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WebClean

WebClean is an integrated system that includes a data repository of the facilities and a
reporting provision to record, monitor and review various aspects (equipment register,

chemical register, human resource and the workflow) of cleaning contract.

The objective of WebClean is to meet the system requirements specified in the tender
document for the cleaning contract. The system is designed to facilitate making decisions,
formulating strategies, reducing cost and improving quality and services of the

government-cleaning contract.

ps//webcleanims.property.nsw.gov.au

Finance,

W e (»WebClean

s | INNOVation CLEANING CONTRACT ONLINE

WebClean LOGIN
Welcome to WebClean

DFSI ’roperty NSW and Public Works Advisory Web Application for
Clean ng Contract.

Labad ®

WebClean User Guide Generic Cleaning/& Contract User Guide

2 Specification Website ®

The Browser Enter your User ID Click on LOGIN
Address bar And Password

Accessing WebClean:

You can access WebClean via the Internet.

Open your Internet browser.
Type the following in the address bar and press Enter

http://www.webclean.property.nsw.gov.au

Enter your User ID and Password then click LOGIN.
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http://www.webclean.property.nsw.gov.au/

Menu Bar

To change Contracts click on the ‘drop down’ arrow and select appropriate contract.

i‘ﬁ’i Finance, -~
Jow | Services & w I n Choose your Contract 7
NSW linnovation \b\CLEANEG?O&A(?Cg.INE

User Logged in: testcontractor!

Home Human Resources Assets Management Services Reports Setup LogOff

Home - Welcome Test Contractor 1
Click here for the Links and Downloads Page
Have you followed the local resolution process? If YES, continue to enter complaint, if NO, cfick here
Select a Property

Please Select

Description Contractor Finalise Verify Finalise

= |n 55 Iummorzs‘rsvre |rmmammm;m |\‘nt ]Fau |mm
@ o |» | Somewhere Motor Registry Reduce Cleaning from Sdpw to 3dpw True ‘m—,: {os-07-20m
@ |= |voooa |nc coun touse [Iocr tevet2 to contract [rrue |sau |am~zm7
@ |5 |00 [ e court House | esting 3 months effectve aste [Fase | 06-03-20m

Description Effective Date

Categories on Menu bar:

Contract: This will only display the Contracts applicable to each user governed by the
user’s password. Users with access to multiple contracts can jump to a different contract by

selecting the contract from the drop down menu.
Home: Click here from anywhere in WebClean to return to your personalised homepage.
Human Resources: Contains details for Cleaners and Users.

Assets: Contains details for Property, Buildings, Rooms, Demountables, Floor Surfaces,

Equipment & Materials.

Management: Contains details for Inspections, QM Inspections, Variations - DoE,
Variations — All Others Agencies, Cleaning (Misc), General Cleaning (Regular), Complaints,

Injury Log, Periodic Cleaning & OH&S Inspections.
Services: Schedule Periodic Services, Sign-off Services.
Reports: Ad-Hoc Reports and Standard Reports.

Set-up: Functions to manage user details and passwords.

Log Off: Exit from WebClean.
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Personalised Homepage

l» | Finance,

Services & ()t\webcmn =T

N»<§.-w Innovation o~ CLEANING CONTRACT ONLINE

Home - Welcome Test Contractor 1

S, continue 1o s complint €10, cick bare

@ |s 25 Cour s

VARIATIONS AWAITING APPROVAL (DET ONLI

_. h —‘.-
@ =

EMERCENCY OR OPTIONAL CLEANING STATUS

EMERGENCY OR OPTIONAL CLEANING AWAITING ACTION

& | s Puie Schasl Geareg. o278
@ |l 00n: Fep—— = p—

Personalised homepage provides you a quick overview of the jobs in progress. It is a
role specific and will display only the jobs that are applicable to the role.

For example Contractors personalised homepage may display all optional cleaning requests
not actioned and Managers personalised homepage may display variations not approved.
Schools may only see the jobs not actioned, complaints not actioned and the cleaning
schedule for their school.

Variations Awaiting Approval: List of all variations logged by Contractors that have not
been approved and seeking approval from either DoE, Agencies or Property NSW.
Complaints Not Actioned: List of complaints logged by the Facility Manager/School, DoE
and other Agencies that have not been actioned by the Contractor.

Emergency or Miscellaneous Cleaning Not Actioned: List of Emergency or Misc
Cleaning requests logged by the Facility Manager/School, DoE and other Agency User that
have not been actioned by the Contractor.

Emergency or Miscellaneous Cleaning Awaiting Approval: List of all Emergency or
Miscellaneous Cleaning requests logged by the Contractor that are awaiting approval by the
Manager.
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Quick Navigation buttons

Home - Welcome Test Contractor 1
Click here for the Links and Downloads Page

Have you followed the local resolution process? If YES, continue to enter complaint, if MO, cfick here
Select a Property

--Please Select--

Report a Complaint

Request a Cleaning Service

Request Emergency Cleaning

Add Injury Log

Add Quality Monitoring

Quick navigation button allows you to action the most commonly used items, such as

complaints by selecting the site from the drop down menu and clicking on the option.

WEBCIlean User Guide
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Human Resource/Cleaners:

WebClean captures the details of all the cleaners involved in the government-cleaning
contract. It is vital and a contractual requirement to maintain and update cleaner’s details
in WebClean.

Cleaner List

The list is all the cleaners engaged in the Contract. The list is displayed in alphabetical

order by Surname. You can filter the list by clicking on the alphabets.

AW | Finance, ~
Jow | Services & 2 w l n Choose your Contract
NSW innovation \b‘cmmsgﬁlxc?oamms

User Logged in- testcontractort

Home Human Resources Assets Management Services Reports Setup Log Off

Cleaner List

.

Working with

Children Expiry

Date

The ‘Contractor’ role can access and edit the cleaner’s details in WebClean by click on the

pencil in the Action field below.

The Cleaner Details fields shown are Cleaner ID, First Name, Last Name, Place of Birth,
Employment Status (Awaiting Clearance), Cleaner Type, Date of Birth etc.

The Security Details contain NSW Police Clearance details, Working with Children Check

Clearance details and EPAC Clearance details.

Home Human Resources Assets Management Services Reports Setup LogOff

Cleaner Details

webClean cleaner 1D Employment status

Auto Generated F s

Given Names Cleaner Type

Last Name Date of Birth

Alias / Other Name Allas / Last Name Employer 1D

Place of Birth Current Employer Hame

Passpart Number Passport Country

Visa Number Driver's Licence Number

sex

® ae | remate

Hours per Week Guaranteed Haurs per Week Days per Week

Industry Start Date Company Start Date

Long Service Leave (updated 29-Jan each year) Transferred Sick Leave Balance (former GCS)
ck Lea y Net Balance (SLSN) No Longer Empioyed

CURITY DETAILS

to NSW Police

2 CRC of th

v T confirm that the above cleaner details are correct

WEBCIlean User Guide
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Add a Cleaner

To add a new Cleaner click on Add New button from the Cleaner List page, which will open
the Cleaner ID Details screen.

Enter the fields as required. Cleaner Type should be ‘Awaiting Clearance’. Click on the
Save button.

di 4k | Finance, Wl
""" Services Web CLEAN

Innovation

Cleaner ID Details

On saving the Security Details screen appears.

Enter the Working with Children Check details. The WWCC restrictions are applied on
the Cleaners records making it mandatory for contractors to follow the required WWCC
Number format and fields. The WWCC text box is having a have pre-defined read only
value of WWC-===--- X.

The 7 numeric values shown as “======- " and a letter shown as ‘X’ must be entered by
contractor in order to complete WWCC entry of the cleaner.

System validates the contractor inputs and accepts only numeric value in the first part of
the text box and alphanumeric in the second part. Refer to below screen snap shot for
more details.

Working with Children Check Clearance Number
WWC (1271540 E

When completed click on the tick boxes for:
Request to conduct CRC of this cleaner
I confirm that the above cleaner details are correct

This information is now submitted by Property NSW to Police, & EPAC for clearance which is
done daily

Cleaner Allocation List:

On the General Cleaning’s Cleaner Allocation List, only those cleaners appear for allocations
that are having all three (WWCC, EPAC and Police) clearances.

WEBClean User Guide 8
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Cleaner Allocation List

cl s whose surname begins with 'B'

Click on one of the letters below to show the cleaners whose surname begin with that letter, or you can filter the results by entering a surname
in the filtering box below and dlicking on the filter button. For filtering by entering a name, please don't use any wildcard characters. Just type in
the first letters of the name to filter by. For instance, typing 'Car' will bring back names like 'Carrington', 'Carpenter’, etc.

Actual
Allocated
Hours

Access Hours per Guaranteed Hours

Action ID First Name Last Name Department Type
p ID YP Week per Week

CLEANER False 0.00 0.00

ADD

L 298722 LEMHELLE : 140390 CLEANER False 1.00

Cleaner details on the Cleaner Allocation List are colour coded by comparing the Hours per
Week on the Cleaners Detail screen and the General Cleaning screen.

Green - Cleaner is correctly allocated i.e. Hours Per Week = Actual Allocation Hours
Red - Cleaner is over allocated i.e. Hours per week < Actual Allocation Hours
Blue - Cleaner is under allocated i.e. Hours per week > Actual Allocation Hours

WEBClean User Guide 9
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Asset Registry: Properties List:

m Finance, -~
Jcwy | Services & JYWebClean el —
NSW [innovation \Z\;\CLEANINGCONTKACTONLINE

User Logged in: testcontractor]

Home Human Resources Assets Management Services Reports Setup LogOff

Search  Type ® Equals

Property List

% 125%|

WebClean includes an Asset management module. Asset management module is asset
specific data repository with the capability to record all the facilities location, building, total
area, and the breakdown of the area (outdoor, indoor, carpeted, resilient etc). It also
includes all building and room details of the property covered by the government-cleaning
contract.

