City Onsite — Subcontractor Visits to Coles DCs User Guide Clty

WI No: PRO-UG-017
Process Area:  Procurement & Subcontractor Management

1 Purpose

To illustrate how a subcontractor technician utilising City Onsite can:
= checkin at a Coles DC site.
= state the reason for visit from jobs assigned.

= provide updates on jobs while onsite.

2 Scope

Subcontractor technicians required onsite at a Coles DC who have been invited to join City Onsite.

NOTE: Subcontractor technicians doing work for City cannot sign up to City Onsite without an invitation.

It is recommended that users install the City Onsite application from either the Apple App Store or Google Play Store, however accessing City Onsite via a mobile web
browser is also possible.

If an invite to join City Onsite has not been provided, contact an organisational administrator with access to City Workbench and request an invitation.
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3 User Guide

3.1 Scanning a Site QR Code and Logging in to the Application

Step 1 —Scan QR Code Step 2 - Install City Onsite

Step 3 — Sign In to City Onsite

‘city
city onsite

First time visiting?
Welcome to City Onsite - City FM's visitor management
and job compliance and closedawn app.

For City FM Subcontractor
Compliance & Job Management site visitors
Scan hE[E ¥ou will need Lo be invited by a user in your

orgenisation with access to City Workbench,

Follow the finks in the email to create a user profile,
and then you can sign in on site.

For more detailed instructions:

PRO_UIG-008 Cily Workbench User Guide - Crealing a
Technician User Profile

All other site visitors

Install the app, or proceed with mobile web, create a
user profile and you are ready to sign into site using
City Onsite.

For more detalled Instructions:

PRO_UG-016 City Onsite Uses side - Creating a User
Profike

City Onsite is better on the

Proceed on mobile/web

Laverton CDC 9348D '

Interested in selling up your organisalion’s lecations

www.cityonsite.com with Gty Onsite?

Wisit httpa:ihwww cityonsite com for more Infarmation,

9:03 ! 4G % 9:08 ul 4G %

@ cityonsiteuat.b2clogin.com

‘city

onsite ohsite

Sign-in

Enter your email address *

Not yet registered?
Click here to create your account.

-6’ ’
< y

Enter

Forgot password?

2

If the City Onsite app is not installed
Locate the City Onsite QR Code upon arrival at on the device — navigate the landing
a Coles DC location and scan it. page to either download the app, or
proceed with mobile web browser.

If not signed into City Onsite already, prompt will appear to do so.
Enter email address and select Continue.

Enter password and select Enter.
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Step 4 — Onsite Dashboard

8:23

< TestFlight

al 4G 43}

Welcome David
Fitzpatrick

You are logged in to City Onsite.

B2 QRCode Signin

% Sign-in Via GPS

All Jobs & Remote Fixes

Somerton 9321D
#9238461 v
Pressure Vessel

Burwood East 2671A

#9238874

Qil Separator D
E ETA 04-04-2024 08:17 AM

Burwood East 2671A

#9238873

Airlines Wi
a ETA 09-04-2024 08:15 AM

8:23
< TestFlight

Welcome David
Fitzpatrick

You are logged in to City Onsite.

Eg QR Code Sign in

“~ Sign-in Via GPS

All Jobs & Remote Fixes

ol 4G 43

Somerton 9321D
#9238461 v
Pressure Vessel

Burwood East 2671A

#9238874

0il Separator b
E ETA 04-04-2024 08:17 AM

Burwood East 2671A

#9238873

Airlines wh
B ETA 09-04-2024 08:15 AM

8:23
< TestFlight

ul 4G 43

Welcome David
Fitzpatrick

You are logged in to City Onsite.

B2  QRCode Signin

2 Sign-in Via GPS

All Jobs & Remote Fixes

Somerton 9321D
#9238461 v
Pressure Vessel

Burwood East 2671A

#9238874

il Separator b
m ETA 04-04-2024 08:17 AM

Burwood East 2671A

#9238873

Airlines D
B ETA 09-04-2024 08:15 AM

scanning the QR Code, or via a list of appropriate
sites determined by the geo-location of the mobile
device.

At the dashboard screen, sign-in can be actioned by | All assigned jobs can be reviewed.

If a remote fix needs to be carried out, the All Jobs
& Remote Fixes link can be used to browse jobs.

thinkzsafe.
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3.2 Registering a Visit and Updating Jobs

Step 1 - Sign In Via GPS

Step 2 — Compliance Check

Step 3 — Reason for Visit

9:05 wl 4G 3
&
Select your site
Please select the site you wish to sign into.
Somerton 9321D

coles @ 06km(s) from your location

2 job(s) available

Compliance check ma
for Somerton

9321D

Fieason for Visit - Somarson

Name
kim internal
123123132

Chubb Fire and Securit.. ~

city Compliant

9:54 wl 4G %3
>

Reason for Visit - @
Somerton

City FM jobs allocated to you

#9238461
Pressure Vessel

#9238462
Refrigeration Alarm Panel

Non City FM related work

Complete Induction

If Sign-in Via GPS was
selected, a list of nearby sites
will be generated for
selection.

