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Getting started
Registration and help

If you are unsure if you're registered for the Contractor Web Portal please contact
gbuildwebportaladmin@epw.gld.gov.au.

If you know your QBuild Registration Number details and require a Web Portal Account, or have any other queries
contact gbuildwebportaladmin@epw.gld.gov.au. Please note: Your Registration Number is a six-digit number that
starts with ‘8’.

The QBuild Contractor Web Portal allows contractors to:

e receive
e accept
e update
e complete
e invoice

their assigned work order tasks issued by QBuild.
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Logging in

Visit

) ) [ﬂ axiscloudplatform.com/ContractorPortal/QBuildWV.do
https://axiscloudplatform.com/ContractorPortal/QBuildWV.do

Login

Organisation ID
User ID *

Password *©

2 Log in using the Organisation ID, User ID and
Password provided to you upon registration. [ Save Login Details (Excluding password)

| Login || Change Password |

Besst Password

Select Language @ English ¥
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Changing your password

Log in using the
Organisation ID, User ID
and your current
password.

Login

Organisation ID
User ID *

Password *

Click the Change
Password button.

Change Password

Rezset Passworg

Select Language : English ¥

Enter your current
password and your new
password.

Change Password

Current Password *
New Password *

Confirm New Password *

Save || Cancel

Change Password

Current Password *

New Password *

Click Save.
Confirm New Password *
Important

Your password will expire every 30 days. You will receive a notification when you need to set

a new password.

QBuild
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Forgotten passwords

Enter your Organisation ID
and User ID.

Login

Organisation ID

User ID *

Password *

Click the Reset Password
link.

Login || Change Password

Resst Password

Select Language :

You will receive an email
containing a temporary
password. Log in using this
temporary password.

= Axis WebView Password Reset Notification - Message (Plai...

File Message Help Q Tell me what you want to do

Tue 29/10/2019 7:23 AM

M MincomAxisWebView@axistest. mincom.com
Axis WebView Password Reset Notification

Hello

Your password has been reset for your Axis WebView account. Your login details are as follows:
Partner ID: WV000

‘Your Organization 1D:

User ID:

Password:

You will be prompted to update your password upon next login.

Regards,

Axis Support

QBuild
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Navigating the web portal

After logging in, you will see your Dashboard:

L& = O m £ https://test.axiscloudplatform.com/ContractorPortal/commonPage.do Administration control menu
Queensland ’ PULLARK / TESTELECTRICALP/L X | H 1 @ | § | 4
Government Search function

Dashboard Search Search Q  Advanced
Eat
Workflow men i
SLUCHRISIEIN Unscheduled - Work Orders (4) ork order control menu Search function
Plumbing Documentation Checks
Unscheduled 4 Start | ;. . All Plumbing and Drainage works will now be
g Document 9 9
L] Work Order = Description # | pate Pno.n &7 I_ﬂca.t on | Address ¢ Suhurh./ gon Status ¢ subject to document attachment validations to
Work In Progress 7 * ensure appropriate documentation has been
01- BPIJEQALEH 13-19 provided with your invoice where required. Please
Awaiting Approval | 29 []|cA_QBLD_15703737_001| CR01412 10- | Other el NINETEENTH | PALM BEACH ACTIVE follow the new on_....
2018 SCHOOL AV
Completed . 84 01- I;’a'-(';:' 13-19 Unapprove T&M function
[]lcA_QBLD_15703738_001| CRO1412 10- | Other <TATE NINETEENTH | PALM BEACH | ACTIVE The function to unapprove an incorrect T&M entry
Invoiced L 1 s SCHOOL Y is currently unavailable. We are investigating a
609 o ROCHEDALE fault with this as priority. Please contact the Web
RPL BROKEN GPO R SOUTH 0 WENDRON ROCHEDALE Portal Support Team if you have an incorrect T&M
| [ljup_oBLD_15703590_o001 TO LOUNGE 2%91_9 14 Days STATE ST SOUTH ACTIVE —eees
Field Workers SCHOOL
ROCHEDALE
ADMINISTRATOR 1 [Jlup_qBLD_14656763_001] RPR DAMAGE TO 8‘11: Corl?t\:a ot SOUTH 0 WENDRON ROCHEDALE ACTIVE Ventyx Axis Offiline
belinda 1 i . . FRONT DOOR 2017 Dt STATE sT SOUTH We are currently aware of an issue that is
SCHOOL affecting access to documents within the portal.
contractor 1 Our vendor is investigating this urgently.
CYTRAINING 1
n Show More ....
Field Worker menu
v
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Workflow menu

The web portal moves your work orders through a workflow, based on the current status of the task.

Workflow

Unscheduled
Waork In Progress

Awaiting Approval I

Invoiced

Completed .

Unscheduled

Work in progress

Awaiting approval

Completed

Invoiced

New tasks that have not yet been assigned.
All new work orders assigned to you by QBuild will appear here.

Once a work order is assigned, it will move to the work in progress
workflow.

Note: You will only see work orders appear here if you have a Field
Worker set up.

Work Orders with Status Updates waiting on approval to send to
QBuild will appear here.

Status updates provided by mobile users can sit here for review or
amendment before being sent to QBuild, depending on whether they
have been set to manual review.

To set up automatic approvals for certain status updates, go to
Partner Configuration > Workflow Configuration within the portal.
Note: We highly recommend not allowing automatic approvals for
the “Task Complete” Status Update.

Work orders updated as Task Complete and had time and material
entries allocated to them will appear here.

These work orders are ready to be invoiced.

Work orders cancelled by QBuild will also appear here, with the
status of ‘Cancelled’.

Once a work order has been completed and invoiced, it will appear
here.
Documents in this section will be archived after 8 months.

