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Role: Service Provider Administrators

Task A: Navigating Invida A: Video guide
Task B: Updating Service Provider details, inc. uploading documentation B: Video guide
Task C: Accepting a Job & assigning Operatives C:Video guide
Task D: Operatives’ Invida Mobile app

Task E: Requesting an NTE Uplift E: Video guide
Task F: Responding to, or initiating, a Request for Quote (RFQ) F: Video guide
Task G: Submitting a Payment Request G: Video guide

Task A: Navigating Invida

A1 | Breadcrumb trail aids
navigation.

¥ CAMBRIDGE sobMariagar- B fir Setiopd
=

A2 | Expand sections, such as
Task Management, — |
by clicking headings.

A3 | Show / hide map. —

A4 | Expand and contract the

navigation menu using the
double arrow.

A5 | Open Adminism

Profile, to set a startup

page, change password

and change notification
settings.

For support contact:

estates.invidasupport

@admin.cam.ac.uk



https://youtu.be/AceCVHgULFM
https://youtu.be/xxywn7UJ_ps
https://youtu.be/UJoZspP7CAI
https://youtu.be/lpK-heBvwNQ
https://youtu.be/77_E6zsyVfI
mailto:estates.invidasupport@admin.cam.ac.uk
mailto:estates.invidasupport@admin.cam.ac.uk
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Task B: Updating Service Provider details, inc. uploading documentation

B1

B2

B3

B4

B5

Navigate to
Service Providers >
Administration.

Ensure Primary Contact
Email Address is
appropriate to receive ——|
automated email
notifications (click pencil -
to see these).

Notifications can be sent
to additional email
addresses by adding
contact details on the
Departments tab.

Edit User details, send
password reset email or

deactivate User.

Create new user.

BB UNIVERSITY OF
¥ CAMBRIDGE

Mike Fish B e Fish -

Edit Service Provider

Service Provider Reference Service Provider Name Address
=} A =
Status

Receive notification messages

Primary Contact Email Address Primary Phone Number

09484757363
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B6 | To add Documentation, B UNIVERSITYOF e i ) o -
Click Documents tab.

Edit Service Provider

Document requirements can be

Ob talned from COW@admin. cam.ac. uk. Service Provider Reference Service Provider Name Address
@ Servicn Providers a2

B7 | Click +ADD and complete = \

re q u i re d d eta | l.S . ] dr&ss Primary Phone Number Receive notification messages

—— @ham ac uk . 09484757363 o
B People o Departments B Documents sl Performance

B8 | Click Save regularly (after

every few uploads). ACCREDITATION

Documents are reviewed and validated * Mandatory Document
by a contract manager, who will report
back any issues or further

requirements.

PENDING REVIEW

B

Dawnload

DOCUMENT START DATE EXPIRY DATE UPLOAD DATE UPLOADED BY UPDATE | RESPONSE

s Report - All Buildings - 26-02

1471012025 2710272025 Mike Fish



mailto:cow@admin.cam.ac.uk
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Task C: Accepting a Job & assigning Operatives

When a Job is assigned to your BB UNIVERSITY OF - TN R
g you €% CAMBRIDGE ob Martagar- &) e
company, an automated email
Aterton
notification will be sent to the address 7 e,
setin B2 above.

W~ Showing all work in progress Jobs

C1 | Follow the link in the
email notification, or

navigate tO ’i‘ kit 2 F J0B25024 x
Task Management > "E" OFoas’ sEdt  QView @ JobCard B Ticket
. b W Accept ¥ Reject
Job Manager > Job LISt‘ = I ‘ﬁ JOB24740: Building Fabric rmal grafit clo:
9 ror2 ouse > ES : Extemal Spaces

3-Routine

| 4 Mike_Service_Provider

© Due 05/03/2025 11:15 (a ds
> Target attend betore

C2 | Click Accept and confirm.
If you need to Reject the Job, an
explanatory comment can be added.

