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1.0 INTRODUCTION 

This document serves as the guide for the user of Asset Management Information System 

(AMIS) which contains step-by-step instruction on how to operate the system and to give clear 

understanding of the system. 

2.0 OVERVIEW 

The main processes of AMIS consist of the following modules of ARCHIBUS; Corrective 

Maintenance and Preventive Maintenance. 

The processes in each module are represented in the following scenarios: 

 Corrective Maintenance 

 Scenario 1 - Create Service Request 

 Scenario 2 - Create Self-Finding 

 Preventive Maintenance 

 Scenario 1 - Generate Planned Preventive Manager (PPM)  
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3.0 CORRECTIVE MAINTENANCE ACTIVITIES BY SCENARIOS 

3.1 Scenario 1 - Create Service Request 

3.1.1 Requestor Create Service Request 

Sign In As Requestor 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign using the username and password as assigned to user. E.g.: 

Role: REQUESTOR 

Username: REQUESTOR 

Password: afm12345 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Create Service Request 

 

No. Steps 

3.  In the process navigator, click on Building Operations > On Demand Work > 

Complaint > Report Problem task. 

4.  Report Problem form will be displayed. In Report Problem form, fill necessary 

information in the necessary fields: 

 Building Code 

 Floor Code 

 Room Code 

 Describe the location 

 Equipment Code (Note: if problem includes Equipment) 
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Create Service Request 

 

No. Steps 

  Service Category 

 Work Trade 

 Problem Type 

Click on Submit button to submit Service Work Request. 

 

5.  Click on Building Operations > On Demand Work > Complaint > Building Operations 

Console 
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Create Service Request 

6.  Building Operations Console screen will be displayed. The lists of submitted Work 

Request are displayed in this screen. 

3.1.2 Dispatcher Approve Service Request 

Sign In As Dispatcher 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. e.g.: 

Role: OPS DISPATCHER (ACP) 

Username: DISPATCHER_SV 

Password: dispatcher_sv 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Dispatcher Approve Service Request 

 

No. Steps 

3.  In the process navigator, click Building Operations > On Demand Work > Dispatcher 

> Building Operations Console 

4.  Building Operations Console screen will be displayed. 

5.  Under Requested, click on Approve button to approve Service Request. 

 

6.  In Approve Work Request pop pane, click on Approve button. 
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3.1.3 Dispatcher Assign Craftsperson to Work Request 

Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

1.  In the process navigator, click Building Operations > On Demand Work > Supervisor 

> Building Operations Console 

2.  In Building Operations Console, under Issued and In Process, click on Update 

button. 

 

3.  Update Work Request pane will be displayed. 

4.  In Update Work Request pane, under Update Work Request, fill information the 

necessary fields: 

 Date Work Responded 

 Time Work Responded 
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Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

5.  In Update Work Request pane, toggle Technician tab and click on Add button to 

assign Craftsperson to Work Request. 

 

6.  Add Craftsperson pop up pane will be displayed. Fill information in the necessary 

fields: 

 Craftsperson Code 

Then, click on Save button to save the information. 
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Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

7.  Saved Craftsperson is displayed in Technician tab. Click on Update Request button to 

update the Work Request information. 

8.  Then click on Update Request button to update information. 
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3.1.4 Craftsperson to Complete Assigned Work Request 

Sign In As Craftsperson 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: TA 

Username: TA 

Password: afm12345 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Complete Assigned Work Request 

 

No. Steps 

3.  In the process navigator, click Building Operations > On Demand Work > 

Craftsperson > Building Operations Console 

4.  Building Operations Console screen will be displayed. Under Issued and In Process, 

click on Update button. 