QBuild
REF798B Revision 01 (April 2023)
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Field Worker menu

The Field Worker menu lists the Field Workers available on your account, and the number of current work
orders assigned to them. You can use this section to categorise your work orders (e.g., by response time,
trade or location). To set this up, contact the Web Portal Admin team.

Field Workers

ADMINISTRATOR

belinda

contractor

R e

CYTRAINING

Administration control menu

The administration control menu allows you to configure the administration functions of the portal.

PULLARK / TESTELECTRICALP/L % | 1 @ | § | 4L

¢ Allows you to manage:
- contact details (e.qg., supplier name, address, contact
numbers etc.)
- workflow configuration (e.g., automatic assignment of
new work orders to a mobile user, automatic approval of
specific work order status updates).

Partner Configuration

e Allows you to read the latest news and announcements from
QBuild.

e Provides links to more information about our system partner,
ABB, and web portal user guides.

e Allows you to choose which date format you would like to

Regional date format
use. We recommend DD-MM-YYYY.

Log out ¢ Allows you to log out of your session.
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Work order control menu

The work order control menu allows you to set how you would like to control your assigned work orders.

v I T2

Accept work order

Assign work order

Unassign work order

Delete work order

Export work order

Print work order

Invoice work order

Sends a message to QBuild that you have accepted the work
order.

Allows you to assign work orders to your Field Worker’s
mobile devices.

This will also categorise the work, if you choose to use the
Field Worker section for “Folders”.

Allows you to unassign work orders from Field Workers. This
will remove the work order from the Field Worker's mobile
device.

Note that this icon will only appear next to work orders that
have already been assigned.

Deletes the selected work order/s from your account.
Note that once you delete a work order, you will no longer be
able to see it in your account.

Exports the work order in an XML format.

Allows you to print or email the work order in pdf format.

Indicates when a work order is complete, time and materials
have been added and the work order is ready to invoice.

QBuild
REF798B Revision 01 (April 2023)
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Searching

The search functions allow you to search the web portal for specific documents (e.g., work orders,

invoices etc).

2P Queensland
RS Government

Enter the document
number (e.g., work order
number, invoice number
etc).

Home Dashboard Search
3 Axds webView X
= Lo -
) queenstand PULLARK / TEST ELECTRICALP/L 3£ | F | @ | © | 4O
#T Government
search|  |Q Advanced
28 Work Orders (4) 2wl
Plumbing Documentation Checks
© | ] workorer [ oescpion + |3t piep [ tocapon [ aares + suburtown st 2
Click the Search tab. . e | FRRNE - e
) 1uc.,qu,ns7nz7zs,um cro1412 Jlo- | other S NINETEENTH | pALM BEACH | ACTIVE
iDuP,omD,lsmsssn,nm e & | uoms "ol | owenoron | mogrEme | o
T |
AowISTRATOR | | or_qoto_sasseren_oon momommceto | 25| o2 [ "Saum | owemoron | mocomt | e
bainds r 00 monTooor | ot | | smre st soumi
Queensland PULLARK / TEST ELECTRICALP/L 3% |1 @ | € | 4O
Government
Home | Dashooars search[ |Q Advanced
5
Advanced Search Qe
Select the document type Document Type | [work order 3] |
D b l—‘
you want to search for (e.g.,
Document Status [any ~
work order, invoice etc). Planned startDate [ |
Planned Finish Date |:| =
priovty |
Work Order Type [
Assigned To [any o
Queensland PULLARK / TEST ELECTRICALP/L % | @ | § | 0
Government

Home

[ oors T

Advanced Search

Search[ ] Advanced
Qe |

Document Type _[wod grde -
Document Number J[ ]|
Document Status | ANy ~

Planned Start Date
Planned Finish Date
Priority

Work Order Type
Assigned To

(I -
L =@
.
I

ANY ~

Select the document
status.

4

Queensland
Government

PULLARK / TEST ELECTRICALP/L 3% 1 @ | & | 4

Home

| oo N

search| ] Q_Advanced

Advanced Search

Qle

Document Type

Document Number —

Document Status

Planned StartDate [  ~~ |g

Planned Finish Date
Priority

Work Order Type
Assigned To

Work Order ~

ANY hd

L =
L ]
. ]

ANY e

QBuild
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Queensland PULLARK / TEST ELECTRICALP/L 3% | @ | © | {0
Government
Home | Dashboard Search  |Q Advanced
Advanced Search Qe -
.. Document Type
Enter the priority (e.g., 1 Document Number [ |
hour, 4 hour etc) Document Status

Planned Start Date
Planned Finish Date
Priority

Work Order Type

Assigned To

%Queenshnd PULLARK / TEST ELECTRICALP/L 3% 1 @ | € | 4

Government

Home | Dashboard search[ |Q Advanced
Advanced Search Qe -
Enter the work order type Document Type
(e.g., unplanned, service poowmentfumber [ ]

Document Status  [any ~

maintenance etc). Planned StartDate | |g
Planned Finishpate [ ] =

Priority [ |
Assigned To [any o

Queensland PULLARK / TESTELECTRICALP/L 3% 1 @ | & | 40
Government

Home | Dashboara Search _ |Q Advanced
Advanced Search Qe

. Document Type ork Order .
Select who the document is Documant S :m

ass | g n ed to. Document Status  [any ~
Planned StartDate [ g
Planned FinishDate [ g
Work Order Type [ ]
Assigned To

Queensland PULLARK / TEST ELECTRICALP/L 3% 1 @ | € | 4

Government

Home | Dashboard search[ |Q Advanced

Advanced Search E []
Document Type
. - Document Number I:l
e} Click the Search icon. D

ocument Status [any ~

Planned Start Date |:|M
Planned Finishpate [ ] =
priorty [
Work Order Type I:l

Assigned To [any o
Select the relevant Search Results (111) i
H H [ | Document Number # D Type ¢ D Status # Creation Date #+
9 document “nk to view your [0 fuP_QBLD_15751861_001 Work Order ACTIVE 25-10-2019
desired document' [0 [ UP_QBLD_15751864_001 Work Order ACTIVE 25-10-2019
QBuild UNCONTROLLED WHEN PRINTED Page 12 of 29
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Important

You can also perform a quick search by entering keywords into the search field at
the top right of the dashboard. Note that all fields listed above are not mandatory,
however the more information you are able to add, the quicker the search will be.

