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Foreword

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

System Support

If you require assistance please contact Ebisusers @ed.ac.uk in the first instance. All
urgent requests should be directed to the Ebisusers Support Desk on @ 50 9683.

More information on the EBIS Project is available at:-

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

Logging on to EBIS Online

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

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

This will open menu bar showing what access you have been set up with.

Logging on to Archibus

Double click on the Archibus-FM 17 icon
Program.

usi= on desktop to open Core Archibus

In Project double clik on == to open up Project
Enter User Name and Password — which are supplied by Ebisusers — then click OK

This will now open up the Archibus/FM Navigator showing all modules/groups you
have access to.
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Contractors Logging in with Permit to Work

When a Contractor is starting work onsite within University they should login/logout
on a daily basis through one of the Reception Centres either by visiting or telephoning
the Reception Centre:

Reception Centre Opening Hours [Telephone Number
Hugh Robson Building 0900 - 1700 0131 651 1145
Dugald Stewart Building 0900 - 1730 0131 651 3296
0Old College 0830 - 1730 0131 650 8003
EBVC 0830 - 1700 0131 650 6407
Roslin 0900 - 1700 0131 527 4200
QMRI 0800 - 1700 0131 242 9100
Holyrood 0830 - 1630 0131 651 6138
JCMB 0800 - 1800 0131 650 8599

Receptionist should log Contractor in through Work Permits | Start Work selection
within EBIS Online.
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p FEC

Fanlt Reporti
porting.

P Financial Control
P Fie Equipment =
P Maintensnce Purchase Order No |237374|

P Hew Foom Baok
P Projects_Actions
P Projects_Reports
P Purchase Orders

Q Clear Screen @ Enter

[ R = R R a2 R i S e R a2 R

~

Applet coldfusion. applets. CFTrasApplet started 1731} € rternet F100% v
74 start | Bl nbox-Mi... /54 intem... ~| | 7m ARCHIBUS E3 Microsoft .. | O AccessPe... | i untitled - ... iy viT EN &) £ g ETElE 1225

Click on Start Work and then enter Purchase Order No in field. Click Enter
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If Permit for Order is Out of Date the following message will appear and Contractor
should contact Order Originator

The following errors occurred :

The Permit for Order Number 237372 is out of date. Please contact LESLEY WEAVER on 650
9687

Purchase Order No ||

If Permit still valid the following screen will come up
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Permit To Work - Start Work

[W Authonsed Information , |
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P ddmin Purchase Order No 237374 Company A & D BUILDING
RS SERVICES LTD

- B Fanlt Raporting Valid From Date 05-Jun-2009 Valid Te Date 05-Jun-2009

Contract Description

w
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Carry out repairs to flooring in room 1

Building OLD COLLEGE

Order Orig JOHN WILLIAMSON  Order Orig Phone 6502477

Contact Person JOHN WILLIAMSON  Contact Person Phone 6502477

No of Staff Comments Tel No - 0777 12345€ ‘

< | & Q Clear Screen @ Enter
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This will bring back details of the Order and allow you to enter No of Staff and
Comments. The No of Staff should be the No of Contractors from Company working
on that particular job and Comments should be entered as any relevant information for
Contractor or works.

Click on Enter. This will log Contractor in to system to allow staff to view who is
working where within the University.
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Each day Contractor should return to or telephone Reception quoting Order No to
Stop Work. Receptionist should then Log them out.
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H | ddmin

£ P Drawings Scan the permit barcode or enter the Purchase Order No in the box below and press the Stop Work button.
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Select Work Permit | Stop Work, enter Purchase Order No and click Enter
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B B Fim Equipmant Carry out repairs to flooring in room 1
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This will bring back details of Works and show time Permit was first Logged in.
Click on Stop Work to log Contractor out.
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Reports

Reports are available under Reports section within EBIS Online. These are open
access reports and are available of all members of University Staff.

A ecess Pernuts

Contractor Location allows users to search on specific Contractor to see where they
are currently working.
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Room Booking Reports

2:”“ 1:;’]’{:"1{ Select Contractor from the dropdown box (Only Contractors currently Logged in to work appear in the dropdown)

meral Reports

Contracter | All ||
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i e A & D BUILDING SERVICES LTD
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Dravrings @ Clear Screen Enter
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Select Contractor from drop down list and Enter to bring back details.
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) No Of |Date/Time |Order | s
Company !Siaff |Logged In ™ iOrder Desc =Lm:amm IComments

ki I"fom.'mm | |Can'§' out repairs i [ g =

Accormodation_Services A & D BUILDING 05-Jun-2009 | U OLD COLLEGE.SOUTH Tel No - 077
- 2 7 237374 [to flooring in

Admin = SERVICES LTD 12226 | BRIDGE.EDINBURGH 123436
Drravrings room 1
FEC
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e @ Back To Search Page
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Contractors by Building report allows users to search to see which Contractors are
working in a specific building.
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tised Information
Accommodation_Services @ Clear Screen @ Enter
Admin
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Select Building from drop down and Enter
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Foom Booking Feports

g‘:-‘]‘ Reponts The Following Contractors are currently working in OLD COLLEGE
neral Feports

Access Permits

|>

Contact Order
Person Order Orig Orig |Comments
|Staff | Phone |Phone

No

Building Building  Date/Time
Code | Name Logged In

Order
D

Contact

Company

rised Information

EA 241 ‘ Tel No -
|BUILDING |, JOHN 650 JOHN 630 0777

SERVICES |~ WILLIAMSON (2477  |WILLIAMSON (2477
LTD 123436

Accommodation_Services

P ooy |OLD 05-Tun-
Dvarrings COLLEGE 2009 12:26
FEC |
Fanlt Reporting

Financial Control
Fire Equipment

1237374
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Contractors by Dates reports allows users to see which Contractors were working
between specific dates.
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Enter Start Date and End Date and Enter
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The Contractors working between 5-Jun-2009 and 5-Jun-2009 are

NoOf
Staff

Date/Time |0rder
Logged In |ID
|05-Jun-2009
[12:19

Company

[
ilotaﬁon Comments

A & D BUILDING
SERVICES LTD

OLD COLLEGE,.SOUTH
BRIDGE EDINBURGH

Tel No - 0777
123456

o

Accommodation_Services

rised Information ‘
Admin

237374 |

Fault Reporting
Financial Control
Fire Equipment
Maintenance

e @ Back To Search Page
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Contractors still Logged in allows users to see which Contractors have not called or
reported back to Reception to be logged out of system.
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i Contact Order
Ti N
s Dateilimas | Order Company DoOf Contact Person |Person Order Orig Orig Comments
LoggedIn ID Staff
rised Information Phone Phone
imﬂmd&tiﬂr\jemﬂes A&D
Diearrings | 05-Jun-2009 237374 BUILDING . JOHN 650 2477 JOHN 650 Tel No -
FEC 12:26 =277 |SERVICES B WILLIAMSON |- """ |WILLIAMSON (2477 0777 123456
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