To view the list of properties, click on the properties under the assets from the menu bar. It
displays the list of all the properties covered by that contract.

To edit the existing property click on the Action pencil icon next to the property you want
to edit. The Property Details page is explained below in more detail.

Properties List: Quick Keys

Property List

Add Inspection Add Building Add Demountable

Action Description
&
4

|ABC Court House

‘ADHC Test Site (Closed 28/7f15)

Adding New: a new property is done by DFSI.

To use the Quick Keys first highlight the site. Then

Add Inspection: with the Contractor sign on it opens a blank Quality Monitoring
Inspection

Add Building: opens the Building Details screen

Add Demountable: opens the Demountable Details screen

WEBClean User Guide 10
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Properties List: Quick Keys (Cont.)

Property List

Add New Add Inspection Add Building Add Demountable

g Report Inspection Report Qual. Mon. Report Complaints Report

<| First<< Previous Next >>Last |> Go To Page: 1 -

Action Description ID

[? |ABC Court House |1[]0[]3
"3

@ ADHC Test Site (Closed 28/7/15) 88

Quick Report: shows details of the site including contact details, number of buildings,
rooms, variations, inspections (Property NSW) quality monitoring inspection (Contractors).
Pricing Report: shows the tendered prices for the site along with the current prices. Also
shows any variations done for the site. More details of variations can be views under the
Management option.

Inspection Report: shows the inspections undertaken by Property NSW Inspectors and if
rectification letters were required. More details of the inspections can be viewed under the
Management option.

Qual. Mon. Report: shows inspections undertaken by Contractors. More details of the
Quality Monitoring inspections can be viewed under the Management option.

Complaints Report: shows the complaints for the site. More details of the complaints can
be views under the Management option.

WEBClean User Guide 11
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Property Details:

User Logged in: testcontractor!

Home Human Resources Assets Management Services Reports Setup LogOff

Property Details

il Finance’ /‘ w cl

CNeZ i x ¢ Choose your Contract  Trai
NSW [jerviess (»WebClean
GOVERNENT « CLEANING CONTRACT ONLINE

Contact Email Address

Invoicing Notes

Current Floor Surfaces (m? - with Variations)

Carpet Resdlient Floors Sealed Resilient Floors Low Maint.

Timber Sealed Timber Unsealed Hard Floor Intemsl

Commerdal Kitchen Area Material Workshop Area COLA Area

Additional Cleaning Notes / Requirements
1/7/11 Additional 2hrs Monday moming to dean up after weekend activities

20/7/11 Flexible Hours change - Library dleaned 3dpw to allow oper

Property ID (FM or GCC Code) Property ID (DET) Category
ol (Public Schoo

Description Local Code School Group
Bob's Public School plassn Salect
Location Details
Street Region State Electorate
T planss Selact s plassn Salect
Town Education Area Federal Electorate
BOBTOWN please Sele Please Select

Local Gove DET Property

fease Sele v
Contact Details
Contact Title (Mr., Miss, etc) Phone
o A9s &
Contact First Name Fax
™ 96 45
Email Mobile
iabC
Invoice Details
Client Name Street/Postal Address Suburt Post Code
Invoice Email Adodress Electronic Banking Details
BsB Account Number

Client ABN Chent Ref/Purchase Order Contractor Ref No./Chent Code
Contact Name Title Office Phone Motsle Phone

Toilet Ablution Areas

Hard Floor External

Site Plan
No Site Plan

% 125%

The Property Details displays the detail of the property such as property id, property type,
location details, contact details, invoice details, current floor surface area, invoice details

and Additional Notes / Requirements.

Property Details: The property details include GCC code and the Property ID for DoE or
Other Agencies property ID. It includes the client category, description and the location of

the property.

Location Details: Location details elaborate the location of the property including the
address and state. In the case of DoE sites it includes region, education area and school

group.

Contact Details: Contact details display the details of the contact person usually at the
site. It includes the phone and email address. DoE sites has the school email address

Invoice Details: Invoice details including ABN Number etc

Current Floor Surface: Current floor surface area displays the current floor surface area
broken down into 7 main floor surface types for Agencies and 8 for DoE. Current floor

surface area is read only for all user roles and is calculated by variations.

Site Plans: School Site Plan can be view from this screen. The link is located under the

‘Hard Floor External’ box.

Additional Notes / Requirements: Displays details of cleaning requirements outside
normal specification eg change in days per week clean, additional areas to be cleaned

WEBCIlean User Guide
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Building List:

s | Finance
ew | Services & \webCIean Ghosee your Couteact
NSW [innovation CLEANING CONTRACT ONLINE

tractort

User Logged in: testcond
Home HumanResources Assets Management Services Reports Setup LogOff
Building List

Fillter List by Property

@ Jeoor fsas Josom Jgobis Pubtc schoot hestauing | [razs |
C/ a3 5996 89072 Bob's Pubic Schoo Building 3
Z b b S s | 1 |

Building List displays the list of buildings in the selected property. To view the building in
the selected property click on building located under the asset registry from the menu bar.

You can filter the building of a specific property. You can add or edit new buildings or rooms
from the building list page. Most roles do not have access to delete buildings or any assets
in WebClean.

To add a new building click on add new building icon, which opens the building details

page.
To edit the building click on the edit pencil con

To add a new room, select the building and click on add new room button. This will open
the room details page

To view the rooms in building, click on view rooms for building button

Building Details

5!.“]) Finance,
Sennces & Choose your Contract
NSW | rrovation (»WebClean

Home Human Resources Assets Management Services Reports Setup LogOff

Building Details

89072 Bob's Public School 9996

Building Details displays the details of the building. The floor surface area in the Buildings
Detail page is read-only as the floor surface area is calculated at the room level.

Property: Displays the property where the building is located
Building Code: It must be unique to the Property
Site ID (if known): Enter the site ID (optional field)

Enter the size of the building in square meters and year built if known.

WEBClean User Guide 13
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Floor surface area: Current floor surface area displays the current floor surface area
broken down into 7 main floor surface types for Agency and 8 for DoE. Current floor

surface area is read only for all user roles and is calculated at room level.

Room List:

‘“’ Finance,
N W Services & ( \webCIean Choose your Contract
Innovation CLEANING CONTRACT ONLINE
User Logged mn: lynnec
Home Human Resources Assets Management Services CRC Reports Setup LogOff

Search o : Equals : p—

Room List
Filter by Property: P o
Filter by Building: test s

Action Action 1D Property Budding 10 Floor Description Sae (m2)
@ ]ﬁ‘ |ru iaoosmsmm }mm F.wuvd laanmunm ||2$
ZE e Jeotis Pusse scroa Jecon forouna s |sss

Room list displays all the rooms in the property or the building. From the room list page
you can get a add, edit or delete the existing room.

To add a room, click on the add new room button

To edit a room, click on the edit button

To delete a room, click on the delete button

Room Details

e |Fi
N | Servces (>WebClean -~~~

Innovation CLEANING CONTRACT ONLINE

User Logged in: Broad1

Home HumanResources Assets Management Reports Setup LogOff

Room Details
R ED

Property Bullding 1D
9996 Bob's Public School 8001

Room Code (must be Unique to Property, Building, snd Fiooe Floor

Descrption Site 10 (i applicable
Room Type Total Area (mé)

Floor Surfaces (me)
Carpet Tollet Ablution Are

as No. of Cublcles / Stalls

Timber Sealed Extemal Hard Surfaces Extemal Eating Area

Room Details display the details of the room in any given property

Property: Displays the property where the room is located

Room Code: Enter the room code

Floor: Select the floor from the dropdown menu

Description: Enter the description of the room and the floor surface area.

Room Type: you also need to select the room type

Floor Surface Area: Current floor surface area displays the current floor surface area

broken down in 7 main floor surface types for Agency and 8 for DoE.

WEBClean User Guide 14
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Contractors are required to enter the floor surface area of the room in the floor surface

area provided for Agency clients however Department of Education sites is updated

monthly by DFSI Systems Unit from AMS data provided by Education.

WEBClean User Guide 15
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Demountable List:

A .

-‘w"; Finance,

NSW Services & \ \webCIean Choose your Contract|  Wastam Sydhy Rsgion - 8061

sonmen | INNOVation CLEANING CONTRACT ONLINE

User Logged in: lynnec

Home Human Resources Assets Management Services CRC Reports Setup LogOff

Bearch  pemountableld ¢ Equals .

Demountable List

Flter by Property 827 - Beresford Road PS (4405) R

Action Property ID Property Type Code Description Action
@u |3s27 |perestord Road s | |os790 Leaming Unit - ESL |N/A
Zd [ foseos Lesming U - Standord With PAAAI fua
@a Izan Iﬂzr!sinrd Road PS | |os 606 Learning Uinit - Standard With P.AA ATC |N]A

Demountables screens are only used for Department of Education sites.
Demountable List displays the list of all the demountables in the selected property. To view

the demountables, select the property from the dropdown. It will display the list of all
demountables for that property.

This information is provided by Department of Education via there AMS data and is
uploaded monthly into WebClean

Demountable Details

i!“j!i Finance,

Services & webCIean Choose your Contract
NSW |innovation ( ‘unmuc CONTRACT ONLINE

User Logged in: Broad!

Home Human Resources Assets Management Reports Setup LogOff

Demountable Details

Property
3861 Beaumont Hills PS.
Demountable Code

Description
Area (Square Metres,

Floor Surfaces (mé)
Carpet

Demountable details display the details of the demountable.

The following Fields are displayed:

Property, Demountable Code, Demountable type, Description,
Movement Action: Select either Install or Release.

Date Installed / Released: Enter a date of movement.

