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1 Overview

Archibus is the web based application used for space planning, realestate and work requests. La Trobe University staff
are also able to use ARCHIBUS to access University floor plans, space information and receive real time updates (via

email) on the status of work requests.

1.1 Archibus Modules

Archibus modules available at La Trobe University include:
e Building Operations
e On Demand Work
e Preventative Maintenance
e Real Estate Portfolio Management
e Lease Administration
e Cost Administration
e Space Planning and Management
e Space Inventory & Performance
e Personnel & Occupancy
e Space Chargeback (currently not utilised)
e Asset Management
e Asset Management
e Furniture & Equipment Management
e Clean Building
e AutoCAD & Revit Extension
e GIS
e Mobile

1.2 Levels of Access
Archibus access works by assigning each user to a ROLE. The ROLE determines what level of access a user will have and

hence what actions they will be able to perform in Archibus (and what menus they will see when they login).

Most users will be assigned to the LTU WR ALL STAFF ROLE. Unless you have previously been approved for access to a
different role, your access will by default be associated with the LTU WR ALL STAFF ROLE. This ROLE lets you create/view
work requests and view floor plans. If you wish to confirm what ROLE you have been assigned, click on the icon in the
top right corner of your Archibus screen when you first login. This will show you your assigned ROLE. Table 1 below lists
some of the ROLES used in Archibus. There are other ROLES besides those listed in Table 1, so if you check your ROLE
and find it is not one of the ROLES listed in Table 1 then it would mean that your user-id was assigned to another ROLE
at some point in the past to enable you to undertake specific tasks related to your job function.
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Figure 1 — Role Identification
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Role Description

LTU WR ALL STAFF (Service Requests)

Used by most LTU staff (non-1&0 staff). Refer section 4.1.1 below.

LTU WR SUPERVISOR (WR Supervisor)

Used by LTU 1&0 Supervisors

LTU WR CONTRACTOR (WR Contractor)

Used by NON LTU I&O Partners

Table 1 — Role Descriptions

1.3 Work Request Process Flow

Email sent to
requestor

Request raised
and submitted
to Infrastructure
and Operations
Service Desk

Request
reviewed by
confirming
assignment of
request

Service Desk and
assigned to a
coordinator

Figure 2 — Work Request Process Flow

2 Logging On-To Archibus
2.1 Workplace Portal

Request
assessed and

assigned to a
contractor to
complete works

https://archibus.latrobe.edu.au/archibus/workplace/

Contractor
completes work,
adds notes to

work request
and completes
work request on
ARCHIBUS

Email sent to
requestor

confirming work
has been
completed

Users (Non LTU Business Partners refer to Section 2.3) in the first instance should login to Archibus via the Mobile friendly
Workplace Portal. The Workplace Portal is easy to use and is ideal for submitting work requests. In addition to providing
a streamlined efficient interface, the mobile friendly layout makes it ideal for using your mobile device while away from

your desktop computer to:

e submit a work request,

e check on the status of a work request, or

e add a comment into a work request.

Archibus User Guide
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Note: If you are raising a work request on behalf of someone else from your computer/device but you want their name

to be recorded as the requestor, you will need to use the Web Central Portal as the above Workplace Portal raises the
request by default under the user-id of the person currently logged into the computer/device.

2.2 Web Central Portal
https://archibus.latrobe.edu.au/archibus/

The Web Central Portal (Desktop Only) is available for those users needing to submit and manage more complex issues.
This portal is mainly used by Infrastructure and Operations (I&0) staff or other La Trobe University staff that have been
assigned additional access privileges for conducting a more comprehensive set of tasks than those available through the
Workplace Portal.

2.3 1&0 Partners (eg. External 1&0O Contractors)

https://archibus-external.latrobe.edu.au/archibus/

Company ABN details in Rapid might include some letters at the end of your ABN number, hence the reason you need to
make sure you are logging in with ABN detail as specified in Rapid.

2.4 Setting a new password
If you need to create a new password, click on the “Forgot Password” label as shown in the below screenshot. This will

send a link to your email address. Click on the link and follow the prompts.

Connect English (Australiz) Bl
. ] v

SCOZENS

Remember Me Forgot Password?

OR

[ Log in as Guest }

3 Archibus Workplace Portal (Mobile Friendly)

https://archibus.latrobe.edu.au/archibus/workplace/

Archibus allows you to access the Work Request System via the Workplace Portal. This is ideal also if you are wanting to
use your mobile device to submit a work request while away from the office, check the status of a request, or add
comments into a request.

3.1 Workplace Portal (Desktop)
After logging in to the Workplace Portal from your desktop/laptop computer you will be presented with the Workplace

Portal Dashboard as shown in Figure 3 below.
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Figure 3 — Workplace Portal Dashboard (Desktop)

3.2 Workplace Portal (Mobile Device)

If you are using your mobile device to access the Workplace Portal, you will be presented with a mobile friendly
dashboard. This dashboard might provide a message like the one shown below in Figure 4 giving you the option to open
the workplace portal through the Archibus Workplace App instead. We recommend closing the App message and
continuing to use the mobile friendly web address provided above for accessing the Workplace Portal. To close the App
message, press on the X symbol on the left of the device screen as shown in Figure 4 below.

{} @ aslatrobeeduau &

ot

X & \ Workplace CPen i EpR
* LA TROBE
UNIVERSITY

v

o]
=

Services My Requests

Press on the X symbol fo
close the "Open in app”
message and conlinue using
the mobile friendly web
interface.

People & Places

Find people and places using your
building floorplan.

Figure 4 — Workplace Portal (Mobile Device)

3.3 “Get Help”

To raise a service request through the Workplace Portal, click on the “Get Help” tile shown in Figure 4 above.

3.3.1 Select the Problem Type

After selecting “Get Help” to raise a service request you will be presented with a new screen as shown in Figure 5.
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MAINTENANCE CLEANING AND WASTE

KEYS AND LOCKS PLUMBING

p your request.

