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Onboarding: Technician,

Worker, Sub-Contractor

Introduction

All contractors (technicians, workers, and subcontractors) performing works can use this platform for
various clients.

The Contractor Company’s Administrator will invite all of their technicians, workers and subcontractors
to CBRE TIKS Assure if integration to a Contractor Management System does not exist

Technicians, workers and subcontractors can then register in CBRE TIKS Assure and enter their
competencies.

When a work order is raised by your Operations Centre, it is sent directly to the contractor company’s
Administrator Portal. The Vendor Administrator will allocate the job to a qualified registered
technician/contractor worker. The job is accepted through the mobile app by the technician/contractor
worker, who completes the job using the app. If a technician’s qualifications are expired, they will not be
able to be allocated the work by the Vendor Administrator until they have upload current qualifications.

Technician Invitation

You will receive an email inviting you to register in CBRE TIKS Assure from your Vendor Administrator.
You will need to use a computer to register and click on the link in the email to complete your
registration.

Technician Registration

If an integration to a (CMS) platform does not exits, a technician/contractor worker will be requested to



enter their name and competency information for the work they perform, along with the issue date or
expiry date listed on the competency. Competencies include:

*® licences

qualifications

e certificates, e.g. white card (construction), first aid etc.

® checks, e.g. police check, working with children etc.

* any other records required by the client or by your trade
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Once your competencies have been added, you will see them listed under ‘Active Competencies’.
Please ensure all relevant licences, certificates and qualifications are current and have been provided
to your employer/contracting company - then click ‘Register’.

Updating your Profile

To update your personal information and competencies, log on the Contractor Portal on a computer
(you cannot access this via the app). Use the same log in detail that you use for the app to log into the
portal. Click on the icon ‘My Profile’. It is important to ensure your competencies are current or your



Vendor Administrator will not be able to assign you work.

CBRE B\ Bockmarks A somMamimno AP gt B

You can update:

®* Name

Phone Number

Password

Competencies

Completing your inductions

To complete your induction, click on the icon ‘My Induction’ button to view any induction required.
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In the My Induction list, you can compete complete any induction required by tapping on the "Start
Induction" button.



Once you start an induction, the induction content will commence in a new pop-up window.



a8 < I L] & msmure.chre-ust tke com.su & ]

Ay caes - uaT ) cenE - st +*

CBRE GWS GENERAL CONTRACTOR
INDUCTION

LAST REVIEWED: SEFTEMBER 2020

Once completed, the user can close the window and the induction validity status will update. Please
note: you may need to refresh the browser window to see this update.



Vendor Administrator User
Guide

Introduction

The Contractor Company’s Vendor Administrator will invite all their technicians, workers, and
subcontractors to CBRE TIKS Assure. The technicians, workers and subcontractors then register in
CBRE TIKS Assure and enter their competencies.

When the you raise a work order, it is sent directly to the contractor company’s CBRE TIKS Assure
Contractor Portal, which is managed by the Vendor Administrator. The Vendor Administrator will
allocate the job to a qualified registered technician. The job is accepted through the app by the
technician, who completes the job using the app. If a technician’s qualifications are expired, they will not
be able to be allocated the work by the Vendor Administrator until they upload current qualifications.

Overview Portal Navigation

Once you have logged into the Portal, you will be presented with the main screen.



&8 < (] L] & p3mure.chre-us ks com. sy 5 [:] th S

CBRE P by Bockmarss A crosoon codet vengor aamin 0 Logou e

23]

My Techmicians

My Intemmal Ta

You will see the following tiles:

* My Vendor Admins: Where you can invite additional administrators

My Technicians/My External Technicians: Where you can invite technicians, workers and
subcontractors

My Work Orders: where you can view, accept and assign work orders to technicians

My Induction: where you can complete any outstanding inductions

My Profile: Where you can update your personal profile

On the left hand side bar there are several icons that contain the same links as the main tiles. If you
click on the double arrows, it will expand the selection to view each available link:
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You can update:

°* Name

Phone Number

Password

Elect to work in CBRE TIKS Assure as a technician

Add competencies
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Invite Technicians and Workers

To invite all your technicians and workers to CBRE TIKS Assure, click on My Technicians.
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Next, complete the registration form. Once the registration is complete, the technician will receive an
invitation email.
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Review Competencies

Once a technician has uploaded their competencies, the vendor administrator reviews and approves
them to enable the technicians to be allocated work. Click on the Review button next to the technician’s
name.

Notification of Updated Competencies

When a technician updates their competencies, you will receive a notification to alert you to review the
new competency.

Approving Technician and Worker
Competencies

Once a technician is registered and has uploaded their qualifications, the Vendor Administrator must



review and approve it to complete the technician’s registration. Go to My Technicians to view

technicians with Approval Pending

Manage Work Orders

To manage your work orders, click on the My Work Orders icon.
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Assign a Work Order to a Technician

Once a work order is accepted you can assign the work order to a technician. Only registered
technicians or workers with up to date competencies can be allocated a work order. To assign a work
order, select the work order:
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This will take you to the details screen:
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Work Order Details

Work arder Number: 3235604 Client; ChocolaleCompany 1 Site Nama: Parih Haad Office

Priority: ™ Fi Sarvice Type: Aarm Trigger - NOR Address: Parth Head Office Walingtan Streat Peth, WA 5000