Floor surface area: Current floor surface area displays the current floor surface area
broken down in 8 main floor surface types.
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Equipment List:

idis: | Finan

Wil |Fnance, =
Jow | Services & 3 w bc‘ n Choore your Contract
N§.!~ Innovation ‘b\annﬁccommc?oamms

Jses Logged in: addcontractor

Human Resources  Assets Management Services Reports Setup LogOff

Equipment List

foom Jasc Court Home Jescapacn [Vacum =) Joror200 [ koseaz

[pocket Vo [ Jecos josn208 P =
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Equipment List displays all the mechanical and electrical equipment in the property. It
displays the summary such as description, type, condition, tested date and the outcome of
the equipment used in the facility.

Contractors are required to update the equipment list within 8 weeks.

Users can add, edit or delete equipment from the equipments list.
To add equipment, click on the add new equipment button
To edit equipment, click on the edit button

To delete equipment, click on the delete button

Equipment Details

o
.

s Finance, o~
e | Services & webc‘ean Ciwoss your Contrit|  Training
N§w Innovation {b‘CLElNINGCDNTRNCTONLINE

Uses Logged in: addeontractor

ces Reports Setup LogOff

Equipment Details

Equipment Details displays all the details of all the mechanical and electrical equipment in
the property.

Equipment details page includes two major sections: Details of the equipment and the
inspector’s section.

Equipment Name: Enter the name of the equipment. Example vacuum cleaner
Equipment Model: Enter the model of the equipment

Equipment Serial No: Enter the serial humber of the equipment

Registered Date: Enter the date the equipment were registered

Condition: Enter the present condition of the equipment

Equipment Type: Select the equipment type from the drop-down menu
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Inspector Section

Equipment Tested Date: The date when the equipment were tested
Tested By: The person who inspected the equipment.
Outcome: The outcome after the inspection: Such as pass or fail.
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Materials List:

AWz | Finance, -~
Jow | Services & 2 webCIean Choose your Contract
NSW [innovation (Z\/\cmmmcconmAcrouuNe

User Logged in- addcontractor

Home Human Resources Assets Management Services Reports Setup LogOff

Search  Materal D s Equas s Search
Material List
PPty | s s :

A Property ¥ Description Location Safety Date

Za oreaxup [oeaners Roam Jhua to-o01-20m

@G |os o Hwipe out e " 2200 Y
Zd P [omifectant sweet smet |oeaners Room Jor o208 v
Za s Polish { Sealer ook polisner (Geaners Room 12-2-201 v
@Za | [— [ loeaners Room | i0-09-20%4 I
o 1356 appy R g Hazardous |preak up (Ceaners Room 0 11-01-2014 Y
@@ e [somennere MotorRegstry [acs A Geaners [Beach - Lemen {ceaners Room | o6-10-2014 v
——

Material List displays all the materials used in the property. It displays the summary such

as description, location, storage, safety date etc.

Contractors are required to update the material list within 8 weeks.
Users can add, edit or delete materials from the materials list.

To add material, click on the add new material button

To edit material, click on the edit button

To delete material, click on the delete button

Materials Details

." .
“L“lv’:' ggr?,?ccees' & &i\webCIean Choose your Contract ~ Tranin

s | INNOVation « CLEANING CONTRACT ONLINE
User Logged in: addcontractor

Home Human Resources Assets Management Services Reports Setup LogOff

Material Details

Property property Address
9906 Bob's Public School 122 Bob Street BOBTOWN 9999
Contact Person Contact Telephone
Jim Jackson 895 8945
Material Name Material Location Material Type
Hazchem Code Tech. Data Bulletin No. Colour Coding
1255-96581 ©resOno
Material Safety Datasheet Expiry Date (MSDS)
11/01/2013 7

Notes / Comments (1000 chars max.)

Materials Details displays the details of the materials used in the property.

Material Name: name of the materials used

Material Location: details of where the materials are located

Material Type: Select the material type from the dropdown

Hazchem Code: Dangerous good codes

Tech. Data Bulletin: enter the technical data bulletin of the materials
Colour Coding: select if the materials have been colour coded.

Material Safety Data Sheet: enter the material safety data sheet details
Expiry Date (MSDS): enter the expiry date of the MSDS
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Inspection List:

m Finance, -~
Jow | Services & §p w c Choose your Contract
NSW [innovation \b‘cumﬁcemm!c?cgu.n‘s

User Logged in: APY

Inspection List
Please note that ONLY the user that instially entered the record can edit that record.

Filter by Property

NSW DFSI Inspectors perform inspections. An inspection indicates the level of Contractor

performance at the site in line with the specification requirements.

There are 5 types of Inspections: Complaint, Joint, Random, Re-Inspection, Sensitive
Site, No Internal Access. All Inspections for the Contract can be viewed from the

Inspection list.

To view the inspections, click on the inspection, which is located under the management in
the menu bar. You can filter the record by selecting the property, which will display the

summary of all the inspections for that property.

To view the inspections that have been digital submitted click on the ‘Book’ incon on the

Report column for printing or dowlonading from WebClean.

The list displays the summary of the Property ID, Property Name, Type of Inspection,
Inspection Date and Re-Inspection Date.

Only Inspectors can add and edit an inspection and Administration can delete inspections.
To add, click the add button

To edit click the edit button

To delete only WebClean Admin have ability to delete records.

When you click on add or edit, it opens the details page.

Quick Report: generates a snap shot of the inspection showing the Contract Compliance
issues. Highlight the inspection, click Quick Report and the summary is displayed. Right
mouse click to print.
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Inspection Details:

Home Human Resources Assets Management Services CRC Reports Setup Log Off

CLEANING INSPECTION WEB INTERFACE
Please note that only the user that entered the record can edit the record.
] T[]
Inspection ID: 2
Property: Bob's Public School 1ID: 9996
Date: T (e,
TInspection Type: Random s
Contractor: Inspector Name:
CLEANING PERFORMANCE
Assessment Assessment Assessment
1 Toilets A 4 Floor area A u 7  Fixturesffittings
1.1 Toilet unit W O “4.1Flgors (uncarpeted) w1 O [r.1 Desks/tables. O O
12 urinals 7| m| 4.2Floors (carpeted) =] 0 [2 chais m| O
1.3 Handbasins =] m| 4.3Edges/corners m| M 3 Office equipment/PCs m| O
14 Dispensers/mirrors I~ O 44Under furniture I~ O [4 sShelves/ledges O O
15 Consumables I~ O 45stairs O M 5 Blackboard ledges O O
16 Floors ]| O 4.6Mats ] O 5 Lockers O O
17 walls/Doors i} O 77  Beds O O
18 Showers/bath tubs ] O 5 Wallsidoors/windows A u & Cabinets O O
19 Ledges ] O 5.1Glass partitions ] O .9 Sinks O O
5.2Walls v O
2 Internal refuse A u 5.3Windows vl O 8 Other A u
24 Liners Wl O 5.4Doors w1 O f6.1 Public reception O O
2.2 Containers W O 5.5Skirting/ledges O O 62  Canteens O O
23 Full/empty W O 5.6Entry glass O O 6.3  Food prep areas O O
84  Halls/gyms O O
3 External areas A u & High level A U [p5  Cell blocks m| O
34 Paved areas O i 6.ALight fittings m| [0 [6 Swimming pools m| O
32 Grassed areas I~ O 6.2Ledges O O 7  Meal rooms/kitchens O O
33 Verandahs/steps I~ O 6.3walls O O [& Blnds O O
34 Bubblers | O 6.4windows - internal O O [5.9  External Seating O O
35 Refuse areas ]| O 6.5Windows - external O O [0  Other1 O O
6.6Fans O O 41 Other 2 [ |

Inspection Details page displays the details of the inspection.

Users are expected to select

either acceptable or unacceptable in the form. This selection triggers the results in

Performance Summary.

Date: Enter the in dd/mm/yyyy (click on the calendar for an easy way.)

Time: in hh:mm

Inspection Type: from the drop down menu select Complaint, Joint, Random, Re-

Inspection or Sensitive Site).

Inspector Name: will default to the User ID however can be changed.

Fill the details in the cleaning performance by either selecting acceptable or unacceptable.
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Performance Summary and Contract Compliance

PERFORMANCE SUMMARY

Performance Rating Overall image
Total performance acceptable @ yONieeds ;onOunsatisfactory
o e L]
Perormance %
CONTRACT COMPLIANCE

Yes No Yes | No |shortfalls advised to Contractor
€C1 Quality Assurance O | O |ees colour coding O | O |sFt communications book 1
€C2 Communications book [J | [ |cc6 periodic schedules [J | O |sF2 Phone/ verbal [/
€C3 Uniforms [J | O |cc7 cleaners rooms [ | O |sF3 cMUto action | |
CC4 Photographic 1D O O |cceoHas O |
Letter Required: ~Please Select—- s
Re-Inspection Date: (I Re-Inspection Time: T ennemm)
Compliance Requirements: (4000 characters max.) [s000 ] characters left

4.3 Blocks A & B - Vacuum to corners in reoms.
4.5 Stairs in Block D - remove debris from corners

3.1 Paved area around Admin & Building C - remove rubbish

Performance Summary:

Performance summary elaborates the performance summary of the inspection. The

Performance Rating % is automatically calculated based on the items selected in the

cleaning performance.

Select the Overall Image from the three options (Satisfactory, Needs Attention,

Unsatisfactory) provided.

Contract Compliance

Under the Contract Compliance click on the appropriate boxes (Yes or No) for the issues

inspected.

Compliance Requirements: Record any defaults in the Compliance Requirements box

provided up to 4000 characters. Click Save when done.
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Inspector’s Declaration & Sign Off

I Lynne Circosta confirm that I have conducted a cleaning inspection, sought comment and discussed the resuits of the Inspection

M ves
with the site manager / school principal / autharised person at the site during the inspection as per the details below.
(School Principal/Site Manager/Authorised person) Name: ‘Juhn Smith \
Designation / current position: ‘A:ting Principal ‘
Contact No.: [02 0876 5432 |

Email: ‘

Inspector Sign-Off:

oo Bl [ s3/00/2017

Signature Date of Signature

| Save To List ‘ ‘ Save | | Cancel |

Once the inspection record is completed the Inspector needs to sign off the declaration by

entering the details required in RED and add their signature.