Selectthe “Problem Type"
PORTERAGE AND REMOVALS specificto the issue you are
raising awork requestfor. The
“More Services" menu option in
the bottom right corner will take

ey T |additional"Problem Types*(e

ifyou can'tfind the "Problem
GROUNDS AND TREES /

Type” specificto yourissue on
MORE SERVICES

ELECTRICAL

FIRE SAFETY

this page).

HEATING AND COOLING

OPEN ARCHIBUS WEB CENTRAL

J
0000

Takes you to additional Problem Types if you cantfind
s yourrequest from thi
page.

Tryouwish o open the “Web Central
Portal” from within the "Workplace

Portal” then select this menuitem.

Figure 5 — Get Help — Select Problem Type

3.3.1.1 Problem Type — More Services

The “More Services” tile in the bottom right corner of Figure 6 gives you access to additional Problem Types not listed
on the current screen.

# tﬁ IERRCS,IEE More Services cancel

All Services > More Services 1

UPDATE OFFICE LOCATION

<>
ACCESS CARDS AND CARD ACCESS (BUILDING/FLOOR/ROOM)
)
5

(&

Hug DRAWINGS AND MAPS E FACILITIES SYSTEMS
. LIFTS @ PAINTING
PARKING VOUCHERS % PEST CONTROL
PROJECTS @ SIGNAGE
HARD RUBBISH AND E-WASTE
N

Eure 6 — Get Help — Problem Type — More Services
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3.3.1.2 Problem Type - Keyword search
If you are unsure of what Problem Type to select for your service request, you can use a keyword search in the search

box and Archibus will try to help you find the correct Problem Type to select. Figure 7 shows an example of using the
keyword search feature.

4 LATROBE
= GNIvERSITY cancel

Q power
By searching for a keyword that relates to the issue you are
reporting, Archibus usesits igentsearch ilities to find

the appropriate "Problem Type" for yourissue. In this case

searching for the word "power” identified a "Problem Type" of
"ELECTRICAL". You can now select this "Problem Type" if you
ELECTRICAL think yourissue aligns with this *Problem Type".

Figure 7 — Get Help — Problem Type — Keyword Search

3.3.1.3 Web Central Portal Access
To start the Web Central Portal for access to more sophisticated Archibus tasks, click on the tile called “OPEN ARCHIBUS

WEB CENTRAL” in the bottom left corner of the screen as shown in Figure 14.

3.3.2 Request Details & Location
After selecting the appropriate “Problem Type” for your request, you will be presented with a new screen (Figure 8)

where you will need to populate your request details and location information.

Electrical: Location

Create a Request

Enter iption ofwhatthe pi q
isabout. Provide enough detail to make sure
thatthe people receiving/allocating and
responding to yourrequestfully understand the
issue and the location of the issue.

Location detailsis by default populated with the
location information of the user creating the

request. Update this information that best
E / identifies the location of the problem
First Floor X v

You canalso setthe location by clicking the
location icon and selecting a location from the
floor plan (See Figure 3.12b)

Figure 8 — Get Help — Request Details and Location
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Select Location

I} Campus Services 1 (1:0) - Floor 02
Buikings

01

Floar

iz
{ Ty
@ | = Selectthelocation nf|{|eis?ue_?nd|hendid(nn'Sele(i
. e L/
Figure 9 — Get Help — Select location via floor plan
FIELD ‘ NOTE
Request description A description of the problem that has been identified. Please be as
descriptive as possible.
Building The building that the request relates to. PLEASE COMPLETE THIS FIELD
Floor The level that the request relates to. PLEASE COMPLETE THIS FIELD
Location The room that the request relates to. PLEASE COMPLETE THIS FIELD
Specific Location If the building, level, and room information are not sufficient to describe the location of
the problem, please provide addition information here.
Equipment Leave this field blank.

Table 2 — Field Descriptions

3.3.3 Add Photos & Submit request

After completing the request details and location section, you have the option to add any photos applicable to the issue
being submitted. Only add photos if it will add value to the request, otherwise you can skip this step and click “send” to
submit the request.

Electrical: Photos

Upload Photes You have the option to attach any photos

//— applicable o the issue

"Requestor phone” will be populated by defaultif
the phone numberis available in the system

already, otherwise you can populate this field
/ manually
v
Click"Send" to submitthe request

Figure 10 — Upload Photos
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After clicking on the “Send” button the request will be submitted, and you will receive the following message.

Return to Workplace Portal main menu

Service Request has been created.

GOTO MAIN

Figure 11 — Submitted Request

After returning to the Workplace Dashboard, you will be able to see you submitted request in top right corner of the
screen.

Requestnow visible. You can view your request by
clicking on the requestin the right panel

s

People & Places [+ ] Get Help ®

Electrical

Find people and places using Browse |80 senices and submita
your building flaorplan.

reaues
m SEQUEST

Figure 12 — Submitted Request Now Visible in System

3.3.4 What Happens to my request now that | have submitted it?
Once you submit your Service Request the “Infrastructure and Operations Service Desk” will review your request and

allocate it to the appropriate resource(s) for actioning. If you would like to get a better understanding of how the 1&0
Service Desk handle your request after you submit it, then you should refer to “Section 4.4 Managing Work Requests”
Which gives an overview of the “Infrastructure and Operations Service Desk” function and the Work Request Lifecycle.

3.3.5 Adding Comments & Activity History
Work Requests can be updated with comments by all users that have access to the request. The Comments and Activity

Section of a Work Request is where you can see what is happening with the request. Comments are monitored by the
I1&0 Service Desk who respond to any questions as required. The “Comments Section” allows you to communicate with
the people involved with the request while the “Activity” section allows you to see the history of the request, and what
has happened to the request since it was submitted.
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Electrical Close

Work Request #349206 COMPLETED

Electrical

........ Activity’
"All Activty’
happenedtothe request (including comments) Requested Scheduled Completed

1171072022 11/10/2022 11/13/2022

esariptio

Power point in South West corner of CS1 Level 2 is not working. (Electical)

Campus Services 1 (80)

02

W202-12

Al Actvty

Comment. Comments are monitored by the 180 Service
Desk andwill be responded to as required.

