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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:

e Corrective Maintenance

» Scenario 1 - Create Service Request

» Scenario 2 - Create Self-Finding
e Preventive Maintenance

» Scenario 1 - Generate Planned Preventive Manager (PPM)

Issue No.1.0 MICROCO RP 4-79
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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

Slgn In English (United Stares) S

AMIS v24

| Remember Me Forgot Password?

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

Issue No.1.0 MICROCO RP 5-79
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REQUESTOR ~ £ Find a form or report

- Building Operations
~ On Demand Work Report Problem

a Complaint Requestor

2 Reporipoblem | ’
Requested By" REQUESTOR

Requestor Phone

Location

(v Use your assigned workspace location

Location* t 136406MYS.060441060107C 01 011-0 I Drawing | Map
Enter in as much of the location Information as you know. After selecting a floor, you may click the Drawing button to select

Site Name UIA GAMBANG

Building Owner RESIDENTIAL COLLEGE AND HOSTEL
Floor Name GROUND FLOOR

Room Name STUDENT ROOM 1

Describe the location |
Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window."

Equipment

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

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:

e Building Code
e Floor Code
e Room Code

e Describe the location

b EqUipment Code (Note: if problem includes Equipment)

Issue No.1.0 MICROCO RP 6-79
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REQUESTOR ~

a Building Operations

4 On Demand Work Report Problem

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

4 Complaint

List Request for Equipment

Problem
Service Category |FM v
Work Trade |ELECTRICAL v
Problem Type® | Lighting v
Description

Description™ JLighting not working

Workflow

Response required within 24 Hours

Completion required within 2 Days

Waorkflow Steps:

On status of Requested: Edit and Approve is required by OPS DISPATCHER (ACP)

Request will be dispatched to SUPERVISOR TEAM

Add Documents || Cancel

No. Steps

e Service Category
e Work Trade
e Problem Type

Click on Submit button to submit Service Work Request.

) Find a form or report

4 Building Operations

NeX

Building Operations Console

4 On Demand Work

a Complaint B- 9 #-
Show Al v Site Building Floor Problem Type More Clear Recent
Group By Status v

0 selected
- Work
a Request
Code  Problem Type Problem Type Description Location
¥ Requested (29/29) ||
I ) Cancel 1150001358 FM|ELECTRICAL|ELECO1 Lighting RESIDENTIAL COLLEGE AND HOSTEL I

[ Cancel 1150001331 FMICIVILICIV16 Water Supply RESIDENTIAL COLLEGE AND HOSTEL
O Cancel 1150001327 FM|HOUSEKEEPING|CLEANO1 Cleaning Services RESIDENTIAL COLLEGE AND HOSTEL

- [0 cancel 1150001321 CUSTODIALIHOUSEKEERING|CLEANQT Cleaning Services GUARD HOUSE

! () cancel 1150001309 CUSTODIALIHOUSEKEEPING|CLEANO2 Hygiene Services MASJID CENTER OF FOUNDATION STUDIES (CFS)
[J cancel 1150001308 SECURITY|SECURITY SERVICES|SECO1 Security Patrolling type-1 RESIDENTIAL COLLEGE AND HOSTEL
[ cancel 1150001307  CUSTODIALIHOUSEKEERING|CLEANOT Cleaning Services GUARD HOUSE
[/ cancel 1150001302  CUSTODIALIHOUSEKEEPING|CLEANOT Cleaning Services GUARD HOUSE
[ |cancel 1150001301 CUSTODIALIHOUSEKEEPINGICLEANOT Cleaning Services GUARD HOUSE
[J cancel 1150001300 CUSTODIALIHOUSEKEEPINGICLEANOT Cleaning Services GUARD HOUSE

Total records: 92

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

Issue No.1.0 MICROCOR 7-79



KONSESI PUSAT ASASI GAMBANG SDN BHD TRAINING MANUAL BY SCENARIOS

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

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

AMIS v24

| _| Remember Me Forgot Password?

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

Issue No.1.0 MICROCO RP 8-79
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- Building Operations

4 On Demand Work

4 Dispatcher

Total records: 94

Building Operations Console

Group By Status A
0 selected
Work
(=] Request
Code
¥ Requested (61/61) [

g 1150001358
[ approvesk 1150001348
[ | approvex] 1150001347
L0 approvesk 1150001331
" [ | approvex 1150001321

[ | cancel Approvesk 1150001312

[ | cancel Approvesk 1150001311

[ cancel Approvesk 1150001310

] Approvesk 1150001309

[ Approvesk 1150001308

Building Floor

Problem Type

FMIELECTRICALIELECO1
FEMS|MECHANICAL|MEC13
FEMSICIVILICIV18

FMICIVILICIV16
CUSTODIALIHOUSEKEEPING|CLEANDT
CUSTODIALIHOUSEKEEPING|CLEANDT
CUSTODIALIHOUSEKEEPING|CLEANDT
CUSTODIAL|PEST|PEST04

CUSTODIALIHOUSEKEEPING|CLEANDZ Hygiene Services

SECURITY|SECURITY SERVICES|SEC01

[IUM/15101/AMIS.11.02.04

HeX
B 9 %-
Clear Recent

Problem Type More

Problem Type Description Location

Lighting RESIDENTIAL COLLEGE AND HOSTEL
Fire Fighting System & Accessories GUARD HOUSE

Walls & Accessories GUARD HOUSE

Water Supply RESIDENTIAL COLLEGE AND HOSTEL
Cleaning Services GUARD HOUSE

Cleaning Services MASJID CENTER OF FOUNDATION STU
Cleaning Services DINING HALL

Wildlife & Pest Control Services GUARD HOUSE

MASJID CENTER OF FOUNDATION STU

Security Patrolling type-1 RESIDENTIAL COLLEGE AND HOSTEL

No.

Steps

> Building Operations Console

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

Building Operations Console screen will be displayed.

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

4 Building Operations

4 On Demand Work

Building Operations Console

4 Dispatcher Approve Work Request 1150001358 o I'
sh
+ o Site Code 1136406MYS.060441.BEOOOT Equipment Code
Building Code 060107C Division Code
Floor Code 01 Department Code
y Room Code 011-0 Document 1 Upload a document t
3 Latitude Document 2 Upload a document t II
Longitude Document 3 Upload a document t
] Problem Type FMIELECTRICALIELECO1 Document 4 Upload a document t
r Work Description® Lighting not working
I “
g Comments
3 P
y Priority* g, 2-Urgent
Tol wea_..
Forward Reject || Cancel Work Request
6. In Approve Work Request pop pane, click on Approve button.
Issue No.1.0 9-79
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3.1.3

a Building Operations

4 On Demand Work

a Supervisor

Building Operation Console

Building Operations Console

Show Al
Group By Status A
0 selected

» Approved (13/13) [/

v  Site

Work
Request
Code

¥ |ssued and In Process (6/6) L

Dispatcher Assign Craftsperson to Work Request

Floor

Building

Problem Type

Problem Type

Problem Type Description

[IUM/15101/AMIS.11.02.04

More

HeX
B @ -

Clear Recent

Location

[5] Update

-0 Update
g Update

=] Update

=] Update

(=] Update

v Completed (65/65) |
Close

U | Close

Total records: 91

Complete | 1150001358

FM|ELECTRICALIELECO1

Lighting

RESIDENTIAL COLLEGE AND HO! I

Complete | 1150001340
1150001325
1150001323
1150001322

1150001147

Complete
complete
Complete

Complete

1150001357
1150001346

FMIELECTRICALIELECOS
CUSTODIALIHOUSEKEEPING|CLEANDT
SECURITYISECURITY SERVICES|SECO3
FEMSIELECTRICALIELECOT
FEMSICIVILICIVIO

FM|CIVILICIV16
FM|CIVILICIV18

Building Power Failure
Cleaning Services
Security Patrolling type-3
Lighting

Ceilings & Accessories

Water Supply

Walls & Accessories

ﬁDENTIAL COLLEGE AND HO?
RESIDENTIAL COLLEGE AND HO?
DEPARTMENT OF ISLAMIC REVE
SPORT FACILITIES
DEPARTMENT OF LANGUAGE

GUARD HOUSE
RESIDENTIAL COLLEGE AND HO?

No.

Steps

> Building Operations Console

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

button.

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

4 Building Operations

4 On Demand Work
4 Supervisor

Building Operations Console
| Update Work Request 1150001358

¢
* Problem
{

Work Request Code 1150001358

Description Lighting not working

Problem Location

Update Work Request

Equipment Down (Hours) 0.00

Eguipment Condition  New
Date Work Respended® 26/12/2019

Cause Code

Problem Type FMIELECTRICAL|ELECO1

ISEOT? No v

Current Equip. meter reading 0.00

Time Work Responded* 11:17

1117

Craftspersons Notes

Date Completion Manual

Time Completion Manual

Update Request Forward Request

(=1IE3

i

Close

Update Work Request pane will be displayed.

necessary fields:

e Date Work Responded

e Time Work Responded

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

Issue No.1.0
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4 Building Operations

Building Operations Console NeX

Update Work Request 1150001358 (o]x)
___________________________________________________________________________________________________________________|

4 On Demand Work

4~ Supervisor

- Equipment Down (Hours) 0.00 ISEOT? No v
Cause Code Current Equip. meter reading 0.00
Equipment Condition
Date Work Responded” 26/12/2019 Date Completion Manual
| Time Work Responded* 11:17 1117 Time Completion Manual
Craftspersons Notes

No records to display.

(WGE GGG Forward Request | Close

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

4 Building Operations
P —— Update Work Request 1150001358 =l

e e AR crataperson e |

Equipment Down (Hours) 0.00

-
. o c: I Craftsperson Code™ TA I
ause Code
Scheduled = UnScheduled
Equipment Condition Scheduled Hours 0,00

Date Work Responded* 26/12/2019
Actual Hours 0.00

Time Work Responded* 11:17 11:17
P Doubletime Hours 0.00

Craftspersons Notes
Overtime Hours 0.00

Date Started

Time Started
Date Finished
Time Finished
Work Type  UnSpecified v
Assignment Status  Active v

Additional Comments

Cancel
[IWEIGRGELWIGE S Forward Request  Close

No records to display.

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

e Craftsperson Code

Then, click on Save button to save the information.

