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Logging in

Browse to http://sydair.unitifm.com

Click on Access systems, than Maximo 7.6 Login

SYDNEY AIRPORT

ACCESS SYSTEMS

Gia)

Enter your username and password and click Sign In

Welcome to Sydney Airport FM
Production Maximo 7.6

User Name:

Mew User?



http://sydair.unitifm.com/
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Start Centre

When you first log into Maximo you will see the Start Centre. The Start Centre provides a breakdown
of the Workorders and their current status / next actions required.

rport FM PROD, FMC GHNT
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You can always return to the Start Centre from anywhere in the system by clicking the Home Icon on
the top left of the Maximo screen.

4 =— Welcome to Sydney Airport FM PROD
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FM Work Orders Awaiting Scheduling

New work orders that have been approved will appear in this section. Work orders in this section
will need to be acknowledged. This can be done by:

1. Open the work order by clicking on it
2. Click the Change Status button located on the bar at the top of the page
Bl se[wlo@d|s (B

m Work Order ~ Plans = Actuals Failure Reporting ~ Assignments ~ Related Records Safety Plan = Specifications Service Address

Work Order: Site: Attachments
2472204 Apren light mast at T1 Bay 11 needs to be stripped and repair! Ev SKSA @
Location: Class: Status:
NW-S0B-T1-0] # NW Stand-Off Bay 11 [:Jr WORKORDEF WSCHED

3. Select the Waiting to be Scheduled status from the dropdown

Change Status

Work Order:

2294340 T1 - Arrivals - Cencourse - damage to tiles caused by grindin [:
Status:

APPR Approved

MNew Status:
WWaiting to be Sched
Status Date:
171272016 10:47 AM| | i)

Memo:

Print or Email Work Order Report when change status in background selected?

Change work order status in back ground?

Motification E-mail for Werk Crder Change Status:

Rani Andraos@syd.com.au

oK Cancel

4. Update the Status Date & Time if required
NOTE: The date and time entered will be used to calculate SLA compliance. Please ensure

that the date and time entered is representative of the actual acknowledgement time.
5. Click OK

When you navigate back to the Start Centre you will see this work order in the following section.

FM Work Orders Awaiting Commencement

Work orders in this section are waiting the actual work to begin. When a resource attends the job
the status of the work order needs to be updated.

Open the work order by clicking on it

Click the Change Status button located on the bar at the top of the page

Select the In Progress status from the dropdown

Update the Status Date & Time if required

NOTE: The date and time entered will be used to calculate SLA compliance. Please ensure
that the date and time entered is representative of the actual attendance time.

5. Click OK

el
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FM Work Orders Awaiting Completion
Work orders in this section are in progress and will need to me marked as complete. In this context
complete refers to the work having been completed on site / at the job.

Open the work order by clicking on it

Click the Change Status button located on the bar at the top of the page

Select the Completed status from the dropdown

Update the Status Date & Time if required

NOTE: The date and time entered will be used to calculate SLA compliance. Please ensure
that the date and time entered is representative of the actual completion time.

5. Click OK

P wnN e

CM Work Orders Awaiting Data Completion

Work orders in this section have had the work component of the work order completed. They are
now awaiting administrative completion of the work order for final submission and processing.
There are a few steps that need to be completed in order to consider a work order Date Complete.

1. Open the work order by clicking on it
2. Check that the location and asset are recorded on the work order are correct. If not,
attempt to find the correct location and asset.
3. Enter the Actuals for the work order
a. Click the Actuals tab at the top of the screen

m Work Order =~ Plans Failure Reporting | Assignments =~ Related Records =~ Safety Plan =~ Specifications

Work Order: Site: Status:
2294340 T1 - Arrivals - Concourse - damage to tiles caused by grindin E. SKSA APPR
Parent WO:

»

b. Enter the Labor component of the work by clicking on the Labor tab towards the
bottom of the screen.
c. Click New Row

Labar Materials/Services Tools

Labor P Fiter > 0-0of 0 =

Task Labor Mame Approved? StartDate Start Time End Time Rate Reqular Hours Line Cost

There are no rows to display.

Enter Time By Crew Select Labor Select Planned Labor New Row

d. Select the Labor by clicking the chevrons and clicking Select Value

Labor [ Eiter > 1-10of1
Task Labor MName Approved? Start Date
F 0, |FMC-GMNT | 3 FMC GMNT =] 112016
Labor ':;2\\_' Select Value
I:—gé. Select By Labor

e. Enter the Regular Hours
f.  The line cost will update to reflect the values you have selected
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4. Enter the Materials or Services for the work order
a. Enter the Materials component of the work by clicking on the Materials/Services
tab towards the bottom of the screen.
b. Click New Row
. On the Item line enter a description of the materials used
d. Update the Quantity and Unit Cost

Labor IMateﬁals;’SewicesI Tools

Materials/Services  [» Fiter > 1-10of 1

Task ltem Description

T q >» [Washer Set

Details

Task:

Item:

#» [+ [Washer Set =+

Line Type:
Material'Service -

Storeroom:
>
Site:
SKSA @,

Cuantity:
1.00

Unit Cost:
20.00

Line Cost:
20.00

e. You can add multiple rows if required
5. Click the save button on the work order to ensure that your changes are saved

Select Action h @ E-I é @ f;h"' @ E “%’ ‘

m Work Order = Plans =~ Actuals =~ Failure Reporting =~ Assignments =~ Related |

6. From the Work Order tab at the top of the screen click on the Work Log tab

a. Click New Row
Work Log | Communication Log

Work Logs | Fiter > 1-10f1
Record Class Created By Date Type Summary

w 2230726 » WORKORDE KCABRAL 16/11/16 10:24 A CLIENTNOTE Q completed
Dietails

Record: Summary:

2230726 » completed =

Class: Dretails:

R TR S |LBBIBIUS|E-s=E====g¢

Created By: Font 7 size 7 Format Non

KCABRAL Refinv1065007 16.11.16

b. Click the save button on the work order to ensure that your changes are saved
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7. From the Failure Reporting Tab at the top of the screen click Select Failure Codes from the
bottom right corner

| BEL P OR|S BB E
m Work Order = Plans = Actuals Assignments |~ Related Records =~ Safety Pla

Work Order:

Site: Status:

2294340 T1 - Arrivals - Concourse - damage to tiles caused by grindin E. SKSA APPR
Failure Details

Failure Class: Remarks:

SACL-FM »» SACL FM Failure Hierarchy (=)

Failed Date: Remark Date:
Failure Codes > o-o0ofo0 =

Type Failure Code Descripticn

There are no rews to display.

Select Failure Codes

Select the appropriate Problem Code
Select the appropriate Cause Code
Select the appropriate Remedy Code

Once you have selected the appropriate codes they will show in the failure codes
section

Qa0 oo

e. Click the save button on the work order to ensure that your changes are saved

8. At this stage you should have entered in all of the required data for the work order. The
work order can now be marked as Data Complete

a. Click the Change Status button located on the bar at the top of the page
b. Select the Completed status from the dropdown
c. Update the Status Date & Time if required

NOTE: The date and time entered will be used to calculate SLA compliance. Please

ensure that the date and time entered is representative of the actual completion
time.

d. Click OK
9. The work order has been routed to a works manager for review and processing

FM Work Orders — Data Complete
Work orders in this section have had their status changed to Data Complete but still require further
information to be completed.

1. Complete the missing information.

2. The system will automatically route the Work Order to a works manager for review and

processing
FM Quotation Work Orders

Work Orders in this section are work orders that only require quotation and no further action
beyond supplying a quote.
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Creating a Quotation (Follow-on Work Order)
To Create a Quotation (Follow-On Work Order)

1. Open the originating Work Order (CM, PM, CW or Quotation Request)
2. Create Follow-On Work Order

Select Action - '::::# _£
Workflow 3

".?“g Change Status 5 Actuals Fail
Apply SLAs
View SLAS

flowr meter project - CF15
Select'Deselect SLAs

Change Work Order Options

Create L Work Order
View b Service Reqguest

Create Job Plan from Work Plan Incident

[ PR | ¥ N " .

3. Fill-in the total estimate value
m Work Order Actuals Failure Reporting = Assignments = Related Records Safety Plan | Speci

Dirrdrlarms

Work Order: Site: Status:
2312161 |CTB GF - Supply and install of internal and external door slgnl [E  sksa CLOSEQUT
Parent WO:
»
Children of Work Order 2312161 I Fiter > 0-00of 0 =
Sequence = Record Record Class Summary Location Asset Status
There are no rows to display.
Select Assets Select Locations Select Work Orders New Row
Tasks for Work Order 2312161 | Fiter > 0-00of0 =

Seguence »~ Task ~ Summary Estimated Duration Status Owner Owner Group Appeintment Reguired? Include in Schedule?

There are no rows to display.

New Row
Labor | Materials = Tools
Services P Fiter > 1-10f1 o =
Task Service Description Quantity. Unit Cost Line Cost

Select Standard Services

4. Attach supporting quotation documentation

m Work Order | Plans ~ Actuals = Failure Reporting ~ Assignments =~ Related Records

Safety Plan  Specifications
Work Order: Site:
232181 |CTB GF - Supply and install of internal and external door s»gn| [:1 SKSA
Location Class:
CTB-G »» CTB Ground L_:_l WORKORDEF

5. The final step is to (save then) route the work order for processing
a. Click the Route Workflow button from the top of the page

e@_éé@@éfﬂé%éw@

b. The Route Workflow icon will change to indicate a green tick

‘..

unitirm

Service Address | M:

Aftachments
]

Status:
CLOSEOUT




