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O Informal Projects — Mac Fake (5)
O Work Orders — Larry Howell (5)
O FIS Support — Ray Dinello (5)
Q Training — Kevin Zimmer
U Concepts
QRoles (5)
Uinterface (5)
O Work Requests
UProcess (10)
UHands on Practice (20)
U Break (15)
O Project Requests
UProcess (30)
UHands on Practice (50)



® A0S

BMBuilding Operations Management Roles:

Customer

Building Liaison

Department

Financial Account Manager (FAM)
BProject Management Roles:

Project Account Manager (PAM)

Financial Account Manager (FAM)



Your Role (3) Ar(e?mss

BFinancial Account Manager

OPrimary vs. Secondary

OBuilding Operations vs. Project Management

OManaging Account Codes (Banner vs. Archibus)
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remis

e Project: UNCC DEVELOPMENT

Service Reguests:

There are two types of Work Requests: (1) Requests for basic maintenance of the facility to keep
operational and safe and (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.

Semnice Request Tutorial

Project Requests:

This is for major work involving a larger scope than that of a Service Request. Projects often involve maore
than one trade and sometimes outside contractors and suppliers.

Project Request Tutorial

Sign In
Sign in to your personalized list of activities and join the collaboration now.

Enter your user name:

Enter your passwaord:

Forget your password? Click here.

[ Remember my user name on this computer

Sign In |
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B Menus

ARCHIBUS

Hide Mavigator

My Profile

ARCHIBUS
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ARCHIBUS

Current A ctivity

Current Eole

Task List
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Work Requests Ar(e?nss

BThere 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.



Process Overview /SOS
Aremis

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 Approve Work
Approves or Rejects service request. 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 | Edit Account Codes
reimbursable until the service request is complete and billed. | on Work Request
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Problem Type .| Type of problem

Processes:
= Create Worl: Request

) ) ARCHIBUS
O Approve Work Request Create Work Request
[ Edit Account Codes on Work Request Greate Request  [JEEETTN

Processes: -

. = Create Work Request
REFIEII'IE. O Approve Work Request

[ Edit Account Codes on Work Request

Please enter or select a value for the following fields. You MUST enter a value for Requested By,
Phone Number, Problem Type and either Equipment or Building.

Reports:

[ Review Work Request Awaiting Approval

D FE.E"J'iE'r"\' ,:-\” -'r—'\l:ti"."E 'h"'.-'l:rk R.EI:ILIEEtE rle Request Awaiting Approval ‘ -
: ) Active Work Requests Requested for: L |

[ view Billed Werk Requests Ef e e s

Building Code: |

Floor Code: [0

Froblem Type':

Room Code: (237
Division Code*: 1240 Department Code®

€ critical € Routine ® No Urgency

=
|

Requested Completion Date: |

Requested Completion Time: | |

Submit Work Request Reset

Rimm =




M&O Tasks Ar(e?nss

B Routed to Shop Supervisor

B Supervisor determines whether the service request is reimbursable or not.

M Request routed to FAM queue to review accounting information.
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. ARCHIBUS
Processes: Saarch Work Requests

[ Create Werk Request

= ~Approve Work Request fross: |

Processes:

[ Edit Account Codes on Work Request O crest

S : ]
Reports: Reporu:
[ Review Work Request Awaiting Approval e W T “Search Work Requests”
O review All Active Work Requests gection.
O view Billed Work Regquests i 3|

Work Reguests Edit Work Request Details

B Filtering Actions: E i -

_ “Work Requests™
B Request Actions: section.

“Edit Work Request
Details™ section.

" lLocalintranet ENT |



Processes:

[ cCreate Werk Request

O Approve Work Request

= Edit Account Codes on Work Request

Reports:

[ review Work Request Awaiting Approval

[ Review &ll Active Work Requests
O view Billed Work Requests

B Request Actions:

Processes:

Search Work Re

4

Reguasted by:

Ao

Indes/Fund Account
Requasted for

Problem Typs.

E

“Search Work Requests”

section.

Work Requests

Work
Request
Code

gection.