Issue No.1.0 MICROCORP 11-79
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a Building Operations | Sl
Update Work Request 1150001358 =28

a On Demand Work

- Supervisor

Equipment Down (Hours) 0.00 ISEOT? No v
- Cause Code Current Equip. meter reading 0.00
Equipment Condition
Date Work Responded* 26/12/2019 Date Completion Manual
Time Work Responded” 11:17 M7 Time Completion Manual

Craftspersons Notes

Date Time Scheduled  Actual Doubletime Overtime Date Time Date Time Assignment
Craftsperson  Scheduled Scheduled Hours  Hours Hours Hours Started Started Finished Finished Status

TA 0.00 0.00 0.00 0.00 Active

[ [V GEICRELIG S Forward Request | Close

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.

Issue No.1.0 MICROCO RP 12-79



KONSESI PUSAT ASASI GAMBANG SDN BHD TRAINING MANUAL BY SCENARIOS
Asset Management Information System (AMIS) lIUM/15101/AMIS.11.02.04

3.1.4  Craftsperson to Complete Assigned Work Request

Sign In English (United Stares) S

AMIS v24

| _| Remember Me Forgot Password?

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

Issue No.1.0 MICROCORP 13-79
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LS O Find a form or report o [—)

4 Building Operations
A On Demand Work Building Operations Console

HexX

Report Probl
P —
show Al v Site Building Floor Problem Type More | Clear Recent
| Building Operations Console Gm% M
(=] Work Request Code  Problem Type Location Waork Description Due Date Supervisor
¥ Requested (1/1) [
[ 1150001118 FEMSICIVILICIV1T 060107B-01-001-0  Water tap not function Cancel 9/25/2019
() 1150001358 FM|ELECTRICALIELECO1  060107C-01-011-0  Lighting not working Complete  12/30/2019
L 1150001147 FEMSICIVILICIV19 080112A-01-C13-0  Ceiling damaged Update Complete  10/22/2019  SUPERVISOR
Total records: 3

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.

TA ~ £ Find a form or report o [—)

A Building Operations | S
a On Demand Work Building Operations Console

A Craftsperson l Update Work Request 1150001358 GIE

Problem Location

Time Scheduled Actual Doubletime Overtime Date Time Date Time Assignment

==
I TA 000  0.00 0.00 0.00 Active

Estimated Costs

Actual Costs

Update Request [ [E

5. In Update Work Request pane, toggle Craftspersons tab and click on Craftsperson
code to update Work progress.

Issue No.1.0 MICROCO RP 14-79
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TA ~ £ Find a form or report o [—)

4 Building Operations
A On Demand Work Update Work Request 1150001358

o Luaun

& Craftsperson I

Edit Craftsperson

Craftsperson Code* TA
Scheduled = UnScheduled
Scheduled Hours 0,00
Actual Hours 1,00
Doubletime Hours 0.00
Overtime Hours (.00

Date Time Scheduled  Actual Doubletime  Overtime Date Started 12/26/2019
Craftsperson  Scheduled  Scheduled Hours  Hours Hours Hours

Time Started 11:
TA 0.00 0.00 0.00 0.00 2 28 AM
Date Finished 12/26/2019
Time Finished 12:28 12:28 PM
Work Type wWork v

Assignment Status  Active v

Additional Comments  Fix lighting.

Estimated Costs

Estimated Cost of Labor 0.00
Estimated Cost of Parts 0.00
Estimated Cost of Tools 0.00

]

6. Edit Craftsperson pop up pane will be displayed.

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

e Date Started

e Time Started

e Date Finished

e Time Finished

e Work Type

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

you can no longer update the information)
e Additional Comments

Click on Save button to save the Craftsperson work information.

Issue No.1.0 MICROCO RP 15-79
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/S O Find a form or report 0 =

4 Building Operations
A On Demand Work Update Work Request 1150001358

Fiuuen Lusaun
4 Craftsperson

Date Time Scheduled  Actual Doubletime Overtime Date Time Date Time Assignment
Craftsperson  Scheduled Scheduled Hours  Hours Hours

Hours  Started Started  Finished Finished Status

TA 0.00 1.00 0.00 0.00 12/26/2019 11:28 AM 12/26/2019 1228 PM Active

Estimated Costs Actual Costs

Estimated Cost of Labor 0.00
Estimated Cost of Parts 0.00
Estimated Cost of Tools 0.00

Cost of Labor 0.00
Costof Parts  0.00
Cost of Tools 0.00

Update Request  [#[EL

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.

TA~ £ Find a form or report o [—)

- Building Operations
a On Demand Work Building Operations Console

=]

A Craftsperson Report Problem
Show All v Site Building Floor Problem Type More = Clear Recent
Building Operations Console Group By Status M
@ Work Request Code  Problem Type Location Work Description Due Date Supervisor
¥ Requested (1/1) [
O 1150001118 FEMSICIVILICIV1T 060107B-01-001-0  Water tap not function Cancel 9/25/2019
¥ Issued and In Process (2/2) [
) 1150001358 FMIELECTRICALIELECOT ~ 060107C-01-011-0  Lighting not working Update 12/30/2019
S B 1150001147 FEMSICIVILICIV19 060112A-01-C13-0  Ceiling damaged Update Complete|  10/22/2019  SUPERVISOR
Total records: 3

10. | Under Issued and In Process, click on Complete button.

Issue No.1.0 MICROCO RP 16-79
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4 Building Operations
4 0On Demand Work

4 Craftsperson

{3 Find a formor report

Building Operations Console AN=1rv]

B 9 A
Show All v Site Building Floor Problem Type More Clear Recent
Group By Status v

0 selected

Work Request Code  Problem Type Location Work Description Due Date Supervisor

¥ Requested (1/1)

1150001118 FEMS|CIVIL|CIV17 060107B-01-001-0  Water tap not function Cancel 9/25/2019
¥ Issued and In Process (2/2)

1150001358 FMIELECTRICALIELECO1  060107C-01-011-0  Lighting not working Update Complete| 12/30/2019.

1150001147 FEMSICIVILICIV19 060112A-01-C13-0 Complete Work Request 1150001358 ol x

This action marks your assignment as Completed. Supervisors can update
labor, parts, comments, and other work details until the request is Closed.

-
—

Total records: 3

No.

Steps

11.

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

Issue No.1.0
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3.1.4.1 Complete Work Request in Mobile Application (Optional)

ARCHIBUS

Username * User name (upper case)

Password * Password (case-sensitive)

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

Issue No.1.0 MICROCORP 18-79
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Al ARCHIBUS

Q Maintenance

Assessment

No. Steps

2. In the main menu, click Maintenance

|ﬁ o e

Issued and In Process
1150001147 FEMSI|CIVIL|CIV19 17/10:2019 Issued and In Process
Ceiling damaged
1160001368 FM|ELECTRICAL|ELECO1 26/12/2019 lssusd and In Frocess
Lighting not working
No More Records
[ My Work |
3. Maintenance screen will be displayed. List of Work Request assighed 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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Update

Request: 1150001358 Date Requested: 26/1212018
Requestor REQUESTOR

Site 1136406MYS.060441 BE00O1

Building RESIDENTIAL COLLEGE AND HOSTEL

Floor GROUND FLOOR

Room SSB

Problem Location

Problem Type Lighting

Status Issued and In Process
Equipment Code

Description Lighting not working

Action Taken *

Related Requests

Craftspers. .f Costs Documents | References

No. Steps

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

6. In Update pane, click on Craftsperson Notes.

Cancel Apply
Action Taken

Repair lighting

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

Requestor REQUESTOR

Site 1136406MYS.060441 BE00O1

Building RESIDENTIAL COLLEGE AND HOSTEL
Floor GROUND FLOOR

Room SSB

Problem Location

Problem Type Lighting

Status Issued and In Process
Equipment Code

Description Lighting not working

Action Taken * [Repair lighting

Related Requests

I Craftspers. .f Costs Documents | References

No. Steps

8. Saved remarks are displayed in Craftsperson Notes field.

9. Click on Craftspersons tab at the bottom menu.

e

Craftspersons

Assign Craftsperson

Craftsperson Code *

Actual Hours 0.00 °
Overtime Hours 0.00 g
Doubletime Hours 0.00 e
Date Started *
Time Started *

Date Finished

Time Finished

Work Type UnSpecified
Status Active
Comments

Craftspersons

Craftsperson Code Total Hours Date Finished Time Finished Work Type

TA 1.00 Hours 12:28 Work Active

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

Select a Craftsperson from the list.
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4

Craftspersons
Assign Craftsperson
Craftsperson Code = TA
L J
Actual Hours 137 e
Overtime Hours 0.00 °
Doubletime Hours 0.00 e
ST 2612/2019
Time Started = 11-28 ®
Date Finished 26/12/2019
Time Finished 12:50 @
Work Type Waork
Status Active
Comments Fix lighting
Craftspersons
Craftsperson Code Total Hours Date Finished Time Finished Work Type Status
TA 1.00 Hours 12:28 Work Active
No. Steps
11. | In Assign Craftsperson input pane, fill information in the necessary fields:

e Actual Hours

e Date Started

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

e Date Finished

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

e Work Type

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

information of this Work Request)
e Comments
Click on Save icon, . to save craftsperson information.
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> Ak &

Craftspersons

Assign Craftsperson

Craftsperson Code * TA

@
Actual Hours 1437 e
Overtime Hours 0.00 °
Doubletime Hours 0.00 e
Date Started * 2611212019
Time Started * 1128 @
Date Finished 26/12/2019
Time Finished 12-50 @
Work Type Work
Status Active
Comments Fix lighting

]
Craftspersons
Craftsperson Code Total Hours Date Finished Time Finished Work Type Status
TA 1.37 Hours 12:50 Work Active

No. Steps

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

Request: 1150001358 Date Requested: 20/12/2018
Requestor REQUESTOR

Site 1136406MYS.060441.BE0001

Building RESIDENTIAL COLLEGE AND HOSTEL

Floer GROUND FLOOR

Room SSB

Problem Location

Problem Type Lighting
Status Issued and In Process
Equipment Code
Description Lighting not working
“
Action Taken * Repair lighting

Related Requests

Clanspers‘..f Costs. I Documents | References.

13. | In Update pane, click on Costs tab at the bottom menu.
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Add Other Cost

QOther Resource Type * General Costs
Other Resource Description 40cm Philips Fluorescent Lamp 36\,

P
Quantity Used 200 °
Units
Estimated Cost 0.00
Actual Cost 7.00 °

Other Costs
Aclual Cost

Other Resource Type Quantity Used

Tap *+ to add new costs.

