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Role: Supplier Admin Task: Completing an asset related PPM Job

A. Accessing pre-planned Jobs B. Assigning operatives C. Uploading documentation D. Uploading Findings

A. Accessing pre-planned maintenance (PPM) J

A1 | To see the list of PPM schedules to which
your company has been assighed, navigate 5
to Task Management > Planned Jobs.
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A2 | Schedules are organised according to
portfolio locations, and can be filtered by — |
these. (See guide: Searching the Portfolio.)

siaral > & Old Schoo > A1 < The OId Schools L]

JB5457 : A011 - The OId Schools , Ground Maintenance PPM, Weekly aD

= Wextjob
2

1. Operations!» 8. Ol Press = B- Car Park > B042: Car Park - Ol Press

185406 : B042 : Car Park - Old Press . Ground maintenance PPM . Weekly aD

A3 | Schedules can be searched by keyword. —

%1, Operstinnal > B id Press > B-Land & Graund » 6052  Siver Street Groums

A4 | The date of the next upcoming Job for each

. . . . JBS407 : BO52 : Silver Street Grounds , Ground Maintenance PPM , Monthly a
schedule is given, along with its reference — | swem =
number. This can be used to search for the ;
jobinJob List (see step A8).
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A5 | Usethe Calendartab —M | CAMBRIDGE Planned Jobs
to see schedules by month.

alendar +Scheduled Task  ~

August 2025 Sl2
Key: sun Mon Tue Wed Thu Fri sat
[ 10847513: €010 - Fitz & 10842505 Pest Conty
{14 )JOB47514: 8042 : Car { # J0B47503: Pest Contt
| & JOB47513: D00 : Dox [ )0247804: Pest Conts
Future [
Due/Can Start E
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o8 eme | Fre<

ia 2 :50 A
18 10848450: K015 - Ket | 4 10849007: C028 : Eng

. 14 jossoi72 Co10 - Fie {8 0a54471: Wit Fire) [ jOB54359: Wiz9 Fire
Cancelled/Stopped/Skipped 18 10850473 6022 Cor 18 0854784: 027 e [ 0055014 026 Emes
14 )0B50474: 0050 : Oox 18 jo854788: Was3 Eme
17 :
8 jo8s1508: Co10 - Fiez |18 108 fre [[] (18 )0253986: 1104 Emer

1085150 8042 Car [ J0BS4785: 037 Eme( 8 10854404:C012 Eme |l J0BSS213: 070 Fire ¢
180851510: 025 Eng | J0BS5043: WS Ems. | 10854778 D034 Bvac
8 j0853220 Woez Eme



https://www.em.admin.cam.ac.uk/files/searching_the_portfolio.pdf
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A6

A7

A8

Email notifications for Pre-planned Jobs are scheduled 30 days in
advance of when targeted for completion.

Navigate to Task Management > Job Manager
> Job List.

By default, only Jobs having reached their Due date will be listed.

To see Jobs scheduled but not yet due, click Kk to
open Filters, then select ‘All jobs’, plus a suitable —
date range.

Scheduled Jobs can also be searched for, using a
Job humber found via Task Management >
Planned Jobs (Step A4).

Other filter settings, including dates, can also be changed here
and views can be saved as ‘Scenes’for future use.

Click K4 again to close the Filter settings.

PPM Jobs are indicated by the icon , a khaki strip on their left
edge and an SFG code. (If you cannot find the Job you are looking
for, the Job ref can be searched for (top-right). When there are
further jobs scheduled, these can be seen by clicking

= | +

Wa Showing all work in progress Jobs

9 11,2026k 1, 2006

A9

A10

In Job List, click on a Job to open its
Job Panel.

Contact the relevant building manager,
outside of Invida, to arrange visit times.

Building manager contact details can be obtained via the helpdesk:
efhelpdesk@admin.cam.ac.uk .

Building addresses and postcodes can be found in the Portfolio
section of Invida.

These details will soon be available within the Warnings/Hazards
section of a Job edit window.

Focus: Link to Team Diary
(see B1 below).

Edit:  Jobinteractions
(see C1 below).

SLA

Add Beacontoflaga

message for the helpdesk,
inc. requesting an SLA break.

i JOB40590

© Focus

55 706 120 [Statutory)

# Edit

Q, View

&= Job Card

@ D021 : Sir William Hardy Building > Fire Blankets (v7) - D021 : Sir

William Hardy Building
PPM £ - Annual

® Due

Cannot start
before

Target complete
before

Beacons

Job assignments:

There are cumrently no job assignmenis

10/06/2025 00-00 (2 days ago)
20/05/2025 00:00 (23 days ago)

15/06/2025 00:00 (in 3 days)

Job Card: Simplified view of
details for printing
or saving as pdf.