Edit Delete Comments

Figure 13 — Adding Comments & Activity History

3.4 “People & Places”

The “People & Places” feature in Archibus allows you to search for people. places (building, rooms), department or
equipment using your building floor plans.

Selecting the “People and Places” tile from the Workplace Portal Dashboard (Refer Figure 14 — Workplace Portal
Dashboard above in section 3) brings you to a screen like the below. The default floor plan displayed will be the floor
plan of the location currently assigned to your employee id (username) in Archibus.

2 LATROBE

. UNIVERSITY

piece of equipment.

Use the "Search” window to search for a specificemployee, space (building, room), depariment or ‘

By defaultyour current
location floor plan will
display on the screen.

Return to home screen

Rooms are
highlighted in diagram
as per legend

Zoomin and outof plan with
‘Your mouse or use below key
options

150 Hotrgn St 85

Display/Hide
Legend

You can s the keys CTRL+ALT +/- to 300 in/out and CTRL+AIT + 111K 0 pan lefiright/ue/down

ot tasing

Figure 14 — People and Places - Layout

3.4.1 People & Places - Searching

When using the Archibus intelligent search capabilities, the application will narrow your search down as you type more
information into the search box.
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NATIVE FISH AUSTRALIA {VICTORIA) INC.

BILLARD LEECE PARTNERSHIP PTY LTD

SHERWOOD CONSTRUCTION SOLUTIONS PTY LTD

SHREDXPTYLTD

O'Shea Plumbing

Shell Energy Retail Pry Led

At0BROWN

Casual Academic

Ashiey Thomas
Consitantiagensy Dther

Ashii Roberts
Grauate Resaarcher

AshtynWiliams
Coorginator, Acasemic Senveas (Gt

Showing first

Figure 15 — People and Places — Searching (Part 1)

s LATROBE
2 Ghiversity

Shane Cassar
Casual Academic

Shane Cozens
Faciias Systams Coonginator

Figure 16 — People and Places — Searching (Part 2)

181444408 students airobe edu.au
Phone unavaiiabie

1&O g operations

Cancel

In this example | am looking up the name "Shane Cozens™. As | begin typing the firstiwo letters of the
firstname, Archibus displays a number oftabs across the top of the page asithasn'tbeen able fo
narrow the search down at this point.

>

Phans unauaiiabie

president@nativefh.asn au
6117415765

info@bip.com.au
61396565000

lia@scsalutions com au
51416257561

preesikalragsnred.xcomau
61393145007

enquiries@oshesplumaing comau

info@efinsnop com au

EnizmzETE

retailadmingermponer comau
ez

‘shley brown@laoe eduau
Phone unavallabie

shley thomasiglaobe esuau
Phane unsuaiiabie

shlroberts@latrobe esua
Phane unsuaiiabie

ashynviliams@iavase esusu
6139708772

Lacation unsvailabie

UNKNOWN
Loaron unsvailabie

UNKNOWN
No Site No Buling Assigned

UNKNOWN
Locarion unavailabie

UNKNOWN
Loaton unsvailabie

UNKNOWN
Locarion unavailabie

UNKNOWN
Locasion unavailatie

UNKNOWN
Locasion unavailatie

Law Melbourne
Na Sie No Building Assigned

Bxec D Infra&Ops OfFf
NoBuilding Assigned

raduate Researen School
NoBuilding Assigned

Acacermic Services -2.20
360, Calling Srese,Lavel 202

Q shaned

s cassar@latrobe eduau
Phone unavaiiabie

scozens@latrobe eduisu
61384758515

Living Well
NoBulding Assigned

120 Metarplan Sust & Sy= - W201-6
Campus Services 1 18.0)-02

0000000000000

<

Cancel

is "People”.

As more letters are entered into the Search Box Archibus namows the search
down._ Atthis pointitknows the information relates to a name and so eliminates
the tabsacross the top thatare no longerapplicable. Now the only tab that shows
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Employee information and

currently assigned location \\ Shane Cozens
Facities Systems Coordinator

Building CS1; Floor 02; Showing SCOZENS; In Room W201-6. To book a room on this »
floor, use the button above. 5 CTRLOALT » 30 CTRL ALT LK to pan et/ right/up/Gown

Figure 17 — People and Places — Searching (Part 3)

4 Archibus Web Central Navigation and Common Tasks

Figure 18 below outlines how you can navigate yourself around the Archibus Web Central Menu System.
Clicking on a task within each menu bucket will direct you to another page within the same browser window.

A Archibus Home Return to your home menu. HMIREBE 9 @ -

& Home

Ifyou can these dots at

the bottom of a menu it Building Operations
means there are
additional menus e el

available behind the
currentmenu. Clickon
the dot so thatitbecomes
filledif youwish o access|
those additional menus.

Second menu will show

(see below image) once

the dotis clicked on and
becomes filled.

8 v

(dotis filled in) [= [

Current menu selecled

Search for a particular menu ilem
by typing key words

Capital Projects

Create menu shortcuts by adding menu
tasks to your Favourite Folder (refer to
Favourites Topicin Section 2 of this Guide.

Figure 18 — Menu Navigation

A Archibus Floor Plans by Room Category and Type SYLATROBE ) o5 @ ..

UNIVERSIT

Filter  Show  Clear

Cli ion

of
your to your favourites
folderin the left column for easy accessin

Select Floor Generate PDF

» 200€ £ ShowLabels: RoomType v

> ABHH
3

- A

Figure 19 — Favorites — create shortcuts for your menu items

https://help.archibus.com/user _en/Subsystems/webc/Content/gloss/core/my favorites def.htm
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My Favorites

A customized list of views that display in the "Favorites” list in the sidebar navigator. Use My Favorites to access frequently-used views without drilling down through the Navigator, or to access a customized view.
You can create a My Favorites list by clicking the Add to My Favorites button on the current view. This button is located in the upper right corner.

