Unite Group
Supplier
Maintenance
Portal

Supplier User Guide
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e

Whether you're new to the portal or looking

for guidance on a specific task, you'll find
step-by-step instructions and explanations to

help you complete work confidently.

Version 1.0 | Last updated: July 2026
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Internal

UNITE GROUP

Start Here.

What do you need help with today?

Select the house icon on any page
to return here.

= |

Understand your responsibilities
See what you're responsible
for when managing work

orders in the portal. @

Received astatus update?

Understand what it
means and what to do
next

=)

Findataskguide

Choose a task from the Task
Index to follow a step-by-step

process @
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UNITE GROUP

SUPPLIER MAINTENANCE PORTAL | SUPPLIER RESPONSIBILITIES

Supplier responsibilities

Duringyour visit Afteryour visit

" Review work order v" Carry out the agreed work v" Update the work order

v Upload quote & RAMS (if v" Note asset condition v" Update asset condition
required) v Identify any issues or v Raise remedial work order

v Propose visit date additional work required (if required)

v Check access and permit v Send invoice via Supplier

requirements =) (—) Account Portal = .


https://idcs-317ea6e42158492bb8adc0a50c860d6f.identity.oraclecloud.com/ui/v1/signin
https://idcs-317ea6e42158492bb8adc0a50c860d6f.identity.oraclecloud.com/ui/v1/signin
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UNITE GROUP

SUPPLIER MAINTENANCE PORTAL | STATUS GUIDE

Status Guide

Sent to supplier Reactive You've been assigned a new Reactive Work Order REVIEW REACTIVE WORK ORDER
Accepted by supplier Reactive You've accepted the assignment and are preparing a quote UPLOAD QUOTE

Declined by supplier Reactive You can't carry out the work Leave details in Chatter

Quote proposed Reactive | Remedial You've submitted a quote for approval Wait for approval

Quote approved Reactive | Remedial Your quote has been approved, and we are raising a PO Wait for PO number

PO raised Reactive| PPM | Remedial The PO has been approved and details added to the system PROPOSE VISIT

You have received the PO and have proposed a visit date

Visit proposed Reactive | PPM | Remedial including RAMS Wait for visit approval
Visit accepted Reactive | PPM | Remedial |y Proposedvisit date has been accepted, well see you on PREPARE FOR VISIT
FEREE || P || RemEelel You've attended the job and need to update the work order UPDATE WORK ORDER

Job was attended and Operative/Engineer has completed the

Complete Reactive | PPM | Remedial job

Wait for work us to sign the work off

Complete/Cannot
complete

Job was attended and Operative/Engineer identified remedial

PPM work required on the PPM asset.

CREATE REMEDIAL WORK ORDER

Means that job was validated by MM/Central Estates and

diesze AEELNTS payment has been instructed - work has been signed off.

Raise PO in Supplier Account Portal
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UNITE GROUP

SUPPLIER MAINTENANCE PORTAL | TASK INDEX

Use the task index to find the action you need. Some tasks form part of a wider

TaSk Index process, so check and complete each part in order.

Access& —:8) —
o . .
o o)  Step-by-StepGuides 2=/ Guidance
Navigation o— o
Log in - AN Review a Reactive . Prepare for an O  Supplier
— /\ Work Order = ”o approved visit = ) Responsibilitiesﬁ
AN —
Home Screen — é Upload Quote = @ Eggti;esi\évork order RN Status Guide —
Finding Work N ' _
74 Ord Add Estimated .
rders £ Cost - Add asset details —» r% Supplier Zone %
Work Order List AN
Views N\ Upload files Create Remedial
L\@ g - Work Order =
Using Chatter —

Propose Visit =



https://www.unitegroup.com/our-suppliers
https://www.unitegroup.com/our-suppliers

UNITE
GROUP

Access &
Navigation

Get started and find your way around the portal.




Internal

UNITE GROUP

Loggingin

Open the
in your preferred

browser.

Enter your Username and Password
then click Log In to access your
account.

Top Tips
Your username is usually your email address

If you're having trouble logging in, click on
and follow the steps.

If you're still experiencing issues signing in, please
reach out to your main contact at Unite Group.