“Work Requests™ |

Work Request
Status

TIssiad and In @

Issued and In P

Issued and In P

Issued and [
Issuad and In P
Isguad and I
Issuad and In P
Issued and In P

Issuad and I

Issued and In P
lssuad and [
Issuad and [n @

Issued and I
Iszued and In P
Issuad and [
Issuad and I
Issued and In @

Issued and In Proc

Issusd and In #

Isswad and In Pr

Issuad and In P
Issuad and |

Issued and In Proc

Issued and In P

Issuad and [

Issiad and In P

Edit Work Request Details

Problem Type: EL-IN-LIGHT

SMITH, DAV

Requested for:

“Edit Work Request

Details™ section.

8. Lecal rtranet

HRirs -

&



M&O Tasks Ag%

® Work is executed

M Time, Materials and other charges are assigned to the work request.
B Work is closed out

B FBO performs the billing
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ARCHIBUS

Processes:

L] Create Werk Request s
radc i |

# Approve Work Request 2 ey

# Edit Account Codes on Worlk: Request

| Review Billed Work Requests ® m &
Filter by Bill Date =

i RAgqusst

Work Reguests . =1
Work

:egue_-jl ;Er:m Requested by Requested for L"F]h@l l}}r B]ll :I::'::—ll-e‘H [

Reports:
O] Review &ll Active Work Requests
= View Billed Worl: Requests

section. pra

EL-OTHER

B Actions:
“Work Requests™

section. : T

Details | - el

- 8 Lexad kranat 1% r
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PROJECT MANAGEMENT AQnS

B 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.



Process Overview (24) Ar(e?nss

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 | PC
Date
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 PC
and Estimate
20 | Assign Estimated Construction PC
Completion Date
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 oM
Amendment
28 | Complete Work Requests M&O
29 | Update Project Progress PC
30 | Move Project to Punch List Status oM
31 | Complete Project OoM




Create Project Request 1/3 (26) Ar(e?né

ARCHIBUS

Request Project -1

Process:

- I | crir roict
= Create Project Request

Process:

[] Edit Project Request
[ Approve or Reject Scope Budget Estimate
O Approve or Reject Cesign and Estimate

ape Gudget Estimate
sign and Estimate

(] Approve or Reject Amendments e
[ Froject Priority List
Reports:

[ Project History
[ Project Priority List

_ The lighter blue tab 1s
B Actions: the active tab.

ferone = [l R B [T T [Hiomm + o
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ARCHIBUS

Request Project - 1 Request Praject - 2 Review Request | Edit Request

Process: Pri : 0000138
= Create Project Request
[ Edit Project Request

Project Account Manager: DINELLO, RAYMOND - 800202255

[ Approve or Reject Scope Budget Estimate Department Code: 13900
[ Approve or Reject Design and Estimate
Approve or Reject Amendments Divisicn Code: L
[ R t A d t: Ci Code: 1240
Reports: Date Created*:
O Project History
[ Project Priority List Project Request Name: Project Request Name

roject Summary: Summary of Project Request.
Building Code~: |
Index/Fund Account*: |

Banner Account Code*: |

Financial Account Manager=: .DINELLC, RAYMOND - 800

. ACtlonS Additional Information: | —_—

Primary

| S R S

Secondary

t Dollar Maximum: (0.00

-]
[ [ [Wd Local intranet H100% v g

Done |

20
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B Actions:

ARCHIBUS

Process:

= Create Project Request

O Edit Project Request

O Approve or Reject Scepe Budget Estimate
O 2pprove or Reject Design and Estimate
[ Approve or Reject Amendments

Reports:
O Preject History
[ Project Priority List

Project Information
Project Request Code
0000139

Request Project - 1 ] Request Project- 2

Project Request Name
Project Request

Project Account Manager:
Department Code:

Division Code:

e Created*:

Project Summary:
Index/Fund Account:
Banner Account Code:
Financial Account Manager:
Additional Information:

ial Information:

Create Project Request

Review Request Edit Request

Project Status Block

Submitted

: FM-335

DINELLO, RAYMOND - 800202255

13900

10/24/2007

October 24, 2007

118100
928350

DINELLO, RAYMOND - 800202255

10,000.00

Dane

[ [ N3 localintranet 0% v g

21



Edit Project Request (32) Ag%

Approve or Reject Design and Estimate Control Code: FM-335

Process:
# Create F’erECt Re q uest :/ /localhost:8888,/ archibus,/z-cust-edit-project-form.axyw - Windows Internet Explore; - |EI|5|
+ Edit Froject Request Project Information B
D B Reisct S Budget Esti t Project Request Code Project Request Name Project Status Block

A - =

FEflartiz ialr ldzzer SEa s g =0 ISedluEz 0000139 Project Request Submitted

Approve or Reject Amendments
Project Account Manager®: DIMELLC, RAYMCMND - 800 -

Financial Account Manager*: |DINELLO, RAYMOND - 800 .-

Reports:
O Project History Primary | _Secondary |
[ Project Priority List

*: 10/24/2007

o
o
m
]
i
ol
m
=}

October 24, 2007

] Project Request Name*: |Project Request
. ACtIOﬂS Department Code*: |13900
Civision Cede*: |1240
Index/Fund Account*: (118100
Banner Account Code*: (528350

Project Summary: |Project Summary
Additional Information:

Special Information:

HEN DN N

t Dollar Maximum: |10,000.00

[~
Done ’_ ’_ ’_ ’_ l_ ’_ |\J Local intranet A0 v g
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Approve/Reject Project Request (46)

Aremls

ARCHIBUS

|
. Projects ~ | Project Request Code Project Request Name Project Status Block . =]
Process: ! Project conror Broject  Project puy | 5017 Froject Aeques Susmeed
= Approve or Reject Project Request —: b el Blotkm | B0 \
o, W | 0 1 + Request Q000126 FM-23S  Project Request Submitted  10/2 -

F .-\p.prn:: Ve F:r Reject Scope Budget Estimate g i s Pl‘O]E&CT Header

D E':ht FLII'IdII'IEI (i | ct Design and Estimate

O Approve or Reject Design and Estimate (] Apprv;or. Fajact Aancmats Project Information

O Approve or Reject Amendments gk

Tjec DINELLO, RAYMOMD - 800202255
ancis DINELLD, RAYMOND - BO0202255

Reports: 4

[ Project History

O Project Priority List P10]eds” section = |
=}

B Actions:
=l
E
=
.2
-]
|
=
H
“Project Information”™
section
|k , .
I .J Local rtranet 1% -

A



Design Services Process Ag%

B Assign Scope and Budget Manager
B Attach Scope and Budget

W Assign Project Name and Number



Approve / Reject Scope Budget Estimate (48) AOS
remis

ARCHIBUS

= | Project Humber Project Name Project Status Block =

Process: - Projects Frolect Hairis = Srofect Stelus Rlock:
[ Approve or Reject Project Request Nomber Code. Project Name N =
= Approve or Reject Scope Budget Estimate ELNS | me33% | PRONCT REQUEST | Scope & Buc

[] Edit Funding /

] Approve or Reject Design and Estimate Project information
O Approve or Reject Amendments

Project Stat

FROJECT REGQUEST

Reports:
[ Project History |
[ Project Priority List “Projects” cection

B Actions:

Project Header

“Project Information™
gection

e Local intranet % =

25
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ARCHIBUS Web Central dows Internet Explorer

Project Documents | 2
Description

Scope and Budget Decument

ARCHIBUS Web Central dows Internet Explorer - O] x|

Project Document | !‘

Cioc

Document: [activity_log-2475-doc.txt |E|

Description: |Scope and Budget Document -

pone =

=
Done ’_ ’_ ’_ ’_ l_ ’_ |\-J Local intranet A0 v g
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Design Services Process Ar(e?nss