Managing work orders

Receiving work orders

When a new work order is received, it will appear in your Unscheduled workflow on your Dashboard. New
work orders will appear in bold, and opened work orders will appear in standard text. Work orders with
updated information sent from QBuild will also appear in bold.

1 Click the relevant work
order number to open it.

Unscheduled - Work Orders (26) S
L Start Priog R Suburb/Ti Document
| Work Order * Description ¢ Date r|u:|tv Location # Address '-' ur! (ool Status ¢
2 WATERFRONT ces HAMMOND
[|sM_QBLD_15751879_001| UAT SM WO 5 10- | 1Hour WATERFRONT ACTIVE
2018 RD HAMMOND ey ISLAND
ISLAND
CL1 67
25- WATERFRONT CLI 67 HAMMOND
SM_QBLD_15751878_00 1l UAT SM WO 4 10- | 1 Hour RD WATERFRONT ISLAND ACTIVE
2019 HAMMOND RD
ISLAND

Accepting work orders

i Select the Accept icon.

Queensiand
Govemment

Home Dashboard Search Wor M_QBLD

Work Order: SM_QBLD_15751878_001

\\\\\\

Pre ADDFDYRO Work Vallg 0,00
3o Instnsctions,

Status Updates

52t= | Work Progress Comments +

1575178_001

PULLARK / TEST ELECTRICAL P/L % | @ | € 1 )

Search.

Q Aduanced

Site Cantact Name

Contact Fhone Ho
Contact Mobae No

Assigned To

o
o
o Gompleta [ Sttus + | Ackual Start Bt +| Actua Fins Datn | Creatd By +| T8 + | Approved 1|

0

2 JENIFI

+

QBuild
REF798B Revision 01 (April 2023)
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Important

You might receive work orders with more than one task assigned for your action.
This is shown by the three numbers following the work order number e.g.,
13992223 001 (task 1) 13992223 2 (task 2).

You will receive an individual work order document for each task assigned. You
must accept, update and complete each task separately.

QBuild UNCONTROLLED WHEN PRINTED Page 14 of 29
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Updating work orders

To update a work order with an actual start date and work progress details:

Status options

Made Safe

Arrived On Site

PULLARK / TEST ELECTRICAL /L 36 | @ | € | 0
Search Q  Advanced
Xidnaa :
Click the Add new status
update icon.
T::!""““ T — T S E— e “""‘J"‘i
Actual Start Date ]
Status
Percent Complete l:l
Comments
Select the calendar icon to
set the actual start date and Actual FinishDate [ |
time. Time and Materials
[ category = | Type I Description [ wom oty |
Mo Time and Materials Found
2 |
Actual Start Date ] =)
Percent Complete l:l
Comments
Actual Finish Date |:| i
Select the status
Time and Materials
<} | dropdown to set the work Category = | Type | Description [ wom ] ay ]
No Time and Materials Found
order status.

You have attended the site and completed any initial tasks to
make the site safe. Include a brief explanation of the tasks
performed in the comments field.

You are currently on site and have not yet completed any works.

QBuild
REF798B Revision 01 (April 2023)
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Scheduled

Tenant Unavailable

Waiting on Materials

Task Complete

The work has been scheduled to be completed with the
customer at a particular date and time.

The tenant or site contact person was unavailable at the time of
your visit.

You are waiting on materials required to complete the work.

The task has been completed and is ready for invoicing.
Selecting this status update will allow you to enter the time and
materials entries associated with this work.

Actual Start Date [29-10-2019 09:14:00 | =
Status
) Percent Complete E
Add an estimated Comments
completion percentage for
the task (if desired) to the Actual FinisnDate [ | pm
Percentage Complete Time and Materials
: Category ¢+ || T I Description I uoM I Qty |
fleld' 9o e Mo Time and Materials Found
2
Actual StartDate B B
status
Add any additional Percent Complete [ ]
information to the C""‘"“’"“‘l I
Comments field (e.g.,
« Actual Finish Date |:|
work has been scheduled =
H Time and Materials
for completion on 5/12/2020 | |G = 1 — I Sescrintion T B |
at 1pm”) Mo Time and Materials Found
“ |
Actual StartDate ] B
status
. Percent Complete :l
Select the calendar icon to Commens
set the actual finish date
and time. This is onIy Actual FinishDate [ |
required when the work has | | ime and materiais
been physically completed. | | e 10 Twe - Desaription - T om ey
|

QBuild
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Work Order Siatus Update x

Actual Start Date  [29-10-2019 09:14:00 | &
Status
percent Compiee [ ]

Comments

7 Click the Save icon. ActualFinishDate [ |g=

Time and Materials
[ category = |

Type I Description I uoM I Qty |
Mo Time and Materials Found

QBuild UNCONTROLLED WHEN PRINTED Page 17 of 29
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Completing work orders