A1307

C3 | To assign an operative,
click Focus to open Team
Diary.

c4 Cl|Ck a day or t|me next to E"}\Ri'ﬁ‘ﬁﬁ;é‘{ Job Manager  Team Diary & Mike Fish -
the operative’s name ...
. f a8
Or’ to assign Without . o 3 Job List | TeamDiary | Job Calendar Y Savechanges 1 | - Day Week Month
Task Management . A - March 2025 B

giving a day or time, ... o P : —ct

Monday 10th Tuesday 11th Wednesday 12th Thursday 13th Friday 14th Saturday 15th

Drag from the blue-
highlighted job to the box
next to an operative’s

name.
The box will turn orange.

C5 | Click Save changes. —
This will send a notification to the
operative’s Invida Mobile App.
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Task D: Operatives’ Invida Mobile app

D1

D2

D3

Download the free Invida
Mobile app from the
device’s Apple or Android
Store.

See B5 above to set up an
operative user account.

Open the app and use the
Customer Code: UOC.

See Task G for how to complete a Job
via a browser, if not possible by app.

D4

The app organises Jobs
into sections. This view

can be altered usingthe |

Filters tile, to organise by:
Progress

Due date

Location

Job type

@ Progress

W 2 Awaiting Acceptance

o » G012 00-0001 - BEG 22 Entrance Foyer > Distribution Board

24699 : 5109 : Maths Centre, Maintenance PPM, Weekly
s e » $109 : Mt Cen
Scheduled: 6 days ago

O Synchronised

2 Overdue

) 2 complete
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D5

D6

D7

D8

Tap on aJob to openiit.

The Job (& Ticket) info can
be reviewed, including
the name and contact
details of the Requester.

Tap to accept the /

assignment.

Tap to agree to the
PoWRA questions.

¢ Maintenance Task
Before you start

€ J0B24954: Broken Conduit Pipe 1. Have you read the RAMS for this activity?

12 Baker Bulding > 00 or  C012:00-0001 - BEG-22 Entrance Foyer > Distibution Boar
Reception

Scheduled: 2 days 2

e

Other Job Assignments

2. Do you have all the right documentation for the task? (eg Permits, COSHH
Assessments)

3. Do you have the relevant/appropriate tools for the task and are they safe to use?
(e.g. calibrated, inspected , undamaged)

4. Is the area safe and free of hazards that could affect the work you plan to
undertake?

5. Do you have the appropriate PPE for the task?

[complete: Complete]
Completed on 04/03/25 09:18
mif25+OperativeTest@cam.ac.uk

6. Has access equipment for example any item like ladders, scaffold, MEWP either been

Hoblnfo inspected or is this not required for this task?
JoB2954
2- Urgent 7. Have pre-use checks cn equipment been completed?
Reactive Job

€012 : Baker Building

8. Is the Fire Safety Equipment/Systems readily available for the task?

Trumpington Street, Cambridge, CB2 1PZ

>0 Ground Floor > C012-00-0001 : BEG-22
tion Board Reception

€012 Baker Buil
Entrance Foyer >

9.1f you have answered NO o any of the above, take the required action or report to

Broken Condut Pipe
P your Supervisor.

‘This pipe is at risk of causing a hazard if not repaired soonest.
2/28/251:55PM
2/28/255:55PM

Have you identified any hazards not covered by the Risk Assessment? Please review
and complete the hazard section in job instructions below before proceeding

O O 0O O O O o o o o

3/3/251:55PM

D8

D9

D10

The Job Report section
can be used at any point
to add photos or notes, or
to see existing notes.

Clickonthe asset — |
(if present) to report its
condition and add notes.

If relevant, Scan Barcode
/QR Code can be used.

Job report

ADD PHOTO ADD NOTE

Bob Castle
04 March 2025 10:45

Complete
Stock
ADD STOCK ITEM
Assets linked to Job

'SCAN BARCODE/QR CODE

Distribution Board Reception

Key
Not yet checked
~  Checked,noissues found
' Checked, issues found
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D11 | Tap, following completion Progress update
attendance on site is
-
complete.
|m | HAVE STARTED WORK
The following screen
will open. I HAVE CONTAINED THE OVERALL PROBLEM
| HAYE COMPLETED THE JOB
D13 | Any previous timings can Progress update
be Changed. e | HAVE COMPLETED THE JOB
Destination time
D14 Selfect one of thg three 06 Mar 25 1138 N
options, depending on Arrival time
whether a further visitis 06 Mar 25 11:38 .
required. Work start time
06 Mar 2511:38 +
D15 | Add a concluding Work finish time

comment and tap Save.