There are 3 Types for Saving an Inspection

CLEANING INSPECTION REPORT

h edit the record.
Submit | Reset | | Save To List || Save || Cancel |

The ‘Save’ button is a save ‘draft’ and will generate the ID and can be used if the process
is not able to be completed in one action. You will always remain on this page. This option
can also be used to ‘SAVE’ a completed inspection that will NOT generate a digital report
email notification to the client however if there was a ‘Letter Required’ entered than an

email is also sent to the Contractor.

The ‘Save to List’ button will also save data on the report that is not complete however

will take you back to the Quality Monitoring List.

The ‘Submit’ button finalises the inspection and submits by email a digital pdf copy of the
report to the client using the email address on the Property Details screen. If there was a

‘Letter Required’ entered than a copy is also sent to the Contractor.
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Contractors QM Sheet:

Finance,

o4
AWY); | Finar S Wi | i
Jow | Services & > n Choose your Contract
NSW linnovation \),}\CLEANsGQJ&Ac?(gJNE

User Logged In: addcontractor

Home Human Resources Assets Management Services Reports Setup LogOff

L r——— .

3 3 9396 |Bobs Pubiic School [Random 5-02-2008 [Maryanne johnson |

A Quality Monitoring Report is a quality assurance inspection performed by the Contractor,
which indicates the level of Contractor performance at the site in line with the specification
requirements. The number of QM’s for a site is determined by the contract value of the
site. Once every 4 weeks for sites valued over $40,0000 or 3 monthly for sites valued
under $40,000.

There are 5 types of QM’s: Complaint, Joint, Qual. Monitoring Report, Random, Re-
Inspection and Sensitive Site.

All QMs for the Contract can be viewed from the QM list.

To view the QM, click on the inspection, which is located under the management in the
menu bar. You can filter the record by selecting the property, which will display the
summary of all the inspections for that property.

To view the QM that has been digital submitted click on the ‘Book’ icon on the Report
column for printing or downloading from WebClean.

You can add and edit or delete inspections.

To add, click the add button

To edit click the edit button

To delete only WebClean Admin have ability to delete records.

When you click on add or edit, it opens the details page.

Quick Report: generates a snap shot of the inspection showing the Contract Compliance

issues.

To view the inspections, click on the inspection, which is located under the management in
the menu bar. You can filter the record by selecting the property, which will display the

summary of all the inspections for that property.

To view the inspections that have been digital submitted click on the ‘Book’ icon on the
Report column for printing or downloading from WebClean.
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QM Sheet:

/‘
&x(\webclea n Choose your Contract  Training Contraci
‘/ CLEANING CONTRACT ONLINE
Quality Monitoring
Please note that only the user that entered the record can edit the record.
o o e
Quality Monitoring ID: 5
Property: Bob's Public School ID: 9996
Date: [1 019 Time: (hh:mm)
Inspection Type: Random ]
Contractor: Inspector Name:
CLEANING PERFORMANCE
Assessment Assessment Assessment
1 Toilets A u 4 Floor area A u 7 Fixturesfiittings A u
1.1 Toilet unit |3} O 4.1Floors (uncarpeted) O [0 |11 Desks/tables ¥ O
1.2 Urinals O 4.2Floors (carpeted) i) O 7.2 Chairs [} O
1.3 Handbasins O 4.3edges/corners O O 7.3  office equipment/PCs (] O
1.4 Dispensers/mirrors [0 | 44under furniture 7] [] |4 shelves/ledges O =]
1.5 Consumables ] 4.55tairs ) [1 |75 Blackboard ledges O O
1.6 Floors ™| O 4.6Mats O [0 |[#6 Lockers O O
1.7 walls/Doors O 7.7 Beds O O
1.8 Showers/bath tubs (| (] 5 Walls/doors/windows A U 7.8 Cabinets O ]
1.9 Ledges i 5.1Glass partitions =l I 7.9 sinks (] ]
5.2walls 1] |
2 Internal refuse A u 5.3windows vl ] 8 Other A u
2.1 Liners O 5.4Doors O O 8.1 Public reception O O
2.2 Containers O 5.55kirting/ledges O [} 8.2 Canteens O O
2.3 Full/fempty | 5.6Entry glass [~ | 8.3  Food prep areas (] 1
8.4 Halls/avms [l 1

QM Sheet page displays the details of the inspection. Users are expected to select either
acceptable or unacceptable in the form. This selection triggers the results in the

performance summary.

Date: Enter the in dd/mm/yyyy (click on the calendar for an easy way.) and Time: in
hh:mm

Inspection Type: select the type from the drop down menu

Inspector Name: will default to the signed on User ID however can be changed.

Fill the details in the cleaning performance by either selecting acceptable or unacceptable.
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Performance Summary & Contract Compliance in QM sheet:

PERFORMANCE SUMMARY

Performance Rating Overall image
Total performance acceptable (®satisfactory ONeeds Attention unsatisfactory
Total performance unacceptable [l
Performance %
CONTRACT COMPLIANCE

Yes No Yes No
CC1 Quality Assurance [} O lcC5 Colour coding O
€C2 Communications book i | |cC6 Periodic schedules (| O
€C3 Uniferms [~ | |CCZ Cleaners rooms O
cc4 Photographic ID M O lcc8 O H &S O

Compliance Requirements: (4000 characters max.) 4000 | characters left
5.5- vac/wipe some windows tracks - throughout

7.4- wipe top of white board ledge - next to pigeon holes - admin hallway

7.4- wipe book shelves - library

Performance Summary:
Performance summary elaborates the performance summary of the inspection. The

Performance Rating % is automatically calculated based on the items selected in the
cleaning performance.

Select the Overall Image from the three options (Satisfactory, Needs Attention,
Unsatisfactory) provided.

Contract Compliance
Under the Contract Compliance click on the appropriate boxes (Yes or No) for the issues

inspected.

Client Comments: Entry any comments made by the Client.

Property Manager Signoff (QM): Click on box to indicate the Client has signed the
documentation

Compliance Requirements: Record any defaults in the Compliance Requirements box

provided up to 4000 characters. Click Save when done.
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Contractor’s Declaration & Sign Off

Client Comments Property Manager Signoff (Q/A)
No Issues ‘

I Lynne Circosta (Dept of Finance and Services) confirm that I have conducted a QM inspection, sought comment and discussed the

W ves results of the Inspection with the site manager / school principal / authorised person available at the site during the inspection as
per the details below.

(School Principal/Site Manager/Authorised person) Name: ‘Jﬂe Blow ‘
Designation / current position: ‘Pn‘ncipal ‘
Contact No.: [02 0876 5432 |

Email: ‘

Contractor Sign-off:

ghe Blewr [

Signature Date of Signature

Save To List } [ Save I [ Cancel I

Once the QM record is completed the Contractor needs to sign off the declaration by

entering the details required in RED and add their signature.

There are 3 Types for Saving a QM

Quality Monitoring

The ‘Save’ button is a save ‘draft’ and will generate the ID and can be used if the process
is not able to be completed in one action. You will always remain on this page. This option
can also be used to ‘SAVE’ a completed QM that will NOT generate a digital report email
notification to the client.

The ‘Save to List’ button will also save data on the report that is not complete however
will take you back to the Quality Monitoring List.

The ‘Submit’ button finalises the QM and submits by email a digital pdf copy of the report
to the client using the email address on the Property Details screen.
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Consultation List:

5 :
s + | Finance,
AWk | Finance,
Jewy | Services & \ e ean Choose your Contract  Tranng Contract
W ; )\
‘owmenn | INNOVation \ CLEANING CONTRACT ONLINE
User Logged in: AP1
Search 1 [ Equals

Consultation List

Filter by Property

Meeting Date Meeting Time Contractor Rep. Faciity Rep.
(73 h [swx Public Schoot [Forma Meeting 022008 losoo |.Amv Jores Jimtachson h

Contractors are to maintain the log of visits to clients. These visits can be Client Request,
Contractor Request, Formal Meeting, Management System Change or Survey Response
Follow Up

To add a new Consultation, select the site from Filter by Property then click on the add
new button
To edit the Consultation, click on the edit button

To delete only WebClean Admin have ability to delete records.

When you click the add new or the edit button it opens Consultation details page.

Consultation Details

x wweb‘ : Iean Choose your Contract  Train

,/ CLEANING CONTRACT ONLINE

Home Human Resources Assets Management Reports Setup Log Off

Consultation Details

Property Property Address

9996 Bob's Public School 123 Bob Street BOBTOWN 9999

Contact Person Contact Telephone

Jim Jackson 895 8945

Meeting Date Meeting Time Meeting Type
ﬁ (hh:mm) Formal Meeting $
Contractor Representative Facility Representative Facility Rep. Title

SCHOOL SECTION

Annual Ancillary Cleaning
Yes ®No

Status - Flexible / Ancillary Cleaning Status - Additional Ancillary Works
Yes ®No Yes' ®No

CONTRACTOR SECTION

B Vacation Schedule / Periodic Work Schedules discussions and issues (eg Window
General Cleaning Discussed
screens, access to hall etc)

®vesOno ®vesOno
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CONTRACTOR SECTION

Users are expected to select from the Yes or No options for all the items regarding the
Consultation.
Upon completion of the form, users are to enter Outcome/Notes at the bottom of the

form.