WO Status: PRA STARTED Waork Order Type: Reactve Mainlerance AUSTRALLY

TIKS Status: Client Red: 00005 CityiPasteode: Perth, 8000

lssised - PRA Panding ‘GPE Coondinates: -33 9545037, 1161258730

Ragien: WESTPOWOAL-WA ‘Cliwnk Siba |d:Ferth Haad Ofce Widlinglen Siread Parih, Wa
HO00 AUSTRALLY

Issuwe Description: Larem |psum s simply durmeny ext of #we prinding and fypesalting indusiry, Loram Ipsum has baen Bha indusirg's Vendor: CMEENGALIGE

standard dummy text ever sinca the 1500s, when an unknown printer toak a galley of type and scrambied it to make a type specimen ‘Vendor Branch: ABC Enginesring Pry Lid
back. It has surdved nof anly five centuries. but alsc the leap into elecionic typeseting, remaining essentially unchanged. i was

papularised in the 1980s with the release of Letrasel sheets containing Larem |psum passages, and more recenty with deskiop S
publishing software lika Aldus PagaMaker induding varsions of Loram |psum.

Expected Rectification: -

Extendad 1o; -

Hite Contact: Petar PO Amcunt: 3500

‘Site Contact Numbser: Z343

Acceptance
Tech Status: Accopdad
ETA: 31102080 13;2FAED'I'G

Sefeci Action

Work Order Completion Documents

Click on Select Action and from the dropdown, select to Assign or Decline a work order.
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Work Order Details

Work arder Number: 3235604 Client; ChocolaleCompany 1 Site Nama: Parih Haad Office

Priority: ™ Fi Sarvice Type: Aarm Trigger - NOR Address: Parth Head Office Walingtan Streat Peth, WA 5000

WO Status: PRA STARTED Waork Order Type: Reactve Mainlerance AUSTRALLY

TIKS Status: Client Red: 00005 CityiPasteode: Perth, 8000

lssised - PRA Panding ‘GPE Coondinates: -33 9545037, 1161258730

Ragien: WESTPOWOAL-WA ‘Cliwnk Siba |d:Ferth Haad Ofce Widlinglen Siread Parih, Wa
HO00 AUSTRALLY

Issuwe Description: Larem |psum s simply durmeny ext of #we prinding and fypesalting indusiry, Loram Ipsum has baen Bha indusirg's Vendor: CMEENGALIGE

standard dummy text ever sinca the 1500s, when an unknown printer toak a galley of type and scrambied it to make a type specimen ‘Vendor Branch: ABC Enginesring Pry Lid
back. It has surdved nof anly five centuries. but alsc the leap into elecionic typeseting, remaining essentially unchanged. i was

papularised in the 1980s with the release of Letrasel sheets containing Larem |psum passages, and more recenty with deskiop S
publishing software lika Aldus PagaMaker induding varsions of Loram |psum.
Expected Rectification: -
Extendad 1o; -
Hite Contact: Petar PO Amcunt: 3500
‘Site Contact Numbser: Z343
Acceptance

Tuch Status: Accoptad

Work Order Completion Documents

When you select Assign, a new button will appear to Select Technicians. Click to select the technician
to assign to the job.
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Work Order Details

Work arder Number: 3235604 Client; ChocolaleCompany 1 Site Nama: Parih Haad Office

Priority: ™ Fi Sarvice Type: Aarm Trigger - NOR Address: Parth Head Office Walingtan Streat Peth, WA 5000

WO Status: PRA STARTED Waork Order Type: Reactve Mainlerance AUSTRALLY

TIKS Status: Client Red: 00005 CityiPasteode: Perth, 8000

lssised - PRA Panding ‘GPE Coondinates: -33 9545037, 1161258730
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papularised in the 1980s with the release of Letrasel sheets containing Larem |psum passages, and more recenty with deskiop S
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Work Order Comgpletion Documents

A full list of your technicians will appear:



Technician Name

154444 - Chooolste Coded Technicsn (Grsn)
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If you need to use a technician with an expired competency, they can update their details in real time,
SO you can approve their changes and allocate a work order immediately. Select the technician and
click Submit to assign it to them. Once you have assigned a work order to a technician, it will appear on

their app under My Work Orders.

Bulk Assigning Work Orders to Technicians

You can bulk assign a work order by Filtering by a client and selecting the work orders you would like to
assign to one technician. You can assign a work to more than one registered technician by selecting the

same work order and adding additional technicians.
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Reassign a Work Order/Remove
Technician from Work Order

If a technician cannot complete a work order, reassign it at any time by clicking on the work order to
access the Work Order Details page. The technicians assigned to the Work Order will appear
underneath Technician Details. To remove a technician, click on the bin icon next to their name

Add Additional Technicians to an Open
Work Order

To add additional technicians at any stage of a work order, follow the instructions in Assign a Work
Order to a Technician

Decline a Work Order



If you decline a work order, the response will be automatically sent to the Operations Centre to
reallocate the work order to another Vendor. You can decline a work order by following the same steps
as in Assign a Work Order, except choose Decline. You will need to select a reason to decline a work

order.
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Once you have selected the reason for declining a work order, a comment box will populate to allow
you to advise in detail why the works have been declined.

Work Order History

The work order history can be viewed in the detailed view of the work order. Click on the work order
number. On the bottom right you can track its history including pre-start risk assessment and Permit
submission.

When a work order is live, this field will be populated like the below example:
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Using Filter Search

Filter Results allows you to find specific work orders, when you have chosen the categories to filter,

click on Filter in the bottom left hand corner to filter to the results page.
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