 

5.  In Update Work Request pane, toggle Craftspersons tab and click on Craftsperson 

code to update Work progress. 
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Complete Assigned Work Request 

 

No. Steps 

6.  Edit Craftsperson pop up pane will be displayed. 

7.  In Edit Craftsperson pane, fill information in the necessary fields: 

 Actual Hours 

 Date Started 

 Time Started 

 Date Finished 

 Time Finished 

 Work Type 

 Assignment Status (Note: Changing this field to ‘Complete’ will mark your work progress as Completed and 

you can no longer update the information) 

 Additional Comments 

Click on Save button to save the Craftsperson work information. 
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Complete Assigned Work Request 

 

No. Steps 

8.  Saved Craftsperson work information are displayed in Craftspersons tab. Click on 

Update Request button to update Work Request information. 

9.  Click on Update Request button to update the Work Request information. 

 

10.  Under Issued and In Process, click on Complete button. 
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Complete Assigned Work Request 

 

No. Steps 

11.  In Complete Work Request pop up pane, click on Yes button to complete the Work 

Request. 
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3.1.4.1 Complete Work Request in Mobile Application (Optional) 

Login to ARCHIBUS Mobile Client As Craftsperson 

 

No. Steps 

1.  Log into ARCHIBUS Mobile Client Application 3.0 as Craftsperson assigned to Work 

Request. E.g.: 

Role: TA 

Username: TA 

Password: afm12345 
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Complete Assigned Work Request 

 

No. Steps 

2.  In the main menu, click Maintenance 

 

3.  Maintenance screen will be displayed. List of Work Request assigned to 

Craftsperson are displayed in Issued and In Process pane. 

4.  In Issued and In Process pane, select the assigned Work Request. 
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Complete Assigned Work Request 

 

No. Steps 

5.  Details of selected Maintenance Work Request are shown in Update pane. 

6.  In Update pane, click on Craftsperson Notes. 

 

7.  In Craftsperson Notes input field, input remarks. Then, click on Apply button to save 

remarks. 
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Complete Assigned Work Request 

 

No. Steps 

8.  Saved remarks are displayed in Craftsperson Notes field. 

9.  Click on Craftspersons tab at the bottom menu. 

 

10.  List of Craftsperson assigned to the Work Request are shown in Craftspersons pane. 

Select a Craftsperson from the list. 
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Complete Assigned Work Request 

 

No. Steps 

11.  In Assign Craftsperson input pane, fill information in the necessary fields: 

 Actual Hours 

 Date Started 

 Time Started (Note: You can click on Start icon, , to get current Date and Time from your device) 

 Date Finished 

 Time Finished (Note: You can click on Stop icon, , to get current Date and Time from your device) 

 Work Type  

 Status (Note: Setting this field ‘Complete’ implies that your job is done. You can no longer update the 

information of this Work Request) 

 Comments 

Click on Save icon, , to save craftsperson information. 



KONSESI PUSAT ASASI GAMBANG SDN BHD       TRAINING MANUAL BY SCENARIOS 

Asset Management Information System (AMIS)  IIUM/15101/AMIS.11.02.04 

Issue No.1.0  23-79 

Complete Assigned Work Request 

 

No. Steps 

12.  Saved Craftsperson information will be displayed in Craftspersons pane. 

 

13.  In Update pane, click on Costs tab at the bottom menu. 
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Complete Assigned Work Request 

 

No. Steps 

14.  Costs pane will be displayed. In Add Other Cost input pane, fill information of cost, if 

any, in the necessary fields: 

 Other Resource Type 

 Other Resource Description 

 Quantity Used 

 Units 

 Actual Cost 

Click on Save icon, , button to save Cost information. 
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Complete Assigned Work Request 

 

No. Steps 

15.  Saved Cost will be shown in Other Resource Type pane. 

16.  Details of Costs are shown in Summary of Actual Costs pane. 

 

17.  New Cost are indicated at Costs tab. 

18.  In Update pane, click on Documents tab at the bottom menu. 
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Complete Assigned Work Request 

 

No. Steps 

19.  Documents pane will be displayed. 

20.  Click on Camera icon, , to attach Work photo to the Work Request. 

 