Outcome / Notes (4000 chars max.) characters left

School happy to receive email copy of report

Notified Principal of change of staff due to Cleaner retiring

I Joe Blow (Dept of Finance and Services) confirm that I have conducted a Formal Liaison meeting with the School Principal /

@ Yes Authorised Person nominated as the site representative as per the details below, to discuss cleaning issues including work
schedules, working hours and any other general cleaning matters.

(School Principal/Site Manager/Authorised person) Name: |Mary Jones |
Designation / current position: |Principa| |
Contact No.: [02 9876 5432 |
Email: | |

Contractor Sign-off:

, i
ghe Blow 13/00/2017

Signature Date of Signature

Once the Consultation record is completed the Contractor needs to sign off the declaration

by entering the details required in RED and add their signature.

There are 3 Types for Saving a Consultation

Consultation Details

| Print ‘ Submit ‘ Reset H Save To List || Save || Cancel ‘

The ‘Save’ button is a save ‘draft’ and will generate the ID and can be used if the process
is not able to be completed in one action. You will always remain on this page. This option
can also be used to ‘SAVE’ a completed QM that will NOT generate a digital report email
notification to the client.

The ‘Save to List’ button will also save data on the report that is not complete however
will take you back to the Quality Monitoring List.

The ‘Submit’ button finalises the QM and submits by email a digital pdf copy of the report
to the client using the email address on the Property Details screen.
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General Cleaning:

General Cleaning Details screen logs the details of the cleaners and the schedule for all-
regular cleaning. All general cleaning schedules should be entered at the start of the

contract. The Number of Hours data is updated via variations.

Contractors are required to update the cleaning status, schedule and other details
mentioned below.

Enter the time: This is usually the start time and the completion time.

Select the days when the cleaning is performed by ticking the check box next to the day
Enter the details of cleaners who will be involved in the regular cleaning by clicking add

a cleaner form the record button.

General Cleaning

Property Property Address
9996 Bob's Public Schaol 123 Bob Street BOBTOWN 9999

Contaxct Person Contact Telephone
emlackson 895 8945

Cleaning Time: From 430 | To[3.0 | (hhzmm)
Pumbes of Days
sun ¥mon rue Mwep Minw Viemi [ sar

Surface Ares (mdp Tender) Number of Hours  Flexible Hours
0.00 o 9.0
000 150 9.0
0.0 w000
0.00 000 9.0
000 130 9.0

0.00 000 0.00
0.00 000 .00
000 o0 | 99|
0.00 000 .00
Total Site Area (Hectare) Py 0.00
Mescelaneous Hours. 0.00 .00
Additional Hours 0.00 0.00
ToTALS .00 472 .00

Reduced From inchuded in: Adpsted Flexibie Hours(Read Oniy)
Flexible/ Ancillary Arrangements? 000

Additional Ancillary Work? (Read Only) Go to the Optional Cloaning Screen to add Additional Ancillary Work Items

Total Cleaner Hours (all ceaners) an

Additional Carpet Cleaning

Additional Carpet Cleaning: If a site has more than one carpet clean in a year the extra

cleans must be added to this field after invoicing through the Optional Cleaning module.
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Complaints List:

A9 |Finance
a!.‘!w‘ Services_' & ‘webclea n Choose your Contract
‘v | Innovation "~ CLEANING CONTRACT ONLINE

User Logged in: Broad1

Home Human Resources Assets Management Reports Setup Log Off

Search  Property ID . Equals ¢ Clear Search

Complaints List

click here
(73 1 999 Bob's Public School Buikiing 3 Alec Brown 1022019 Complete 11-02:2019 Not Actioned Yet

Prior to entering a Complaint the Local Level Dispute Resolution must have been actioned.
Complaints List displays the summary of all the complaints, performance reported by the
users.

The list displays the summary of the property details, requestor, status, call date and
resolved date.

Users can add, or edit complaints record from the list.

To add a complaint, select the site and click on add new button. This will open the
complaint details page.

To edit click on the edit button which will open the details page for users to edit the

complaints.

Only selective user roles can delete complaints.

Complaints details

. ]
o ? e | Finance
Ak |Einance, o ‘Web Clean ST ge—
NSW |innovation )\
il CLEANING CONTRACT ONLINE
User Logged in: Broads
Complaint Reporting
6543 7271
Bulldings Buildings affected
~
v
Location Detalls
Type of Complaint
waracters et
Reported By Catlr Tel. o Call Date
: i
An emall notification will be sent to the Contractor and Commerce upon saving this record.

Complaints details displays the details of the complaints logged by the user. It captures an

overview including the status of the complaints.

When lodging a complaint first select the building from the buildings list.
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Enter the reporting type

Select the location detail where the complaints are reported. For example kitchen sink on
the south block was not cleaned.

Enter the priority and the type of complaints

It is also required to enter the performance details in less than 500 characters

Enter other details such as reported by, contact number and reported date.

Complaints details (cont.)

Contractor Section:
Upon receiving the complaints, contractors are to respond to it at earliest as possible. Upon

responding to the call, contractors are to enter and update the outcome of the complaints

such as the status and date resolved.

School Section:
The School Principal will set the status of the work along with his/her name and date of

setting this status. If he/she is satisfied then the status will be *Complete’ and if not
satisfied then ‘Not Complete’.

There will be auto email notifications to Contractor, Regional Asset Management Unit
(RAMU) at DoE on completion of lodging a complaint into the system and also another set
of emails to School Principal and RAMU on setting flag as *Complete’ by the Contractor on
completion of a job.

On ‘Saving’ the Complaint an email is sent to the Contractor for action as well as a copy to
Property NSW
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Variation List:

%)z | Finance,
%‘;% Servicesf& t,;\"\webclean Choose your Contract  Training Contract - 8061000
wowmeer | INNOVation ‘<’ CLEANING CONTRACT ONLINE

User Logged in: Broad1

Home Human Resources Assets Management Reports Setup Log Off
Search : Equals : Clear Search

Variation List - Other Facilities - Non-DoE Properties

Filter by Property All Records

Action D Property D Status
@ |77 |78 = ere Motor Registry |UAT Somwhere MR - m2. Hrs & Add Services BC Cleaning Company. |Aopmn Iuc-nz-zms |1un-2ms
Page1of1

<| First<< Previous Next >>Last |> GoTo Page:

A variation occurs if a site has changes due to area, hours, surfaces, demountable
movements etc.

There are mainly 2 types of variations rates: DoE and All Other Agencies.

The Contractor will enter the variation and await either Department of Education or
Property NSW approval.

Variation list page displays the list of variations in that contract.

This display shows Property ID, Property Name, Description of Variation, Contractor,

Effective Date, Approval Date and Verify Finalise Date.
Contractors can add and edit the records from Variation list
To add a new variation, click on the add new button

To edit a variation, click on the edit button

To delete only WebClean Administrator has the ability to delete records.

When you click the add new or the edit button it opens the details page.
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Variation Details:

Home Human Resources Assets Management Services CRC Reports Setup Log Off

Variation Details - DoE Facilities save | cance
ID:

Property: Bob's Public School 9996

Variation Description Variation Type Contracter Reference / ID
[Cenange cie
emesdes | [ ]
GENERAL CLEANING Variation Change (+/-) Current Adjustment Factor: 1.0000
Ttem # Surface Details Positive Negative Rate ;::Z:Stmem per Cleaning Details Changed Hours Weekly
8.1.1 Carpet 1] — Carpet [
8.1.4 Resilient Floors 1] e Resilient Floors [
816 Timber Floors 1] ey Timber Floors 1
8.1.8 Toilet / Ablution Areas I:l I:l 2.26 Total Ablution Areas I:l
8.1.9 Internal Hard Floor Surfaces I:l I:l 0.13 Hard Floor Internal I:l
8.2.3 External Hard Surfaces l:l l:l 0.00 Commercial Kitchen Areas I:l
8.1.10 Commercial Kitchen Areas l:l l:l 0.80 External Hard Surfaces I:l
8.1.11  Material Workshop Areas 1] o Material Workshop Areas ||
8.2.2 COLA Area 1] A COLA Area [
HOURLY RATES Hours Per Year (+/-) Rate $ Adjustment per month
(hrs per year * Rate) / 12
10.1.3 Cleaning within Normal Hours (Men-Fri) I:l l:l 12.57
10.1.4 Cleaning Rate - Saturdays I:l l:l 17.63
10.1.5 Cleaning Rate - sundays l:l 22,69
10.1.6 Cleaning Rate - Public Holidays l:l 27.75
10.2.32  On-site Staff - Additional Cleaning ] 000
10.2.33  Other Staff - Additional Cleaning 1 g
Unadjusted Rate:, (Enter

Unsched Unscheduled / Other Rate N
Adjusted Rate here)

Total Miscellaneous Hours

Total:

PERIODIC CLEANING

8112  Periodic Carpet Cleaning

+ ADDITIONAL CLEANING SERVICES (NOT FOR SCHOOL USE]

GENERAL PERIODIC Please note: Current rates are the ba

ions. that have been made for this property for the lifetime of the contract. If this vaniation as been approved, i.e. locked

Current Monthly  Revised Monthly  Current Carpet  then the rates shown are rates shown at the he varialion was appe
Rate Rate Rate

Current vearty Revisad Carpet

Rate Rate

Increased Area Description

Decreased Area Description

+ CHANGE OF CLEANING DAYS (MONDAY - FRIDAY)

Cantractor Name Contractor Comments Recorded Date

Cantractor Finalise Effective Date ("dd/mm/yyyy')

Verifying Manager Name

verifying Manager Approve verification Date (dd/mm/yyvy)
Approving Manager Comments
Approve Approval Date

Variation Details page elaborates the variation details. The variation process involves
contractors entering the variation. Manager (Agencies, DoE, Facility or Property NSW)
verifies and approves the variation. Upon approval the variation takes effect and the rates

are adjusted accordingly.

Variation Description: Enter a meaningful reason for the variation (this description will
appear on the screen when viewing variations).