@m nnnnnn JTest EcTRICAL B NK1O 16
Home | Daswwam | seacn Work Order. SM_QBLD_15751878_001 Search |Q Mdvanced
Work Order: SM_QBLD_15751878_001 KIZIBILI&
1 Select the New Status
Update icon.
:?;::.:.:HWI:?;:— omments + Ilsb‘(me 'I?:fd' [ Actua STar e+ AchlFaih e+ Ceated y_+ | T4 -Iw:m
+
Actual StartDate [ | =
Status
Percent Complete :
Comments
Select the Calendar icon
2. to set the actual start Actal FinisnDate [ |
date and time. Time and Materials
Category ¢ || Type I Description I uoMm I Qty |
No Time and Materials Found
=
Actual Start Date ® B
Status
Percent Complete l:l
Comments
Select Task Complete
¢ from the status Actual FinishDate [ | g
dropdown " Time and Materials
[ category + || Type I Description I UoMm I Qty |
Mo Time and Materials Found
A
Actual Start Date & =
Enter details of the work Status
performed in the Percent Complete

Comments field. Your C"""“"’“t’l I
entry will also be

. ual Finisl e I:l
automatically added to Actual Finish Dat =

H H Time and Materials
your invoice as the Category = | Type | Description I wom ey |
deSC“ptlon Of Work Mo Time and Materials Found
performed.
e |
QBuild UNCONTROLLED WHEN PRINTED Page 18 of 29
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Work Order Status Update X
Actual Start Date  [29-10-2010 08:36:00 | 5 H

Status
Percent Complete

Select the Calendar icon Comments
to set the actual
completion date and

time Time and Materials

Actual Fnisn Date [ |

[c ve | Type | Description [ wom [ ow |
No Time and Materials Found
A
Actual Start Date & =

Status  [Task Complete 7]
percent Compete

Comments

- Actual Finish Date [29-10-2010 08:36:00 | f
Select the plus icon to R

add your Times and [ category s | Type I Description wom | ow ]
. . Mo Time and Materials Found
Materials entries.

Time and material entry options

Your actual charges are not recorded here — they will be added on the invoicing screen later.

1%t Year Apprentice

2"4 Year Apprentice

Labour

rd i
Allows you to enter a specific labour type  |RAEREEERUSEIES

and hours 4™ Year Apprentice

(e.g., skilled tradesperson @ 3 hours)
Labourer

Skilled Tradesperson

Attendance Fee (GST inclusive or GST exclusive)

Other Materials (GST inclusive or GST exclusive)

Allows you to enter standard Time and
Materials types

Out of Zone Travel (GST inclusive or GST exclusive)

Schedule of Rates (GST inclusive or GST exclusive)

QBuild UNCONTROLLED WHEN PRINTED Page 19 of 29
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74 | Click the Save icon.

Services (GST inclusive or GST exclusive)

Work Order Status Update

Time and Materials

Actual Start Date

Actual Finish Date

29-10-2010 08:36:00 | {5

Status

Percent Complete [100

Comments

29-10-2019 08:36:00 @

[ category =+ || Type

I Description I

uoMm || oty |

|La bour

| | 1st Year Apprentice | |

| [Hours

A X
+

Z |

When you are ready to
invoice the work order,
you need to finalise your

s} | time and materials
entries. Select the
relevant Task Complete
checkbox.

Queensland
Government

Home | Dashvoara |

Work Order: SM_QBLD_15751879_001

Work Summary 0
Sate Address O
I

iy o

Lacation Requitements.

Pr Approved Work Value.

o Insructions

Status Updates

PULLARK / TEST ELECTRICALP/L 3 | @ | & | 40

Search |Q Advanced

Version 1

Wiork Onder Type  erice Msierenance
Response Frarty Time 1 Hour
Phanned Sart DateTima 2510

Pranned Finish Dote/Time >

Customer

Site Contact Name
Contact Phone o
Contact Mabile No

Assigned To

v IX IR ILE

SIEIf

| | pate « | Work Progress Comments ¢ | % Complete o |status + | Actual Start Date s | Actual Finish Date + | Created By +| T&M + | Approved

[ 2102919 osasis | arvived on site [ [ arived o ste | z9-10-2019 am:smipo | 29-0-2019 aniemon | Puian -2
5-10-2015 08149104 | Assigned To PULLARK [y cogred | [T v
5-10-2015 08:45:31 | Task Complete 100% Task Complete | 29-10-2019 08:49:00 | 29-10-2019 08:48:00 PULLARK. v

I Click the Approved icon.

Wnumuu
Government
Home | Dastbara | seancn

work Summary L

i Agoress ©

BMgNO  CrHUHAMMAE129378

SHeld HAMMOND ISLAND - CLI 67
WATERFIONT

Location Requirements

Pre Approved Work Value

Job Instructions

PULLARK / TEST ELECTRICALP/L 3 | @ | © | 0|

Search |Q Advanced

varson 1
Work Ortier ypa  Sarvics Hasiennce

Resgonse Priorty Time 1 Hocs

Planned Start DotoTime 253

Pranned Finksn DeterTime
Customss DHPW - QGAD

Site Centact Name

‘Contact Prons o

Contact Motile No.

Assigned To

vIXIHIEIE

o Amved an Site | 29-10-2019 08:48:00
0.0% Assgnaa
100% Task Complete | 29-10-2019 08:45:00

39102019 08:48:00 | PULLARK -
PULLARK v
29102015 08:45:00 | PULLARK v

A tick will appear in the
Approved column when
the completed task has
been successfully
approved.

10

Bidg No CYMUMAMMAES 26378

SHeld HAMMOND ISLAND - €11 67
WATERFRONT D

Location Requirements

Pro-Approved Work Value

Job Instructians.