06 Mar 2511:38 +

What should happen next

INEED TO COME BACK ANOTHER TIME
SOMEONE ELSE NEEDS TO ATTEND

THE OVERALL JOB IS NOW COMPLETE
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D16

If, back on the
homescreen, the Job is not
badged with green
Synchronised, tap the dots
(top-right - Android) or
lines (top-left - iPhone)
and then Sync.

When all assignments on a Job are

Complete, the Job will also be marked
as Complete.

Task Management

1

Awailing Acceptance

@ Progress

' 1 Awaiting Acceptance

W 2 Overdue

’L JOB24954 : Broken Conduit Pipe
Q@ C012 - Baker Building » 00 - Ground F coz

Y Scheduled: 2 days ago
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Task E: Requesting an NTE Uplift

E1

Reactive Jobs, created from a Service

Ticket, have a default Not To Exceed value of
£500. This value can be increased by
requesting an NTE Uplift.

Click on the Job to open its
panel, thenon Edit. — |

B® UNIVERSITY OF " R Filter Sett
¥ CAMBRIDGE JobMarsger:

W~ Showing all work in progress Jobs

YoBUEE| Team Diary  Job Calendar

ToskManagement = asemon ] 8 Miko_Servico_Provider
Ty

# Edit QView @& JobCard B Ticket

[ Acceptes oy ae_sevice_Provisec §
This pipe is at risk of causing a hazard if not repared soonest
@ C012 - Baker Busding > 00 : Ground Floor > C012-00-0001 : BEG-22
Entrance Foyer > Distibution Board Reception
© Due 13:55 (6 days ago)
Accepted on 0917 (2 days ago)
Attenged on 2 days ago)
Target attend before 2 17:55 (6 days ago)

UNIVERSITY OF
CAMBRIDGE

B) vierun -

E2

E3

Open the Authorised NTE
value section.

Click Request an uplift.

JOB24954 - Details (Open

‘Short Daseription

Pre-defined Instruction

Fire - Sprinker Sysiem - Lesking Pise

Crasted 8 days ago by Mike Fish
Location

G012 - Baker Buiding » 00 - Ground Floor > CO12-00-0001 : BEG-
Entrance Foyer > Distibution Board Ret

Acsacted and Ouned by

Mike_Service,_Frovider

. AeiiogAckonty
Mike_Service_Provider n
2a ..

Job Due x
28022025 [ 55
» sA Detault Jobs BLA
3 Assets finked fo Job 1

¥ Authorised NTE value

Authorised NTE value

£500.00 GBP

Authorised NTE value: £600.00 GEF

»
—> ==
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E4

E5

E6

Click the Add Cost buttons to
include the full NTE value

required (including costs —|
within the default £500).

When total costs are added
and any Supporting
information has been
included, click Issue
Request.

If the requestis urgent,
please contact
efhelpdesk@admin.cam.ac.uk
to ensure itis approved
quickly.

Once approved, a notification will indicate
the increased NTE value. All NTE Uplift
Requests can be seen by navigating to Task
Management > Job Manager > Job NTE Uplift
Requests.

Add Cost

ed Costs to date Descrption Guicance

\ + Acd Incurred Gost
Anticipated additonaTSoska

Uplift Request

+ Add Estimated Cost
L
Estimated total costs
P
Costacta
- une e [ e
. .
o
aaaaaaaaaaa v
£
Supplementary nformaton
Gancel = -

10
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Task F: Responding to, or initiating, a Request for Quote (RFQ)

F1 The Invida quote process
can only be initiated by a
Service Provider from an
existing Job. To do so,
open the Job Edit window
and click to open the W UNIVERSITY OF

. «» CAMBRIDGE
Quote section.