UNITE
STUDENTS

To access this page, you have to log in to Unite Students
Supplier Portal.

Username

Password

[ Remember me

Forgot Your Password?

Unite Students employee? Log In

© 2026 Unite Group PLC. All rights reserved.



https://supplier.unitegroup.com/login?ec=302&startURL=%2Fs%2F
https://supplier.unitegroup.com/login?ec=302&startURL=%2Fs%2F
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UNITE GROUP

SUPPLIER MAINTENANCE PORTAL | ACCESS & NAVIGATION

Using the Home Screen

When you log in, you'll see

. U N lT E Caleb Downs
the Home screen, which STUDENTS o PR Olders RS & “aclin &

gives you a quick snapshot
of your work orders.

Welcome!
Use th e page to: Work Orders by Type Work Orders Open and Closed This Year
i Record Count Work Type Name Record Count Status
Get a visual summary of e New @
WO rk @) rd ers by type an d 23-17-3M - Fire Doors - Beech Hou... @ (96%%) ‘ Completed @
23-17 - Fire Doors - 3M Closed
Statu S 37-01 - Emergency Lighting - Mont... @ \ Cannot Complete @
S e | e Ct acC h a I’t Segm e ﬂt tO 37-03 - Emergency Lighting System... Sent to Supplier
ex p | ore re | ate d reco rd S 82-12 - Service (Dumbwaiter) Style ... @ = (‘Si%%) Accepted by Supplier @
87-22 - Smoke Control Systems -... @ 93 Declined by Supplier @
87-AA - Winter Maintenance - 1Y @ — Quote Proposed @
AA-AA - Inspection - Check-In-0U @ Quote Submitted @
AA-AB - Inspection - Check-Out - 0U @ (10?7%%) Quote Approved @
Access Inspection - 1Y PO Raised
Reactive @ (13.98%) Visit Accepted @
Available widgets may
As of Today at 10:49 As of Today at 10:49

change as new features
are added
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SUPPLIER MAINTENANCE PORTAL | ACCESS & NAVIGATION

Finding & Managing Work Orders

The Work Orders tab gives you a high-level list

. UNITE . Calel wns g
view of your work orders. STUDENTS ~ Heme i Resources 2 @

KEY FEATURES- = \f\\.j'orI:CrJerersY e [I] A [ New | Change Owner

N . C l Search this list...
H 4 2 97 items = Sorted by Scheduled Visit Date/Time = Filtered by All work orders - Status  Updated 3 minutes ago
A Switch list view (defaults to All 7
B B Work Order Number Work Type Name Subject Facility A Location De... tatus Facility ... Stat... Mai... Schedul... 4
Open Work Orders) : :
p 1 B 00350005 ABC Lifts Remedial Wor... New Medlock Hou\Alﬂ Madlacl Quote Approved - -
B SO rt CO | U m n S a | p h a betlca | |y O r 2 B 00349930 ABC Lifts Remedial Wor... New Medlock Hou B uote Proposed |
A Adam Street Gard...
n u m e rl Ca | |y- 3 B 00349925 ABC Lifts Remedial Wor... NewMedlockHou... N a4 6icaiGarg., Quote Proposed L
1 4 [ 00349896 D Reactive Light Switch - Bedroom...  Artisan Heights E AdamStreetGard.. EenttoSupplier =]
¢ Search for a specific Work Order T
by n U m b e r S U bJ eCt O r Oth e r— 5 [J 00349745 Access Inspection-...  Maintenance Automatic...  Charlton Court C—  Visit Accepted Yes P
I} 7 Archways
d eta | | S ) 3 [] 00349650 Maintenance Lift Car:0.. ~ NewMedlockHou... &, PO Raised =
7 [ 00349649 Maintenance Lift Car:0...  NewMedlock Hou... K Archways PO Raised Lo
D Select a Work Order number to e [J 00349647 Maintenance Lift Car:0.. NewMedlockHou.. K" PO Ralsed -
H H Archways
VIEW th e d eta | |S : 9 [0 00349645 Maintenance Lift Car:0...  NewMedlockHou... K PO Raised -
10 [ 00349644 Maintenance Lift Car:0...  NewMedlockHou... B Archways PO Raised -
1 [ 00349643 Maintenance Lift Car:0..  NewMedlock Hou.. New Mediscks ™ PO Raised -
12 [ 00349642 Maintenance Lift Car:0...  NewMedlockHou... NewMedlock... PO Raised -
@ TO p TI ps 13 [J 00349640 Maintenance Lift Car:0...  NewMedlockHou... NewMedlock... PO Raised |
Sorting by due date, status, facility or location are useful 14 [ 00349639 Maintenance Lift Car:0..  NewMedlock Hou... NewMedlock.. PO Raised -
ways to prioritise workload.
135 B 00349581 Reactive Test 123 Archways Archways Sent to Supplier -
+  Drag column borders to reduce width and fit more
COlU mns on the page 16 D 00349503 Reactive Test2.7 Adam Street Gard...  Shower Room, ...  Declined by Supplier -
. Scroll to the bOttom Of the page to \/ieW additional 17 B 00348815 Reactive Test RM Test 2 Archways Bedroom, Roo... New L
columns on the right 18 [ 00348676 Reactive test 12345687768 Archways Archways New -
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Work Order List Views

