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Welcome to the University of Tasmania’s Work Request Management Web Module.

When a work request is assigned to your company, you will receive an email similar to the
one below.

How to manage the work request

Step 1: Manage the work request by clicking on the link.

From: Campus.Services@utas.edu.au

Tor [¥ Lisa Brazendale

e

Subject: UTas: Work Request 151591 Sandy Bay, Corporate Services Building, Level 1, Office (Room 142)

You have been assigned the following Work Request:

Contact: LISA BRAZENDALE
Phone: 6226 2686

Requestor: LISA BRAZENDALE
Requestor's Phone: 6226 2686

Requested Date: 17/AUG/18

Work Request No: 151591

Work Request Priority: 3 - Routine

Work Category: Building Fabric

Problem Location: Sandy Bay, Corporate Services Building, Level 1, Office (Room 142)
Description: test for contractor how to doc

Manage Work Request: https://sisfm.admin.utas.edu.au/ContractorWR/Detail/151591

Step 2: Log in using your company username and password (provided to you earlier).

Contractor Closeout

test

] Remember me?

-
T
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Step 3: The work request is ready to start. Acknowledge WHS actions by ticking required
box(es) and then select ‘submit’.

Note: SWMS reference number is now mandatory.

ka3 WHS Checklist

Please complete the work health and safety checklist before commencing work. Note all relevant factors that apply and associated
permit or reference numbers where possible.

uired
S sws
Reference ™
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Note: You can access the University’s asbestos register and SISFM Enquiry (site and floor
plans) via links or tabs.

UNIVERSITY of
TASMANIA

CONTRACTOR CLOSEOUT

MY JORS

My Jobs

Sandy Bay, Corparate Servi

Building, Level 1, Office [143) =

UNIVERSITY of ¢
TASMANIA

oo I
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Sign in and sign out

Step 1: When your contractor arrives on site, select ‘sign in’. Note: This generates an automatic email
to the work requestor, CSD contact and building contact notifying them that your contractor is on site.

UNIVERSITY of
TASMANIA

Details

Sandy Bay, Corporate Services Bl
LI5A BRAZENDALE: test For contgffo

Step 2: When the contractor leaves the site, select ‘Sign Out’. Note: This generates an automatic
email to the work requestor, CSD contact and building contact notifying them that your contractor has
left the site.

UNIVERSITY of
TASMANIA

CONTRACTC

MY JODS

JOB DETAILS

Work Request #151591

Details

Sandy Bay, Corporate Se Buildinggvel 1, Office (142)
LISA BRAZENDALE: test for ractar hallfta doc

Status and actions,

IMPORTANT: Contractors must sign in every time they arrive on
campus to undertake work, and sign out each time they leave the
campus.
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NB: When a contractor has ‘signed in’ on a work request, the job will be highlighted in green
and ‘logged in since [time date]’ will be displayed in red.

UNIVERSITY of
TASMANIA

CONTRACTOR CLOSEQUT

MY JOBS

Filter

My Jobs
Sandy Bay, Corparate Services Building, Level 1, Office (143) _lm _ [
LISA BRAZENDALE: test for contractor how to doc

- Work Request Status
Due: 7S¢

Assel Alleation

Dale Ramge

Srrvicr Prooedure 1D

Asset ID
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Completing works and invoicing

Step 1: Once all work on a job is complete, select ‘complete’.

UNIVERSITY of
TASMANIA

OB DETAILE

Work Request #151591

Details

Sandy Bay, Corparate Services Dullding, Level 1, Office 143}
LItA BRAZENDALE: test for eantractor how to doe

Status and actions

This jo it eurrentty In Progress

(Note: If you would like to return to your list of work requests, click ‘My Jobs’.)

Step 2: Complete all fields and select ‘Submit’

o
fta Close outjob x

No. hours worked *

2

[} After hours rate?
Material cost ™

100.00

Work undertaken

| fixed it

Remedial Work

No remedial work identified

* Add Remedial Work
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This will return you to a complete list of all requests allocated to your company (in different
stages).

UNIVERSITY af
TASMANIA

CONTRACTY

MY JORS

Noresults

Mo results found

Asset Allscation

Service Procedure 1D

Step 3: Your company will then receive an email similar to the one shown below. The link
takes you to the Contractor Work Request Management Module invoice page.

= Work Request 151591 has been completed - Message (HTML) = B 52

File Message HPE Records Manager Adobe PDF s @

- o =
@} Ignore x b \g .% B Meeting |23 Move to: ? % To Manager j [ Rules rﬂd f ¥ E ag & Find "
M~ &4 Team E-mail + Dane B OneNote = 2 Related -

Junk - Delete | Reply Reply Forward o . . — | Move Assign Mark Categorize Follow | Translate Zoom

% All B, More - | | Reply & Delete 7 Create New - - [ Adions * | pglicy - Unread - up - - b select ~
Delete Respond Quick Steps ] Move Tags [l Editing Zoom

= P
From: Campus.Services@utas.edu.au Sent: Mon 20,/08/2018 9:15 AM
To: #|isa Brazendale
Ca
Subject: Work Request 151591 has been completed

NOTE BILLING ADDRESS - Please be aware that this work request has now been completed. Forward your invoice, including the receipt number you
receive when completing the link below, to UTAS for payment at: Finance.Pavables(@utas.edu.au or Private Bag 1353, Launceston 7250. Please enter
your invoice details via the Invoice Tab-

Manage Work Request: https://sisfim.admin.utas edu.aw/ContractorWR/Detail/151591
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Step 5: Select Enter Invoice

UNIVERSITY of
TASMANIA

CONTRACTOR

JOE DETAILS

Work Reque it #151591

Details

Sandy Bay, Corporale Services Wlding, Level 1, Office (147
LISA BRAZENDALE: test for contrafilor how

Status and actions
This pabs i3 currenily Complebed

Remedial Work

Mo results

o resaita found

Step 6: Enter your invoice number, the date and the amount and select ‘Submit’

Note: The receipt number will be automatically generated.

&ka Invoice Details X

Invoice Number*

123

Invoice Date *

20/08/2018

Invoice Amount

S 100.00

Invoice GST

3 10.00
Invoice Total
S | 110.00

Receipt Number
151591R

Step 7: Please forward your invoice, including the receipt number, to the University of
Tasmania for prompt payment at: Finance.Payables@utas.edu.au or Private Bag 1353,
Launceston 7250.
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