Variation Change (+ /-): Enter the variation change in square meters, which calculates
the rates automatically. The costs are adjusted based on the information you enter.
Changed Hours Weekly Enter the weekly adjustment to cleaning hours relating to the
variation.

Additional Cleaning Services (NOT FOR SCHOOL USE): Enter cleaning of eg
refrigerator, microwave, loading / unloading of dishwashers etc.

Increased Area Description & Decreased Area Description: This area is used if a

more detailed description of the variation is required.
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Contractor: Enter Contractor’s details such as person entering, dates etc. To finalise click
the finalise button which triggers a notification to verify and approve variation.

Verifying Manager: Enter the officers name, date and click the verification button to
acknowledge the variation.

Approving Manager: Enter the name, date and click the approve button to select approve
or reject the variation. Upon approval, the variation takes effect and the rates will be
calculated in the next monthly payment.
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Emergency or Optional Cleaning List:

ﬁk Finance, -~
Jow | Services & g3 w M:I n Choose your Contract 1
NSW [innovation \b‘cumsccomm\c?gme

User Logged in: Broad!

Reports Setup Log Off

Emergency Cleaning List

Filter by Property

Emergency / Optional Cleaning captures the procedures, schedule and the cost involved for
all miscellaneous cleaning. There are mainly two types of miscellaneous cleaning, which are

emergency cleaning and optional cleaning.

Emergency or Optional Cleaning list displays the summary of all optional cleaning within
the contract. Users can filter all misc cleaning by properties by selecting the property from
the dropdown box.

Contractors add, edit, delete or print the service report of all misc cleaning displayed.
To request an emergency / optional cleaning, select the property and click on add new
button. This opens either the Emergency Cleaning Details or Optional Cleaning Details
cleaning details page.

To edit click on the edit button.

To delete click the delete button.

To print the service report, select the job and click the service report button.
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Emergency or Optional Cleaning Details:

The Optional & Emergency screens are the same. Details below relate to both options from the menu bar.

Home HumanResources Assets Management Services CRC Reports Setup LogOff

Emergency Cleaning Details

Clewing I Auko Genersted = =1
Property Contractor Ref. No. Cleaning Type
9996 Bob's Public School [ 1 - Emergency Clean
Contact Name Contact Address Telephone No.
Jim Jackson 123 Bob Street BOBTOWN 9999 895 8945
Buildings Buildings affected Room Numbers (100 chars max)
BA) Bulding A& q
>>
0006 - Sick B

<

<
caller (Requested By) Caller Tel. No. call Date Time of Call
Mary Smith svoarz019 (hh:mm}
Logged By (First Name, Last Name) Estimated Completion Date Actual Completion Date Date to Clean

gany [atama ] v

CONTRACTOR SECTION

Status

CLEANER DETAILS

Start Time Time to Clean No. of Cleaners
(hh:mm) 22 (hh:mm)
Estimated Hours. Nature of Surface Estimated Cost

COSTING Note: Costing Rates are based upon the Date To Clean value above.
Cost Adjustment: 1.000000

ADD A COSTING Select Item to Add

D Sched Rate

11001 Urgent Callout Fee (TO INCLUDE FIRST HOUR OF ONSITE LABOUR) 1 45.0000 1.00 45000
Costing Status

Approved Amount Approved By Approval Status

Approval Comments (1000 chars max)

Upon requesting the service, Contractors will respond to the call.

Contractors are required to complete the contractor’s section:

Contractors are first to enter the details of the person who will be completing the job by
clicking add a cleaner button

Pop up window appears where contractor can select the cleaners from the list. Upon
selection click save and close the popup window.

Contractors are required to enter the estimate and the date when the job will be
performed. Click the save button when done.

Upon completion, system triggers a message to the requestor about the cost of the job and
the date when the job will be done.

Requestors are to approve the job by entering the details in the approval section.

Contractors are then required to do the costing based on the schedule rate and invoice the

requestor.
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Service Report:

Contractors are required to take a copy of the service report while attending the job, get it
signed by the Facility Manager and attach it along with the invoice upon completion.

To produce the report highlight the entry and click on Service Report.

“.'3"’. Finance, o~
New | Services & &R web Iean Choose your Contract
NSW linnovation \b\cummﬁcoﬁ;\cromme

User Logged in: lynnec

Home Human Resources Assets Management Services CRC Reports Setup LogOff

Emergency Cleaning List

Fitter by Property

Approval Status Call Date Est. Comp. Date

(£ ﬁ h iM‘sdevod }(mammonfbo« kmwm |.~pp'wm kmmonmq iw.mzmq

Service Report

ID: 1

Property ID: 9996

Property: Bob's Public School

Buildings AlTected: Building 3

Roorm Moz RADI0E - Sick Bay

Calles: Mary Smith Nature af Cleaning Surface: Linoleurn
Caller Ted, MNo.: Claaning Typsa: Emergency Cheaning
Draie of Call: 04,02/2019 Diake ta Clean: 04/02/2019
Time ol Call: Time to Clean: 12:00
Logged By: Aarry Adams Estimatesd Hours: 1.0
Cleaning Status Cormpleted Estimated Completion Date:

Contractor Rel Mo, Actual Cormgletion Daba:

Mg of Cleaners: o

Location Details:

Sick Bay Room

Soopa of Work:

Child wvomited on Moor

Cleaners

|10 [First Name  [Last Name  |Department  [Access ID  [Cleaner Type  |Checked Date |

Costs:
Ip| Sohed Description Unit |Rate | Quantity| Amount
. Urgent Callout Fes (TO INCLUDE FIRST HOUR OF ONSITE J— - -

10.1.1 LAZOUR) 45.0000 1.00) 45.00
Tatal 45.00

Approved By: Appraved

Amiount:

Joe Avery 4500

Signature: Dale

Facility Manager Certification

[ certify that the above service has been complelad.

Marre Sagniature: Date

I certily that the contractar arrisved within D hours of the call.

Marre Sagnature: Dabe

Contractors are required to take a copy of the service report while attending the job, get it
signed by the Facility Manager and attach it along with the invoice upon completion.
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Schedule Periodic Services:

Under the Services Tab is the Schedule Periodic Services which is used to schedule the
periodic and carpet cleaning services.

Users can add and edit periodic cleaning records.

W (i
aW); | Finance, -~
e Serces >oWebClean -

swen | INnovation «” CLEANING CONTRACT ONLINE

User Logged i addcontractr

Home Human Resources Assets Management Services Reports Setup LogOff

Sorth | sevee o I o : i ks

Schedule Periodic Services )

IEW SCHEDULED SERVICES

CLEANING CATEGORY Please Select

Contract Year Property Building(s) Entire Site

Perodic ftems,
Blinds  Celling Fans  Cloth or Fabric | Resiient Floor ~ Windows

% 120%

Periodic Cleaning Details

Periodic Cleaning is all programmed cleaning activity done on periodic basis such as blinds,
ceiling fans, windows etc

To check if any Periodic Cleaning has been scheduled select the following in order:
Cleaning Category (Periodic or Carpet)

Contract Year (defaults to current year)

Property from dropdown list

Buildings for the site appear. You can select individual buildings or click on the Entire Site
check box.

Select the Periodic Items to be performed.

Click on ‘View Scheduled Services’ for status of selected site

Aililz | Finance -~

. ’ ?
NSw | evce: & GoWebClean -
wimesr | INNOVation "~ CLEANING CONTRACT ONLINE

User Logged in. addcontr actor

Home Human Resources Assets Management Services Reports Setup Log Off

Search  Senace ¢ Equats

Schedule Periodic Services =

IEW SCHEDULED SERVICES

CLEANING CATEGORY Periotic
Contract Year Property Buslding(s) Entire Site
=
9996 - Bob's Pulic S0
Periodic items

Wtinds /iCeiling Fans 5Cloth or Fabric Resiient Floor ¥Windows
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If there are no schedules created to date the No Records Found message appears.

Viiew Scheduled Services No Records Found

CHEDULE PERIODIC SERVICES
System schedules and auto-generate services for selected property, contract year and category

Select Service Frequency & Click the Dispfay Scheduler button
Enter the Dates to Start & End Services as per the frequency & Click on Generate Services Now button to generate the service

Display Scheduler

Service Frequency

L1

--Please Select--

Add Periodic Cleaning Schedule

From the Service Frequency dropdown select one of the options. Click the Display
Scheduler button

CHEDULE PERIODIC SERVICES
System schedules and auto-generate services for selected property, contract year and category

Select Service Frequency & Click the Display Scheduler button
Enter the Dates to Start & End Services as per the frequency & Click on Generate Services Now button to generate the service

Service Frequency

—Please Select-- Display Scheduler
Yearly

Half yearly
Quarterly
Monthly

Below is the displayed schedule for the frequency selected.

CHEDULE PERIODIC SERVICES
System schedules and auto-generate services for selected property, contract year and category
Select Service Frequency & Click the Display Scheduler button
Enter the Dates to Start & End Services as per the frequency & Click on Generate Services Now button to generate the service
Service Frequency
Quarterly s Display Scheduler
Schedule Number Date to Start Services From Date to End Services
First Schedule [ Fj j
Second Schedule
Third Schedule I
Fourth Schedule P
Generate Services Now
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As mentioned on the screen 'Enter the Dates to Start & End Services’ as shown below.

Click on Generate Services Now button

CHEDULE PERIODIC SERVICES

System schedules and auto-generate services for selected property, contract year and category

Select Service Frequency & Click the Display Scheduler button
Enter the Dates to Start & End Services as per the fr & Click on G Services Now button to generate the service

Service Frequency

Schedule Number Date to Start Services From Date to End Services
First Schedule (23042019 [P 26/04/2019 [
Second Schedule =
Third Schedule los/10/2010 |7

Fourth Schedule [ P

Generate Services Now

Below are the generated services

Start Date Finish Date Approval Date Complete

IT |M’s|’lﬁi‘lnﬂ |mm ‘ | Fake

Bob's Public School 16-07-2019 B-07-X
IT |mmm |1an ‘ | False.