9@

4.1 Web Central Dashboard

Depending on what ROLE your user-id has been assigned will determine what type of Dashboard you see when first
logging into Archibus. Dashboards specific to the ROLES identified below:

e “LTU WR ALL STAFF” ROLE (LTU standard Archibus User) (Refer Sec. 4.1.1)
e “LTU WR SUPERVISOR” ROLE (LTU I&0O Staff - Supervisor) (Refer Sec. 4.1.2)
e “LTU WR CONTRACTOR” ROLE (Non-LTU Staff — 1&0 Partners) (Refer Sec. 4.1.3)

4.1.1 “LTU WR ALL STAFF” ROLE (LTU standard Archibus User)

The majority of LTU users will see this dashboard when first logging in (unless their user-id has specifically been assigned
to a different ROLE). This ROLE lets you create/view work requests and view floor plans.

A Archibus Home & SATROEE @ @

{2 Home

Floor Plan Information
£ Search
Building Operations Floor Plans

Yy Favorites

Get Help View and Print Floor Plans
Maintenance Console View Floor Plans
View/Highlight Lecture Theatres
View/Highlight Meeting Rooms
View/Highlight Labs

View and Work With
Service Requests

Figure 20 — Web Central Dashboard (LTU Standard Archibus User)

4.1.2 “LTU WR SUPERVISOR” ROLE (LTU I&O Staff - Supervisor)

This ROLE gives you control to manage work requests assigned to you as the Supervisor. You can allocate work requests
assigned to you as the Supervisor to other parties for actioning (e.g., Business Partners).
o Ifyou can these dots at

the bottom of a menu it

means there are \

additional menus
available behind the

Building Operations

Second menu will show
(see below image) once
b the dotis clicked on and
currentmenu. Clickon becomes filled.
the dot so thatitbecomes
filledifyouwish o access|
those additional menus.

Current menu selecled
(dotis filled in)

Searchfor a particular menu item
by typing key words

Create menu shortcuts by adding menu
tasks to your Favourite Folder (refer to
Favourites Topicin Section 2 of this Guide.

Figure 21 — Web Central Dashboard (LTU 1&0 Staff — Supervisors)
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4.1.3 LTU WR CONTRACTOR ROLE (Non-LTU Staff — 1&0 Partners)
This role allows 1&0 partners to view and update work requests assigned to them as a craftsperson.

27 LATROBE 5 g

L 7
Archibus Home Raise a Service Request X GNIVERSITY
Floor Plan Information

@ Home
‘___/__—I Hazardous Materials Information
Floor Plans HAZMAT Assessment View

a View Floor Plans

(= [ p—

D search

Building Operations

¢ Favorites

&, Hazard Abatement

(= [ —

a View/Highlight Labs

'View/Update Work Requesis

Figure 22 — Web Central Dashboard (1&0 Partners / Contractors)

4.3 SUBMITTING WORK REQUESTS

Refer to Section 3 for instructions on submitting a request through the simplified (mobile friendly) Workplace Portal.
The below instructions refer to submitting requests through the Web Central Portal which provides access to a more
comprehensive set of tasks, related to more sophisticated requests. The Web Central Portal can still be used for
submitting simple requests if you wish.

The Dashboard (menu layout) that you see when you first login to the Archibus Web Central Portal will depend on what
ROLE your user-id has been assigned to. Regardless of what ROLE you have been assigned each user will have access to
the “Get Help” task for raising service requests.

4.3.1 Select Get Help

To raise a service request, click on the “Get Help” task in the “Building Operations” menu bucket.

Building Operations

Get Help

Create § Master Planning Referral
E Create a

Referral

getation Management

E Location of

Open Work Reqyests
View All Work RequestsExclude

E Archived

Building Operations Console

Raise a Service Request

Figure 23 — Submit a Service Request
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4.3.2 Populate “Get Help” Screen fields & Submit Request
After selecting “Get Help” you will get a new screen as shown in Figure 24.

A Archibus Get Help SLATROEE ) 4 @ ..

Figure 24 — Get Help - Request

4.3.2.1 Requestor Section

Requestor
Requested By | ATESTER
Requestor Phone | 0418348456
Requestor Email | scozens_tess@hotmail.com
SchoolDan | 38480

Department | 3542.18,0 MASTERPLAN SUST & 5¥

Figure 25 — Get Help — Requestor Section

Make sure the Archibus request fields shown in the below table are populated with values that correctly identify the

requestor.
FIELD ’ NOTE
Requested By Username of the person who the request is for. This could be you if you are creating the
request for yourself or it could be someone else if you are creating the request on behalf of
someone else.
Requestors First Name Your first name or the first name of the person you are creating the request for
Requestors Last Name Your last name or the last name of the person you are creating the request for
Requestor Phone Your phone number or the phone number of the person you are creating the request for
School/Divn Your school/division name or the school/division of the person you are creating the request
for
Department Your department or the department of the person you are creating the request for
Table 3
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4.3.2.2 Location Section

Figure 26 — Get Help — Location Section

Make sure the Archibus location fields shown in the below table are populated with values that correctly identify the
location of the request issue. For example, if the request is getting raised to fix an issue with a heater in building CS1,
then populate the request with location information that identifies the heater location.

FIELD ‘NOTE

Campus Code The campus that the request relates to. PLEASE COMPLETE THIS FIELD

Building Code The building that the request relates to. PLEASE COMPLETE THIS FIELD

Level The level that the request relates to. PLEASE COMPLETE THIS FIELD

Room Code The room that the request relates to. PLEASE COMPLETE THIS FIELD

Describe the location If the building, level, and room information are not sufficient to describe the location of
the problem, please provide addition information here.

Table 4

Alternately, you can use the “Drawing” button to add Location information using floor plans. Simply click on the
“Drawing” button and select the floor. After selecting the floor, the application loads the drawing. Click on a room in the
floor plan to select it.

Location

Selecting a floor plan location through the "Drawing” bution will

B e oien - update the "L ocafion" fields.
" B B 2 -

Figure 27 — Get Help — Location Section — Drawings Button

Zoom buttons

"—% Increase/Decrease Font Size

Selecting a location will update the
location fields.