Summary of Actual Costs

Cost of Labor 0.00
Cost of Parts 0.00
Other Costs 0.00
Total Cost 0.00
No. Steps

14. | Costs pane will be displayed. In Add Other Cost input pane, fill information of cost, if
any, in the necessary fields:

e Other Resource Type

e Other Resource Description
e Quantity Used

e Units

e Actual Cost

Click on Save icon,., button to save Cost information.
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Add Other Cost

Other Resource Type * Administration Costs

Other Resource Description

Quantity Used 0.00 e
Units

Estimated Cost 0.00

Actual Cost 0.00 °
Other Costs

Other Resource Type Quantity Used Actual Cost

GENERAL
40cm Philips Fluorescent Lamp 36\

Summary of Actual Costs

Cost of Labor 0.00
Cost of Parts 0.00
Other Costs 7.00
Total Cost 7.00

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.

Update

Request: 1150001358 Date Requasted: 26/1212018
Requestor REQUESTOR

Site 1136406MYS.060441 BE00O1

Building RESIDENTIAL COLLEGE AND HOSTEL

Floor GROUND FLOOR

Room SSB

Problem Location

Problem Type Lighting
Status Issued and In Process
Equipment Code
Description Lighting not working
z
Action Taken = Repair lighting

Related Requests

Craftspers. q Costs ‘i Documents I References

17. | New Cost are indicated at Costs tab.

18. | In Update pane, click on Documents tab at the bottom menu.
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Asset Management Information System (AMIS)

2N

Documents

No documents available

No. Steps

19. | Documents pane will be displayed.

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

Close Attach

*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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SRS

Documents

Ei doc1.jpg IZ“ Uzn ) @

No. Steps

22. | Attached photo are displayed in Documents pane.

23. | Click on Display button to view the photo.

Update
Request: 1150001358 Daie Requested: 20/1212010
Requestor REQUESTOR
Site 1136406MYS.060441.BE0001
Building RESIDENTIAL COLLEGE AND HOSTEL
Floor GROUND FLOOR
Room SsB

Problem Location

Problem Type Lighting
Status Issued and In Process
Equipment Code
Description Lighting not working
#
Action Taken * Repair lighting

Related Requests

Claftspers‘..'f Costs ‘f Ducumenis‘f References

24. | |n Update pane, click on menuicon, -
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Hold for Labor

Hold for Access

Resume To Issued

Complete

Link New

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

Complete

This action marks the request as
Completed. A Supervisor can update
labor, paris, comments, and other work

details until the request is Closed.

Complete the work request?

26. | Complete confirmation pop up pane will be displayed. Click on Complete button to
complete the Work Request.
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E— R
Issued and In Process
1150001147 FEMSI|CIVIL|CIV19 17/102019 Issued and In Process
Ceiling damaged
1150001358 FM|ELECTRICAL|ELECO1 28/12/2019 [ ] Completed
Lighting not working
No More Records
[ My work |
No. Steps
27. | InlIssued 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 English (United Stares) S

AMIS v24

| _| Remember Me Forgot Password?

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
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REQUESTOR ~

4 Building Operations

~ On Demand Work Building Operations Console AR=Trx]
m A -
4« Complaint B @ &
show Al v Site Building Floor Problem Type More Clear Recent
Building Operations Console Group By Status M
0 selected
Work
a Request
Code Problem Type Problem Type Description Location

» Requested (28/28) ||
» Approved (12/12) [
p Issued and In Process (4/4) [

v Completed (44/44) ||
: (=] m 1150001358 FMIELECTRICAL|ELECO1 Lighting RESIDENTIAL COLLEGE AND HOSTEL
| a 1150001348 FMICIVILICIV13 Walls & Accessories RESIDENTIAL COLLEGE AND HOSTEL
a 1150001343 FMICIVILICIV16 Water Supply MULTI-PURPOSE HALL
a 1150001342 FMIOTHERS|OTHERSO1 Others RESIDENTIAL COLLEGE AND HOSTEL
(=] 1150001339 FM|HOUSEKEEPING|CLEANO1 Cleaning Services DINING HALL
a 1150001318 FEMSIELECTRICALIELECO1 Lighting RESIDENTIAL COLLEGE AND HOSTEL
a 1150001315 FEMSIMECHANICAL|MEC12 Fan & Ventilation System RESIDENTIAL COLLEGE AND HOSTEL

Total records: 92

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.

4 Building Operations
& On Demand Work Building Operations Console Al=Tr=]

4 Complaint B @ f-

Show All v Site Building Floor Problem Type More Clear Recent
. Group By Status v
0 selected
Work
Request
Code Problem Type Problem Type Description Location

P Requested (28/28)
» Approved (12/12)
b Issued and In Process (4/4)

- w G W (4444}
i Survey Work Request 1150001358 5[5/ | RESIDENTIAL COLLEGE AND HOSTEL
RESIDENTIAL COLLEGE AND HOSTEL
Satisfaction Rating

MULTI-PURPOSE HALL

RESIDENTIAL COLLEGE AND HOSTEL
DINING HALL

2] JRESIDENTIAL COLLEGE AND HOSTEL
RESIDENTIAL COLLEGE AND HOSTEL

P—
Satisfaction Notes” f| ighting fixed

5. | Survey Work Request pop up pane will be displayed. In Survey Work Request pop
up pane, fill information in the necessary fields:

e Satisfaction Rating
e Satisfaction Notes

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

| _| Remember Me Forgot Password?

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
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4 Building Operations

4 On Demand Work
A Supervisor

Building Operation Console

Building Operations Console

[IUM/15101/AMIS.11.02.04

Ne
B- @ %~

Total records: 91

Show All v Site Building Floor Problem Type Clear Recent
Group By Status A
0 selected
Work
(=] Request
Code  Problem Type Problem Type Description Location
» Approved (13/13) [
b Issued and In Process (5/5) [
) j close 1150001358  FMIELECTRICALIELECQ1 Lighting RESIDENTIAL COLLEGE AND HOS1 I
= L Close '\15-000'\357 FMICIVIL\C-IV'IG Water Supply GUARD HOU&
L) Close 1150001346  FM|CIVILICIV1S Walls & Accessories RESIDENTIAL COLLEGE AND HOS1
) Close 1150001345 FMIELECTRICAL|ELECO3 Building Power Failure DINING HALL
L) Close 1150001344 FM|CIVILICIV16 Water Supply MASJID CENTER OF FOUNDATION
[ Close 1150001343 FM|CIVILICIV16 Water Supply MULTI-PURPOSE HALL
[ Close 1150001342 FM|OTHERS|OTHERSO1 Others RESIDENTIAL COLLEGE AND HOS1
[ close 1150001341 FMIELECTRICALIELECO4 Campus Power Failure DEPARTMENT OF ISLAMIC REVEAI

No.

Steps

Supervisor > Building Operations Console task.

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

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

4 Building Operations
4 On Demand Work

4 Supervisor

Building Operations Console

N Show All v Building Problem Type Clear Recent
Group By Status v
0 selected
Problem Type Problem Type Description
p Approved (13/13)
p Issued and In Process (5/5)
¥ Completed (66/66)
g i e e e Lighting RESIDENTIAL COLLEGE AND HOST
Close Work Request 1150001358 2 Water Supply GUARD HOUSE
- B Walls & Accessories RESIDENTIAL COLLEGE AND HOST
This action archives the request and prevents any further updates tao it.
Building Power Failure DINING HALL
Close this work request? Water Supply MASJID CENTER OF FOUNDATION
Water Supply MULT-PURPOSE HALL
Others RESIDENTIAL COLLEGE AND HOST
Campus Power Failure DEPARTMENT OF ISLAMIC REVEAI
-
Tot;
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

| Remember Me Forgot Password?

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
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a Building Operations

o On Demand Work Report Problem for Self Finding A=l
a Self Finding Requestor
_ Requested By* DISPATCHER
Requestor Phone
Location

[IUM/15101/AMIS.11.02.04

(1 Use your assigned workspace location

Location” §1136406MYS.060441060101A
CISUEIE iR 8 LA (el

Site Name UIA GAMBANG
Building Owner GUARD HOUSE
Floor Name GROUND FLOOR

Room Name TOILET

Describe the Iocationlwau I
nter the location specimcally enougn that malntenance can 1ind It, such as ' Problem is on back wall, below window.".

Complaint Type™ Self Finding v
Equipment
Equipment Code I — _ I
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:
e Location
e Describe the location
e Equipment Code
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a Building Operations

'~ On Demand Work Report Problem for Self Finding HNex

a Self Finding List Request for Equipment

+ Problem

Type of Probler§ [FM v

Work Tradd] [CIVIL v

Problem Type™] | Water Supply v

View All Problem Types
The more precisely you specify your problem, the better we can route it to people who can help.

- Description

Description’] No water supply

Workflow

Response required within 24 Hours

Completion required within 2 Days

Workflow Steps:

On status of Requested: Edit and Approve is required by OPS DISPATCHER (ACP)

Request will be dispatched to SUPERVISOR TEAM

[Submit Add Documents || Cancel

No. Steps

e Type of Problem
e Work Trade

e Problem Type

e Description

Click on Submit button to submit Self-Finding problem.
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3.2.2

4 Building Operations

Dispatcher Approve Self-Finding Work Request

[IUM/15101/AMIS.11.02.04

Total records: 93

 On Demand Work Building Operations Console HeX
4 Dispatcher B- 9 -
zl;g:; ;—\\I{\ — . v Site Building Floor Problem Type More | Clear Recent
0 selected
Work
[m] Request
Code  Problem Type Problem Type Description Location
¥ Reguested (61/61) [
I [J  cancel I ADDTUVE*I 1150001357  FMICIVILICIV16 Water Supply GUARD HOUSE I
. 1 Approvesk 1150001348  FEMS|MECHANICAL|MEC13 Fire Fighting System & Accessories GUARD HOUSE
y ) Approvesk 1150001347  FEMS|CIVIL|CIV18 Walls & Accessories GUARD HOUSE
) Approvesk 1150001331 FMICIVILICIV16 Water Supply RESIDENTIAL COLLEGE AND HOSTEL
) Approvesk 1150001321 CUSTODIALIHOUSEKEEPING|CLEANOT Cleaning Services GUARD HOUSE
) cancel Approvesk 1150001312  CUSTODIALIHOUSEKEEPING|CLEANOT Cleaning Services MASJID CENTER OF FOUNDATION STU
[J  cancel Approvesk 1150001311 CUSTODIALIHOUSEKEEPING|CLEANOT Cleaning Services DINING HALL
[J  cancel Approvek 1150001310  CUSTODIALIPESTIPESTO4 Wwildlife & Pest Control Services GUARD HOUSE
) Approves 1150001309  CUSTODIALIHOUSEKEEPING|CLEANOZ Hygiene Services MASJID CENTER OF FOUNDATION STU
) Approvesk 1150001308  SECURITYISECURITY SERVICES|SECO1 Security Patrolling type-1 RESIDENTIAL COLLEGE AND HOSTEL

No.