UNITE

O 1 List View Drop-down STUDENTS Work Orders Resources

In the Work Orders tab, click on the
drop-down arrow

n Work Orders
. v
02 Choose your view All Open Work Orders 9
Chose the list that matches the work 50+ iten‘ bearch lists.. Q
you want to do B ) |
Recent List Views ation De...
03 Pinyour favourites . All Closed Work Orders 9 wer Room,
Use the pin button to have your most .
P . . y 2 ~/ All Open Work QOrders EicA, Buildi
frequently used list views appear at
the top of the drop-down list. 3 PPM - Completed wer Room,
4 PPM - PO Raised hen+ Lour
5 PPM Remedial - Quote Approved ck A, Structl
6 PPM Remedial - Sent to Supplier room, Roo
7 — PPN Remedial - Visit Accepted ——————— exiroom, Roo
Top Tip
8 D 00292096 ABC Lifts Remedial Wor...  Archways Bedroom, Roo
Refer to the Work Order .
Status Guide to check Status Guide —

what each status means



SUPPLIER MAINTENANCE PORTAL | ACCESS & NAVIGATION
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Using Chatter

010 Reviewupdates

See all activity and filter by activity
type.

\J

02 Add a comment

Use the comment box to ask
questions or share updates.

Taga colleague

Type @name to notify someone and
include them in the

conversation. You can only tag
someone who has already engaged
with the work order.

\J

03¢

Top Tip
Keep all Work Order communication in

Chatter so everyone has the latest
information.

UNITE

STUDENTS Rlome Woark Orders

Work Order
00278849

Status Location Details Subject

Resources

Julie Jones
; ABC Lifts <

+ Follow I[ Update Work Order

Update Line Items | Create Remedial Work Order | 'r]

MNew Bromley Place ABC Lifts Remedial Work Order from 00278827

Details Line Items

Work Type Mame

Asset Name
Platform Lift

Status
New

Third Party Equipment |D

Sort by:

Most Recent Activity ¥
e Julie Jones (Supplier) E]

Just nowr

Cannot Complete Reason

Lacation Details

Bromley Place

@Daniel Blair (Employee) Unfortunately we cannot do this job due

to staffing issues

Maintenance Window Start

Facility
Bromley Place

1l Like @ comment

Due Date

Priority
Low

0 [ Write a comment...

Scheduled visit Date/Time
10/10/2025, 08:30

Facility Manager - Booking Sign-Off

Start Date

Unite Site Sponsor

End Date

Unite Site Sponsor Email

Status Indicator

\L‘

Unite Site Sponsor Phone

Paused?

Asbestos Register Warning

9 Julie Jones (Supplier) created this work order.
39m ago

View more details

‘ a 00278849

1l Like ® comment

Remedial

s

RAMS Received?

e [ Write a comment...

v Work COrder - Summary

Subject
i der from 0027382




UNITE
02

Before your
visit

Everything you need to do in the portal before attending a job.
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Review a Reactive Work Order

01 ¢

02 ¢

03¢

S

Open the Work Order
Open the Reactive - Sent to Supplier list view

and select the Work Order.

