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Role: Service Provider Admin

Task: Complete Works Authorisation Request Form (WARF)

A WAREF is required for all
quoted and remedial

UNIVERSITY OF
¥» CAMBRIDGE

Works Authorisation Requests & MikeFishSP ~

works — at least 48hrs in Q  Crterscmchic ) Show expiet equests

B Portfolio -

advance.
The WARF will be declined if submitted
without this notice period.

Company |

3 Task Management -
Reference Organisation Short Description Locations Instructed By Submitted Date Request From equest To Status

1 | Before Completing a
WARF, access must be
confirmed with site e
manager. o

2 | Navigate to

Task Management >
Works Authorisation
Requests.

3 | Click + New Request.

4 | Add date and time range

) (] Works Authorisation Request New Request @ save 25 Draf
for required access, once - .
confirmed with site T ——
. Company/Organisation Description of Works
\ [ NEW WA REQUEST CREATED
5 | Add the Invida Job Ref. - =
= =

Relates to Order/Job Number

6 | Copy & paste the job
details, adding further ——|
info. if necessary.

17081

£ Works Instructed By @ Locations
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10

Scroll down and add the
. \
name of who issued the
job.
It is important to make sure a
recognised name is entered so that they

receive a notification. If not found,
please contact your Contract Manager.

Select the location(s) — |

floor and space, if possible.

Upload task specific —— ]
RAMs.

R

3 Task Management

£ Works Instructed By

The details of the person who has asked you to carry out this work

3 Files

@ Locations

Please identify all areasilocations you will need to access as part of

© Click here to add locations

@ People

Review statement then
select all Operatives who

will be onsite.

If required Operatives are not listed,
click Save as Draft at top of webpage
and see appendix 1 below.

> © Click here to add people

1

12

Scroll down and toggle on
either None of these —— |
activies... or any activities
below requiring a Permit.

Repeat for any required —_|
Certificates.

O Activities

None of these activities will be undertaken

Breaking Ground

Electrical LV (low voltage)

# Certifications

jentify anyall of the certifications

None of these certifications are required

Isolation of Fire Safety Systems

Hot Works
Working at Height

Service Isolation
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13 | Scroll back to top of page
and click Submit Request.

2] Works Authorisation Request ~New Req RIS gl ¢ Submit Request

® Timeline
i= Details
Company/Organisation Description of Works

[E) NEW WA REQUEST CREATED
e of e
00

Request Access From Until Detail

L] L]

Relates 1o Ordar/Job Number

£ Works Instructed By Q Locations

The detalls of the person who has asked you to canry out this work Please identify all areasfocations you will need 1o access as part of your request

© Click here to add locations

14 | Complete all

Service Isolation

Addlt/ona[ Questions 26/03/2025 00-00 until 28/03/2025 0000
based on OptlonS Selected Confirm which service to be isolated:
previously. v

Identify main hazards and appropriate controls

15 | Click Proceed.

Confirm the attached method statement and risk control measures are appropriate to mitigate all
identified hazards and risks above. If not a permit will not be isssued
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16 S.U bm Itt.ed requests are ---:- %i?ﬁ?ﬁl]—ggg Works Authorisation Requests
listed with the status :
AWaltlngApprOVa[, until Q, | Enter search terms... Show expired requests
approved or declined, at
WhiC h pOi nt ana Uto m atiC Reference g‘:;‘::::t:on ;Zsocr:tription Locations E:quuem Request To Status
nOtlﬂcatlon Wlll be WARF22 Mike_Service_Providefest . stephanie 07/02/2025 14/0212025 1510212025
emailed. 3;;::';?0;03 tolhurst 13:30 00:00 0000 L’\:"‘tl.lul;k:nsalmn
Documentation attached can be Request Review
updated by clicking into an existing
WARF here.
17 | Toggle on to show —]
expired requests.
1 8 If .a req ueSt IS de.ClI ned ’ :; %?\R’l]ﬁtﬁll]l;é)i Works Authorisation Requests Request & Mike Fish 1
clickonitto reviewthe —— .
. . thorisation Request
reasons glven in the q
tl m e ll n e M iim::::rgm\salinn Description of Warks
Request Access From . Until Details ‘ “ R
210472025 - 00.00 2310472025 . 0: Replace missing slates across entire roof
19 | To re-submit, click ﬂ .

This will create a new
WARF which can be
updated and RAMs re-
attached.

© Works Instructed By

The detalls of the persan

M MikeFish

who has asked you 1o carry out this wor

@ Locations

Please identiy

by Mike Fish

[E) WA REQUEST CREATED

by Mike Fish (Mike_Service_Provider)
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Appendix 1 - Adding new operatives

If Operatives are not listed at Step 9:

a | Click Save as Draft at top
of WARF page.

b | Navigate to
Service Provider >

Administration.

c | Click Create User.

S ¥ B0 #»

&

Edit Service Provider

Servics Provider Reforence Servics Provider Name Address

m m
Status

L]
Primary Contact Email Address Primary Phone Number Receive notification messages

B | mi25+SP@cam acuk (9

@People  hDepartments 18 Documents e Performance

Q, Search
Users
Namy Email Phone Number Roles. Operational Location

d | Add Operative’s details.

e | Click Pick and select
Contractor (Operative).

f Click Create User.

Service Providers

Roles

Interface Tune

Create new user

Required information

Operational Location

The aperatianal location of this User for administrative purposes

4 & No specific location

Notification Preferences

job assignment notifications

@) pyEmai

Service provider Passes Preferences

@) Pass required Default

User Settings

¥ Modules

Show Surveys @) Defaut

By Push Notification
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The Operative will now be
listed and will receive an

Users

automated email to set an
account password.
Click on the Documents Elitoonica
tab Provider
Service Provider Reference Service Provider Name Address
m ®|m
Status
Primary Conta | Address Primary Phone Number Receive notification messages
= m uk L 9 o
© People #h Departments (]
Q Search
llanva [+ coie viee |
Scroll down to
STAFF COMPETENCIES

Staff Competencies
and click + ADD.

Certificates should be named using
the format: Name of Engineer —
Name of Qualification. If multiple
certificates are submitted for one
engineer, use a .zip folder and
uploaded per engineer.

* Mandatory Document

UNIVERSITY OF
CAMBRIDGE
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Add a description and
expiry date, then click Ok.

Uploaded documents will
be validated by Control of
Works or a Contract
Manager.

Staff Competencies

Expiry date required for "Staff Competencies”

description

Expiry Date

All Operatives must
complete the UoC
induction, annually.

University of Cambridge Induction