Steps

> Building Operations Console.

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

Building Operations Console screen will be displayed.

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

4 Building Operations

4 On Demand Work

Building Operations Console

a Dispatcher Approve Work Request 1150001357 olx
shi
-+ a3 site Code 1136406MYS.060441.BE0Q01 Equipment Code
Building Code 060101A Division Code
Floor Code 01 Department Code
| Room Code AD1-0 Document 1 Upload a document t
-3 Latitude Document 2 Upload a document t
| Longitude Document 3 Upload a document
| Problem Type FMICIVILICIV16 Document 4 Upload a document 1t
e Work Description™ No water supply
B
B 4
Comments
B
b
4
b -
| Priority” g, 2-Urgent
B
To| -
Forward Reject | Cancel Work Request
4. In Approve Work Request pop up pane, click on Approve button.
Issue No.1.0 37-79

MICROCORP




KONSESI PUSAT ASASI GAMBANG SDN BHD

TRAINING MANUAL BY SCENARIOS

Asset Management Information System (AMIS)

3.2.3

[IUM/15101/AMIS.11.02.04

Dispatcher Assign Craftsperson to Work Order

- Building Operations
4 0On Demand Work

- Supervisor

Building Operations Console

HeX
B 9 #-

(S}I:;J:; Q\:\ . v Site Building Floor Problem Type More Clear Recent
0 selected
Work
=] Request
Code Problem Type Problem Type Description Location
» Approved (13/13) [J
¥ |ssued and In Process (6/6) |
[5] update] |complete| 1150001357  FMICIVILICIV1G water Supply GUARD HOUSE I
a Update Complete| 1150001340 FMIELECTRICALIELECO3 Building Power Failure RESIDENTIAL COLLEGE AND HO¢
. Update Complete | 1150001325 CUSTODIAL|HOUSEKEEPING|CLEANO1 Cleaning Services RESIDENTIAL COLLEGE AND HO¢
|5} Update Complete| 1150001323 SECURITY|SECURITY SERVICES|SEC03 Security Patrolling type-3 DEPARTMENT OF ISLAMIC REVE
|5} Update Complete | 1150001322 FEMS|ELECTRICALIELECO1 Lighting SPORT FACILITIES
[} Update Complete | 1150001147  FEMSICIVILICIV19 Ceilings & Accessories DEPARTMENT OF LANGUAGE
¥ Completed (64/64) [
O | close 1150001346  FMICIVILICIV18 Walls & Accessories RESIDENTIAL COLLEGE AND HO¢
O Close 1150001345 FM|ELECTRICAL|ELECO3 Building Power Failure DINING HALL

Total records: 90

No.

Steps

> Building Operations Console.

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

button.

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

4 Building Operations

A On Demand Work Building Operations Console

a Supervisor | Update Work Request 1150001357 L=Jib
+ : Problem
Work Request Code 1150001357 Problem Type FMICIVILICIV16
Description No water supply
| Y
| Problem Location wal|
Update Work Request
Equipment Down (Hours) 0.00 ISEOT? No v
Cause Code Current Equip. meter reading 0.00
Equipment Condition | New ¥
Date Work Responded*]26/12/2019 Date Completion Manual
|
Time Work Responded™] 10:17 10:17 Time Completion Manual
Craftspersons Notes
y
Update Request Forward Request = Close

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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4 Building Operations

~ On Demand Work Building Operations Console He
P | Update Work Request 1150001357 (olx]
I EEEEE—
* Equipment Down (Hours) 0.00 ISEOT? No v
Cause Code Current Equip. meter reading 0.00
Equipment Condition
Date Work Responded* 26/12/2019 Date Completion Manual
Time Work Responded® 10:17 10117 Time Completion Manual
Craftspersons Notes

No records 1o display.

[VLEVGEL T Forward Request | Close

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

4 Building Operations

EIES

P ———— Update Work Request 1150001357

Wk R cartperean = |

Equipment Down (Hours) 0.00
+ quip . ( . d) e I Craftsperson Code™ TA I
ul
) ause c! e Scheduled = UnScheduled
Equipment Condition Scheduled Hours 0,00

Date Work Responded*
ps 26/12/2019 Actual Hours .00

Time Work Responded* 10:17 1017 Doubletime Hours 0.00

| Craftspersons Notes Overtime Hours 0.00
Date Started
Time started

Date Finished
Time Finished
Work Type  UnSpecified v
Assignment Status  Active v

Additional Comments

No records to display.
(WWGEIGRG IS | Forward Request | Close

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

e Craftsperson Code

Then, click on Save button to save the information.
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4 Building Operations

a On Demand Work

4 Supervisor

[IUM/15101/AMIS.11.02.04

Update Work Request 1150001357

Equipment Down (Hours) 0.00 ISEOT? No v
Cause Code Current Equip. meter reading 0.00
Equipment Condition
Date Work Responded* 26/12/2019 Date Completion Manual
Time Work Responded® 10:17 1017 Time Completion Manual

Craftspersons Notes

Date Time Scheduled  Actual Doubletime Overtime Date Time Date Time Assignment
Craftsperson  Scheduled  Scheduled Hours  Hours Hours Hours Started Started Finished Finished Status
TA 0.00 0.00 0.00 0.00 Active

[WLEICBELIES M| Forward Request | Close

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 English (United Stares) S

AMIS v24

| _| Remember Me Forgot Password?

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
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TA~ £ Find a form or report o [—)
4 Building Operations
~ On Demand Work Building Operations Console H e
 Craftsperson Report Problem
Show Al * Site Building Floor Problem Type More | Clear Recent
Building Operations Console Gro% M
@ ‘Work Request Code  Problem Type Location Work Description Due Date Supervisor
¥ Requested (1/1) [
' 1150001118 FEMSICIVILICIV17  060107B-01-001-0 Water tap not function Cancel 9/25/2019
¥ Issued and In Process (2/2) ||
. ID 1150001357 FWCWIL\CIVIG 060101A-01-A01-0 No water SLIEEl:J IUPGETEI Complete 72/301’2_0]9 I
= [ 1150001147 FEMSICIVILICIV19 060112A-01-C13-0 Ceiling damaged Update Complete 10/22/2019  SUPERVISOR
Total records: 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.

£ Find a form or report o I:—)

4 Building Operations
4 On Demand Work
A Craftsperson I Update Work Request 1150001357 Bl

Building Operations Console

Problem Location yyq|

Date Time Scheduled  Actual Doubletime Overtime Date Time Date Time Assignment
Craftsperson _Scheduled _Scheduled Hours __Hours Hours, Hours _Started  Started _Finished _Finished _ Status

U 00 0.00 0.00

Estimated Costs Actual Costs

Update ELIES | Close

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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TA~ £ Find a form or report o [—)

4 Building Operations
4 On Demand Work

a Craftsperson I Edit Craftsperson (ol
Problem Location wall

Update Work Request 1150001357

Craftsperson Code* TA
Scheduled = UnScheduled
Scheduled Hours 0.00
Actual Hours 0.00
Doubletime Hours 0.00
Overtime Hours 0.00
Date Started 12/26/2019

Date Time Scheduled Actual Doubletime  Overtime Time Started 10:25 10:25 AM
Craftsperson  Scheduled  Scheduled Hours  Hours Hours Hours Date Finished 12/26/2010
TA 0.00 0.00 0.00 0.00 Time Finished 11:25 1125 AM
Work Type Work -

Assignment Status  Active -
Additional Comments Pipe leaking. Replaced pipe.

Estimated Costs
Estimated Cost of Labor 0.00 Cancel

Update Request [&LET]

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

e Actual Hours
e Date Started
e Time Started
e Date Finished
e Time Finished
e Work Type

L4 ASSign ment Status (Note: Changing Assignment Status to ‘Complete’ will automatically change the Work

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

Click on Save button to save Craftsperson work information.
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L/ S O Find a form or report o =3

Building Operations

On Demand Work Update Work Request 1150001357

Craftsperson I

ra
Problem Location wall

Date Time Scheduled  Actual Doubletime Overtime Date
Craftsperson  Scheduled  Scheduled Hours

TA

Time Date Time Assignment
Hours Hours Hours  Started Started  Finished Finished  Status

0.00 0.00 0.00 0.00 12/26/2019 10:25 AM 12/26/2019 11:25AM Active

Estimated Costs Actual Costs
Estimated Cost of Labor 0.00 Cost of Labor 0.00

Update Request  [&LE]

Saved Craftsperson work information is displayed in Craftspersons tab. Click on
Update Request button to update Work Request information.