Figure 28 — Get Help — Location Section — Drawings Button - Select
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If the location relates to a specific spot on the campus grounds that can’t be specified through the building/level/room
fields, then you can use the “MAP” button.

Location
Use yoursssigned warispace locsir

BUNDOORA ® [ w21 Draving  Map

Selectingamap location will place a marker on the map and update the longitude and
\ latitude fields. Remember using this option will blank out any enfries in the location
fields, so itshould only be used for it ifying locati the ds that

pus gs
can't

Belownindon:”

[ Use your assigned workspace location
Note: This optionwill blankoutanyentries | . SUNDOORA

inthe "Location" field, so it should only be et o i i = By e
used for selecting a specific location that frer setecti you may click the Draws
can'tbe done through the

building/flooriroom fields.

find it such & window.”,

Don'tforgetto select
"Save Location"

Building Safety Messege [ pniaiozard At Report

Latitude and Longitude fields appear
after selecling localion on map and
clicking "Save Location”.

Room Safety Message

Problzm

Figure 30 — Get Help — Location Section — Map Button - Select

4.3.2.3 Problem Section

| Shows all Problem Types | Typs of Proslem | ELECTRICAL . Selectthe Problem Type thatbestreflects your
) — issue. There are two drop down menus as some
M problem types have sub calegonies.
View Al Prosiem Types

The more precisely you specify your problem. the better we can route it ta people who can help.

Prablem

Provides examples of the type of things
i i [~ Problem Type Information Appliances (Hard Wired & Faukts). Auto Doors, Fittings, Generators, Kitchen) Toilet Exhaust Systems. Lighting, Parking Meters, Power Supply. Portable Appliance Repair and Test & Tag
specific to this problem fype. Extudes o G Ext res i), Ui (L) Rl Doots (anieranr

AV Faults/inszallation and Data Poines AKX yenging Machines (Business Operations)

Figure 31 — Get Help — Problem Type

FIELD ‘NOTE

Problem Type The type of problem that has been identified.
Problem Types are grouped under relevant categories.

Click on the arrow next to the relevant category to reveal further sub-

categories. Click on the problem that corresponds to your request.

Table 5

4.3.2.4 Description Section

s - Enter description of problem

ipgon

Priorey” SelectPriority forissue. This will be reviewed by

e Zz,f;:f the I&0 Service Desk and reclassified if they deem
SQRGNT itappropriate o do so.

O EMERGENCY

Selectthis boxand populate the "Date Required” and

" cqresuin
oty 3 tors “Time Required" field if you have a preferred
= M completion datefime.

0 Secaace and tme required

Figure 32 — Get Help — Description Section
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Description A description of the problem that has been identified. Please be as

descriptive as possible.

Select Description The select description button provides a list of frequently identified issues.

Priority The priority of the request. Priorities are subject to approval and can be
reprioritised as deemed suitable (at the discretion of Operations &
Maintenance).

Date Required Client’s preferred completion date.
Time Required Client’s preferred completion time.
Table 6

4.3.2.5 Cost Section

Figure 33 — Get Help — Cost Section

FIELD ‘NOTE

Chargeable Select YES or NO from the chargeable drop-down list

WBS Code The WBS Code that the works will be charged to, OR

Cost Centre The cost centre that the work will be charged to

Fund The fund that the works will be charged to

GL Code The GL Code that the works will be charged to

Lease Code The Lease Code is the primary identifier for a Lease in the Archibus

System

Table 7

4.3.2.6 Equipment Section
This section can be populated if you know what piece of equipment is impacted by the issue being reported.

™ Equipment

Equipment Code

‘You can enter the Equipment Code if you know it.

Warranty Vendor
Warranty Expiration Date

Review Warranty Details List Request for Equipment

Figure 34 — Get Help — Equipment Section

Archibus User Guide | Page 20 of 35



& LATROBE
=3 UNIVERSITY

4.3.2.7 Add Documents

1&O g operations

To attach documents to your request, select the “Add Documents” button.

¥ Equipment

Equipment Code

Warranty Vendor

Warranty Expiration Date

Figure 35 — Get Help — Add Documents

You can enter the Equipment Code if you know it.

Review Warranty Details

Add Documents

List Request for Equipment

Click "Add Documents” fo attach
documents to your request

Drag and Drop documenis fo add
theminto the request.

Check In New Document

Document File

Browse...| No file selected.

#
Set Lock Status
Locked @ Unlocd

Click ok once document
selected via browse bution

Figure 36 — Get Help — Add Documents

4.3.2.8 Submit Request

Document 1

Document 3

Document 4

e

-

=

You can also attach documents via the up arrow button_

The Drag and Drop feature might not work on all
browsers, so you can still use this feature if needed.

Click ok once you have attached
your documents._

\

OK

Once you have finished populating the request information you can click on “submit” to create the request in the

Archibus system where it will be reviewed and assigned to the appropriate resource for actioning.

V Equipment

Equipment Code

Warranty Vendor

Warranty Expiration Date

Figure 37 — Get Help — Submit Request

You can enter the Equipment Code if you know it.

Review Warranty Details

Add Documents

List Request for,

Click"submit” io
create the requestin
the Archibus Sysiem
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4.4 Managing Work Requests (viewing, editing)

Once a Service Request has been created in the Archibus System it can be managed through the “Building Operation”
Menu Bucket. The level of control you have over managing a work request will depend on your level of access within
Archibus (i.e., what ROLE your user-id is assigned to).