PULLARK / TEST ELECTRICALP/L 36 | @ | 6 | D)

Search[ ]Q Advanced

Version 1
Work Order Type

Response Priomy Teme

Flanned Stan DateTme 2
Plannod Finish DatoTima

Customer D

Site Contact Name
‘Contact Prons Wo
Contact Motile Mo

Assigned To

[ TEA L]

Work Progress Comments o

| % Complete + Status +

“Actual Start Date + | Actual Finish Date s | Created By | T&M + | Approved +

02 [ Arrived on Site Tom Arrved on S4e | 25-10-2015 08,48:00 | 29-10-2019 08:48:00 | PeLans: v
:04 | Assigned To PULLARK Joom smigred I PuLLARx
[T [25-10-2015 03149033 | Task camplete [r00% ook Compite | 25-10-2015 0914300 | 5-10-2015 08149:00 | PUALARK v v

QBuild
REF798B Revision 01 (April 2023)

UNCONTROLLED WHEN PRINTED

Page 20 of 29




QBuild Contractor Web Portal User Guide

Modifying Times and Materials entries

If you need to modify your times and materials entries, you will need to “unapprove” your Task Complete
update before you can add or remove time and materials.

Tick the checkbox next to
the relevant Task
Complete.

PULLARK / TEST ELECTRICALP/L 3 | @ | & | 40
search Q advanced
AT
Liscatian Reguirements. Sie Conact Nama
Coniaci Pioms o
Pro-Agproved Wark Valus Contact Mbilo o
prpe— Assigned To
‘Status Updates
O |~
[0/ pate + Work Progress Comments. & | 30 Complete ¢ [ Finish Date ¢ | Crested By ¢ | T&M ¢ | Approved +
25-10-2015 99114110 | Accepted [oam | aa v
910.2010 091635 e o Sae 75303019 w1800 Ty v
-10-2015 09:18:38 0% VLR v
102019 09:31:14 e 100% ete | 29-10-2015 09:16:00_| 25-10.2019 09:15000 | PuLLARK v v

Select the Unapprove
icon.

PULLARK / TEST ELECTRICALP/L 3% | @ | & | O]

Queensland
search Q Advanced
[ TSI
Location Requirsments Site Contact ame
Contact Phons o
Pre Appraved Work Vatus Contact o No
Jon wamUEtions Assignen To
"] B
o Complets +[Status + | Actual Start Date +| Actuai Finish Date | Created By + | Tam +
[ | || v
[os 19 691400 PuLLaR v
[ PULR v
1| 28-10.2019 09:31:12 | Task Complete 200 102019 09:18:00_| 29302015 031600 | puriane v v

<) Select Task Complete.

Queensland
Government

ome | wsoars e

Wark Summary
S0 Address

Bligho
it

Location Requirements.

Fre Agpeved Work Valus
Job Instructions.

Status Updates

PULLARK / TEST ELECTRICALP/L 35 | @ | G |

Saarch Q_ Advancea

Work Order: SM_QBLD_15751877_001

Response Prioriy Tima.
Planned Siart DataTime 2

Plannod Finish DaaTime 3
Customes DHPW - QG40

Xigidid

[RNCAl

[TToate +
9-10.20%9 05

W Complete + | Status +
Joow accapted
i

Actual Start Date +

Actual Fnish Date +| Created By +| TAM + | Approved
T 7

o n Site | 26-10-2019 0%:14:00 [ Puwani -
no% PuLLA=K 2
ey i Complete | 25-10-2019 09:18:00_| 29-10-2019 09018100 | PULLARK v

+

Make the required
updates.

Actual Start Date
Status
Percent Complete

Comments

Actual Finish Date

20-10-2010 09:18:00 | [

Work Order Status Update %

A

209-10-2019 09:18:00 E

Created By PULLARK
Time and Materials
Category ¢ || Type I Description I UoM Il Qty |
Labour 1st Year Apprentice | | Hours i m

+ -
A
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30 Click the Saveicon.

Work Order Status Update x

Actual Start Date
Status
Percent Complete

Comments

Actual Finish Date

20-10-2019 02:18:00 | £

100

=Bz

29-10-2019 09:18:00 E

Created By PULLARK
Time and Materials
[ category = | Type Il Description I uoM I Qty |
Labour 1st Year Apprentice | | Hours e m
Removed o

“|

Select the Task Complete
checkbox.

Queenstand PULLARK / TEST ELECTRICAL P/L 3% | @ | G | 40
Govemment
Home: Dashtoard Search seorch|Q, Advonced
Work Order: SM_QBLD_15751877_001 XIHiILE
Work Summary Ui Version 1
sas Adarass Snpy— WWork Ordar Type: - Secvice Maintenan
Response Prionty Time
Flsnned stan DateTine.
Bidg No Franned Fintsh Date/Time 35
s kg Customer
Locaton Requirsméats S8 Contact Nams
Contact Prone No
Pre-Apaioved Work Value Contact Mobike No
ot Insiructions. Assigned To
Status Updates
REAN |
[ ate + Comments + % Complete + | Status + | + [ Crested By | T&M + | Approved ¢ |
14116 | Accapted 0.0% Accepted PuLLARK v
0:35 | Arvived on Site [ 3o 2510-2018 01400 [ FuLwamx I
135 | Assigned To PULLARK o.0% I | | Putianx v
Task Complete 100% et | 29-10-2018 09:10:00 | 25-10-2015 09:18:00 | PULLARK g
+

74 | Click the Approved icon.

Dasnboar searcn

Work Sumimary AT 5
Site Adoress ©

Bldg Mo <
saeld

Location Requirsments

Pra Appraved Work Value

PULLARK / TEST ELECTRICALP/L 3 | @ | 6 | -

Soarch

Work Order: SM_QBLD_15751877_001

Version ¢

WOk Orger Type Sere
Respanse Priority Time
Planaed Start DateTims 25
Planned Finish DaterTime

Customer T

Site Contact Name
Contact Phone No

Contact Mabils No

Q, Advanced

HimlLid

Aok Instrucians. Assigred To.
Status Updates
[+] E L]

T o+ Work Progress Comments + % Complete_»  Status + \mmnmk-mihmmm-\ma;-1—»._m- Rl

25-10-2019 08:14:16 | Accepted 0.0% Accepted PULLARK L

[25-10-2019 09018335 | Arrived on Site o e on S | 75-10-2013 o140 TPuLLA v
[ [25-10-2015 09:10:36 | Assigned To PULLARK [oo% Asvgred | [ Futiars | v
20-10-2015 09:38:01 | Task Complete 100 ok Complets | 75-10-2015 0315:00 | 25-10 2019 03,1800 | LR v

A tick will appear in the
Approved column when the
completed task has been
successfully approved.