5 Reviewinformation
Check the key information before accepting.

* Asset
» Location
« Work summary

Accept or Decline

Select Accept Assignment or Decline

Assignment.

Check

Status changes to
Accepted by Supplier
or Declined by
Supplier

Next Step

Add your quote and
estimated cost

UNITE

STUDENTS Work Orders

4
Work Order
00230821
Supplier Subject
ABC Lifts Stain on carpet

Details Line Items Files

UNITE
STUDENTS R

Work Orders

o a Reactive - Sent to Supplier

6items » Sorted by Work Order Number s Filtered by All work orders - Status, Work Type, Supplier » Updated a few seconds ago

Work Orders Resources

v (#)

) WorkOrder Number

~ | Wo... v Subject ~ | Location Details v

Resources

Reacti...  Stainoncarpet Corridor, Flat J4, Floor 1, Block J, St...

a

Caleb Downs
ABC Lifts s

{ + Follow ” Accept Assignment ” Decline Assignment ” Add Estimated Cost ‘v]

Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access Permits Required?

Sort by:

Work Type Name
Reactive

Asset Name

Floor Finishing

Status

Sent to Supplier

Third Party Equipment ID

Cannot Complete Reason

Location Details
Corridor, Flat J4, Floor 1, Block J, Structure 1, Westhill Hall

Maintenance Window Start

Facility
Westhill Hall

Due Date

Top Tip

Can't quote? Need to
discuss costs? Use
Chatter to discuss with
the team.

Priority
Low

Most Recent Activity

v Work Order - Summary

Subject

Stain on carpet

Description

Stainon carpet, foul smell coming from it
Notes:

Needs cleaning
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SUBMIT A QUOTE| PART 1 OF 2

Upload Quote Files

01 © OpentheFilestab

Navigate to the Files tab within the relevant
Work Order.

02 © AddFiles
Select Add Files then Upload Files

Upload your document

03 ¢ Use a file name that identifies the document
type, supplier and work order number.

Quote - ABC Lifts - WO 00230821

Wait for your file to upload and click Done.

Check Next Step

Your quotation appears Add the estimated
in the Files tab. cost

UNITE

STUDENTS Home Work Orders Resources

Work Type Name
Reactive

Oitems » Sorted by Last Modified « Updated 4 minutes ago

Title » | Owner “ | LastModified

Work Order
00230821 [ + Follow M Accept Assign
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Acces|
ABC Lifts Stain on carpet
Details Line Items Files
Details Line Items Files Files 9 | Add Files

w | Size

Lejle

Status

Accepted by Supplier

Select Files

A

2, Upload Files | { Q  SearchFiles.. }

test

o6 Jul 2026 « 23B o txt e L

A Upload Files

| Owned by Me E\]\
Shared with Me 1
v
Recent 1
. T
Following D 2
Libraries

. Sample WO notification email to supplier ....
=N 111kB

1 of 1 file uploaded

I

1 of 10 files selected

= - ]

|
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Internal

Caleb Downs
‘-‘ ABC Lifts

!

Resources
Decline Assignment | Add Estimated Cost |
T
1

U N ITE Home Work Orders
[ + Follow H Accept Assignment

SUBMIT A QUOTE| PART 2 OF 2
STUDENTS

1
Level of Access Permits Required? ’;'
i
{

1

1

1

1
1

Work Order
00230821
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off
ABC Lifts Stain on carpet
{
Sort by: H
I
Most Recent Activity v ,"
/
1
7
i

Files

01 O Select Add Estimated Cost
You'll find this button within the Work Order
detaHS tab Details Line Items
Work Type Name Asset Name
o Reactive Floor Finishing
02 () Add detalls Status Third Party Equipment ID
. . I Accepted by Supplier i
Add eStlmated COSt and Conﬂrm you Ve Cannot Complete Reason Location Details ,"
Up|oaded the quo‘[e. Corridor, Flat J4, Floor 1, Block J, Structure 1, Westhill Hall ,"
Maintenance Window Start Facility ,”
Westhill Hall +
03 O Waitforapproval e i
\/\/e W||| re\/|ev\/ the quo‘[e and add ques‘uons Scheduled Visit Date/Time Facility Manager - Booking Sign-Off ’,,,'
to Chatter if required before approval. Y
_e Add Estimated Cost
Check Next Step Remember! | = 7 |
Wait for status to Don't propose a visit
until you've seen the =2
PO number

Status changes to Quote
change to PO Raised

Submitted then Quote
Approved once it's been
reviewed.
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PROPOSE A VISIT | PART 1 OF 2

Add RAMS documentation

01 ¢

02 ©

03 ¢

OpentheFiles tab

Navigate to the Files tab within the relevant
Work Order.