*Sample photo 

21.  Use your device’s camera function to take the work photo. Click on Attach button to 

attach the photo to Work Request. 
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Complete Assigned Work Request 

 

No. Steps 

22.  Attached photo are displayed in Documents pane. 

23.  Click on Display button to view the photo. 

 

24.  In Update pane, click on menu icon, . 
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Complete Assigned Work Request 

 

No. Steps 

25.  Drop down menu will be displayed. From the menu, select Complete. 

 

26.  Complete confirmation pop up pane will be displayed. Click on Complete button to 

complete the Work Request. 
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Complete Assigned Work Request 

 

No. Steps 

27.  In Issued and In Process pane, Completed Work Request are marked with red dot. 

Click on Sync icon, , to sync the data from mobile application to web application. 
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3.1.5 Requestor Answer Satisfaction Rating Survey 

Sign In As Requestor 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus 

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: REQUESTOR 

Username: REQUESTOR 

Password: afm12345 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Request Answer Satisfaction Rating Survey 

 

No. Steps 

3.  In the process navigator, click on Building Operations > On Demand Work > 

Complaint > Building Operations Console task. 

4.  In Building Operations Console, under Completed, click on Survey button. 

 

5.  Survey Work Request pop up pane will be displayed. In Survey Work Request pop 

up pane, fill information in the necessary fields: 

 Satisfaction Rating 

 Satisfaction Notes 

Click on Save button to save the rating survey. 
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3.1.6 Dispatcher Close Completed Service Request 

Sign In As Dispatcher 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. e.g.: 

Role: OPS DISPATCHER (ACP) 

Username: DISPATCHER_SV 

Password: dispatcher_sv 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Close Service Request 

 

No. Steps 

1.  In the process navigator, click on Building Operations > On Demand Work > 

Supervisor > Building Operations Console task. 

2.  In Building Operations Console, under Completed, click on Close button. 

 

3.  In Close Work Request pop up pane, click on Yes button to close completed Work 

Request. 
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3.2 Scenario 2 - Create Self-Finding 

3.2.1 Dispatcher Create Self-Finding Work Request 

Sign In As Dispatcher 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: OPS DISPATCHER (ACP) 

Username: DISPATCHER_SV 

Password: dispatcher_sv 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Create Self-Finding Work Request 

 

No. Steps 

3.  In the process navigator, click Building Operations > On Demand Work > Self-

Finding > Report Problem 

4.  Report Problem for Self-Finding screen will be displayed. Fill information in the 

necessary fields: 

 Location 

 Describe the location 

 Equipment Code 
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Create Self-Finding Work Request 

 

No. Steps 

  Type of Problem 

 Work Trade 

 Problem Type 

 Description 

Click on Submit button to submit Self-Finding problem. 
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3.2.2 Dispatcher Approve Self-Finding Work Request 

Dispatcher Approve Self-Finding Work Request 

 

No. Steps 

1.  In the process navigator, click Building Operations > On Demand Work > Dispatcher 

> Building Operations Console. 

2.  Building Operations Console screen will be displayed. 

3.  In Building Operations Console, under Requested, click on Approve button. 

 

4.  In Approve Work Request pop up pane, click on Approve button. 
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3.2.3 Dispatcher Assign Craftsperson to Work Order 

Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

1.  In the process navigator, click Building Operations > On Demand Work > Supervisor 

> Building Operations Console. 

2.  In Building Operations Console, under Issued and In Process, click on Update 

button. 

 

3.  In Update Work Request pane, toggle Update Work Request tab and fill in the 

necessary fields: 

 Date Work Responded 

 Time Work Responded 
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Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

4.  In Update Work Request pane, toggle Technician tab and click on Add button to 

assign Craftsperson to Work Request. 

 

5.  Add Craftsperson pop up pane will be displayed. Fill information in the necessary 

fields: 

 Craftsperson Code 

Then, click on Save button to save the information. 