M Assign Project Coordinator

B Kick Off Meeting

B Change Project Priority

B Assign Estimated Design Completion Date
B Create Design and Estimate

M Route Project for Approval



ARCHIBUS

P r{:l c E 55: P:]u:::l'ﬂiﬂ“ﬂl Project Date R —
O &pprove or Reject Project Request m:.m_ i P“:"'INOEM“E sk | G ) .
[] Approve or Reject Scope Budget Estimate O ) = == e S
= Edit Funding =
] Approwve or Reject Cesign and Estimate
[ Approve or Reject Amendments s oo -|
=
Reports:
[ Project History
[ Project Pricrity List
B Funds Actions: “Projects” section “Add/Edit Project
Funding” section
Edit
. . . Project Funds
B Edit Actions: ——
et Code “m;' (Total)
928350 18,371.79.| 1537179 M
’—‘-_-_--‘——"‘-—-_____‘_ -
“Project Funds™
section
% Local ntrarmt B -,;

28



Approve or Reject Design and Estimate (53) AOS
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ARCHIBUS H v | m
> ve Projects Design and Estimates
Pr{]CESS: Projects Project Number Project Name Project Status Block =
) Project 07-0000 PROJECT REQUEST Approved Design & Estimate
D Create Project Request _ Number Project Name Project Status Block
; ) Process:
D Edit Project Request [ Approve or Reject Project Request 07-0000 | PROJECT REQUEST | Approved Design & Estit
. . ) [ Approve er Reject Scope Budget Estimate
[ Approve or Reject Scope Budget Estimate 0 Edit Funding
) ) i . = Approve or Reject Design and Estimate -
= Approve or Reject Design and Estimate 01 Approve or Reject Amandmants Project Information B
[] Approve or Reject Amendments Reports: Contral Code: FM-335

[ Project History

(3 Prosect Priority List Project Name=: PROJECT REQUEST

summary: Template

REPBHS: Pry Dollar Maximum: 10,000.00
[ Project History
[ Project Priority List

Project Account Manager: DINELLO, RAYMOND - 800202255

Budget: 12,500.00

timate: 14,687.47

Financial Account Manager: DINELLO, RAYMOND - 800202255
. ACtl ons: Scope Budget Manager: ELSTON, MARISA J. - 800202201
Project Coordinator: ELSTON, MARISA J. - 800202201

Date Created*: 10/24/2007

[e] r 24, 2007
e: 10/24/2007

Department Code: 13500
Division Code: 1240
Index/Fund Account: 118100

Banner Account Code: 928350

PAM Comments:

FAM Comments:

Additional Information:

al Information:

s

=
s

[T [N tocalinkranet [R100% -

29
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Control Co
FM-335
Department Code: Project Account Manager:
10/24/2007 13900 Template DINELLO, RAYMOND - 800202255
October 24, 2007
Building Code: Building Name:
0055 Facilities Management & Police
FI1 Project Sheet
Shop/z Estimated Estimated Estimated Estimated Estimated
39 ON®  pescription Labor Labor Cost of Cost of Total For [+
Code Hours Cost Materials  Contract  Action
Dso0 Design Services Contracts 0 0.00 0.00 5,200.00 5,200.00
HKO0O Housekeeping (Shop 13) 3 53.64 0.00 0.00 53.64
HEROL Recycling (Shop 13) 3 56.12 0.00 0.00 §6.12
Moo1 Electrical (Shop 11) 40 1,031.20 375.00 0.00 1,406.20
Mooz Fire systems (Shop 11) o 0.00 0.00 0.00 0.00
MO04 Blumbing (Shop 12) 0 0.00 0.00 0.00 0.00
MQOs Heating Ventilation and &ir Conditioning (Shop 12) o 0.00 0.00 0.00 0.00
MOQO07 General Services Renovations & Projects (Shop 14) 30 1,996.80 4 0.00 6,271.80
MQOos General Service Key, Locks and Card Access (Shop 14) o 0.00 0.00 0.00
MO0g Grounds & Roads (Shop 15) o 0.00 0.00 0.00
MO13 Zone 1 Maintenance (Z1) 0 0.00 0.00 0.00
MO14 Zone 2 Maintenance (Z2) o 0.00 0.00 0.00
Amendments
Shop/Zone Description Estimated Estimated Estimated Cost of Estimated Cost Estimated Total
Code Labor Hours Labor Cost Materials of Contract For Action
Additional Charges
Shop/Zone Code Description Estimated Total For Action +
Ds00 Design Services Contingency 1,259.78
Ds00 Project Initiation Fee 300.00
Ds00 Project Administration Fee 89.53
Project Total
Estimated Total Project Cost +
14,687.47
-
4 | »

|D0ne ’_ ’_ l_ ’_ ’_ ’_ |\J Local intranet 0% - g
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Design Services Process Ag%