TA~ O Find a form or report o [—)

Building Operations
On Demand Work Building Operations Console

HeX
Craftsperson Report Problem
Show All v | Site Building Floor Problem Type More  Clear Recent
Group By Status v
+
@ Work Request Code  Problem Type Location Work Description Due Date Supervisor
¥ Requested (1/1) [
[ 1150001118 FEMSICIVILICIV17  060107B-01-001-0 Water tap not function Cancel 9/25/2019
¥ |ssued and In Process (2/2) |
1 0 1150001357 FMICIVILICIV16 0601014-01-A01-0  No water supply update | complete]  12/30/2019 |
[ 1150001147 FEMSICIVILICIV19 060112A-01-C13-0 Ceiling damaged Update Complete 10/22/2019 SUPERVISOR
Total records: 3

In Building Operations console, under Issued and In Process, click on Complete
button.
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£ Find a form or report

4 Building Operations
4 On Demand Work

Building Operations Console N eX

4 Craftsperson B 9 %~
Show All v Site Building Floor Problem Type More Clear Recent
o Group By Status v
0 selected
Work Request Code  Problem Type Location Work Description Due Date Supervisor
¥ Requested (1/1)
1150001118 FEMSICIVILICIV17 060107B-01-001-0 Water tap not function Cancel 9/25/2019
¥ Issued and In Process (2/2)
1150001357 FMICIVILICIV16 060101A-01-A01-0  No water supply Update Complete.  12/30/2019
1150001147 FEMSICIVILICIVIS  0601124:01-C13-0  celind Complete Work Request 1150001357 EIIEs

This action marks your assignment as Completed. Supervisors can update
labor, parts, comments, and other work details until the request is Closed.,

-
- K

Total records: 3

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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Asset Management Information System (AMIS)

3.2.4.1 Complete Work Request in Mobile Application (Optional)

Password *

. ARCHIBUS

Username *

User name (upper case)

Password (case-sensitive)

[IUM/15101/AMIS.11.02.04

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
Issue No.1.0 46-79
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Asset Management Information System (AMIS)

Al ARCHIBUS

. &

Q Maintenance

Assessment

No. Steps

2. In the main menu, click on Maintenance.

Iﬁ - = |

Issued and In Process

1150001147 FEMSI|CIVIL|CIV19 171012019 Issued and In Process
Ceiling damaged

Issued and In Process

1150001357 FM|CIVIL|CIV16 26/12/2019
No water supply

No More Records

[ My Work |

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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Update

Request: 1150001357 Daie Requested: 20/1212010
Requestor DISPATCHER

Site 1136406MYS.060441.BE0001

Building GUARD HOUSE

Floer GROUND FLOOR

Room TOILET

Problem Location Wall

Problem Type Water Supply

Status Issued and In Process

Equipment Code

Description No water supply

Action Taken *

Related Requests

Clanspers‘..'f Costs. Documents, | References.

No. Steps

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

Cancel Apply
Action Taken

Pipe leaking. Replaced pipe.

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

Requestor DISPATCHER

Site 1136406MYS.060441 BE00O1
Building GUARD HOUSE

Floor GROUND FLOOR

Room TOILET

Problem Location Wall

Problem Type Water Supply

Status Issued and In Process

Equipment Code

Description No water supply

Action Taken * Pipe leaking. Replaced pipe.

Related Requests

I Craftspers. .f Costs Documents | References

No. Steps

7. Input remarks are displayed in Craftsperson Notes field.

8. Click on Craftsperson tab at the bottom menu.

e

Craftspersons

Assign Craftsperson

Craftsperson Code * >

Actual Hours 0.00 °
Overtime Hours 0.00 g
Doubletime Hours 0.00 e
Date Started *
Time Started *

Time Finished

Date Finished

Work Type UnSpecified
Status Active
Comments

Craftspersons

Craftsperson Code Total Hours Date Finished Time Finished Work Type

TA 0.00 Hours 11:25 Work

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

Select a Craftsperson from the list.
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4

Craftspersons
Assign Craftsperson
Craftsperson Code = TA
L J
Actual Hours 0.27 e
Overtime Hours 0.00 °
Doubletime Hours 0.00 e
R 2612/2019
Time Started = 10:25 ®
Date Finished 26/12/2019
Time Finished 10:41 @
Work Type Waork
Status Active
Comments Pipe leaking. Replaced pipe
Craftspersons
Craftsperson Code Total Hours Date Finished Time Finished Work Type Status
TA 0.00 Hours 11:25 Work Active
No. Steps
10. | In Assign Craftsperson input pane, fill information in the necessary fields:

e Actual Hours

e Date Started

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

e Date Finished

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

e Work Type

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

information of this Work Request)
e Comments
Click on Save icon, . to save craftsperson information.
Issue No.1.0
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Asset Managem

Assign Craftsperson

Craftsperson Code

Actual Hours
Overtime Hours
Doubletime Hours
Date Started *
Time Started =
Date Finished
Time Finished
Work Type

Status

Comments

Craftspersons

Craftsperson Code

ent Information System (AMIS)

[IUM/15101/AMIS.11.02.04

4

Craftspersons

TA

027

0.00

0.00
26/12/2019
10:25
26/12/2019
10°41
Waork

Active

Pipe leaking

Total Hours Date Finished

0.27 Hours

Replaced pipe

Time Finished Work Type Status

Active

®EQ &

No.

Steps

11.

Saved Craftsperson information will be displayed in Craftspersons pane.

Update

Requestor

Site

Building

Floor

Room

Problem Location
Problem Type
Status
Equipment Code

Description

Action Taken *

Related Requests

DISPATCHER

1136406MYS.060441 BED0O1

GUARD HOUSE

GROUND FLOOR

TOILET
Wall
\Water Supply

Issued and In

Process

No water supply

Pipe leaking. Replaced pipe.

Claﬂspers‘.ﬁ Costs ‘I Documents | References

Date Requested: 26/12/2010

12.

In Update pane, click on Costs tab

at the bottom menu.

Issue No.1.0

MICROCORP

51-79




KONSESI PUSAT ASASI GAMBANG SDN BHD TRAINING MANUAL BY SCENARIOS

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

Add Other Cost

QOther Resource Type * General Costs
Qther Resource Description 32 inch pipe

P
Quantity Used 1.00 °
Units
Estimated Cost 000
Actual Cost 500 °

Other Costs

Other Resource Type Quantity Used Actual Cost

Tap *+ to add new costs.

Summary of Actual Costs

Cost of Labor 0.00
Cost of Parts 0.00
Other Costs 0.00
Total Cost 0.00
No. Steps

13. | Costs pane will be displayed. In Add Other Cost input pane, fill information of cost, if
any, in the necessary fields:

e Other Resource Type

e Other Resource Description
e Quantity Used

e Units

e Estimated Cost

e Actual Cost

Click on Save icon,., button to save Cost information.
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Add Other Cost

QOther Resource Type *

Qther Resource Description

Quantity Used
Units

Estimated Cost

Actual Cost

Other Costs

Other Resource Type Quantity Used
GENERAL 1.00

32 inch pipe

[IUM/15101/AMIS.11.02.04

Administration Costs

Actual Cost

$5.00

Summary of Actual Costs

Cost of Labor

Cost of Parts

Other Costs

Total Cost

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.

Update

Requestor

Site

Building

Floor

Room

Problem Location
Problem Type
Status
Equipment Code

Description

Action Taken *

Related Requests

Daie Requested: 20/1212010
DISPATCHER

1136406MYS.060441.BE0001

GUARD HOUSE

GROUND FLOOR

TOILET

Wall

Water Supply

Issued and In Process

No water supply

Pipe leaking. Replaced pipe.

Craftspers... Costs q Documents References

16. | New Cost are indicated at Costs tab.

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

Documents

No documents available

No. Steps
18. | Documents pane will be displayed. Click on Camera icon,m, to attach Work photo
to the Work Request.
Close Photo Attach
19. | Use your device’s camera function to take the work photo. Click on Attach button to
attach the photo to work request.
Issue No.1.0 MICROCO RP 54-79



KONSESI PUSAT ASASI GAMBANG SDN BHD TRAINING MANUAL BY SCENARIOS
Asset Management Information System (AMIS) IUM/15101/AMIS.11.02.04

s

Documents
ﬁi doct jpg [ZA Display @
i
No. Steps

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

Update

Requestor DISPATCHER

Site 1136406MYS.060441.BE0001
Building GUARD HOUSE

Floer GROUND FLOOR

Room TOILET

Problem Location Wall

Problem Type Water Supply

Status Issued and In Process

Equipment Code

Description No water supply

Action Taken * Pipe leaking. Replaced pipe.

Related Requests

Craftspers. .f Costs f Documen'sﬂ References

21. | New Photos are indicated at Documents tab.

22. |n Update pane, click on menuicon, -
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Hold for Labor

Hold for Access

Resume To Issued

Complete

Link New

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

Complete

This action marks the request as
Completed. A Supervisor can update
labor, parts, comments, and other work

details until the request is Closed.

Complete the work request?

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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ER e

Issued and In Process

1150001147 FEMSI|CIVIL|CIV19 17/10i2019 Issued and In Process
Ceiling damaged

1150001367 FM|CIVIL|CIV16 26/12/2019 [ ] Completed

No water supply

No More Records

( My work |

No. Steps

25. | InIssued 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 English (United Stares) S

AMIS v24

| _| Remember Me Forgot Password?

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
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£ Find a form or report

4 Building Operations

 On Demand Work Building Operations Console e
5 v -
4 Complaint ©- @
show Al v Site Building Floor Problem Type More Clear Recent
Building Operations Console Group Bv_ Stalus N
0 selected
Work
=] Request
Code Problem Type Problem Type Description Location

» Requested (28/28) [
» Approved (12/12) |
p Issued and In Process (4/4) ||
v Completed (44/44) [

q & 1150001357  FMICIVILICIV16 Water Supply GUARD HOUSE
a 1150001346 FM|CIVILICIV18 walls & Accessories RESIDENTIAL COLLEGE AND HOSTEL
a 1150001343 FM|CIVILICIV16 Water Supply MULTI-PURPOSE HALL
a 1150001342 FMIOTHERS|OTHERSO1 Others RESIDENTIAL COLLEGE AND HOSTEL
a 1150001339 FM|HOUSEKEEPING|CLEANO1 Cleaning Services DINING HALL
a 1150001318 FEMSI|ELECTRICALI|ELECO1 Lighting RESIDENTIAL COLLEGE AND HOSTEL
a 1150001315 FEMSIMECHANICALIMEC12 Fan & Ventilation System RESIDENTIAL COLLEGE AND HOSTEL

Total records: 92

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.

4 Building Operations
Building Operations Console

4 On Demand Work -
Br @ %~

A Complaint
Show Al ¥ | Site Building Floor Problem Type More Clear Recent
- Group By Status T
0 selected
Work
Request
Code Problem Type Problem Type Description Location
P Requested (28/28)
» Approved (12/12)
.. b Issued and In Process (4/4)
A (‘omgleted (44/44) |
: Survey Work Request 1150001357 2% § GUARD HOUSE
RESIDENTIAL COLLEGE AND HOSTEL
Satisfaction Rating W‘ T TET——

Satisfaction Notes” fwater supply is fixed RESIDENTIAL COLLEGE AND HOSTEL

DINING HALL
2] I RESIDENTIAL COLLEGE AND HOSTEL
RESIDENTIAL COLLEGE AND HOSTEL

Totd

5. | Survey Work Request pop up pane will be displayed. In Survey Work Request pop
up pane, fill information in the necessary fields:

e Satisfaction Rating
e 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

| _| Remember Me Forgot Password?

