
Work is closed out 
FBO performs the billing
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Aremis
View Billed Work Request (22)

Actions:



PROJECT REQUESTS
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Aremis
PROJECT MANAGEMENT

This is for major work involving a larger scope than that of a Service 
Request. Projects often involve more than one trade and sometimes 
outside contractors and suppliers.
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Aremis
Process Overview (24)

Action Item Role Menu Item 
1 Create Project Request PAM Create Project Request 
2 Approve Project Request FAM Approve or Reject Project Request 
3 Assign Scope and Budget Manager OM  
4 Attach Scope and Budget SBM  
5 Assign Project Name and Number OM  
6 Approve Scope and Budget PAM Approve or Reject Scope and 

Budget Estimate 
7 Approve Scope and Budget FAM Approve or Reject Scope and 

Budget Estimate 
8 Assign Project Coordinator OM  
9 Kick Off Meeting PC  
10 Change Project Priority PC  
11 Assign Estimated Design Completion 

Date 
PC  

12 Create Design and Estimate PC  
13 Route Project for Approval OM  
14 Approve Design and Estimate PAM Approve or Reject Design and 

Estimate 
15 Approve Design and Estimate FAM Approve or Reject Design and 

Estimate 
16 Allocate Funding FAM  
17 Finish Design and Estimate PC  
18 Approve Design and Estimate AVC  
19 Create Work Requests from Design 

and Estimate 
PC  

20 Assign Estimated Construction 
Completion Date 

PC  

21 Encumber Funds FBO  
22 Complete Work Requests M&O  
23 Create Amendment PC  
24 Approve Amendment PAM Approve or Reject Amendments 
25 Approve Amendment FAM Approve or Reject Amendments 
26 Allocate Funding FAM Edit Funding 
27 Create Work Requests from 

Amendment 
OM  

28 Complete Work Requests M&O  
29 Update Project Progress PC  
30 Move Project to Punch List Status OM  
31 Complete Project OM  
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Aremis
Create Project Request 1/3 (26)

Actions:
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Aremis
Create Project Request 2/3

Actions:
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Aremis
Create Project Request 3/3

Actions:
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Aremis
Edit Project Request (32)

Actions:
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Aremis
Approve/Reject Project Request     (46)

Actions:
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Aremis
Design Services Process

Assign Scope and Budget Manager

Attach Scope and Budget

Assign Project Name and Number
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Aremis
Approve / Reject Scope Budget Estimate  (48)

Actions:
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Aremis
DOCUMENT Action (61)
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Aremis
Design Services Process

Assign Project Coordinator

Kick Off Meeting

Change Project Priority

Assign Estimated Design Completion Date

Create Design and Estimate

Route Project for Approval
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Aremis
Edit Funding (50)

Funds Actions:

Edit Actions:
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Aremis
Approve or Reject Design and Estimate    (53)

Actions:
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Aremis
REVIEW Action (63)
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Aremis
Design Services Process

Create Work Requests from Design and Estimate

Assign Estimated Construction Completion Date

Encumber Funds

Complete Work Requests

Create Amendment
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Aremis
Approve or Reject Amendments     (55)

Actions:
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Aremis
Project Priority List (59)

Control Code should be 
used when referencing a 

project.
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Aremis
Design Services Process

Create Work Requests from Amendment

Complete Work Requests

Update Project Progress

Move Project to Punch List Status

Complete Project
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Aremis

Facility Information Systems points of 
contacts:

Ray Dinello rdinello@uncc.edu 704-687-4680

John Faison jhfaison@uncc.edu 704-687-2015

Dionte Sims dmsims@uncc.edu 704-687-3891