Select the Company represented for a
compliance check. If multiple companies are
registered against the user profile, select the
appropriate company for the visit.

Contact your company if the compliance
check fails as you may not proceed with the
visit

Jobs assigned via City Workbench will appear on this screen.

Jobs assigned to the represented company are available to pick up (self-allocate).
Select the checkbox next to the jobs that will be actioned as part of the visit.
More details are available by tapping the down arrow for each job.

Alternatively, select the Non-City FM related work checkbox if appropriate.

Select Complete Induction to continue.

think:safe.
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Step 4 — Selecting Job to be Updated

Step 5 — Updating Job Details

Step 6 — Finalising Job Details

1l

"CRRY Sepench

Nearby jobs
vl think:safe

Erowse Health & Safely Documeants
Al jobxs for Overhill Dale Refrigeration P/L

Jobs allocated to me

Site Somerton 93210

Job Id 9238461

Callout Date  T1/03/202412:03 PM
Fault Service Pressure Vessel
Notes Wiew Notes

Allocated To

Internal

Company . OVERHILL DALE REFRIGERATION
Name P

Technician
MName
Email : DAVID@FITZPATRICK.ID.AU
Phone Number : 0431907345

Status : Callout

Allocated To

: David Fitzpatrick

12/03/2024 07:58 AM

Allocated 12/03/2024 07:58 AM
On

@ Download Waork Order

oity e =
Somerton 9321D - Job

9238461
think safe.

Job Detaiis:

FaultServios:
Prossure Vesset
Department:
plant Room
Manutacturer: —_————
/
Modet
V4 Onsite:
/
7 T/04/2024
- /
‘Asset Type, Manutscturer fieid(s) left blank, 5 m
st o g eibrn ‘I 12:00 AM o
P—— II Tadery
/
Third party allocstion: / Tetal maintenance time:
00:00

Total travel time:

00:00
Phone Mumber:
oaapTTIeE I
Glosedonm inorflion:
Rootomse:  f
R —

cssusea

Totsl maintansnes time:
o000

Total travel time:

e H: 4 al 4G [

bench-uat.cityonsite.com.au A
°C| onsite —
workbench —

Nearby jobs
vl think:safe.

Browse Health & Safely Documents
All jobs for Overhill Dale Refrigeration P/L

Jobs allocated to me
Site Somerton 321D
Job Id 9238461
Callout Date  T1/03/202412:03 PM

Fault Service Pressure Vessel

Notes View Noles
Allocated To
Internal
Company . OVERHILL DALE REFRIGERATION
Name TP
Technici
e an : David Fitzpatrick
Name
Ernail : DAVID@FITZPATRICK.ID.AU
Phone Number : 0431907345
Status : Callout
Allocated To
12/03/2024 07.58 AM

Allocated 12/03/2024 07:58 AM
On

@ Download Work Order

Select the job to be updated by tapping on the Job
number from the list of assigned jobs.

Update the details of the job and select Save
Closedown

Once all jobs have been updated onsite select the
Done option at the top left of screen above the City
Onsite Workbench logo.

thinkzsafe.
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Step 7 — Signing Out of Site

Step 8 — Visit Summary & Sign-out Confirmation

Welcome David Fitzpatrick

You have successfully signed-in to Somerton 9321D
and have satisified the compliance requirements.
Once you have completed the job, please update the
details below while onsite.

Sign out of Somerton 9321D

View/closedown you job here :

WORKBENCH

Sign out: visit summary and sign-out

confirmation
Visit Summary
#9238461 R
Pressure Vessel SRR X
Job details
#9238462

) % Not Updated
Refrigeration Alarm Panel

Job details

Sign out confirmation

Signing below indicates that you have left any working
space on this site in a fit and safe manner

Please initial here with your finger

Step 9 — Return to Dashboard

Welcome David Fitzpatrick

You are logged in to City Onsite.

B2  QRCode Signin
“= Sign-in Via GPS

All Jobs & Remote Fixes

Somerton 9321D
#9238461 v
Pressure Vessel

Burwood East 2671A
#9238874

0il Separator

[F) ETA 04-04-2024 08:17 AM

Burwood East 2671A
#9238873

Airlines

[E ETA 09-04-2024 08:15 AM

Eastland 5420T

#9238248

Air Handling Units v
(5 ETA 06-03-202410:00 AM

Select the Sign out of <location name> button.

Reconcile onsite updates with originally stated
Reason for Visit. Jobs updated will be marked with a
green tick. Jobs not updated will be marked with an
amber hazard.

Sign the sign out confirmation with a finger and
select the Confirm Sign out button.

The application will navigate to the City Onsite
dashboard screen ready for sign-in to next site.

think:sa

fe.
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The following table lists the changes made to this document:

Version ‘ Date Amended By ‘ Brief summary of changes
1 11/04/2024 | D. Fitzpatrick Document formatting, screenshots, and content.
2 10/05/2024 | K. Chang Minor wording and screenshot update.
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