Queensland
Gawernment

Home Dashwoars Searcn

Work Order: SM_QBLD_15751877_001

PULLARK / TEST ELECTRICALP/L 3 | @ | @ | -0

search|Q, Advanced

L REAT T
ok Summary Us version 1
Sta Adarsas ERFRONT RO.HAMMOND Work Orar Typs Secv
15LAND 4875
Response Prodty Time.
Planned Star Date/Time 2
BGND CrHUAMMREIZ3378 Plannca Finish DaterTims.
snelo Customer cre
Losstion Raquiremsnts Sito Contact Noms.
‘Contact Prose No.
Bre Approved Work Value Contact Mol No
Job nstructions Assignod To
Status Updates
Sl
[ pate « Work Progress Comments + [ % Complete + [ Status + | Actual Date + | Actual Finish Date + | Created By + | TRM s | Approved +
| [25-10-2019 09:14:16 | Accepted [ | | v
70102019 09:10:35 | Arcived on Site % PR v
20.10-2035 0911838 | Assigned To PULLARK [ PuLLARE
1| 25-10-2013 09:38:01 | Tack Complate 20m% Task Complete | 25-10-2015 09:18,00 | 25-10-2015 01800 | PULLARK

’
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Submitting an invoice

After you have
entered and
approved your time
and materials, click
the Invoice icon to
proceed to the
invoice screen.

Queensiand
Government
Hame Dashboard | Search

Work Order: SM_QBLD_15751877_001

Work Summary
Site Addres:

Blag No  cv

Sito

Locaion Requirements.

Pre-Approved Work Value

Job Instructions.

Status Updates

Work Progress Comments. +
Accepted
iwed on Site

d To PULL

| O pate
| mE

E ign
[ | 29-10-2019 09:35:01 | Task Complete

PULLARK / TEST ELECTRICALP/L 3% | @ | & | 0
Search| Q, Advanced
L RE-1

version 1
Work Order Type  Sarvice Maintensnce

Respanse Priosity Time
Planned Start Date/Tim
Planned Finish DaterTime 5

Customer  GHPW

Site Contact Name
Cantact Phane Wo
Contact Mabile No

Assigned T

Q
¥

% Complete s|Status ¢+ | Actual Start Date s | Actual Finish Date + | Created By + | T&M + | App
[ accepted R

«s\si

[ Arrived o
0.0% | nosigred | RK |
100% Task Complete | 29-10-2019 09:16:00 | 29-10-2019 09:16:00__| PULLARK. v

Enter the applicable
charges (excluding
GST) to your time
and materials
entries.

All time and material
entries must have an
amount assigned. If
you no longer
require a Time and
Material entry,
“‘untick” the
undesired entry
(e.g., If you are no
longer charging
materials, as they
weren’t used on site,
you would need to
untick “materials”).

Invoices issued against work order
SM_QBLD_15751877_001

[(oate = | twoiceno

[[State = [vaie 7]

Total Invoiced 0.00

Invoice Time and Materials entries Xi

Work Order: SM_QBLD_15751877_001
v

Select ltems with an approved status for adding to a new invoice, enter the Rate or Total Amount, then select the Add to
Invoice button.

Date ¢

Category/Type +
Labour

Description ¢ [ UOM
1st Year

pprentice
'nd Year

Amount (ex Tax)

29-10-2019 Hours | 3.00

29-10-2019 | Labour Hours | 1.00

Apprentice
Conduit

oA E|O

29-10-2019 | Materials Each 1.00

Click the Create
New Invoice icon.

Invoice Time and Materials entries x|

Invoices issued against work order
SM_QBLD_15751877_001

[ pate ¢ [ Invoice No ¢ [ state ¢ [value ¢|

Total Invoiced 0.00

Work Order: SM_QBLD_15751877_001

Select Items with an approved status for adding fo a new invoice, enter the Rate or Total Amount, then select the Add to

Invoice button.
]| pate = |cCategory/Type ¢ | Description <[ UOM ¢ [ Qty ¢ | Status [ Rate (ex Tax) [ Amount (ex Tax)
1st Year
28-10-2019 | Labour e e Hours | 3.00 | Approved | [ sol|[ 150.00]
o 2nd Year
29-10-2019 | Labour e Hours | 1.00| Approved 55 55.00]
29-10-2019 | Materials Conduit Each 1.00 | approved || 7] 7.00]
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Click OK to confirm
the creation of the
invoice.

Work Order: SM_QBLD_15751877_001

This site says...

Invoice Work Order?

I oK I

Cancel

Complete the Work
Order Invoice —
(Dratft) fields as
required.

Mandatory fields

Invoice number

= PULLARK / TEST ELECTRICALP/L % |1 @ | & | O

Govemment

Home | Dasmboard | Search Search|

'Q, Advanced

Hidl -

Work Order Invoice - (Draft)

ber.