KONSESI PUSAT ASASI GAMBANG SDN BHD       TRAINING MANUAL BY SCENARIOS 

Asset Management Information System (AMIS)  IIUM/15101/AMIS.11.02.04 

Issue No.1.0  40-79 

Dispatcher Assign Craftsperson to Work Request 

 

No. Steps 

6.  Saved Craftsperson are displayed in Technician tab. Click on Update Request button 

to update the Work Request information. 
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3.2.4 Craftsperson to Complete Assigned Work Request 

Sign In As Craftsperson 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus 

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: TA 

Username: TA 

Password: afm12345 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Complete Assigned Work Request 

 

No. Steps 

3.  In the process navigator, click on Building Operations > On Demand Work > 

Craftsperson > Building Operations Console task 

4.  Console, under Issued and In Process, click on Update button next to Work Request. 

 

5.  Update Work Request pop pane will be displayed. In Update Work Request pane, 

toggle Craftspersons tab and click on Craftsperson code to update work progress. 
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Complete Assigned Work Request 

 

No. Steps 

6.  Edit Craftsperson pop up pane will be displayed. Fill in information in the necessary 

fields: 

 Actual Hours 

 Date Started 

 Time Started 

 Date Finished 

 Time Finished 

 Work Type 

 Assignment Status (Note: Changing Assignment Status to ‘Complete’ will automatically change the Work 

Request Status to ‘Complete’ and will be removed Craftsperson view) 

 Additional Comments 

Click on Save button to save Craftsperson work information. 
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Complete Assigned Work Request 

 

No. Steps 

7.  Saved Craftsperson work information is displayed in Craftspersons tab. Click on 

Update Request button to update Work Request information. 

 

8.  In Building Operations console, under Issued and In Process, click on Complete 

button. 
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Complete Assigned Work Request 

 

No. Steps 

9.  Complete Work Request pop up pane will be displayed. Click on Yes button to 

complete the Work Request. 
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3.2.4.1 Complete Work Request in Mobile Application (Optional) 

Login to ARCHIBUS Mobile Client As Craftsperson 

 

No. Steps 

1.  Log into ARCHIBUS Mobile Client Application 3.0 as Craftsperson assigned to Work 

Request. E.g.: 

Role: Craftsperson 

Username: TA 

Password: afm12345 
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Complete Assigned Work Request 

 

No. Steps 

2.  In the main menu, click on Maintenance. 

 

3.  Maintenance screen will be displayed. List of Work Request assigned to Craftsperson 

are displayed in Issued and In Process pane. 

4.  In Issued and In Process pane, select the assigned Work Request. 
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Complete Assigned Work Request 

 

No. Steps 

5.  Details of selected Maintenance Work Order are shown in Update pane. Click on 

Craftsperson Notes field. 

 

6.  In Craftsperson Notes input field, fill in remarks. Click on Apply button to save the 

remarks. 
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Complete Assigned Work Request 

 

No. Steps 

7.  Input remarks are displayed in Craftsperson Notes field. 

8.  Click on Craftsperson tab at the bottom menu. 

 

9.  List of Craftsperson assigned to the Work Request are shown in Craftsperson pane. 

Select a Craftsperson from the list. 
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Complete Assigned Work Request 

 

No. Steps 

10.  In Assign Craftsperson input pane, fill information in the necessary fields: 

 Actual Hours 

 Date Started 

 Time Started (Note: You can click on Start icon, , to get current Date and Time from your device) 

 Date Finished 

 Time Finished (Note: You can click on Stop icon, , to get current Date and Time from your device) 

 Work Type  

 Status (Note: Setting this field ‘Complete’ implies that your job is done. You can no longer update the 

information of this Work Request) 

 Comments 

Click on Save icon, , to save craftsperson information. 
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Complete Assigned Work Request 

 

No. Steps 

11.  Saved Craftsperson information will be displayed in Craftspersons pane. 

 

