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Foreword

This User Guide document has been designed fqutpose of training relevant
members of staff within Estates and Buildings.

System Support

If you require assistance please conkdususers@ed.ac.ui the first instance. All
urgent requests should be directed to the Ebis@&eyport Desk of@ 50 9683.

More information on the EBIS Project is available a

http://www.ebis.estates.ed.ac.uk

Logging on to EBIS Online

Login to the following url using user name and massl which are supplied by
Ebisusers.

https://www-live.ebis.estates.ed.ac.uk

This will open menu bar showing what access yoletmeen set up with.

Logging on to Archibus

Double click on the Archibus-FM 17 iccisiiad on desktop to open Core Archibus
Program.

In Project double clik o === to open up Project
Enter User Name and Password — which are suppjiéblsusers — then click OK

This will now open up the Archibus/FM Navigator shing all modules/groups you
have access to.
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Setting up New Supplier/Contractor/Consultant

If you are unsure if a Supplier/Contractor/Consutlia set up within Archibus you
can check this through EBIS Online:

2 EBIS - Online Repairline - Microsoft Internet Explorer

File Edt Wiew Favortes Tools Help o
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Qo - © ¥ Bl @ Osewh Sprmonss @ (-2 = - ) H B

fcidre<s | @] https:fwmnarlive. ebis. estates. ed.ac ukjebistop cfm v Ed G ks

@ EBIS

Estates and Buildings Information System

W Raports o] Supplier
& P Room Booking Rep List
@ | Fanlt Reports ’
5 "W Genazal Reports

M Euilding List Company T
I Comtacts List |

e | e

Iatme

< >
4] Applet coldfusion. applets. CFTreeApplet started S @ niernet

From this list you can search on Company you wesadd to see if they are available
and to check the status of the Company. If theyi@active you should contact
Financial Control to check reason why they havenisst to Inactive.

Contract Orders can only be raised to Active Vendos
If Supplier/Contractor/Consultant is not on listlatherefore requires to be set up
within Archibus a New Supplier/Contractor/Consuttéorm will require to be

completed. This can be found at the following:

http://www.ebis.estates.ed.ac.uk/admin.htinen click on Approval for New
Contractor Form
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Raising Contract Order

Once you have logged into Archibus select PurcRaders | Raise, Assign and
Cancel Contract Orders

4
Q%4
@ Ebisusers
@ EU Data and Reports
@ HelpDesk,
Purchase Orders
@ Mew wwork Orders
@ Project Defirition

H-D

sd

= Raise, Assign & Cancel Contrack

Set Contrack Order to Complete

This will open up Contract Order Screen

Click on New to generate a new blank Contract Order

Ordering - System
Contract rder Order Status:  Entered

Purchasze Drdgr Supplier :
| Mein | Date Caode | | E]

MName

Staff Detailz

] suth. [ ]
Staff Mame | | E] = [ | E]

Linked WWith Asset Code  [] Eqg e |_ | uibmett | |
‘whork Order | 1 Project Mo, | Cost Centre 1
waime| [ I (] [ [
Account Job Act, Friarity Lol
foe [ 7 o [ = ROUTINE - L] ]

IT Mumber ] Amount 0.00 TS :

' Invoiced {istary =
Building | _i E] Floar | IE] Room I B [ Print Amaunt

Coritract Details

Diescription Frice | | at I2D.D[ v|
Rate % :

Order Value [Inc. Yat] £ 000
Init. Order Value [Inc. Yat] £ 000

[ Term Contract  Contract Type | | [3 [ Festival \whork

Safety Management/Fermit to wWark

PopectPeson | L) e [ ]

Orders
@FRaise Oassign | Cancel Dider tew | [ Update | [ Resst | [ Esit |
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All fields with J beside have a list of values (LOVS). These fiels either be
typed directly into or click on list of values favailable data.

As with all LOV fields these will bring back lookpuwboxes where you can select the
value you require or search for value.

To search you can either search in Prefix fields(thll search on first column) or in
Restriction select the field you wish to searchaad then enter partial search in blank
field - % can be used as wild cards on both searckidick Apply when you have
entered your partial search to bring back all rasagch match your restriction. Select
value you require and click on OK. This will enteto field you are searching on.