B Create Work Requests from Design and Estimate
B Assign Estimated Construction Completion Date
B Encumber Funds

B Complete Work Requests

B Create Amendment



Approve or Reject Amendments (55) Ar(e?nss

ARCHIBUS

pprove Projects Amendments * m &
FTDCESS: Projects = | Project Number Project Name Froject Status Block |
a7-00a0 FROJECT REQUEST Spprovad Amandmisng
[ Approve or Reject Project Request i:_..".f.ﬁ Profect Name = protuet SUtus
[ Approve or Reject Scope Budget Estimate | 070000 | prosCT REQUEST  Approved Amendment
[ Edit Funding
[l Approve or Reject Design and Estimate T 5
= Approve or Reject Amendments
PROJECT REQUEST
Repﬂrts. sr: DINELLO, RAYMOND - 800303388
[ Project History " : ::u I
[ Project Priority List : ] —
Amendment(s) being
. reviewed.
B Actions: 4
2|
Amegndments
&w Sttt st G bt | S i
de - Hotirs Cost Haterials  Contract  Action
M08 :='=-. 374,40 188,88 Q.00 664,39
[t » -
% J Local intraemt T |

32
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Design Services Project Priority List

Project Control Department | Pr Building e Project Date ]
Process: Priority Code  Code Sl Peparment an e | statusniock || eada | Auliding Nome Description Created  Proj
" o FN.-UU]. 13900 Fac\‘lities Management y C Reiéttéd U&‘JE —"\\.I)(i-hE:“_/ Services EI:H.|dir:|g 7/13, EDD.T STE.PI:
D -':'w.l:l:rc'-.-'E or R.EjEl:t PerEEt R.EqUE':t Process: 0 | FM-0 13900 Facilities Management AVC  Rejected 7/13/2007 | STEPF
= [ Approve or Reject Project Request o| Fru-of} | 13300 Facilities Management AVC  Rejected STEPH
D A " 3 o =+ [ Approve or Reject Scope Budget Estimate o | FM-011\ | 13900 Facilities Management AVC  Rejectsd STEPH
F‘pprc ¢ E Cr R-E']El:t HCCPE EUdgEt E_tln-l atE [ Edit Funding 3 FM-030 13500 Facilities Management C | Punch List ELSTC
D E ljlt FLII'IE“I'I O Approve or Reject Design and Estimate 3 FM-035 \13900 Facilities Management A¥C | In Construction ELSTC
g # Approve or Reject Amendments 3 FM-036 3900 Facilities Management C  FM Scheduling ELSTC
n N . H . 0 FM-037 Facilities Management C  Submitted 0oo4 Atkins ELSTC
[] Approve or Reject Design and Estimate Reports: 5 Fuass Facllfies Management AVC i Scheduing 0955 | Facilties Nanagement & Polce : eustc
" . - " # Project History 1 FM-335 Facilities Management AvC | FM Scheduling 0055 | Facilities Management & Police | Project Description | 10/24/2007 |
# Approve or Reject Amendments o Projct Priority List

Report Control Code should be

# Project Histary used when referencing a
= Project Priority List project_

L | |
Done [ [ [ sJuocalintranet H100% v g
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Design Services Process Ar(e?nss

B Create Work Requests from Amendment
B Complete Work Requests

M Update Project Progress

B Move Project to Punch List Status

B Complete Project



Facility Information Systems points of /}OS
Aremis

contacts:

B Ray Dinello rdinello@uncc.edu 704-687-4680
B John Faison jhfaison@uncc.edu 704-687-2015

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