View: Screen-friendly
view of details, inc.
timeline of actions
taken.

Job Status: Scheduled
Open
Complete or
Closed



mailto:efhelpdesk@admin.cam.ac.uk
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B. Assigning operatives to Jobs

B1 | Inthe Job Panel, click to open
Team Diary (or via Assignment section in Edit window).

B2 | To assign to the arranged day, click the cell P
next to the required operative’s name and e
below the required date. SR o > [ T =] o=y

Use to navigate between days. *mmm“mm
To assign to an arranged time on a particular ”":“mm
day, click Day to display time slots. — | i

Click [=ac=cnie Wl A to finish.

This will send a notification to the operative’s mobile app. See
guide: Mobile App — PPM Jobs.

B3 | Click to see all existing assignments for
an operative.

If an operative cannot be found in the list, check there are enough
rows displayed by changing the ‘rows per page’ setting (top-right).
If they do not yet have an account, they can be added via your
Service Provider section in the navigation bar.

When all operatives assigned to a Job have completed their
assignment, the Job status will change to Complete. If necessary,
this can be done on their behalf via the Assignments section of the
Job Edit window. Alternatively, complete the Job via the Flag (top-
right in Edit window).



https://www.em.admin.cam.ac.uk/files/mobile_app_-_ppm_jobs.pdf
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C. Uploading documentation
(If building-level risk assessment, e.g. EICR, LRA, FRA, STOP and follow alternative guide: Completing building-level PPM Job)

C1 | Click Edit in Job Panel to open the Edit

window.

C2 | Openthe Attachments section.

C3 | Upload a certificate, service sheetorjob — |

report.
Notes can also be added to the Job by opening the Notes section. °
Add attachment

Notes submitted via the operative’s mobile app also appear here.

C4 | Please use the file naming convention: ¢ Create Attachment x
Date - Building — Inspection — Asset or system = 0
E.g. 202607123-M032-Cistern 12457 - 2 -
20260609-W011-Fire Alarm System // |
C5 | Add ashortdescription ———— |

for the uploaded file.

C6 | Click Document Type and select
PPM Reports. I

nnnnnnnnnn

\ [~ |
C7 | InCatalogue location,select ——— | -

PPM Catalogue. I

@ Supplementary data

C8 | Click Save to close window. . -

C8 |Add a brief note within the Job Edit window to -
indicate whether the asset(s) are Compliant or
Non-Compliant.

—> IS
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(If building-level risk assessment, e.g. EICR, LRA, FRA, STOP and follow alternative guide: Completing building-level PPM Job)

Remedial Action Template from:
www.em.admin.cam.ac.uk/what-we-do/estate-operations/estate- No Findings have been recorded
maintenance/remedial-action-templates
Note: Upload will be blocked if any cells contain more than 200
characters.
D2 CI_ k U [ d F d / € Upload Findings/Recommendations X
IC ploa indaings ...
. . . Import Sheet Type  (Befaif) < Downioad Template
D3 .. then click Upload Findings and browse to — e et b )
your saved file.
© Findings to be added
Da | Reviewthe Findings to be added,
close
D5 | If any Findings are coloured amber or red, - e
) o . @ Findings to be added
click on them to see description of potential
. Finding 1
ISsue. v a 1-Status. Check with the building manager or P
equivalent to establish any known issues with the cold
rooms.
D6 | Details can be edited below, before clicking

Create.

Severity provided for non-defect
Severity "High - within 1 menth” is not valid for non-defect Finding Types

Short Description

1. Status. Check with the building manager or equivalent to establish any known issues with

Report/Document/Certificate Ref Page Reference

Upload1 1



http://www.em.admin.cam.ac.uk/what-we-do/estate-operations/estate-maintenance/remedial-action-templates
http://www.em.admin.cam.ac.uk/what-we-do/estate-operations/estate-maintenance/remedial-action-templates
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D7

D8

If an updated certificate is required once
remedials have been addressed, stepsin
section C can be repeated at any point.

When ready, a Payment Request can be
submitted via the Job Edit window. \

See guide: Submit Payment Request.

¥ Payment Requests & Invoicing

Bilable Job Non-billable Job
Budget AARA - Chest Funding v
ez BFBA - Heating & Air Handling v
Account
Transaction Code [P — v

Financial
Regulations

Please confirm you comply with University of Cambridge competition procedures
hetps:/Awww.procurement.admin.cam.ac.ukfinformation

Yes v

+ Create new Payment Request



https://www.em.admin.cam.ac.uk/sites/default/files/invida_-_getting_started_guide_for_service_providers.pdf#page=13