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
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4 Building Operations
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Total records: 90

o . 0 e
4 On Demand Work Building Operations Console HeX
8 v -
4 Supervisor B- 9 %
T —— )0V All v Site Buildin: Floor Problem Type M Cl Filte R it
Building Operation Console g " ore ear ELEN
Group By Status v
0 selected
Work
o Request
Code Problem Type Problem Type Description Location
p Approved (13/13) [J
p Issued and In Process (5/5) [
w Completed (65/65) |
n 1150001357 FMICIVILICIV16 Water Supply GUARD HOUSE
— == — —
" Close 1150001346 FMICIVILICIVTE Walls & Accessories RESIDENTIAL COLLEGE AND HOST
L) Close 1150001345 FM|ELECTRICAL|ELECO3 Building Power Failure DINING HALL
L) Close 1150001344  FM|CIVILICIV16 Water Supply MASJID CENTER OF FOUNDATION
L) Close 1150001343  FMICIVILICIV16 Water Supply MULT-PURPOSE HALL
L) Close 1150001342 FM|OTHERS|OTHERSO1 Others RESIDENTIAL COLLEGE AND HOST
) Close 1150001341  FM|ELECTRICAL|ELECO4 Campus Power Failure DEPARTMENT OF ISLAMIC REVEAI
[ Close 1150001336  FM|HOUSEKEEPING|CLEANO1 Cleaning Services DINING HALL

No. Steps

Supervisor > Building Operations Console task.

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

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

a Building Operations

 On Demand Work Building Operations Console

4 Supervisor

Show All v | Site Building Problem Type More | Clear QiG] Recent
- Group By Status v ‘ -
0 selected
Problem Type Problem Type Description Location
» Approved (13/13)
p Issued and In Process (5/5)
¥ Completed (65/65)
e REL{oTiTohk<Ly Y el VA [TeIVAT Water Supply GUARD HOUSE
Close Work Request 1150001357 o % Walls & Accessories RESIDENTIAL COLLEGE AND HOST
B Building Power Failure DINING HALL
This action archives the request and prevents any further updates to it.
Water Supply MASJID CENTER OF FOUNDATION
Close this work request? Water Supply MULTI-PURPOSE HALL
Others RESIDENTIAL COLLEGE AND HOS1
Campus Power Failure DEPARTMENT OF ISLAMIC REVEAI
Cleaning Services DINING HALL
Totd =
—
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

e

{" Lyl dallellz Lol
f

Slgn In English (United Stares) IS

AMIS v24

| Remember Me Forgot Password?

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
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4.1.1  Define Procedures

4 Building Operations

Define PM Procedures, Steps, and Resources Hex

Filter Show | Clear

4 Preventive Maintenance

4 Maintenance Manager

PM Procedure PM Procedure Description Procedure Type
v
Define Procedures Primary Trade Instructions
Procedures, Steps, and Resources rocedures
b CIV - COLD WATER TANK (Y/M) Cold Water T; Procedure R
> CIV - COMMON AREAS BUILT IN FURNITURE | stea PEsE
4 Common Areas Built In Furniture Trade W Procedure” PM Procedure Description
. g:: - :fx:iué::zg::'s oo & oroet bt LE - LUMINARIES AND LIGHTINC Luminaries and Lighting
: : (Q) Floor & Carpe ool Type mary Trade Std. Units (sq. ft, etc.)
- b CIV - HANDRAIL & GRILLE (Y) Handrail & Grill
- CIV - REINFORCE CONCRETE STRUCTURE (2Y) FLE
Reinforce Concrete Structure Std. Units per Hour Procedure Type
> CIV - ROAD MAINTENANCE (M) Road Furniture / : Equipment ¥
Signage E
b CIV - ROAD MAINTENANCE (Y) Roads, Hard-Shoulders Account Code Equipment Standard
& Footpaths
> CIV - ROAD MAINTENANCE - (M) Fencing & Gate Cost Category PM Procedures to Suppress
& CIV - ROOFING & DOME (Y) Roofing & Dome
> CIV - SIGNAGE (M) Signage Pracedure Document
& CIV - SLOPES & EARTH RETAINING WALL (Q) Slopes & Upload a document 'Y

Earth Retaining Wall
& CIV - STEEL STRUCTURE & SPACE FRAME (Q) Steel

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:
e PM Procedure

e PM Procedure Description

e Primary Trade

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

e Std. Units per Hour

e Procedure Type

e Account Code

e Equipment Standard

e (Cost Category

e PM Procedure to Suppress
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Procedure Document

Click on Save button to save the PM Procedure.

4 Bu

g Operations

a Preventive Maintenance

4 Maintenance Manager

Filter
PM Procedure

Primary Trade

[radnew I

Procedures, Steps, and Resources

Define PM Procedures, Steps, and Resources

PM Procedure Description

Instructions

Hex

Show  Clear

Procedure Type

v

Procedure

P ELE - HT PANEL 11KV VCB (W) Ht Panel 11kv

P Steps

b ELE - HT PANEL 11KV VCB SHUTDOWN (Y) H Step

Delete

11kv Vb Shutdown Trade

b ELE - HT TRANSFORMER 11KV RESIN (W/M)
: Transformer 11kv Resin

b ELE - LIGHTNING SURGE PROTECTION (6M)

Part

Tool Type

M Procedure Code ELE - LUMINARIES AND
LIGHTING (D)

Instructions™ Qualitative Tasks

PM Step Code* 1

Surge Protection
b ELE - LIGHTNING SURGE PROTECTION (WN) Lightning

e D

b ELE - LUMINARIES AND LIGHTING (D) Luminaries and
Lighting

Lighting

b ELE - LUMINARIES AND LIGHTING (W) Luminaries and
Lighting

p ELE - LUMINARIES AND LIGHTING (WN) Luminaries
and Lighting

& ELE - LUMINARIES AND LIGHTING (Y) Luminaries and
Lighting

ROEIE 1M PARIEL ND A 1 Danal Rk

1. Ensure light fittings functional

Fiiantitativn Tanl,

No.

Steps

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

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

fields:

Click on Save button to save the Procedure Steps for selected PM Procedure.

PM Step Code

Instructions
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4.1.2  Assign Procedures to Equipment or Location

4 Building Operations

4 Preventive Maintenance

4 Maintenance Manager

| Assign Procedures to Equipment or

Location

O Find a form or report

| Asset Location

Equipment Code
O @ 060101A.01.001-0.171115.001
0 @ 060101A.01.001-0.171115.002

) @ 060101A.01.001-0.171115.003
O @ 060101A.01.001-0.333921.001

Assign Procedures to Asset or Location

Filter Clear
Building Code Floor Code Room Code
Equipment Standard No Procedure

[ZlRefresh | XLS

Equipment Code: 01953571 All[95257  Page 1 0f954 Next »>

Equipment Description

SINGLE DOOR (PLYWOOD C/W FACTORY P
SINGLE DOOR (PLYWOOD C/W FACTORY P
SINGLE DOOR (PLYWOOD)

SPLIT UNIT (WALL MOUNTED)

[ @ 060101A.01.001-0.353700.001 1 GANG 13A SWITCH SOCKET QUTLET

Page 1 of 954 Next>>
Total records: 95,357

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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Asset Management Information S

4.1.2.1

ystem (AMIS)

Assign Procedures to Equipment

Asset Location
Equipment Code: 0[23357] All[95357]  Page 1 of

Equipment Code

=] o 060101A.01.001-0.171115.001
| @ 060101A.01.001-0.171115.002

Assign Procedures to Asset or Location

Filter m Clear
Building Code Floor Code Rool
Equipment Standard No Procedure

[EIRefresh | XLS
f954 Next>>

Equipment Description

SINGLE DOOR (PLYWOQD C.
SINGLE DOOR (PLYWOOD C.

¥ @ 060101A.01.001-0.171115.003

SINGLE DOOR (PLYWOOQD) I

[IUM/15101/AMIS.11.02.04

A=l

Assigned Procedures for:060101A.01.001-0.171115.003
|

X Delete Selected

Available Procedures
O PM Procedure

PM Procedure Description

J @ 060101A.01.001-0.333921.001
[J @ 060101A.01.001-0.353700.001

Page 10f 954 Next>>
Total records: 95,357

SPLIT UNIT (WALL MOUNTE
1 GANG 13A SWITCH SOCK|

(2 Add selected

L _CIV-COMMON AREAS BUILT IN FURNITURE (Q) Common Areas Built In Furniture Details
== e

I ¥ CIV-DOORS (Q/Y) Doors Details

) CIV-FLOOR & CARPET (Q) Floor & Carpet Details

[ CIV- HANDRAIL & GRILLE () Handrail & Grille Details

) CIV - REINFORCE CONCRETE STRUCTURE (2Y) Reinforce Concrete Structure Details

) CIV- ROAD MAINTENANCE (M} Road Furniture / Signage Details

No.

Steps

screen.

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

List of unassigned procedures are shown in Available Procedures screen.

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

4, In Available Procedures screen, tick on Procedure(s) to be assigned to equipment.
Click on Add Selected button to add assign Procedure(s).

Assign Procedures to Asset or Location nNe
Filter [EZZ clear | Assigned Procedures for:0601014.01.001-0.171115.003 X Delete Selected
Building Code Floor Code Roor | PM Schedule Code  PM Procedure PM Procedure Description
=] CIV - DOORS (Q/Y) Doors Details
Equipment Standard No Procedure
()
Asset Location
[ERefresh | XLS
Equipment Code: 0[23357] All[95357]  Page 10f 954 Next>>
()
- Equipment Code Equipment Description
Available Procedures [©Add selected
=] o 060101A.01.001-0.171115.001 SINGLE DOOR (PLYWOQD C. S
& PM Procedure PM Procedure Description
=] o 060101A.01.001-0.171115.002 SINGLE DOOR (PLYWOQD C.
(7] o 060101A.01.001-0.171115.003 SINGLE DOOR (PLYWOOD) . .
[ CIV- COMMON AREAS BUILT IN FURNITURE (Q) Common Areas Built In Furniture Details
=] 060101A.01.001-0.333921.001 SPLIT UNIT (WALL MOUNTE
id ( [ CIV-FLOOR & CARPET (Q) Floor & Carpet Details
(8] r
J @ 060101A.01.001-0.353700.001 1 GANG 13A SWITCH SOCK| ) CIV- HANDRAIL & GRILLE (¥) Handrail & Grille Details
o - i Detail
Page 107954 Next>> CIV - REINFORCE CONCRETE STRUCTURE (2Y) Reinforce Concrete Structure ails
Total records: 95,357 ) CIV- ROAD MAINTENANCE (M} Road Furniture / Signage Details
) CIV - ROAD MAINTENANCE (Y) Roads, Hard-Shoulders & Footpaths Details

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 Asset or Location

[IUM/15101/AMIS.11.02.04

> Find a form or report

Hex

Page 1 0f 59 Next >>

Filter W8 Clear  Assigned Procedures for:060101A-01-A01-0 X Delete Selected
Building Code Floor Code Room Code
Equipment Standard No Procedure
@
Asset  Location
[ERefresh
.. Building Code: 05832 Allls232)  Page 10f53 MNext»>
() Building  Floor Room Room R.
~ Code Code Code RoomName Standard  C:
* Available Procedures Add Selected
[ o60101A
[=] ipti
o 060101A 01 O PM Procedure PM Procedure Description
5] 1A 01 007.0 GUARD BOO]
¥ 060101A 01 010 TOILET | LLL_CIV-COLD WATER TANK (V/M) Cold Water Tank Details |
O 060101A 01 BO01-0 PRAYING AREA ) M-001-HOSE REEL (M) Hose Reel Monthly (By Equipment) Details
[ oeo101A 01 BO1-1 ABLUTION
) ps0101A 01 K01-0 CORRIDOR 1

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.