12.  In Update pane, click on Costs tab at the bottom menu. 



KONSESI PUSAT ASASI GAMBANG SDN BHD       TRAINING MANUAL BY SCENARIOS 

Asset Management Information System (AMIS)  IIUM/15101/AMIS.11.02.04 

Issue No.1.0  52-79 

Complete Assigned Work Request 

 

No. Steps 

13.  Costs pane will be displayed. In Add Other Cost input pane, fill information of cost, if 

any, in the necessary fields: 

 Other Resource Type 

 Other Resource Description 

 Quantity Used 

 Units 

 Estimated Cost 

 Actual Cost 

Click on Save icon, , button to save Cost information. 
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Complete Assigned Work Request 

 

No. Steps 

14.  Saved Resource will be shown in Other Resource Type pane. 

15.  Details of Costs are shown in Summary of Actual Costs pane. 

 

16.  New Cost are indicated at Costs tab. 

17.  In Update pane, click on Documents tab at the bottom menu. 



KONSESI PUSAT ASASI GAMBANG SDN BHD       TRAINING MANUAL BY SCENARIOS 

Asset Management Information System (AMIS)  IIUM/15101/AMIS.11.02.04 

Issue No.1.0  54-79 

Complete Assigned Work Request 

 

No. Steps 

18.  Documents pane will be displayed. Click on Camera icon, , to attach Work photo 

to the Work Request. 

 

19.  Use your device’s camera function to take the work photo. Click on Attach button to 

attach the photo to work request. 
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Complete Assigned Work Request 

 

No. Steps 

20.  Attached photo are displayed in Documents pane. Click on Display button to view 

the photo. 

 

21.  New Photos are indicated at Documents tab. 

22.  In Update pane, click on menu icon, . 
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Complete Assigned Work Request 

 

No. Steps 

23.  Drop down menu will be displayed. From the menu, select Complete. 

 

24.  Complete confirmation pop up pane will be displayed. In Complete pane, click on 

Yes button to complete the work request. 
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Complete Assigned Work Request 

 

No. Steps 

25.  In Issued and In Process pane, Completed Work Order is marked with red dot. 

26.  Click on Sync icon, , to sync the data from mobile application to web application. 
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3.2.5 Requestor Answer Satisfaction Rating Survey 

Sign In As Requestor 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus 

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: REQUESTOR 

Username: REQUESTOR 

Password: afm12345 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Request Answer Satisfaction Rating Survey 

 

No. Steps 

3.  In the process navigator, click on Building Operations > On Demand Work > 

Complaint > Building Operations Console task. 

4.  In Building Operations Console, under Completed, click on Survey button. 

 

5.  Survey Work Request pop up pane will be displayed. In Survey Work Request pop 

up pane, fill information in the necessary fields: 

 Satisfaction Rating 

 Satisfaction Notes 

Click on Save button to save the rating survey. 
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3.2.6 Dispatcher Close Completed Self-Finding Work Request 

Sign In As Dispatcher 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. e.g.: 

Role: OPS DISPATCHER (ACP) 

Username: DISPATCHER_SV 

Password: dispatcher_sv 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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Close Self-Finding Work Request 

 

No. Steps 

3.  In the process navigator, click on Building Operations > On Demand Work > 

Supervisor > Building Operations Console task. 

4.  In Building Operations Console, under Completed, click on Close button. 

 

5.  In Close Work Request pop up pane, click on Yes button to close completed Work 

Request. 
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4.0 PREVENTIVE MAINTENANCE ACTIVITIES BY SCENARIOS 

4.1 Scenario 1 - Generate Planned Preventive Maintenance (PPM) Work Order 

Sign In As PPM Manager 

 

No. Steps 

1.  Open your web browser and go to the following URL: 

http://amis-cfsiium.com/archibus  

2.  Sign in using the username and password as assigned to user. E.g.: 

Role: PPM MANAGER 

Username: PPMMANAGER 

Password: afm12345 

 

  

http://amis-cfsiium.com/
http://128.88.31.156/archibus
http://128.88.31.156/archibus
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4.1.1 Define Procedures 

Define Procedures 

 

No. Steps 

1.  In the process navigator, click Building Operations > Preventive Maintenance > 

Maintenance Manager > Define Procedures 

2.  Define PM Procedures, Steps, and Resources screen will be displayed. In 

Procedures, Steps, and Resources pane, click on Add New button and select 

Procedure. 