Quote Manager 2 Mike Fish »

d

Y Filter

F2 When a Request for
Quote (RFQ) isissued, an

Reference Short Description Locations Requested By RFQ Issued Date Quote Reguired By - Status

automated email will be i e e - — o
received. - RFQB97 Tolet refurb 0 e Fish 1410272025 2110272025 00:00 [Open ]
F3 Open an RFQ from a link

in a notification, or by
navigating to Quote >
Quote Manager.

F4 Review the information P CAMBRIDGE ~ Cuote Requests | Quols Rocusst ® are- |
and click Submit Quote — & Request For Quote (RFQ) = >
! =3
(or Decline).
Nature of quote Classification 1:;“ . =
tDec(l;ge is followe:! by the opportunity ! . @ R
oa acomment. e I o by Mike Fish

PLaNIE0 COMMENCEMmEnt 10r SEIVICes / Works

Pianned completion date for senices { w

m

© Feople @ Locations

11



g

INVIDA

| UNIVERSITY OF

CAMBRIDGE

F5

F6

F7

Click Add Costs to give a —
breakdown. (See F5a-e below.)

Complete other details,
and add attachments, if
required.

Click Submit Quote. —_|

This will be reviewed by a contract
manager and, if approved, will result in
a Job being created and issued, with
the quoted NTE value.

€ Submit Quote X

+ Add Cosis

* Details

Quote valid until
=

Have you attended site to inform
quote?

Gonfirm any lead-time requirement

+ Add attachments

SIDNBSUSIEN = cCancel

After clicking Add Costs (F5) ...

Add a Description and —
optional Further Details.

Clicktoadd acost —— |
Category.

At least one is required but any
amount can be added.

Select a quantity, unit

Add Cost

Product/Service:

 ‘> t Sukance

Cost detail
s Jnit Ty riceiRale Markup unt Markup/Discount Value  Net

type and price/rate per
unit.

> -l . @

Total

2 m Cancel

Click Add (repeat ifnec.)

12
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Task G: Submitting a Payment Request

G1

G2

G3

A Job has to be marked as
Complete before a
payment request can be
made. If this cannot be
achieved by the assigned
operative (via Task D,
above), their assignment
can be completed via the
Job Edit window and
Assignment section.

Click the penciliconto —
update the assignment.

If no operative can be
assigned, the Job can be
marked as Complete by
clicking the flag.

JOB25024 - Details (Open

Short Description Location

AD12 : Senate-House > ES - External Spaces

Details Team

Mike_Service_Provider

Priority

7,
3 - Routine v
Pre-defined Instruction

Pest Control - Insects - Wasps =

An optional set of standard job instruetions to be carried out

Job Due

05/03/2025 = 5
» SLA Default Jobs

T
¥ Assignments 21

i AJU/Edit Job assignments

G4

Before submitting a
payment request, open
the Attachments section
to upload a job report (or
similar, as well as —
relevant photos).

> Altachmenis

© Add attachment

13
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G5

When ready to make a
payment request, open
the Payment Requests &
Invoicing section.

Click Createnew — |

Payment Request.

¥ Payment Requests & Invoicing

Gé6

G7

G8

G9

G10

G11

Attach an Invoice. — |

Add a reference which
matches the Invoice, a

/
Payment Request - Draft

\ Service Provider Invoice
@ Attach Invoice

o
m

date of issue and a due
date 30 days hence.

Multiple Job numbers can
be added.

Issues (red) prevent

submission; whereas
warnings (amber) are just—|
for information.

Click on the Job to
expand the info below,
relating to any issues &
warnings.

Click Submit Payment
Request (or Save as Draft)
at the bottom of the
window.

N
n

Jobs/Work packages included in this Payment Request

+ Add jobskwork packages +
0

Included Pravious Previous
in this Payment Payment
Completsd . Payment Requests Requests. Authorised  Validation
Ref Due date date Request (pending)  {approved) et Total NTEvale  status
v JOB24054  2BIO22025 £000GEP  S000GBP  £000GBP  £D00GBP  £50000 =
 Broken 1355 cae
Conduit
Fipe
X Remove job from this request
Ticket Reported 10 days ago

u Ticket Open

Ticket Reference

Ticket Description

Ticket Details

icket Location

Ticket Status

Job Reference

14



