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Role: Building User

Task: Gaining an overview of Planned Jobs within Invida

A. Planned Jobs —Schedules tab

UNIVERSITY OF
7 CAMBRIDGE

A1 | Navigate to Planned Jobs, within &P CAMBRIDGE  Flennedobs &) vserncuiong
Task Management. e | @kt
ity Q, search Include suspended
A2 | Planned Job schedules are listed, B v e '
organised by location. o o JBS521 : Pest Control - Routine PPM , 1M PS neguier )
B9 0170472025 onward
5 s _
A3 | Schedules can be filtered via the . '
locatlon menu to the [eft. Cllck on the # L010: Chemistry Building > 00 : Ground Floor > LO10-00-0001 : Main Entrance Lobby > Automated Swing Gates (Yard Gates)
JB510037 : LO10 Swing Pedestrian Door Powered (Non Fire) aD
arrows to open sub-sections to see the Maintenance C$9902 —r
locations for which you have visibility. 5 '
A4 | Use the Search box to filter by keyword
relating to asset, service provider, location
etc.
A5 | Each schedule shows:

JBS schedule
ref.

Start
date

Building
ref.

e G

6510037 : L010 Swing Pedestrian Door P

Compliance Schedule
ref.

Frequency of
Job creation

ered (Non Fire)
Maintenance C59902
30/10/2025 onwards

Planned Preventative Maintenance

P~

everyweek - every 6 months
IGM AUTOMATED ENTRANCES LTD

Contractor

When
due

Due or upcoming

assigned Job reference

Next Job Due: 4 months ago

JOB72416
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B. Planned Jobs - Calendar tab

UNIVERSIVOE e s Y

B1 | Clickthe Calendar tab to see Schedules
by month.

February 2026 LR

Wed Thu

B2 | These are the dates on which Planned Jobs
are due, not specifically when contractors
will attend. Around these dates, contractors
are expected to get in touch to arrange
actual visit dates and times.

[l 0872655 L027 M. ([ 1OB75444: L0OZ7 Emes

B3 | To obtain an Excel spreadsheet of all
Planned Jobs for a specific building or
buildings, contact:
estates.invidasupport@admin.cam.ac.uk.
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C. Job Calendar

@ UNIVERSITY OF

C1 | Following contact from the contractor to CAMBRIDGE

book the date/time of visit, to view these
scheduled Jobs in Invida, navigate to Job ——|

Calendar within the Invida Resolve mobile  » m
»
’ D=¢

This can be freely downloaded from Appstore or
GooglePlay. If you do not have access to a work Create New Ticket View Tickets Job Calendar
mobile device, this can be accessed on PCvia a
mobile emulator such as BlueStacks.

C2 | Coloured dots below dates indicate at least

one Job of the following type and status:
. February 2026 '

Grey: The due date of a Planned Job

. i . SUN MON TUE WED THU FRI SAT
according to its schedule - as yet, without an
engineer/operative having been assigned by ’ 2 : . . ; H
the contractor. 8 9 1o n 2 3 14

: Planned, Reactive or Remedial Job 8 1€ v 8 9 0 “
to which at least one engineer/operative has 2 2 24 25 2 - 2
been scheduled to attend on this date. 27 Feb 2026 R
Green: Completed Job. JOB9868S5 : Building Fabric - Building Internal - Water Ingress or Damp m

Neil Winwood oA
03 Cl.le ona date to see JOb details lISted E041: Wellcome/CRUK Gurdon Institute > BO : Basement

below, inc. contractor and name of engineer.

If the time is shown as 12am, this indicates that the
Job is scheduled for that day but without a set time.
If the Job description begins with the building code,
this indicates a Planned Job.