P T A—

TaxNumber 7555555555

Work Parformod Acknowsedged By
COT Cortificate No
Service Report No

Failure Part [ Select ]

Risk Assessment Performed? [ . cause [Select ]

Action | Select ]

Tradeperson(s}

Trade License Reference
Numbes(s)

Invoice Ttems
|Line No_+ | Work Order ¢+
1 SM_QBLD_15751877_001 | 15t Year Apprantice
2 SH_QBL 51877_001 | 2ne
3 SH_QBLD_15751577_001 | Matenals -

Amount (Ex Tax)

150.00] | [Goodsandssrvicerrs
[ 55.00] [Goodsan = ]
I 7200] | [Goodsandsenacestor - 10.0 ] om0 770

| Tax Code Tax Amount

Total Amount (Ex Tax:  212.00
‘Total Tax Amount: 720
uuuuu 1t Payabe:

Enter the invoice number. This number must be different to all previous
invoice numbers provided to QBuild. If it is a duplicate, your invoice may
not be processed properly.

Invoice date

The invoice date must be the same date that you send your invoice. You
cannot backdate invoices.

Work performed

Enter a clear description of the works performed.

If you previously entered this information in the Work Order Status
Update screen, it will automatically appear here as well.

Risk Assessment
performed

Optional fields

Tradesperson(s) and
Trade License Reference
Number(s)

Confirm whether the tradesperson/s completing the work undertook the
necessary risk assessments before starting work.

If the work completed required a license, enter the full name and license
number/s of the tradesperson(s) involved.
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Acknowledged by and
certificate/report
numbers

Failure part, cause and
action

50| Save the invoice.

E.g., QBCC Contractor License, Electrical Contractor License, Class A
Asbestos Removal License, etc).

You do not need to provide the trade qualification certificate number,
just the license number.

Enter the name of the site contact who can confirm the completion of
the work, and any relevant Electrical Certificate of Tests and/or Service
Report numbers.

Department of Education (DoE) clients to complete only.

If the work was performed at a school or DoE asset, select the asset
that failed, the cause of the failure and the action taken to rectify the
failure.

] PULLARK / TEST ELECTRICALP/L 3£ | @ | € | 0

Government
Home | Dashboard | search Search| |Q Advanced
Work Order Invoice - (Draft) I=
Invoice Number [BPA742201 ]* Imwoice Type  Tax lnvaice
Invoice Date [29-10-2018 -@ Tax Number 7555555555
Work Performed Replaced cracked condult oy [1ohn Citizen
COT Centicate No
Commercial Reterence | Fadure Part [Selact ~]
Risk Assessment Perfomed? 7] » R 3
Action | Select. )
Tradeperson(s)
Trade License Reference
Numberts)
Invoice Ttems.
Line No_» | Work Order + Description = ‘Amount [Ex Tax) [ Tax Code Tax Amount ‘Amount Payable
1 SH_QBLD._15751877_001 | 16t vear 150,00 100 =1 15.00 165.00
z SH_qBLD_15751877_001 E 5500 | GondsansSennesTax - 10.0 | o sasa
5 SH_QBLD_15751877_001 700 100 =T
Total Amount (Ex Taxk: 21200
Total Tax Amount:  21.20
Total Amount Payable: 23320

Click the Send icon
to submit your
invoice.

PULLARK / TEST ELECTRICALP/L 3£ | @ | & | 40

Queensland
Govemment
Home | Dastboars | searen w Search| |Q Advanced
Work Order Invoice - (Draft)
Invoice Number [BPA742201 ]* Imvoice Type Tax lnvice
Invaice Date [28-10-2019 -m Tax Numoer 75
Work Performed eplaced cracked condult gy [lohn Citizen
COT Cerificate No
Commercia Reterence Fasure pant [Select ~
Risk Assessment Performed?  [] . Cause [Select v
Action [Select ~]
Tiadepersan(s)
Trade License Reference
Number(s)
Invoice Items.
LineNa » | 0 TAmount (ExTax) | Tax Code Tax Amount
i SM_QBLD_15751877_001 150,00 “10.0 S 15.00 165.00
p SM_QBLD_15751877_001 | 3nd Year 55,00 || GandeAndservcesTen - 10.0 | 550 [xT)
3 SM_QBLD_ 15751877001 | Materisle - 700 100 ] 0.7 7.0
Toial Amount (Ex Taxk 21200
Tolal TaxAmownt: 2120
Total Amount Payable: 23320
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Adding an attachment to an invoice

To attach additional | fsesme PR T RECTIC L % 1@ 161 €

Home | Dasneoam | seann Search| Q  Advanced

documents tO an ‘Work Order Invoice - (Draft) il E Hid@ L&
|nvo|ce’ prlor to Iovoice Mumber [BPA742201 . Wvwice TyDe Tax Imvoice

Invoice Date [20-10-2019 -8 Tax Numbier 7555555555

sending the invoice, e P—
corcericatene [ |

select the : o |

CommercialReterence [ ] Fasure part [Select

Document S— - ;
Attachment icon. heton [555

‘Tradepersonis)

You can attach as

many documents as e
you like to your
invoice, howeverthe ||

overall attachment e e cr e ) ST

2 SM_QBLD_15751877_001 | 2nd Year Apprentice 55.00 || GoodeAndSerncesTax - 10.0 | 550 €050
SIZE mUSt nOt exceed 3 SM_QBLD_15751877_001 | Materials - Canduit 700 || GoodsAndSersoesTan - 10.0 ol om0
Total Amount (Ex Tax): 21200

Total Tax Amount: 220

4MB per invoice.