Bob's Public School

<| First<< Previous Next >>Last |> GoToPage 1 v

By clicking on the Edit pencil this will take you to the Periodic Cleaning Details screen
where the verification and sign off is performed. Sign off will be explained later in the User
Guide.

Periodic Cleaning Details
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Add Carpet Cleaning Schedule:

Under the Services Tab is the Schedule Periodic Services which is used to schedule the
periodic and carpet cleaning services.

Users can add and edit carpet cleaning records.

Schedule Periodic Services -}
IEW SCHEDULED SERVICES

Salect Catogory, Contrack Veor & Properiy o View Scheduled Services

CLEANING CATEGORY Carpet

Cantract Year Property

Entire Site.
I

Year 1, 2019-20 [] 9096 - Bob's Public Sal

Periodic Items.
Blinds  CellingFans  Clothor Fabric  Resilient Floor  Windows

Mo Records Found

s for selected property, contrac

Service Frequency

I

Carpet Cleaning is all programmed cleaning activity done on periodic basis (once per year)
This option is similar to Periodic Cleaning with the major difference being that the Service
Frequency is Yearly and there is a cost connected to this service which is invoiced to the

client.

[SCHEDULE PERIODIC SERVICES

System schedules and auto-generate services for selected property, contract year and category

Select Service Frequency & Click the Display Scheduler button
Enter the Dates to Start & End Services as per the frequency & Click on Generate Services Now button to generate the service

Service Frequency

—Please Select—- Display Scheduler
Yearly

|

With the
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Periodic / Carpet Cleaning Sign Off

From the menu bar select Management / Periodic Cleaning.

From the Periodic Cleaning List select the entry to be signed off / approved and click on the

Action Pencil.
;".0"’; Finance, ~ -
NSw |Services & oj\WebCIean PR

User Logged in: addcontractor

Search  property ID

Periodic Cleaning List

Filter by Property

Equals

@ ph oo pu
@ s bos Bob's Pl School [Fame

CLEANING CONTRACT ONLINE

o

Time From  Time To

Signedoft

Home Human Resources Assets Management Services Reports Setup LogOff

Report  Date SignedOft

Fill out the details for the Cleaning Status and Cleaning Time and check the Cleaning Dates

previously entered remain the same.

Periodic Cleaning Details

Property
9996 Bob's Public School

Home HumanResources Assets Management Services Reports Sewp Log OFF

Property Address
123 Bob Street BOBTOWN 5999

Bulidings Serviced

Contact person Contact Telepone

i Jackson -

Claaring Typs Cisaning Status

Fick required optioms

 Blinds /| Ceiling Fans i/ Cloth or Fabric /] Resilient Floor i/

[—

PERIODIC CLEANING SCHEDULE

Cleaning Date Clesning Time

From B ] From ™ o

Verification Date

Click on the ‘Add a Cleaner for this record’ button. The Cleaner Allocation List

appears.
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Enter the General Cleaning Hours for Weekday, Sat. Hours & Sun. Hours along with the
Standard Time the cleaning was done. Then click on the ADD button.

Cleaner Allocation List

Viewing Cleaners whose surname begins with 'A’

Click on one of the letters below to show the cleaners whose surname begin with that letter, or you can filter the results by entering a
surname in the filtering box below and dicking on the filter button. For filtering by entering a name, please don't use any wildcard
characters. Just type in the first letters of the name to filter by. For instance, typing 'Car’ will bring back names like 'Carrington’, 'Carpenter’,

etc.
foen @ First Last TG Access Type Hours per  Guaranteed Hours Actual Allocated
Name Name | Week per Week Hours
ADD
GENERAL CLEANING DETAILS:
General Cleaning Hours: Weekday|2 | Sat. Hours:lG ‘ Sun. Hours:D
Standard Time (hh:mm) From: To:

Filter Results via Last Name: Filter!

[AI[BI[CI[DI[EI[FILGIH]TIDIKI[LI[MI[N][OI[PI[QI[RI[SI[TI[VIVIIWILX][YI[Z]
Page 1 of 1
<| First << Previous Next >> Last |> Go ToPage! 1 v

The Cleaners Details appear. Click on the Save button.

[eRLUTR I PVRE  dd 2 Cleaner for this record

13703 Julie Adams 06:00

08:00 = [

On Saving you are returned to the List for that site. If you require a Service Report
highlight the line and click on the Service Report button.

A%9: | Finance,

A~
Jow | Services & & w bc‘ n Choose your Contract  Trsieg Contrac
NSW linnovation \),S‘CLEAN%CONTRM?%INE

User Logged in: addcontractor

Home Human Resources s Assets Management Services Reports Setup LogOff

Search  propenty 0 ¢ Equk : [ sewen | e searen |
Periodic Cleaning List

Filter by Property

Report  Date Signedoft

@ | b ol
@ | s [Bos owbac schoni
@ b po | —
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To print the report right mouse click and select print.

Service Report - Periodic Cleaning
ID: 3
Property: Bob's Public School 9996

123 Bob Street

BOBTOWN 9939

Contact: Jim Jacksen

Phone: 895 8945

Blinds: True CARPET CLEANING False
Ceiling Fans: True Monday Hours: False
Cloth & Fabric Chairs: True Tuesday Hours: False
Floor: True Wednesday Hours: False
Windows: True Thursday Hours: False
Cleaning Date (From): 23/01/2019 Friday Hours: False
Cleaning Date (To): 26/01/2019 Saturday Hours: False
Cleaning Time (From): 00:00 Sunday Hours: False
Cleaning Time (To): 00:00

Cleaners

1D First Name | Last Name | Access ID | From Time | To Time | Hours Weekday | Hours Sat | Hours Sun

13703 |Julie Adams 0|06:00 08:00 2.00 0.00 0.00
Approved By: Approved Amount:
Signature: Date

Facility Manager Certification
1 certify that the periodic cleaning has been completed satisfactorily.

Approved By (Site):
Designation (Site):

Date

After the client has signed the report the Verification Date needs to be added to the

WebClean entry.
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To Sign Off click the Sign Off box

Enter the details for:

Contract Manager / Authorised person Name
Designation / current position

Contact No.

Email

In the Contractor Sign-off area when you click on the Sign button the signature appears.

Home Human Resources Assets Management Services Reports Setup Log Off
Periodic Cleaning Details

¥ sign Off

(Contract Manager / Authorised person) Name: Maryanne Johnson
Designation / current position: Ares Supenvisor
Contact No.: o411 311 222

Contractor Sign-off:

Signature Date of Signature

Site Sign Off 1 agree that the periodic cleaning job is completed with satisfactory level and conscented the Contractor representative to sign off on be half of me
site Representative Name
Site Representative Designation
Date Signed

Click on the Save button. You are returned to the List screen and the notification appears

advising and email has been to the client.

Periodic Cleaning List

An email has been sent to the site representative/manager to verify and approve contractor to sign off this periodic cleaning record on his/her be half

Filter by Property 9996 - Bob's Public School (89072) =

Service Report

Below is the email advising the Contractor will be in contact to discuss and sign off this

periodic cleaning.

Wed 13/02/2019 5:33 PM

W webclean19@property.nsw.g
TEST ONLY

To WebClean19 r

Contract/D: 8061000
Contract: Training Contract

THIS IS AN EMAIL ADVISING THAT THE CONTRACTOR
WILL BE IN CONTACT TO DISCUSS AND SIGN OFF THIS
PERIODIC CLEANING

Periodic Cleaning ID: 5

Cleaning Completion Date: 26/01/2019
Cleaning Verification Date: 11/02/2019
Property ID: 9996

Property Affected:

Bob's Public School

At this stage with a Carpet Cleaning sign off the costing appears on the Periodic Report
Carpet Cleaning - Monthly
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Following discussion with the client you return to the entry and fill out:

Site Sign Off

Site Representative Name

Site Representative Designation

Which has the statement 'I agree that the periodic cleaning job is completed with

satisfactory level and consent for the Contractor representative to sign off on behalf of me.”’

Home HumanResources Assets Management Services Reports Setup LogOff

Periodic Cleaning Details
=

Contractor Sign-off

ﬂ [RSrr— 13/02/2019

Date of Signature

v 1 agree that the periode daaning Job is Completad with satisfactory level and conacented the Contractor representatrve 15 gn off on be hat of me

Click on the Save button. You are returned to the List screen and the notification appears

advising and email has been to the client.