M Select Value: Employees (Restricted) E|
ENmuprLDg:le Employee Mame | ok |
13290 GEORGE SMITH Gt |
114279 ALISOM FORRESTER SMI Help |
11609 GRANT SMITH
11615 THOMAS SHITH
11663 STEWEN SHITH
117320 JAMETTE SMITH
13460 ALEXAMDER SMITH Add Mew |
16528 ROBERT SMITH
&E FAULINE SMITH Update |
6531 ROBERT SMITH
BGA1 JOHM SMITH Delete |
< | i
Prefis Fiestriction
| [Emplopee Name | = [zsMITHZ
Apply | Apply |

Staff Name can be typed directly into box or selddtom LOVs. The LOV for Staff
Name restricts to only Employees within Estatesldngs, School P62

Auth By field requires to be filled in for all workver £10K inc VAT. This should be
authorised by Assistant Director, Depute DirecBuilding Operations Manager or
Engineering Operations Manager. If order is ovi@KEinc VAT one of the printed
copies of the order should be signed by the aigboend kept on file for auditing
purposes.

Supplier Code — this field is filled out with thegplier ID. If you know the Supplier
ID of the Company you wish to raise order to then gan type this directly in but if
not then you will require to click on LOVs and sdafor Company Name.

If you are raising an order to a vendor set up 8ag@plier within the vendor table
then you will receive the following warning message

Contract - Order

 \ This Comparny iz a Supplier and we DO NOT hald any insurance or Health and Safety detailz
x-"/ Do you want to continue?

IYES][ND]
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If the works being ordered are Contract related stoauld say No to this message and
order will be disallowed. You should contact Fioi@hControl in order for them to
obtain the necessary Credentials..

In the case of an emergency an authorisation emdiiom Depute Director,
Assistant Director, Building Operations Manager orEngineering Operations
Manager will require to be sent to Financial Contrd who will change the vendor
type from Supplier/Consultant to Contractor to allow the order to go through
and allow selection of Safety Questions. Once ondeas been raised Financial
Control should be informed and they will change therendor type back to
Supplier/Consultant and will contact the vendor fornecessary paperwork.

If you are raising Order to a Contractor/Consultani will receive screen below to
answer Safety Management/Permit to Work questions:

' )
Contract - Crder | J

l . Safety Management/Permit to ‘whork Data form MUST be completed

| OK |

e

This will then allow access to the Safety Managemammit to Work screen through
the following (this requires to be completed or yail not be able to create order):

| Add/Modify S afety Management/Fermit to Work Data |

Click on this to bring back Safety Management/PetamiWork screen:

Safety Management/Permit to Work [

1 A]Has the work/project been procured in accordance with E states Dievelopment/Operations pracedures including amangements for complisnce with general safety management and @) Mo

N e
clignt duties under the Construction [Desian and Management] Fegulations 2007 [COM] DR B) I the order ta a consultant for profiessional work with no impact on safsty | sekeet |

| Reset Cancel |

Add
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For each question you should select Yes or No acd gou have completed click
Save to return to Order screen. Questions arellasvt

1 A) Has the work/project been procured in accocdan| Yes/No If Yes no other answers require
with Estates Development/Operations procedures If No go to Question 2
including arrangements for compliance with genera
safety management and client duties under the
Construction (Design and Management) Regulations
2007 (CDM)? OR B) Is the order to a consultant for
professional work with no impact on safety?

2 Do the Construction (Design and Management) Yes/No If Yes go to Question 3
Regulations 2007 (CDM) apply, i.e. Is the work If No got to Question 6
Construction Work (as defined in Regulation 2 of
CDM 2007)?

3 Is the Project notifiable under CDM 20077 Yes/No f Yds go to Question 4

If No go to Question 5

4 Have arrangements been made to comply with slientYes/No If Yes go to Question 8
duties for notifiable jobs under CDM 2007? If No disallow order

5 Have arrangements been made to comply with slientYES/No If Yes go to Question 8
duties for non- notifiable jobs under CDM 20077 If No disallow order

6 Are written suitable and sufficient risk assesst{s} Yes/No If Yes go to Question 7
and method statement(s) necessary? If No go to Question 8

7 Have they been received? Yes/No If Yes go to Gure8

If No disallow order

8 All work with the potential to alter or damageth Yes/No Go to Question 9
fabric of the building or building services must be
assessed with regard to the presence of Asbestos
containing materials. Do you need to check the
Asbestos Register?