3.  Procedures input screen will be displayed. Input information in the necessary fields: 

 PM Procedure 

 PM Procedure Description 

 Primary Trade 

 Std. Units (sq. ft., etc.) 

 Std. Units per Hour 

 Procedure Type 

 Account Code 

 Equipment Standard 

 Cost Category 

 PM Procedure to Suppress 
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Define Procedures 

 Procedure Document 

Click on Save button to save the PM Procedure. 

 

No. Steps 

4.  Select PM Procedure from the list. Click on Add New button and select Step. 

5.  Procedure Steps input screen will be displayed. Input information in the necessary 

fields: 

 PM Step Code 

 Instructions 

Click on Save button to save the Procedure Steps for selected PM Procedure. 
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4.1.2 Assign Procedures to Equipment or Location 

Assign Procedures to Equipment or Location 

 

No. Steps 

1.  In the process navigator, click on Building Operations & Preventive Maintenance > 

Maintenance Manager >  Assign Procedures to Equipment or Location 

2.  Assign Procedures to Asset or Location screen will be displayed. 
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4.1.2.1 Assign Procedures to Equipment 

Assign Procedures to Equipment 

 

No. Steps 

3.  Tick on an Asset from the list of Assets in Asset tab. 

List of Procedures assigned to the Asset are shown in Assigned Procedures for 

screen. 

List of unassigned procedures are shown in Available Procedures screen. 

4.  In Available Procedures screen, tick on Procedure(s) to be assigned to equipment. 

Click on Add Selected button to add assign Procedure(s). 

 

5.  Procedures assigned to the equipment are shown in Assign Procedures for: screen. 
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4.1.2.2 Assign Procedures to Location 

Assign Procedures to Location 

 

No. Steps 

6.  Click on Location tab. List of Location will be displayed in Location tab. 

Click on XLS button to download the list of Locations. 

7.  From the list of Locations, tick on a Location. List of Procedures assigned to the 

selected Location are shown in Assigned Procedures for screen if any. 

List of unassigned PM Procedures are shown in Available Procedures screen. 

 

8.  Assigned PM Procedure(s) are shown in Assigned Procedures for screen. 
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4.1.3 Define PM Schedules 

Define PM Schedules 

 

No. Steps 

1.  In the process navigator, click on Building Operations & Preventive Maintenance > 

Maintenance Manager >  Define PM Schedules 

2.  Define PM Schedules screen will be displayed. 
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Define PM Schedules – Asset - Procedure 

 

No. Steps 

3.  From the list of Asset, tick on an Asset to change the PM Procedure schedule. 

Details of selected PM Procedure are shown in Edit PM Schedule screen. 

 

4.  In Schedule Information screen, edit input field ‘Interval Type’. From the dropdown 

menu, select the interval type for the PM Procedure. 

Click on Save button to save the PM Procedure information.  
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Define PM Schedules – Location - Procedure 

 

No. Steps 

5.  Click on Location – Procedure tab. List of Location and their assigned procedures are 

shown in Location – Procedure tab. Click on XLS button to download the list of 

Locations procedures in Excel format. 

6.  Details of selected Location – Procedure are shown in Edit PM Schedule screen. 

 

7.  In Schedule Information screen, click on ‘Interval Type’ field. From the dropdown 

menu, select the interval type for the PM Procedure. Click on Save button to save 

the selected Location – Procedure information. 
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4.1.4 Define PM Schedule Dates 

Define PM Schedule Dates 

 

No. Steps 

1.  In the process navigator, click on Building Operations & Preventive Maintenance > 

Maintenance Manager >  Define PM Schedule Dates 

2.  Define PM Schedule Dates screen will be displayed. In Select PM Schedule screen, 

click on Show All button to view the list of PM Schedules. 