Click Add Files

Then click Upload Files to locate the file you
want to upload.

Upload your RAMS document

Use a file name that identifies the document
type, supplier and work order number.

RAMS - ABC Plumbing - WO 123456

Wait for your file to upload and click Done.

Check Next Step

Your RAMS document Propose a time and
appears in the Files tab. date for your visit.

UNITE
Caleb Downs
Home Work Orders Resources A -
STUDENTS A hsclins &
-
Work Order _ . K K
00230821 + Follow Accept Assignment Decline Assignment Add Estimated Cost v
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access Permits Required?
ABC Lifts Stain on carpet
o Details Line Items Files
. . . Files AddFiles |
Details Line Items Files |~ .
Oitems » Sorted by Last Modified « Updated 4 minutes ago | @ - |£
Work Type Name AssetName Title « | Owner | LastModified v | size v
Reactive Floor Finishing
Status Third Party Equipment |
Accepted by Supplier

Top Tip

Any files you upload
are stored and can be
re-used for other work
orders.

Select Files

[ 2, Upload Files I-- ~

| Owned by Me
Shared with Me
Recent
Following

Libraries

test

O 6Ju12026 ¢ 23B » txt | g Upload Files 9
Test Picture
24 Jun 2026 » 155KB e png . RAMS_ABC Lifts WO349640_New Medlo... °
Bl 53KB

Test Document
D 24 Jun2026 e 7B e txt

1 of 1file uploaded

1of 10files selected
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PROPOSE A VISIT | PART 2 OF 2

Suggest visit date & time

U N IT E Caleb Downs
01 O Check for PO number STUDENTS Work Orders Resources = ABC Lifts X
: 2
When the status changes to PO Raised,
thed num be r/ S h Obu |d a p pea r | n th e Wo rk gg;?gg;_l Accept Assignment Add Estimated Cost ‘I Prcpo?e Visit | | Update Work Order | w ]
O reiEr Deta/ S ta ’ Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access II| Permits Required?
ABC Lifts Stain on carpet H
Propose visit date & time ';
Click on the Propose Visit button, then ol Dotails Line ltems Eiles o
02 O . . - 9 Propose Visit \ / X
select the date and time you wish to ' o
Flat 14, Floor 2, Block B, Structure 1, Archways E Y PR P oy o —~
atte n d X Cannot Complete Reason Facility [ T — ] [ o @}
Archways 13 Aug 6 & 10:45
Th |S m U St ta ke p | a Ce befo re th e d U e Haimenne wido st :_’:‘:.:i[v * Level of Access
date' Due Date Facility Manager - Booking Sign-Off Pt s . }
Scheduled Visit Date/Time Unite Site Sponsor *Level of Access Notes
03 ) . Recommendation Date :Tj:::\j‘::::m o Location is stated as corridor and also flat number - best to inform residents prior to visit.
©  Add access details )
Se|eCt Whether your” be Worklﬂg Iﬂ a *:asRAMSdocumemationbeenattached? A}
. . Start Date Asbestos Register Warning &S v
Communal or Residential Area (check 01/08/2026,01:00 ,
asset details) and add access notes. |
30/09/2026,01:00

Check Next Step Top Tip

Status has Wait for visit to be If you need to change
changed to Visit approved. the visit date or time,
Proposed

use Chatter to notify
the property team.
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SUPPLIER MAINTENANCE PORTAL | BEFORE YOUR VISIT

PREPARE FOR A VISIT | PART 1 OF 2 * Note that from 06/08/26 Facilities Managers will be referred to as

Maintenance Managers.