9 Is an Asbestos Permit to Work (issued by the slse| Yes/No Go to Question 10
Management Team) required?

10 | Is a Roof Access Permit required? Yes/No Go tesfion 11

11 | Is a Laboratory Access Permit/Permit to Workued | Yes/No Go to Question 12
by the local Technical Manager/competent person)
required?

12 | Is a Hot Work Permit (issued by Premises Team) | Yes/No Go to Question 13
required?

13 | Is an Electrical Limitation of Access Permituggd? | Yes/No Go to Question 14

14 | Is an Electrical Permit required? Yes/No Go teQion 15

15 | Is it necessary to sign in to this building?

Work Order No - this field is only entered if you are raisin@antract Order
against an IT. The Work Order should be fillecimd this will automatically fill in
the IT Number field with the Internal Transfer Norh the Work Order.

Project ID — can be typed direct into field or selected flo@Vs

Cost Centre— restricts to Cost Centres available againstsadeProject ID
Account Code- restricts to Account Codes available againgtctet Project ID and
Cost Centre
Job Act. Code- restricts to Job Activity Codes available agbasedected Project ID,
Cost Centre and Account Code
Priority — Call Out, Cyclic, Emergency — 2 hours, Routineow Priority 21 Days,
Routine — High Priority 7 Days or Urgent — 1 Day
IT Number — will automatically fill out if Work Order entedeor enter IT Number
directly into field
Building Code — can be typed direct into field or selected frio@Vs

Print Amount — Check this box if you want the price to printtbe order. Generally
this is left unchecked as the price on most oreas estimate therefore should not
be printed

Description — Free text to enter description of works requirdd need to press
carriage return for a new line as text wraps autmaity

Price — Type in amount excluding VAT
V:\EBISG\userguides\Contract Orders.doc
OThe University of Edinburgh

Page 7 of 12



Term Contract — Check this box if Term Contract

Festival Work — Check this box if works requested relate toiak¥Works
Contract Type —Select contract type from LOVs

VAT Rate — Can be set to 0%, 5%, 15%, 17.5% or 20% deia@®%

Order value (inc VAT) will automatically calculate screen once Price is entered
Contact Person— Person who Contractor should contact if anyiggae Order
Phone— Phone number of Contact Person — this will aatarally display if we hold
Phone number for Contact Person within the Empldysse

Assign a Contract Order

This option is used for emergency work where tlereo time to issue a full order or
where a Company requests an order number befoyaitidertake any work.

Open Purchase Orders | Raise, Assign and CancélaCb@rders

Click on Assign at left hand bottom of Order Scredihis will give you following
message:

Assign Ornder

‘?/ Do pou wanht ko generate a new blank order?

Tes Mo |

Click on Yes, this will now allow Order to be Aseeg.
The following fields can be completed:

Staff Name — should be entered

Authorised By — does not have to be entered

Supplier Name — should be entered (you will be gi8afety Management/Permit to
Work Questions if Vendor you select is a Contrd@onsultant)

Building — does not have to be entered

Contract Description — does not have to be entered

Click Update to generate Order No then Print tatpsrder with calling card and
permit if order is being assigned for a Contractor.

When you are ready to enter the rest of the ddtailhe order open Raise, Assign
and Cancel Contract Orders and then type OrdenNarder Number field and tab.
This will bring back details which have been endeziad allow other fields to be
completed.

Term Contracts

If you are required to raise a Term Contract oraoethe Purchase Order screen select
the Term Contract box then select the type fromdtloe down list. Once Order has
been updated open EBIS Online.
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When logged in select Purchase Ordeoen the left hand menand then Term
Contracts from the drop down list.

EBIS

Estates and Buildings Information System

b R Bk T 5 Term Contracts
! P Fault Reports ~|

b Feneral Feports = o
b Access Permits Order 1d | | B

Authorised Information
P dccommodation_Ser |
L QS. E-Mai Address | v
B FEC

Fanlt Reporti

J Fire Equipment

Term Contract Type

 Maintenance

J Hew Room Book [
P Projects_hetions

P Projects_Reports

Send Order Closed E-Mails to QS5 ]

Enter the Order Number in the Order Id field thelest the relevant e-mail address
from drop down menu and click ‘Send E-Mail’. Thaléwing message will appear
on screen:-

Windows Internet Explorer

| ‘_\. E-Mail has been sént to Q5 and Contractor
L4

Send Order Closed Emails to QS should be run anlgplohsis. This will send email
to QS for Orders which have had a Final Invoicert against them since last email
was sent.