List of PM Schedules are shown in Select PM Schedule screen. 
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Define PM Schedule Dates 

 

No. Steps 

3.  In Select PM Schedule screen, tick the PM Procedure(s) to generate PM Schedule 

dates. 

After selecting PM Schedule(s), click on Generate Schedule Dates for Selected 

Schedules button. 

4.  Data Range pop up screen will be displayed. In Data Range screen, fill in the 

following input fields: 

 From 

 To 

Then click on Submit button to generate Schedule Dates for selected PM 

Procedure(s). 
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Define PM Schedule Dates 

 

No. Steps 

5.  Generated PM Schedule Dates are shown in PM Schedule Dates screen. Click on 

Add New button to manually add PM Schedule Date. 

6.  In Edit PM Schedule Date screen, fill in the following input fields: 

 PM Date 

Then, click on Save button to save new PM Schedule Date. 
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4.1.5 Generate Planned Preventive Maintenance (PPM) Work Order 

Generate Planned Preventive Maintenance (PPM) Work Order 

 

No. Steps 

1.  In the process navigator, click Building Operations > Preventive Maintenance > 

Maintenance Manager > Generate PM Work Orders 

2.  Generate PM Work Orders screen will be displayed.  

In Generate PM Work Orders screen, click on Generate Asset PM Work Orders tab. 

3.  Generate PM Work Orders screen will be displayed. Under Generate Work Orders 

only for These Criteria pane, input information in the necessary fields: 

 Site Code 

 Building Code 

 Floor Code 

 PM Schedule Group 

 Primary Trade 

4.  In Generate Work Orders for PM Schedules Coming Due pane, input information in 

the necessary fields: 

 From 

 To 

Click on Next button to generate Preventive Maintenance (PM) Work Orders for 

selected criteria. 
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Generate Planned Preventive Maintenance (PPM) Work Order 

 

No. Steps 

5.  Group and Generate Work Orders tab will be displayed. Under Other Options pane, 

untick the selection: 

 Generate New PM Schedule Dates 

 Use Grouping Codes 

Click on Generate button to generate PM Work Orders. 

 

6.  Wait for the process to complete. Then click on the link generated. 
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Generate Planned Preventive Maintenance (PPM) Work Order 

 

No. Steps 

7.  View Active PM Work Orders tab will be displayed. List of Active PM Work Orders 

are displayed in View Active PM Work Orders screen. 

Click on XLS button to download the list of active PM Work Orders in Excel file 

format. 
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4.1.6 Assign Craftsperson to Preventive Maintenance (PM) Work Order 

Assign Craftsperson to Preventive Maintenance (PM) Work Order 

 

No. Steps 

1.  In the process navigator, click Building Operations > Preventive Maintenance > 

Supervisor > Building Operations Console 

2.  Building Operations Console screen will be displayed. Click on Show button to view 

the list of PM Work Orders. 

3.  List of PM Work Orders will be displayed. Next to Work Request Code, click on 

Update button. 
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Assign Craftsperson to Preventive Maintenance (PM) Work Order 

 

No. Steps 

4.  Details of selected PM Work Order are displayed in Update Work Request pane. 

5.  In Update Work Request pane, toggle Craftspersons tab. In Craftspersons tab, click 

on Add button to assign Craftsperson. 

 

6.  Add Craftsperson pop up input screen will be displayed. In Add Craftsperson pop up 

input screen, fill in the necessary input fields: 

 Craftsperson Code 

 Date Scheduled 
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Assign Craftsperson to Preventive Maintenance (PM) Work Order 

 Time Scheduled 

Then, click on Save button to assign Craftsperson to PM Work Request. 

 

No Steps 

7.  Click on Update Request button to update information. 

 