Building Operations

Get Help

View Work Reguests

Figure 38 — Building Operations Menu

The “Infrastructure and Operations Service Desk” team have access to review submitted Service Requests before being
allocated to the appropriate resource(s) for actioning. If you would like to understand more about the function of the
“Infrastructure and Operations Service Desk” regarding your work requests and the work request lifecycle itself, then
keep reading, otherwise you can jump straight to the section that shows you how to access your work requests so you
can manage them. The sections listed below show what section you need to jump to based on your role (refer to section
1.2 if you need to work out what role you are assigned to).

e 4.4.1 Managing Work Requests (LTU WR Administrator Role)

e 4.4.2 Managing Work Requests (LTU WR ALL STAFF Role) [most users will be assigned to this role]

e 4.4.3 Managing Work Requests (LTU WR SUPERVISOR Role)

e 4.4.4 Managing Work Requests (LTU WR CONTRACTOR Role) — 1&0 Partners

Contractor
Request raised Request Email sent to Request completes work, Email sent to
and submitted reviewed by requestor assessed and adds notes to requestor

to Infrastructure Service Desk and confirming assigned to a work request confirming work
and Operations assigned to a assignment of contractor to and completes has been
Service Desk coordinator request complete works work request on completed
ARCHIBUS

Figure 39 — &0 Service Desk and the Lifecycle of a Service Request
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Step 1: Service Request raised and submitted by Requestor (i.e., you) through Archibus.
e The I&O0 Service Desk Team has access to review all submitted service requests. The team monitors the
submitted queue for any newly submitted requests.
Step 2: 1&O0 Service Desk Reviews Service Request.
e The Service Desk team reviews submitted requests, checking that all relevant information has been supplied.
They can also change the priority of the request if it is deemed appropriate to do so.
Step 3: 1&O0 Service Desk Assign Service Request to a maintenance coordinator (Supervisor)

e The maintenance coordinator (Supervisor) assesses the request assigned to them by the Service Desk team and
considers what type of work will need to be carried out to resolve the service request.

e Refer Figure 46 below to see how to schedule the request (i.e., assign the request to a supervisor)

Step 3a: I&0 Service Desk Issue the Service Request to the assigned Supervisor
e Refer Figure 46 further below to see how to “Issue” a request

e Once the “Issue” button is clicked the status of the “Service Request” changes from submitted to “Issued and In
Process”. This triggers the sending of automated emails to the Requestor and Supervisor.

Hi Angus
The following Work Request has been received and recorded as work request number 349206. click here if you want to view the request
Please do not reply to this email, if you require further informati rding the work undertaken
please follow this link: View Work Reguest
WR ID 345206
Description Power point in South West corner of CS1 Level 2 is not working. (Electrical)
Location Campus:BUNDOORA , Building:C51 , Floor:02 , Room:W202-12 , Location:Under South Wall window in SW corner
Requestor Angus Tester Phone/Ext: 0418348456

Date/Time Required | -
Comments

Status Issued and In Process

Infrastructure and Operations - Service Desk
La Trobe University

Victoria 3086 Australia

T: 03 9475 8888

E: ioservicedesk@latrobe.edu.au

W www.latrobe.edu.au/fio

Stay up to date with impacts and outages in your building and on campus. Subscribe to Infrastructure and Operations Impacts and Outages.

Figure 40 — Email to Requestor
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Hi Shane Cozens

The following Work Request has been allocated to you.

WR ID 349206 Priority: 3 - SIGNIFICANT (External Access) Priority: 3 - SIGNIFICANT

Description Power point in South West corner of CS1 Level 2 is not working. (Electrical)

Location Campus:BUNDOORA , Building:C51, Floor:02 , Room:W202-12 , Location:Under South Wall window in SW corner
Requestor Angus Tester Phone/Ext: 0418348456

Problem Type ELECTRICAL

Completion Deadline 18/11/2022 - 10:24:00
Status Issued and In Process
CF Notes

Internal Work Motes

Documents
2019 Hazard Audit Report Fire Services Evacuation Diagram Fall Prevention Diagram Base Floor Plan
Building Information Stay up to date with impacts and outages in your building, and on campus. Subscribe to Infrastructure and Operations Impacts and Qutages
Craftsperson/Contractor
Work Group FACILITIES SYSTEMS

Infrastructure and Operations - Service Desk
La Trobe University

Victoria 3086 Australia

T:03 9479 8888
E:ioservicedesk@latrobe.edu.au

Wi www.latrobe.edu.au/fio

Figure 41 — Email to Supervisor

Step 4: Maintenance Coordinator (Supervisor) assigns the request to the appropriate 1&0 Partner (Contractor)
e Refer Figure 46 to see how to schedule the request (i.e., assign the request to a “craftsperson”).

e Assoon as the Supervisor assigns the request to a “craftsperson”, an automated email to the craftsperson is
triggered in the system.

Note: The resource that the Supervisor assigns to conduct the work to rectify the issue is known as a “craftsperson” in
Archibus.
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Hi Chandana Gamlath -

craftperson assigned to request by
Supervisor

The following Work Request has been allocated to you.

Please contact your supervisor, Shane Cozens , if you have any queries before proceeding.

WR ID 349206 Priority: 3 - SIGNI NT (External Access) Priority: 3 - SIGNIFICANT

Description Power point in South West corner o Level 2 is not working. (Electrical)

Location Campus:BUNDOORA , Building:C51, Floor:02, W202-12 , Location:Under South Wall window in SW corner

Requestor Angus Tester Phone/Ext: 0418343456

Problem Type ELECTRICAL

Completion Deadline | 18/11/2022 - 10:24:00 Supervisor of request
Status Issued and In Process

CF Notes

Internal Work Notes
Supervisor Shane Cozens

2019 Hazard Audit Report Fire Services Evacuation Diagram Fall Prevention Diagram Base Floor Plan
Building Information | stay up to date with impacts and outages in your building, and on campus. Subscribe to Infrastructure and Operations Impacts and Outages

Infrastructure and Operations - Service Desk
La Trobe University

Victoria 3086 Australia

T: 03 9479 8888

E: ioservicedesk@latrobe.edu.au

W www.latrobe.edu.au/fio

Figure 42 — Email to Craftsperson (I1&O Partner / Contractor)

Step 5: 1&0 Partner (Contractor) completes work

The I&0 Partner (Contractor) [craftsperson] is responsible for completing the work, updating the Service Request with
any relevant comments, and marking the Service Request as completed. The status of the request now changes from
“Issued and In Process” to “Completed” and automated email are triggered in the system notifying the requestor,
craftsperson, and supervisor that the service request is now complete.
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Work Request Notification - 349206 Completed

i Rept € Reply All — F d wes
ARCHDEVDB <archibus-test@latrobe.edu.au> € Reply | € Reply orwar
Te scozens_test@hotmail.com Sun 13/11/2022 11:38 AM

@Tms message was sent with High importance,
Hi Angus
Work Request 345206 has now been completed. If the work has not been completed to your satisfaction click here to let us know.
Happy with our work? We'd appreciate your feedback to help us improve our service.