Quesnsiand PULLARK / TEST ELECTRICALP/L 3 | @ | & | |
Govemment
Home | Dasnboars | searcn Search| |Q Advanced
Work Order Invoice - (Draft) EAR-IE 1N AEAT ]
Invoice Number [BPA742201 . Invoice Type Tax Invoi
[ R T [T Tax Mumber 7555555555
Work Performed  [Replaced cracked conduit Acknowledged By [John Citizen
L
- Serice Report Mo |
Commercial Reference [ ] Foiro part [Selet ]
Risk Assessment Pertormea?  [7] . cause Baed 7
2 Click the Add T —
Attachment icon. e
Trade License Reference
‘Humboris)
Attachments
Ol Attachment Name ¢ | Attachment Scope +  Attachment Reference Attachment Type [ ‘Work Performed
o Attachments Found
Add Attachment - Microsoft Edge = O x

& | httpsy//test.axiscloudplatform.com/ContractorPortal fwebview/jsp/AttachmentUploac

Add Attachment (=P, 9

Fie o Atach-
Click B rOWS e to Use the ‘Browse' button above to select the file to sttach

Attachment Scope Entire document

¢} locate your B
document Attachment Reference * |

Comments
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Select the relevant
88 document and click
Open.

F5aaa

Fro—

Select the type of
document from the
Type dropdown
menu.

Add Attachment - Microsoft Edge = O X

& | https:/test.axiscloudplatform.com/ContractorPortal fwebview/jsp/AttachmentUploac

Add Attachment HiX

File to Attach * |\\dpwservices.dpw.gld.gov.au\dfs\Users\BA| Browse... |
Use the 'Browse' button above to select the file to attach
Attachment Scope_Fotl

v
Attachment Reference *

Comments

Enter an
Attachment
Reference (e.g.,
document name).

Add Attachment - Microsoft Edge = O X

& | https://test.axiscloudplatform.com/ContractorPortal/webview/jsp/AttachmentUploac

Add Attachment =X

File to Attach * |\\dpwservices.dpw.gld.gov.au\dfs\Users\BA| _Browse... |

Use the 'Browse' button above to select the file to attach
Attachment Scope Entire document

Type
Attachment Reference I| ‘I
Comments
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Add Attachment - Microsoft Edge = m} X
) | httpsy//test.axiscloudplatform.com/ContractorPortal fwebview/jsp/AttachmentUploac
Add Attachment Ex
File to Attach * |\\dpwservices.dpw.ald.gov.au\dfs\Users\BA| Browse... |
Use the '‘Browse' button above to select the file to attach
. . Attachment Scope Entire document
¥4 | Click the Save icon. Type [pomment 9]
Attachment Reference * [Project Specifications
Comments r
Queensland PULLARK / TEST ELECTRICALP/L 3 | @ | @& | 40
Government
vome | Dasmwam | seacn Search| Q Advanced
Work Order Invoice - (Draft) &1 (AT
Invoice Number |BPAT42201 N Invoice Type  Tax Invoice
Invoice Date [28-10-2013 -] Tax Number 755555555
Work Performed [Fapiaced crackad condit Acknowiodged By DobnCitzen |
COT Certiicaie No
Service Report Mo 77
Commescial Reterence | Failure Part |Select v
Click the Send icon Tmmmm—— e
. Action [Selet ]
8 to S u b m It yo u r Tradepersonls)
Trade License Reference
Numberis)
Attachments
o Attachment Name = Attachment Scove | Attachment Reference | Attachment Type | Work Pertormed
+ project specs.docx Entire document roject Specfcations Occument 1]
+
Important

Ensure you only enter scheduling appointment, extended approvals information or
tenant behaviour in the Update Comments field — do not enter this information in
the Completion Text field, as the customer will see it.

Important
Do not attach documents to, or enter symbols, formatted text or actual costs in the
Completion Text field.

Important
Write invoices in a brief and professional manner. Appendix A contains examples of
how to complete the Works Performed field.
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Appendix A — Examples of work performed description

comments

Work type Example Description comments

Electrical

1.

DISCONNECT HWS FROM RCD. REMOVE CABLE AND CONDUIT FROM
HWS AND TERMINAL IN JUNCTION BOX. CONTACT PLUMBING
CONTRACTOR TO REPLACE HWS UNIT. RETURN TO SITE AND
RECONNECT HWS. TEST ALL OK.

CLEAN AND TEST SMOKE ALARM CHECKED ALARM PANEL FOUND
ALARM PANEL BATTERY FAULTY INSTALL NEW BATTERY TO ALARM
PANEL AND TESTED ALL ZONES.

REMOVED AND REPLACED ANTENNA. RE-RAN CABLE FROM ANTENNA
TO SPLITTER IN EAVE. TESTED — ALL WORKING OK RECEIVING GOOD
SIGNAL.

Plumbing

RESEATED AND SERVICED BATH TAPS AND REPAIRED LEAK TO THE
TOILET.

INSPECTED ROOF AND IN CEILING SPACE TO TRACE LEAK. RESEALED
ALL FLASHINGS INCLUDING DECK TIE.

INVESTIGATE BUST WATER PIPE. CUT HOLE IN CONCRETE, EXCAVATED,
LOCATED LEAK, REPAIRED, BACKFILLED AND RECONCRETED. CLEANED
WORK AREA.

Carpentry

REPAIRED CUPBOARD HINGES SUPPLIED AND INSTALLED NEW GATE
LATCH AND ADJUSTED CATCHER SUPPLIED AND INSTALLED NEW
CLOTHESLINE CORD.

A/HRS ATTENDANCE — SERVICE AND REPAIR EXTERNAL BACK DOOR —
REPLACE THE ROLLERS AND ADJUSTED.

REFITTED AND RESCREWED APPROX 240 PALINGS RENAILED
PROTRUDING NAIL HEADS TO MAKE SAFE.

Other

TRIMMED TREE OVERHANGING THE ROOF AND GUTTERS AWAY FROM
THE BUILDINGS STRUCTURE. MULCH VEGETATION, CLEAN AND TIDY
SITE.

CARRIED OUT TREATMENT FOR RODENTS INCLUDING THE
INSTALLATION OF 1 X LARGE LOCKABLE RODENT STATION.
ASBESTOS SAMPLING AND AIR MONITORING SERVICES,
IDENTIFICATION OF BULK SAMPLES.
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