Periodic Cleaning List

Contractor has signed off on be half of the site, after consulting and taking conscent of the site manager about this periodic cleaning job. An email has been sent to site to notify this sign off

Filter by Property 9996 - Bab's Public School (89072) :

Below is the email advising the Client that the Contractor has signed off on their behalf

Wed 13/02/2019 5:59 PM

W webclean19@property.nsw.g

TEST ONLY
To WebClean19 p

ContractlD: 8061000
Contract: Training Contract

THIS IS AN EMAIL IS TO NOTIFY THAT PERIODIC
CLEANING JOB AGREED TO SIGN OFF BY YOU(OR ON
YOUR BE HALF) IS NOW COMPLETED WITH THE SIGN
OFF PROCESS

Periodic Cleaning ID: 5

Cleaning Completion Date: 26/01/2019
Cleaning Verification Date: 11/02/2019
Property ID: 9996

Property Affected:

Bob's Public School
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To check the completed report, highlight the entry and click on the Service Report button

Finance,
Services &
Innovation

User Logged in: lynnec

Wik
S

GOVERNMENT

Search  Property ID : Equals +

Periodic Cleaning List

Filter by Property

rcton 0 property 10 property
[}

2 10003 ABC Court House False
(W 3 10003

--Please Select--

'Carpet Cleaning

ABC Court House False
AL S T
@ m 6 999 Bob's Public School False
@FW 7 99 Bob's PublicSchool  False
(W s 99 Bob's PublicSchool  False
Page 10f1

<| First<< Previous Next >>Last [> GoToPage: 1

& https://webcleanlms.property.nsw.gov.au/ASPX/ReportCleaningPer.aspx?ID=5

Service Report - Periodic Cleaning

Coni|

1D: 5

Property: Bob's Public School
123 Bob Street
BOBTOWN 9990

9996

Contact: Jim Jackson

phone 895 8945

Blinds: True CARPET CLEANING False
Ceiling Fans: True Monday Hours: False
Cloth & Fabric Chairs: True Tuesday Hours: False
Floor: True Wednesday Hours: False
windows: True Thursday Hours: False
Cleaning Date (From): 23/01/2019 Friday Hours: False
Cleaning Date (To): 26/01/2019 Saturday Hours: False
Cleaning Time (From): 00:00 Sunday Hours: False
Cleaning Time (To): 00:00

Cleaners

ID | First Name Last Name | Access ID | From Time | To Time |Hours Weekday | Hours Sat | Hours Sun
13702 | Julie Adams 0|0s:00 08:00 2.00 0.00 0.00
Approved By: Approved Amount:

MaryanneJohnson

Signature: Date

13/02/2019

Faility Manager Certification

I certify that the periodic cleaning has been completed satisfactorily.
Approved By (Site):

John Sutton

Designation (Site):

Principal

Date

13/02/2019
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Injury Log List:

AW | Finance, o~
Jew | services & JWebClean ST pee—
NSW finnovation \b;‘asmsccommcromme

User Logged in: addcontractor

Home Human Resources Assets Management Services Reports Setup Log Off

Injury Log List

Injury Date Description

b fomesom  formmaarrs e Y -

Page1of1

<| First<< Previous Next >>Last |> Go ToPage

Injury log list displays the summary of all injury related activity within the contract. Injury
list has the facility to display the list of all injuries filtered by the Property.

The summary elaborates the property, type, nature, injury date and the person involved.

Users can add and edit injury details from the list.

To report an injury, select the site and click on Add New Log button. This will open the
injury details page.

To edit click on the edit button which will open the details page for users to edit the

complaints.
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Injury Details

WYl |Finance,
Jew | Services &
NSJ'V Innovation

User Logged in: addcontractor

Injury Details

Property
9996 Bob's Public School
Contact Person

Jimlackson

INIURY DETAILS

Details (500 chars max)

Location Details (500 chars max)

Hature of Injury

\:);;\webCIean Choose your Contract  Trarmng

‘CLEANING CONTRACT ONLINE

Home Human Resources Assets Management Services Reports Setup LogOff

Property Address
123 Bob Street BOBTOWN 9399
Contact Telephone

895 8945

Cause of Injury

Injury Location Data of Injury
R i

PERSON INJURED DETALLS

First Name. Last Name

Age at Injury Date of Birth satin

Witness Description and Details (500 chars max]

Injury details page displays the details of the injury including the workers compensation.
Users are expected to enter as much details as possible including the details of the injury,

location details and nature, cause, dates and person involved.

Details: Enter the details of the injury

Location: Enter the location where the incident happened

Nature of injury: Select from the drop-down menu the nature of the incident

Cause of Injury: Select from the list of the dropdown provided

Continue to enter: the first name, last name, gender, age at injury and date of birth.

It is recommended to enter the witness description of all injuries that may result to workers

compensation.

Workers Compensation Details:

WORKERS COMPENSATION DETAILS

Policy Number Claim Number Claim Status
In Progress ¢

Date Ceased Work Date Resumed Work Date Received

2aj0z2015 1P cuoziz0rs [ L0220t
Date Closed Amount Paid ‘Amount Outstanding

Net Incurred Issue Addressed?

®vesOno

|

Details of paid / outstanding / incurred for S66 and S67 payments (500 chars max)

WA

Details of paid / outstanding / incurred for Weekly Benefits (500 chars max)

Contractors are to maintain and update the workers compensation details of all the injuries

that result in workers compensation.

Enter all the financial details such as Policy Number, Claim Number and Claim Status
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Enter all the dates such as Date Ceased Work, Date Resumed Work, Date Received

and Date Closed

Users are also required to enter the financial details such as Amount Paid, Amount

Outstanding, Net Incurred and if the issue has been Addressed.

There is facility to enter a long description for all financial details and comments.
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User List:

Finance,

™

AW |Finar ~

Jew | Services & A w Choose your Contract
NEW [innovation \),\/\cwmggglnc?gﬂ

User Logged in: broad!

Home Human Resources Assets Management Reports Setup LogOff

Search  User Code . Equak

User List

!
@ |ontracter qgnan a2 Manager [contractar | Jnecrcontagtinance now govau ontractor [Westeen Syaney Region
@ o L;;; i R S T i
—— s S —— e —
48 o [ . S, s i
@ frest e [Test Contractor Manager | Yne.rostaproperty mw gov.aL [Manages - Contract Western Sy

User list page displays the list of users using the system.

User list allows root user to add, delete or reset password for other users.

Root user is the user who has access to create additional users of similar role to the
contract. For example a root users for contractors can create additional user (contractors)
of similar role to use the system. School can create another school role.

To add a new user click add new user button. This will take you the users details page.

To limit the user, Select the row of the user and click the limit users button. This will take
you to the limit users detail page.
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User Details:

@ Finance %E.!?EAN Chaose your Contract [T REE T

oot | & Services

Home Human Resources Management

User Details

Details Tab| Options Tab

User ID (must be unique in system) Reset Password?

First Name Role
TestManzgerCont 1anager - Contractors v

Last Name Phone

Fax
City Mabile

State Email

Sel Iynne.circosta@commerce nsw.gov.au
Post Code Active

User details page shows the details of the user such as name, password, role and email.

Passwords of one user are not visible to other users.

User ID: enter the UserID or the username (if you enter the username that already exists
the system will generate an error.

Reset Password? Enter the password

First Name: Enter your first name

Role: Enter the role of the user. You can only create users with similar roles. (For example
Commerce can create only Commerce accounts.

Last Name: Enter your last name

Address: Enter the details

Email: Enter your email address You have to enter the emails so the user can receive
emails

Active: Activates the user

Once you have entered the details Click the Options tab prior saving. Next page.
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Users details —Option:

< Finance Y%.”G.!:F'A.NI Choose your Contract [[EEIIIERSINE T

Qﬁw & Services

Home Human Resources Management

User Details

Details Tab | Options Tab

%/ Held down the CTRL button when selecting multiple records when clicking with the mouse.
Select Contract(s) the user has access to

To select more than one Contract, hold down the CTRL button when clicking with the mouse.
A record selected in this list MUST exist in the "Select Default Contract’ dropdown list below.
TRO

Select Default Contract

[Training Contract -

Here you are restricting the users to the number of contracts they can view. Contractors

with multiple contracts can limit users to one, two or all contract.

Select the contract/s for the user
Select the default agency.
Default agency is the default contract for the user when the user logs on.

Once done click the save button. It will take you back to the list page.

User Limit Access

L ‘“'_; Finance VMCLEAN Choose your Contract |[EIEEREE]

Cleaning Contracts online

Qﬁw & Services

Home Human Resources Management

User - Limit Access

GIVE USER ACCESS TO ALL PROPERTIES IN AGENCY / CONTRACT [] or

LIMIT THIS USER TO A NUMBER OF PROPERTIES

The properties in the list to the right will be the list of properties you will see in most of the pages within FMWEB. To limit only a
select amount of properties, double-click a property from the left list into the right, or select a row in the left list of available
properties and click the arrows to enter the properties to limit.

Note: records only shown for default Agency / Contract currently selected

You MUST log in again for these changes to take place if you are the user.

ols Available Properties accessible for this User

S Ol [[coe= oo

ite (3023)

Properties

You can also limit the user with the number of properties they can view.

To limit the user, click the limit my access button. It will take you to users limit access

page.

Select the schools/properties you want to limit the user. The use will only be able to access
those properties when they log in. You can assign users to all properties in the contract by

clicking on the tick box next to agency contract.

Click the save button.

WEBClean User Guide 54
© Copyright 2019 Department of Finance Services & Innovation Version February 2019




Adding a Digital Signature to WebClean

Create and save your signature in the format either png, jpeg, jpg or gif. From the
WebClean menu select Setup > Edit My Details.

User Details
Detaits 1ab|[Bptiong T
User 1D (must be urque in system) Reset Password?
Password must be ot least 6 characters long and must hold ot least 1 lower case letter, 1 upper case letter, 1 numenc and 1 special character
Brosd
Retype Password
Flrst Name Role
oroad:
Last Name Phone
Contractor
Adoress Fax
Cy Mobsle
State Email
s WebTaan 1 STOroperty. new.gov.au
Post Code Active
v
Signature
No
Signature
Choose File | Mo the chosen -

Click the Choose File button and locate the signature you have created. Click on the ‘Open’

button and the path appears below the signature box and the signature appears.

Click on the ‘Upload’ button and the signature appears

[T No
Signature

uCROP: To resize the image select the area for your image

Done

The signature needs to be cropped by clicking on the top left hand side of the signature and
dragging to the bottom right to highlight the signature, then click on ‘select’ button.

Click on the ‘Done’ button and save.
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The signature appears

User Details

Details Tab|Ophiors Tab

User 1D (must be unique in system)

Planss Saluc— W
Post Code

T *
Signature

;,,L\c f‘:fm-‘

Browse...

Reset Password?

Password must be atleast & characters long and must hold atleast 1 lowar case letter, 1 upper case letter, L numeric and 1 special character

Relype Password

Role
Phone
Fox

Mabile.

| Upload |
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