Please do not reply to this email, if you require further information regarding the work undertaken
please follow this link: View Work Request

WRID 349206

Description Power point in South West corner of CS1 Level 2 is not working. (Electrical)}

Location Campus:BUNDOORA , Building:C51 , Floor:02 , Room:W202-12 , Location:Under South Wall window in 5W corner
Requestor Angus Tester Phone/Ext: 0418348456

Date/Time Required |-

Comments

Status Completed -—

Infrastructure and Operations - Service Desk \ Status is now completed.

La Trobe University

Victoria 3086 Australia

T: 03 9479 8888

E: ioservicedesk@latrobe.edu.au
W wwwe.latrobe.edu.aufio

Stay up to date with impacts and outages in your building and on campus. Subscribe to Infrastructure and Operations Impacts and Outages.

Figure 43 — Email to Requestor

Work Request Notification - 349206 Completed

E Repl & Replyall | — F d ==
ARCHDEVDE <archibus-test@latrobe.edu.au= © Reply | € Resly orer
To Chandana Gamlath Kankanamalage Sun 1371172022 11:38 AM

®Th|s message was sent with High importance.
Hi Chandana Gamlath

The following Work Request has been completed

WRID 349206 Priority: 3 - SIGNIFICANT (External Access) Priority: 3 - SIGNIFICANT

Description Power point in South West corner of C51 Level 2 is not working. (Electrical)

Location Campus:BUNDOORA , Building:CS1, Floor:02 , Room:W202-12 , Location:Under South Wall window in SW corner
Requestor Angus Tester Phone/Ext: 0418348456

Problem Type ELECTRICAL

Completion Deadline | 18/11/2022 - 10:24:00

Status Completed

CF Notes

Internal Work Notes

Supervisor Shane Cozens

2019 Hazard Audit Report Fire Services Evacuation Diagram Fall Prevention Diagram Base Floor Plan
Building Information | stay up to date with impacts and outages in your building, and on campus. Subscribe to Infrastructure and Operations Impacts and Qutages

Infrastructure and Operations - Service Desk
La Trobe University

Victoria 3086 Australia

T: 03 9479 88838

E: ioservicedesk@|atrobe.edu.au

W: www.latrobe.edu.au/io

Figure 44 — Email to Craftsperson
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Work Request Notification - 349206 Completed

ARCHDEVDB

To Shane Cozens

<archibus-test@latrobe.edu.au>

Supervisor

E'_j_'les message was sent with High importance.

Hi Shane Cozens

The following Work Request has been completed

WRID

Description

Location

Requestor

Problem Type
Completion Deadline
Status

CF Notes

Internal Work Notes

Documents

Building Information

Craftspersonfcuntractnr

‘Work Group

349206 Priority: 3 - SIGNIFICANT {External Access) Priority: 3 - SIGNIFICANT

Power peoint in South West corner of C51 Level 2 is not working. (Electrical)
Campus:BUNDOORA , Building:C51, Floor:02 , Room:W202-12 , Location:Under South Wall window in SW corner

Angus Tester Phone/Ext: 0418348456

ELECTRICAL
18/11/2022 - 10:24:00

Completed

2019 Hazard Audit Report Fire Services Evacuation Diagram Fall Prevention Diagram Base Floor Plan
Stay up to date with impacts and outages in your building, and on campus. Subscribe to Infrastructure and Operations Impacts and Qutages

p

Chandana Gamlath

C son

I
—|

FACILITIES SYSTEMS

Infrastructure and Operations - Service Desk

La Trobe University
Victoria 3086 Australia
T: 03 5475 8888

E: ioservicedesk@latrobe.edu.au
W: www.latrobe.edu.aufio

Figure 45 — Email to Supervisor

Work Requests
345206

ark
Request

Submitted

320206

Actiars Work Descriptian

Camments

Prioeity Location (Name) Equipment
Cade
Equipment
standard

Assigred 1
Work Team

Superdser = Cralspers
Name

Due Date

Thu 11710 CLIENT SERVICES.

Changes request siatus from submitted to
"Issued and In Process”. Automated
emails will also be triggered at this point.

£

Assig 4 cramperzn (1 & fecusce] o recky B n

Any Work Requests
assigned to a craftperson
will appearwith a green dot
above the "Schedule” icon

Figure 46 — Schedule & Issue Work Request

Note: Once a *

‘submitted” Work Request has been “scheduled”, it then needs to be “Issued”. At the point of issuing the

work request the status of the request changes from “Submitted” to “Issued” and automated emails are triggered in the
System to notify the assigned resources.
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Status Description

Submitted Requestor has created a work request and submitted it in the Archibus System.
Issued and In Process Request has been issued to resources for actioning

On Hold Request has been placed on hold for specific reason.

Cancelled Work Request has been cancelled.

Table 8 — Possible Service Request Statuses during the lifecycle of a Request

4.4.1 Managing Work Requests (LTU WR Administrator Role)
To manage work requests, access the requests through your maintenance console (under the Building Operations Menu)
as shown below. Once you have the maintenance console open, go to the following sections for more information to
help you manage your requests:
e “Section 4.4.5 - Viewing Work Requests” for an explanation of what the console shows.
e “Section 4.4.6 - Adding Comments & Activity History” for details on how to add comments & view request history.
e |&O0 Service Desk Team members should refer to “Section 4.4 - Managing Work Requests” (the bit between 4.4
and 4.4.1) if they would like a better understanding of the specific tasks surrounding the responsibilities of the
I1&0 Service Desk function. Specifically Scheduling and Issuing Requests as well the emails generated as part of
this process.