The following message will appear on screen:-

Windows Internet Explorer

| 'j Term Contract Order Closed E-Mails has been sent to Q3
*

This will automatically send an email to inform @BSClosed Orders.

Cancelling Term Contract Orders

If you wish to cancel a term contract order (pravidno invoices have been paid yet) open
up the Raise/Assign order screen then enter theupter this will pull back all the details
of the order on screen. Click on Cancel Orderhilsset the order status to terminated.

Terminated Term Contract Orders Report
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At the end of each month a check should be rumsore that where an order has been
terminated the QS will receive a note about this.

This report looks to where an initial email hasrbeent to the QS and where the order status
is terminated.

To run this report go to:-
Helpdesk | Purchase Orders | Reports tab
Click on Cancelled Term Orders

Where an order has been cancelled this will appedinis report which should be relayed to
the QS.

Cancelling Contract Orders

If you wish to Cancel a Contract Order open up &atssign and Cancel Contract
Order and then type Order No in Order field and tabis will bring back details of
the order which can only be cancelled if thererarénvoices against. To cancel click
on Cancel Order button which will give following ssage:

Cancel Order

After cancelling arder you will not be able to make any chanages in thiz arder.
Are you sure you want to cancel the order?

ez Mo |

Click Yes if you are sure you want to cancel, thi set Order Status to Terminated.
Increasing Amount on Order

When Financial Control log invoices against an ©ide if there is not enough
money on the order to pass the Invoices the Inwiltde rejected and Order Status
will show as Invoice (H).

In order to see how much you require to increaséltder by to process the Invoice
enter the Order No then click on the View Invoibeston. This will bring back
Invoice History screen
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= Invoice History
IMVOICE 1D Imwoice Date  Amount 4 at Wat Amount Statusz Final

160206 16/02/2008 150 2625 176.25 Rejected M

Credit Mote Details

Order Amount 117.50

Invioce x W at 150.00
Wat Arnount 26.25
Invoice Total 176.25
Creditz Total 0.00

lDifference B8.75 Order YATE 0 17.5 Increase Order By : 50

You can then increase the price field by the Ineee@rder By amount from the
Invoice History screen.

If there are insufficient funds against the Projedncrease the order amount the
following message will be displayed:

Order, Yalue

againzt the zelected job achivity code.

'E The funds available are not enough to raize thiz order
]

In this instance the Invoice should be passed tatike Order Originator informing
them that there is not enough funds to increase dheer.

Decreasing Amount on Order

If you wish to decrease the amount against a Can@eder to release funds to raise
another Order against that Project open the Caneder within Archibus and
change the price field to show new value.

This can be done if the Contract Order is at ahgrostatus apart from Complete. If
there are any Invoices logged against the OrdeOtider Value cannot be changed to
less than the value of the Invoices. If you trglh@ange the price to less than the
Amount Invoiced the following message will appear:

Order Value

(] Total Order Walue Should not be less than [nvoices entered
. for the selected order
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Setting Order to Complete to Release Funds

If an Order has been completed but no Final Invhece been entered the Order
should be set to Complete using the Set Contrad®iQo Complete to release funds
selection:

Change Contract Order Status E]

Dider Mo. [211319 _|
OF. | Cancel ‘

Enter the Order No and OK. This will set the Oriecomplete and release any
unused funds back to the Project.

Order Status
A Contract Order can have 6 different Status wiaieh

Entered Order has been raised but no actions against

Printed Order has been printed but no invoices against

Confirmed  Order has an Invoice logged against it but nolFina

Invoice (H) Order has a Rejected Invoice logged i.e. theoisenough money
against the order to cover the amount of the Irevoic

Held Order has been Assigned but no detail enterechstgai

Complete  Final Invoice has been entered and paid agaidst or

Terminated Order has been cancelled and can no longer be used
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