Check for visit sign-off L —

Accept Assignment Add Est|

00230821
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off 7'(
ABC Lifts Stain on carpet 13/08/2026, 10:45 Yes
01 o Maintenance Manager Sign-Off*

Details Line Items Files

Check whether your proposed date and

9 Work Type Name Asset Name
time has been accepted. Rencive FloorFinisting
Status Third Party Equipment ID

Visit Accepted

O 2 () U pd ate C hatter Cannot Complete Reason Location Details

Corridor, Flat J4, Floor 1, Block J, Structure 1, Westhill Hall

Review Chatter for any additional detail and Mantenance Window start e
add a comment to let the team know you've e Date Prioety
seen the update and the details of who will Low
. Scheduled Visit Date/Time * Facility Manager - Booking Sign-Off
be attending on the day. 13/08/2026, 10:45 Yes
Recommendation Date Unite Site Sponsor

Klaud Elzanowski
Add the V|S|t to your d Iary Timed Defect Date Unite Site Sponsor Email

klaud.elzanowski@unitestudents.com

03 ¢

\

We’ve got |t |n Ours @ Start Date Unite Site Sponsor Phone
End Date Asbestos Register Warning
Status Indicator RAMS Approved?
Check Next Step . Need to make v
. . . . _O_ Paused? Permits Required?
Status indicator Review permit and A d Cha nge? o "
flag is green location details = F—— P
Go back a step and R
RAMS have been propose the visit again B
approved _ the status W||| Level of Access Notes Access Approved/Access Organised?

Location is stated as corridor and also flat number - best to v

Change baCk to V/S/t inform residents prior to visit.
Proposed P

AT
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PREPARE FOR AVISIT | PART 2 OF 2

Review permit & location

01 © Checkfor permits

Scroll to the bottom of the Work Order
Details tab to find specific permit
requirements for the visit.

2 O
0 Check address

Make sure you're clear where to go and
where to park. Use Chatter if you have any
questions.

Next Step

Carry out
maintenance work

v Perr |

UNITE

S T U D E N T S Work Orders Resources

Confined Spaces Entry into HV
v S s

Excavation

v Address

Address

61 Eldon Street
Sheffield
S14NJ

United Kingdom

J.‘I wo"’dm

sheffed

effie
:‘@fcmldreq';s Hospital
f

|
i SHEFFIELD
3 CITY CENTRE
)

2. |
3AARUALL Op AL THD A

|
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After your
visit

Everything you need to do in the portal after attending a job.




Internal
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UPDATE WORK ORDER| PART 1 OF 3

Update work order post visit

Update Work Order

Click on the Update Work Order button, then add
completion status, actual cost & timings and
certificate expiry date where relevant.

01 ¢

Cannot Complete?

02 ¢

UNITE

STUDENTS

Work Orders

Resources

Caleb Downs
ABC Lifts -

If you are unable to complete a job due to
access restrictions or any other issue, do not
update the Work Order. Instead, add a note in
the Chatter explaining that the job could not be
completed and provide the reason.

If follow-up work is required
don't tick the Follow-Up
Needed box. Follow the steps
to create a separate remedial
work order instead.

Create Remedial
Work Order -

Top Tip

If you discover general maintenance work
that's required during your visit, that's not
related to the work order, reach out to
your main contact and they will create a
new reactive work order.

Next Step

Add Asset Details

Work Order Add Estimated Cost Propose Visit || Update Work Order v ]
00230821 =
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access ’P,emﬂfsfﬁequired?
ABC Lifts Stain on carpet 10/07/2026,12:15 Residential Acggss”' v
; 4 d k ord A=
Details Line Ite Update Work Order A Sortby:
Work Type Name Status
Reacti
cactive [ Completed :]
Status
Visit Proposed Start Time

Cannot Complete Reasg
Maintenance Window §
Due Date

Scheduled Visit Date/Til

[ 14 Aug 2026 & H 15:30

*End Time

[ 14 Aug 2026 & H 16:30

Certificate Expiry Date

[ 14 Oct 2026

Estimated Cost

£200.00

* Actual Cost

£200.00

D Follgw:Up Needed? @

Job could not be completed due to access issues.
Please instruct on when we can return.