Provides access to requests for which you are
the requestor, supervisor or craftperson

Building Operations

IEJ Building Operations Console

EJ Building Operations Consocle All Teams * | Provides access to all requests

E View All Work Requests
o T ————— Provides view access to all requests

Figure 47 — Managing Work Requests (LTU WR Administrator Role)

4.4.2 Managing Work Requests (LTU WR ALL STAFF Role)
To manage work requests, access the requests through your maintenance console (under the Building Operations Menu)
as shown below. Once you have the maintenance console open, go to the following sections for more information to
help you manage your requests:

e  “Section 4.4.5 - Viewing Work Requests” for an explanation of what the console shows.

e “Section 4.4.6 - Adding Comments & Activity History” for details on how to add comments & view request history.
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e Staff should refer to “Section 4.4 - Managing Work Requests” if they would like a better understanding of the
specific tasks surrounding the responsibilities of the 1&0 Service Desk function. Specifically Scheduling and

Issuing Requests as well the emails generated as part of this process.

A Archibus Home

=y Home

L Search

Building Operations Hoor Plans
17 Favorites N N
View work requests for which you are
the requestor. Add comments to these Get el Ve Flaar Flans
[BqUBSlS. View/Highlight Lecture Thealres

View/Highlight Meeting Rooms

View/Highlight Labs

Figure 48 — Managing Work Requests (LTU WR All Staff Role)

4.4.3 Managing Work Requests (LTU WR SUPERVISOR Role)
To manage work requests, access the requests through your maintenance console (under the Building Operations Menu)
as shown below. Once you have the maintenance console open, go to the following sections for more information to
help you manage your requests:
e “Section 4.4.5 - Viewing Work Requests” for an explanation of what the console shows.
e “Section 4.4.6 - Adding Comments & Activity History” for details on how to add comments & view request history.
e Supervisors should refer to “Section 4.4 - Managing Work Requests” if they would like a better understanding of
the specific tasks surrounding the responsibilities of the 1&0 Service Desk function. Specifically Scheduling and
Issuing Requests as well the emails generated as part of this process.

Provides access to requests for which you are
the requestor, supervisor or craftperson

Building Operations

IEJ Building Operations Console

EJ Building Operations Consocle All Teams * | Provides access to all requests

E View All Work Requests
o T ————— Provides view access to all requests

Figure 49
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4.4.4 Managing Work Requests (LTU WR CONTRACTOR Role) - 1&0 Partners

To manage work requests, access the requests through your maintenance console (under the Building Operations Menu)
as shown below. Once you have the maintenance console open, go to the following sections for more information to
help you manage your requests:
e “Section 4.4.5 - Viewing Work Requests” for an explanation of what the console shows (new console).
e “Section 4.4.6 - Adding Comments & Activity History” for details on how to add comments & view request history.
e &0 Partners should refer to “Section 4.4 - Managing Work Requests” (the bit between 4.4 and 4.4.1) if they
would like a better understanding of the specific tasks surrounding the responsibilities of the 1&0 Service Desk
function. Specifically Scheduling and Issuing Requests as well the emails generated as part of this process.

A Archibus Home

@ Home

Manage Work Requests with the new
view available under the new verson of
Archibus (v 2022 03)

Building Operations Floor Plans HAZMAT Assessment View

Get Help View Floor Plans Hoor Plans with Hazard Assessments

&, Hazard Abatement

View/Highlight Lecture Theatres Hazard Assessment ltems Summary

I
Update Work Request View

View/Highlight Labs View Hazard Assessment ltems by Location

ighlight Meeting Rooms Hazard Assessments by Building Map

Hazard Assessment Scoreboard

Manage Work Requesis with the Hazard Areas and Assessment ltems

same view as the previous version
of Archibus (v24.1)

Figure 50 — Managing Work Requests (LTU WR Contractor Role)

I&0 Partners can manage their work requests through the Menu Bucket tasks called “Operations Console” and “Update
Work Request”.

4.4.4.1 “Operations Console”
This console provides the new way of working with Archibus requests in the new version of Archibus (v.2022.03).

Until you become familiar with working with this view, you can revert to the “Update Work Request” view whenever you
need.

4.4.4.2 "Update Work Request”
This menu item shows the 1&0 Partners their work requests in the same format as under the previous version of Archibus

(v24.1). The menu item has been included so that I&0 Partners can continue working with their work requests in the
same manner as under the previous version of Archibus until they become comfortable with using the new Archibus
(v.2022.03) “Operations Console”.

4.4.5 Viewing Work Requests

Select the “Maintenance Console” from your “Building Operations” Menu on your home dashboard (the first screen you
get when you login to Archibus).

Refer to sections 4.4.1 to 4.4.3 to see what your Dashboard should look like when you first login to Archibus (depends
on what role is assigned to your user-id).

\
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Figure 52 — Request Overview

4.4.6 Adding Comments & Activity History
Work Requests can be updated with comments by all users that have access to the request. The Comments and Activity

Section of a Work Request is where you can see what is happening with the request. Comments are monitored by the
I1&0 Service Desk who respond to any questions as required. The “Comments Section” allows you to communicate with
the people involved with the request while the “Activity” section allows you to see the history of the request, and what
has happened to the request since it was submitted.

rchibus [ Work Request HENERS @0 v @

The“Documents and Activity" tab provides he work

this
tab.

[who added the comment

[Addyour commentand then click ok. The comments will getadded o
the "Activity" history.

Figure 53 — Request Documents and Activity (Add a comment)
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Figure 55 — Request Documents and Activity (Add a comment)

5 Floor Plans

Floor Plans
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Figure 56 — Floor Plans Menu
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7 Archibus — Where do | go for assistance with Archibus?

For those wishing to get a more comprehensive understanding of Archibus and its various modules, you can access the
official Archibus online documentation by clicking on the “?” symbol in the top right corner of your Archibus menu after
you have logged in (refer to section 2 for instructions on how to login to Archibus).

»> LATROBE
"{'?fumwmswv @ @ -

Click the "?"
symbol for access
to the
comprehensive
Archibus online
documentation

Figure 60 — Archibus Online Documentation
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