O Find a form or report

==

X Delete Selected

Assign Procedures to Asset or Location

Filter i "N Clear | Assigned Procedures for:060101A-01-A01-0
Room Code =) PM Schedule Code  PM Procedure

o CIV - COLD WATER TANK (Y/M)

PM Procedure Description
Cold Water Tank Details

Building Code Floor Code

No Procedure

Equipment Standard

Asset  Location
[ERefresh | XLS

- Building Code: 0158321 Alls832]  Page10f59 Next>»

() Building  Floor Room Room R
~ Code Code Code RoomName Standard  C:
Available Procedures Add selected
[ oeo101A
3]
O 0801014 01 L) PM Procedure PM Procedure Description
) 080101A 01 001-0 GUARD ROOM
¥ 060101A 01 AD1-0 TOILET )" M-001-HOSE REEL (M) Hose Reel Monthly (By Equipment) Details
[ os0101A 01 BO1-0 PRAYING AREA
[ geo101A 01 BO1-1 ABLUTION
) 0s0101A 01 K01-0 CORRIDOR 1

Page 1 0f 59 Next >>

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

O Find a form or report

4 Building Operations

Define PM Schedules

4 Preventive Maintenance

4 Maintenance Manager Filter Clear Edit PM Schedule copy
Building Code Floor Code Room Cc
Equipment Code Equipment Standard PM Proc:

Asset -Procedure  Location-Procedure
[ZRefresh | XLS |~

PM Procedure: Cl6] E[s] M[1] All[1Z

Define PM Schedules I (5]
Equipment Code Asset Description

[ @ 060101A.01.001-0.171115.001 SINGLE DOOR (PLYWQOD C/W FACT
[ @ 060101A.01.401-0.21431513.001 TISSUE HOLDER

[ @ 060101A.01.A01-0.171300.001  FIXED GLASS WINDOW

[ @ 060101A.01.001-0.333921.001 SPLIT UNIT (WALL MQUNTED)

=] o 060101A.01.801-1.311919.001 WATER TAP

[ @ 060101A.01.001-0.171115.001 SINGLE DOOR (PLYWOOD C/W FACT
[ @ 060101A.01.001-0.333921.001 SPLIT UNIT (WALL MQUNTED)

=] o 060101A.01.001-0.371100.002 DATA POINT

(| MR ncnana s e nna naTaaas ann  Ciis C RAAR SO AIA AR A A e s T

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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PPMMANAGER ~

Define PM Schedules HaX

Show Copy | Save

Building Code Floor Code Room Cc¢

PM Proc:

Equipment Code

Equipment Standard

PM Schedule Code PM Procedure PM Procedure Description

256 ELE - LV PANEL MSB/ACE (M) LV PANEL MSB/ACE
o Equipment Code Asset Description
it T I 060101A.01.A01- TISSUE HOLDER

0.21431513.001

»

PM Procedure: Cl6] E[s] M1 All[12]

Date of Last PM Calc. Date for Next PM Calc. Hours to Complete

Equipment Code . Asset Description 9/6/2019 11/6/2019 0.00
Date for First PM Manual Date for Next PM Est. Hours to Complete
O 9/6/2019 0.00
@ 050101401.001-0.171115.001 _ SINGLE DOOR (PLYWOOD C/W FACT | || oo Type Fixed or Floating Current Frequency
| @ @ 060101A.01.A01-0.21431513.001 TISSUE HOLDER Months. v Fixed v 1 .
[ @ 060101A.01.A01-0.171300.001  FIXED GLASS WINDOW Freq. 1 Interval
[ @ 060101A.01.001-0.333921.001  SPLIT UNIT (WALL MOUNTED) !
) @ 060101A01.801-1.311910.001  WATER TAP
) @ 060101A.01.001-0.171115001  SINGLE DOOR (PLYWOOD C/w FacT | Task Priority Total Units Unit Desc.
1.00

) @ 060101A.01.001-0.333921.001  SPLIT UNIT (WALL MOUNTED) Comments Meter Reading o Last P Num. Open Wark Orders
) @ 060101A.01.001-0.371100.002  DATA POINT 0.00 0

| MM nrnenes nenne nagaeernnn A e nann mnnsmnn e ceoe Y

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.

L NVTNTYC R O Find a form or report 0 |:—)

Define PM Schedules HeX
Building Code Floor Code Room C¢
vt Code R —

PM Schedule Code PM Procedure
256 ELE - LV PANEL MSB/ACE (M)
Equipment Code Asset Description

060101A.01.A01- TISSUE HOLDER
-~ 0.21431513.001

PM Procedure Description
LV PANEL MSB/ACB

Location-Procedure

PM Procedure: Clél EIs] M1 AllZ

Date of Last PM Calc. Date for Next PM Calc. Hours to Complete
- 9/6/2019 11/6/2019 0.00
* Date for First PM Manual Date for Next PM Est. Hours to Complete
= 9/6/2019 0.00
Fixed or Floating Current Frequency

Fixed 1

Equipment Code + Asset Description

O @ 060101A.01.001-0.171115.001 SINGLE DOOR (PLYWQOD C/W FACT
@ @ 060101A.01.A01-0.21431513.001 TISSUE HOLDER

) @ 060101A.01.A01-0.171300.001  FIXED GLASS WINDOW
O @ 060101A.01.001-0.333921.001 SPLIT UNIT (WALL MQUNTED)
[ @ 060101A.01.801-1.311919.001  WATER TAP

[ @ 060101A.01.001-0.171115.001  SINGLE DOOR (PLYWOOD C/W FACT Total Units Unit Desc.

1.00
o o 060101A.01.001-0.333921.001 SPLIT UNIT (WALL MOUNTED) Meter Reading on Last PM Num. Gpen Work Orders
[ @ 060101A.01.001-0.371100.002  DATA POINT 0.00 0

1 MR nmanas e nne A amaear ARn Amiarm mAnan A an A es e Y

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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PPPMMANAGER ~ O Find a form or report o [—)

Define PM Schedules

Hak

Building Code Floor Code Room Cc¢

R R oo, | oS fomation
PM schedule Code PM Procedure Site Code

249 M-001-HOSE REEL (M) 1136406MY5.060441.BE0001
— Building Code Floor Code Room Code
PERRITEEE D 0601014 01 001-0
[ZIRefresh ~ | Building Name Floor Name Room Name
-~ GUARD HOUSE GROUND FLOOR GUARD ROOM

e -

Date of Last PM Calc. Date for Next PM Calc. Hours to Complete
Building  Building Floor Room 10/22/2019 0.00
Code .« Name Code  Floor Name Code  Room Name Date for First PM Manual Date for Next PM Est. Hours to Complete
8/28/2019 0.00
| 0601014 GUARD HOUSE 01 GROUND FLOOR 001-0  GUARD RO! Interval Type Fixed or Floating Current Frequency

770601014 GUARD HOUSE 01 GROUND FLOOR AQ1-0  TOILET Months M i ’ !
Freq. 1 Interval
1
Task Priority Total Units Unit Desc.

1.00
comments Meter Reading on Last PM Num. @pen Work Orders
hd 0.00 0

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.

PPPMMANAGER ~ O Find a form or report o [—)

Define PM Schedules

HeX

Building Code Floor Code Room Cc
Equipment Code Equipment Standard PM Proc:

PM Schedule Code PM Procedure Site Code

249 M-001-HOSE REEL (M) 1136406MYS.060441.BEOOOT

o Building Code Floor Code Room Code
PSRRI 0601014 01 0010
[ZIRefresh - Building Name Floor Name Room Name
. GUARD HOUSE GROUND FLOOR GUARD ROOM
Building Code: 0[2] Alli2]
. Date of Last PM Calc. Date for Next PM Calc. Hours te Complete
Building  Building Floor Room X 10/22/2019 0.00
Code .+ Name Code  Floor Name Code  RoomName |  pate for First PM Manual Date for Next PM Est. Hours to Complete

8/28/2019 0.00
¥/ 060101A GUARD HOUSE 01 GROUND FLOOR 001-0  GUARD ROO Interval Type Fixed or Floating Current Frequency
[ 060101A GUARD HOUSE 01 GROUND FLOOR A01-0  TOILET Months v i ’ !

Recurrence Pattermn

Days

Weeks

Quarters Total Units Unit Desc.

Years 100

Iianual -

Meter Reading on Last PM Num. Gpen Work Orders
e 0.00 a e

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

a Building Operations

4 Preventive Maintenance

4 Maintenance Manager

Define PM Schedule Dates I ] 251 MEC-CHILLER (M) 0601014.01.001-0.371100.002  DATA POINT 060
=]

Define PM Schedule Dates Hex
Select PM Schedule Generate Schedule Dates for Selected Schedules

5] PM
Schedule Buildin
Code « PM Procedure Equipment Code Equipment Description Code

=] 246 CIV-COMMON AREAS BUILT IN FURNITURE (Q) 060101A.01.001-0.171115.001  SINGLE DOOR (PLYWOQD C/W FACTCRY PRESS G.I LIN... 060

=] 247 CIV-DOORS (Q/Y) 0601014.01.001-0.171115.001  SINGLE DOOR (PLYWOOQD C/W FACTORY PRESS G.I. LIN... 060
=] 249 M-001-HOSE REEL (M) 060
o 250 ELE- ACCESS CARD (M) 060101A4.01.001-0.333921.001  SPLIT UNIT (WALL MOUNTED) 060

AEA AR LAMRRAN B AR E A AZATATA A1 DAT 1 211014 AR WWATER TAR Aan

No.