[B rluls Ix][ss ;z]
mole|s

‘




SUPPLIER MAINTENANCE PORTAL | AFTER YOUR VISIT
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UNITE GROUP

UPDATE WORK ORDER| PART 2 OF 3
Add Asset Details

01 ‘ Update Asset Condition and Status
Use table for reference

Asset
Condition

Description

Only planned maintenance required / asset is on spec/

coet no immediate work needed
Minor maintenance required plus planned
Average maintenance/ off-brand or not to spec/ lifecycle wear
& tear
Poor Significant maintenance required/ major wear & tear
Verv Poor Significant renewal and/or rehabilitation required /
Y Health & Safety hazard
Beyond Physically unsound and/or beyond rehabilitation /
Repair unsafe
Missing Unable to locate

Next Step

Upload job completion
documents

UNITE

STUDENTS Wil

4 CalebDowns ggi

Work Orders Resources ABC Lifts &=

Work Order Accept Assignment Add Estimated Cost Propose Visit || Update Work Order v ]
00230821
7
-
-
-
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access Permits Reql;i(ed?
-
ABC Lifts Stain on carpet 10/07/2026, 12:15 Yes Residential Access v ad
-
/’I
L,
;
-
%
Details Line Items Files Sort by: e
7
Most Recent/ Aftivity v
Work Type Name Asset Name 7
Reactive Floor Finishing /"
-
Status Third Party Equipment ID ,/'
Visit Proposed ad ’
-
Cannot Complete Reason Location Details <

Corridor, Flat J4, Floor 1, Block J, Structure 1, Westhill Hall

Maintenance Window Start Facility /'/
%
Westhill Hall ol
Due Date Priority d
#
Low L,
Scheduled Visit Date/Time Facility Manager - Booking Sign-Off ,,', c

6 Update Work Order K

" Asset Condition

[ B - Average

" Asset State

[ Online
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UPDATE WORK ORDER| PART 3 OF 3

Upload job completion documents

)

Check

Status has changed
to Complete or
Cannot Complete

Uploadfiles

Such as worksheets or job sheets,
certificates etc.

Name your file clearly

Use a file name that identifies the document
type, supplier and work order number.

Wait for your file to upload and click Done.

Next Step

Wait for the status to
change to Closed.

Then submit invoice on
Supplier Account Portal

UNITE

STUDENTS

Work Orders Resources

4 CalebDowns g§)
e ABC Lifts ‘&

Status
Visit Proposed

Work Order Accept Assignment Add Estimated Cost Propose Visit Update Work Order v ]
00230821
Supplier Subject Scheduled Visit Date/Time Facility Manager - Booking Sign-Off Level of Access Permits quﬁired?
ABC Lifts Stain on carpet 10/07/2026, 12:15 Yes Residential Access v /”
Details Line Items Files Sortby: ,/’
Most’Re'c’ent Activity v
Work Type Name Asset Name b =
Reactive Floor Finishing //

Third Party Equipment ID

Cannot Complete Reason

Location Details L
Corridor, Flat J4, Floor 1, Block J, Structure 1, Westbiflrﬁall

Maintenance J&&

Due Date

PR &

=
g

o Update Work Order X | -

Scheduled Vis|

__________

Upload Files
I| &, Upload Files ‘I'Grdrw—ﬁ{es

9 Upload Files

Watch Out

Don't upload
invoice
documents

Pl WORKSHEET_ABC Lifts WO349640_New... |

Ll 53KB

—_— o |

0 of 1 file uploaded

—J
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Create Remedial Work Order

Olo

O
N

03?

Create Remedial Work Order

Open PPM work order for asset that
needs remedial work and click Create
Remedial Work Order

Add detail

» Scope of works

+ Estimated Cost

* Priority level

* Proposed visit date

» Upload relevant documents

New Remedial work order
created

Check

Click into the new
remedial work order,
the status should be
Quote Proposed.

Next Step

Wait for quote to be
approved and
proceed as for a
reactive work order.
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Top Tip

If you aren't sure

Thanks for reporting the issue. Your Remedial Work Order was successfully created, it has the following Work Order Number -

about a proposed
date at this stage, you
can enter it later.
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Thank you.

If you have any questions, please visit our Supplier Zone, or reach out to your main contact at Unite Group.
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