Steps

In the process navigator, click on Building Operations & Preventive Maintenance >
Maintenance Manager > Define PM Schedule Dates

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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a Building Operations

4 Preventive Maintenance

4 Maintenance Manager

PPMMANAGER ~

Define PM Schedule Dates A=
Select PM Schedule I Generate Schedule Dates for Selected Schedules I Show All
5] PM
Schedule Buildin
Code « PM Procedure Equipment Code Equipment Description Code

=] 246 CIV-COMMON AREAS BUILT IN FURNITURE (Q) 060101A.01.001-0.171115.001  SINGLE DOOR (PLYWOQD C/W FACTCRY PRESS G.I LIN... 060

o] 247 CIV-DOORS (Q/Y) 060101A4.01.001-0.171115.001 SINGLE DOOR (PLYWOOD C/W FACTORY PRESS G.I LIN... 060
= — S ==
] 249 M-001-HOSE REEL (M) 060
] 250 ELE- ACCESS CARD (M) 060101A4.01.001-0.333921.001 SPLIT UNIT (WALL MOUNTED) 060
- 5] 251 MEC - CHILLER (M) 060101A.01.001-0.371100.002  DATA POINT 060
EIIE3
Data Range
From 10/31/2019 To 11/30/2019
No. Steps

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:
e From
e To
Then click on Submit button to generate Schedule Dates for selected PM
Procedure(s).
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O Find a form or report

4 Building Operations

Define PM Schedule Dates HNerx

4 Preventive Maintenance

. Select PM Schedule Generate Schedule Dates for Selected Schedules | Show All
4 Maintenance Manager
m] PM
Schedule Buildin
Code~ PM Procedure Equipment Code Equipment Description Code

246 CIV- COMMON AREAS BUILT IN FURNITURE (Q) 060101A.01.001-0.171115.001  SINGLE DOOR (PLYWOOD C/W FACTORY PRESS G.I. LIN... 060

] 247 CIV-DOORS (Q/Y) 0601014.01.001-0.171115.001 S_INGLE DOOR (PLYWOOD C/W FACTORY PRESS G.I. LIN... 060
I ] 249 M-001-HOSE REEL (M) 060 I
: 3] 250 ELE- ACCESS CARD (M) 0601014.01.001-0.333921.001 SPLIT UNIT (WALL MOUNTED) 060
- o 251 MEC - CHILLER (M) 060101A.01.001-0.371100.002  DATA POINT 060
PM Schedule Dates I Add New I Delete Selected Edit PM Schedule Date Save

[=] PM Schedule Code  PM Date PM Schedule Code 249

PM Date] 10/31/2019

o 249 10/22/2019 Edit
=] 249 10/31/2019 Edit
o 249 11/30/2019 Edit
o 249 12/22/2019 Edit
o 249 1/22/2020 Edit

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:
e 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

g Operations

4 Preventive Maintenance Generate PM Work Orders

Generate Asset PM Work Orders  Generate Location PM Work Orders

a Maintenance Manager

Filter Work Orders

Generate Work Orders only for These Criteria
Site Code 1136406MYS.060441.BEQ001
Building Code 060101A
Floor Code
PM Schedule Group
: Primary Trade
. Generate Work Orders for PM Schedules Coming Due
From* 10/31/2019
To™ 11/30/2019
Generate Work Orders for PM Schedules Past Due XLS
T —
No records to display.
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:

e Site Code
e Building Code
e Floor Code
e PM Schedule Group
e Primary Trade
4. In Generate Work Orders for PM Schedules Coming Due pane, input information in

the necessary fields:
e From

e To

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

selected criteria.
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L L1
PPMMANAGER ~ O Find a form or report o [—)

- Building Operations

Generate PM Work Orders

4 Preventive Maintenance
Generate Location PM Work Orders

4 Maintenance Manager

Group and Generate Work Orders

@® One PM Schedule per Work Order
© Asset Code

() Asset Sub-Components

© Asset Standard

O site

(0 Building

© Floor

© Primary Trade

© PM Procedure

o [

[ Generate New PM Schedule Dates
("] Use Grouping Cades

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

e Generate New PM Schedule Dates
e Use Grouping Codes

Click on Generate button to generate PM Work Orders.

VY INYC Rl O Find a form or report o -

4 Building Operations

Generate PM Work Orders

Generating Work Orders

4 Preventive Maintenance

4 Maintenance Manager

Result View or File Estimated
Report or Percent Elapsed Time
Job Name Link will be enabled when job finishes. Complete Time Remaining
View Generated Work Orders and Werk Requests ab-pm-rpt-pm-wo.axvw 100% 00:00.06 00:00.00 Stop Job
lete - 100% - = 3

6. Wait for the process to complete. Then click on the link generated.

Issue No.1.0 MICROCO RP 75-79



KONSESI PUSAT ASASI GAMBANG SDN BHD

TRAINING MANUAL BY SCENARIOS

Asset Management Information System (AMIS)

4 Preventive Maintenance

4 Maintenance Manager

4 Building Operations

Generate PM Work Orders

[IUM/15101/AMIS.11.02.04

O Find a form or report

Generate Asset PM Work Orders  Generate Location PM Work Orders

View Active PM Work Orders

View Active PM Work Orders

Filter
Procedure Type v Building Name GUARD HOUSE
View Active PM Work Orders.
- Work Request Code: 10211 All[21]
g PM Work
* Schedule Procedure Request Dateto Date Work
Code Type PM Procedure Code Perform Completed

246 Eguipment
250 Eguipment
251 Eguipment
253 Equipment
253 Equipment
253 Eguipment

Total records: 21

CIV - COMMON AREAS BUILT IN FURNITURE (Q) 1150001170 11/28/2019

ELE - ACCESS CARD (M) 1150001171 11/28/2019
MEC - CHILLER (M) 1150001172 11/28/2019
CIV - ROAD MAINTENANCE (M) 1150001143 11/26/2019
CIV - ROAD MAINTENANCE (M) 1150001142 11/19/2019
CIV - ROAD MAINTENANCE (M) 1150001141 11/12/2019

Z2Hex

Clear

Status | Assigned or Issued v

Equipment Code

060101A.01.001-0.171115.001
060101A.01.001-0.333921.001
060101A.01.001-0.371100.002
060101A.01.001-0.333921.001
060101A.01.001-0.333921.001
060101A.01.001-0.333921.001

[ElRefresh | XLS

Asset Descriptic

SINGLE DOOI
SPLITUNIT ()
DATA POINT
SPLIT UNIT ()
SPLITUNIT ()
SPLITUNIT (1

No.

Steps

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

a Building Operations

4 Preventive Maintenance Building Operations Console

4 Supervisor B f-
Shgr:a:-\n Recem' Site e Et:lldmg Floor Problem Type More
0 selected
o Work Request  Primary Trade
. Code Required Location PM Procedure Procedure Description
¥ 060101A | (14)
(=] Complete| 1150001172 MEC GUARD HOUSE  MEC - CHILLER (M) Chiller
L Update Complete| 1150001171 ELE GUARD HOUSE  ELE- ACCESS CARD (M) Access Card
L Update Complete, 1150001170 Civ GUARD HOUSE  CIV-COMMON AREAS BUILT IN FURNITURE (Q) Common Areas Built In
) Update Complete, 1150001168 ELE GUARD HOUSE ~ ELE - LV PANEL MSB/ACE (M) LV PANEL MSB/ACB
) Update Complete| 1150001167 ELE GUARD HOUSE ~ ELE-PA SYSTEM (M) PA System
) Update Complete, 1150001143 Civ GUARD HOUSE  CIV - ROAD MAINTENANCE (M) Road Furniture / Signag
) Update Complete 1150001142 Civ GUARD HOUSE  CIV - ROAD MAINTENANCE (M) Road Furniture / Signag
) Update Complete, 1150001141 Civ GUARD HOUSE  CIV - ROAD MAINTENANCE (M) Road Furniture / Signag
) Update Complete 1150001140 Civ GUARD HOUSE  CIV - ROAD MAINTENANCE (M) Road Furniture / Signag

Total records: 14

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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PPMMANAGER ~ £ Find a form or report e [—)

4 Building Operations
~ Preventive Maintenance Building Operations Console

HeX
=]

a Supervisor I Update Work Request 1150001172

Equipment Down (Hours) 0.00 Time Work Responded

Current Equip. meter reading 0.00 Date Completion Manual

Craftspersons Notes

No records to display.

Update Request  (eleET]

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

In Update Work Request pane, toggle Craftspersons tab. In Craftspersons tab, click
on Add button to assign Craftsperson.

L VVEUIC SRl O Find a form or report 0 [

4 Building Operations

+ Preventive Maintenance Building Operations Console

A Supervisor I Update Work Request 1150001172

CIES)
- e |
Equipment Down (Hours) 0.00 Time Work Responded
Current Equip. meter reading 0.00 | Add Craftsperson %l
Craftspersons Notes |

Craftsperson Code* TA
Date Scheduled* 117472010
Time Scheduled” 11:23 11:23 AM

Scheduled Hours 0.00
Actual Hours 0.00
Doubletime Hours 0.00
Overtime Hours 0.00

Date Started

Time Started

Date Finished

No records to display.

Time Finished

o |

Update Request [eIVEES

Add Craftsperson pop up input screen will be displayed. In Add Craftsperson pop up
input screen, fill in the necessary input fields:

e Craftsperson Code

e Date Scheduled
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e Time Scheduled

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

PPMMANAGER ~ O Find a form or report e [—)

4 Building Operations

+ Preventive Maintenance Building Operations Console

A Supervisor I Update Work Request 1150001172 B
= Current Equip. meter reading 0.00 Date Completion Manual

Craftspersons Notes

Date Time Scheduled  Actual Doubletime Overtime Date Time Date Time Assignment
Craftsperson  Scheduled  Scheduled Hours  Hours Hours Hours Started Started Finished Finished Status

TA 11/4/2019  11:23 AM 0.00 0.00 0.00 0.00 Active

Update Request il close

7. Click on Update Request button to update information.
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