CAFM WAY USER GUIDE

CAFM Way Web App

The facility management workspace each company uses to run its buildings,
teams, contractors, work orders, stores, finance and ERP link.

app.cafm-way.com - Last updated: 26 Sep 2026
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Getting started

This guide follows one company, Oasis Facilities Management, from its first sign-in to daily operations.
Its account was created through the path described in the Platform Console guide. It manages Oasis
Business Park: one area (North Campus), office towers A, B and C with floors and rooms, a visitor car
park and a central garden.

Sign in

Who: any company user with web access (administrators, managers, supervisors, helpdesk, finance,
procurement)

Where: app.cafm-way.com

1 Open app.cafm-way.com .

2>  Tochange the language, use the language button in the top corner. It offers English, du,=ll,
fé<t and gs)l. Arabic and Urdu switch the whole screen to right-to-left.

3 Enter your email and password, then click Sign In. Remember me keeps you signed in on

this browser.

CAFM Way User Guide — CAFM Way Web App 4/359



% CAFM Way

Smarter Facilities.
Better Buildings.

The complete Computer-Aided Facilities Management

platform for modern enterprise operations.

Work Orders PPM Calendar Asset Tracking SLA Monitoring Helpdesk QR / RFID

Figure 1 The sign-in page

NOTE

without an account ask to join.
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Welcome back

Sign in to your admin account

Email address

B you@company.com

Password
@ ........ Sy
Remember me Forgot password?

New to CAFM Way? Request access

CAFM Way - by GXPWAY Software & Digital Solutions

else gets an account from their administrator (see Add a user). Request access lets someone

¥ English ~

The first administrator's details arrive by email when CAFM activates the subscription. Everyone
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Find your way around
The workspace has three fixed parts:

* The sidebar groups every screen by job. Each section folds and unfolds, and Collapse at the
bottom narrows it to icons. You only see the screens your role allows.

* The top bar holds the search box, the language and dark-mode switches, notifications, settings
and your account menu. Press 3K (Ctrl+K on Windows) anywhere to search work orders, tickets,
assets and locations.

* The page itself, with its own tabs and buttons.

= oOverview > Dashboard Q  Search work orders, asset: F English ~ & Dark ® Oasis Facilities Management ﬂ @ @

Sep 26,2026 - LIVE OPERATIONS

System Overview

ai Dashboard

Work orders, assets, and SLA health across your facilif
Exec Dashboard

Last30days  This quarter

LS 0 open ® 0,0h avg A SLA breaches: 0 Lo 0 active 22 technicians online PE open tickets
3 100.0% 0 0 0 0
Active Work Orders SLA Compliance Overdue Tickets Total Assets Active Users Service Requests
Quick Actions
2, New Work Order 3 Raise Ticket LD Register Asset {5l Schedule PPM +& Add User 1 View Alerts
Work Orders Completed WO Status
Last 7 days Current distribution

uotation

3

er Quotation

Order

»ds Receipt

B Open 0 0%
2319 2419 B In Progress 3 33%

mar A-Mansourl 9!
@ Completed @ Completed 6 67%

Figure 2 The dashboard and the sidebar
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Sidebar section

OVERVIEW, KPIS

WORK ORDERS

PURCHASES

ACCOUNTING &
FINANCE

ASSETS &
FACILITIES

INVENTORY

HEALTH & SAFETY

USERS

WORKPLACE

SYSTEM

What you do there
Dashboards and performance indicators

Work orders, PPM, SLA escalation, snagging,
incidents

Suppliers, contractors, quotations, purchase orders,
receipts, invoices, payments

Ledger, budgets, fixed assets, tax, reports

Assets, locations, equipment, fleet

Items, warehouses, stock
Permits, risk, checklists, observations, training, PPE

Users, roles, shifts, rosters, leave, organisation &
SLA

Space booking, waste, documents

Notifications, messages, settings, branding,
integration, audit, subscription
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Covered in

Dashboards & KPIs

Work orders

Contractors, Purchasing

& stores

Accounting

Locations & assets

Purchasing & stores
Health & safety

Organisation & users

Workplace

ERP integration,
Subscription
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Recommended setup order

A new company already has a lot in place on day one: the facility hierarchy it registered, a standard
department tree, work categories, SLA calendars, a priority matrix, a chart of accounts and the
administrator's account. To be ready for work orders, complete these steps in order:

1 Organisation: review departments and work categories, and add what is missing
(Organisation & SLA).

>  People: create users for supervisors, technicians, the helpdesk, finance and requestors

(Users).

3  Places and equipment: check the location tree, print QR labels and register assets

(Locations, Assets).

Contractors: add contractor companies, their contracts and their users (Contractors).

5 Stores and finance: items, warehouses, suppliers and accounting settings (Purchasing &
stores, Accounting).

6 Integration: connect your ERP if you use one (ERP integration).

After that, requests and work orders can flow: Work orders, plus the Technician app and Requestor app

guides.
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Organisation and users

Set up who does the work and how work is classified. Most of this is ready-made for a new company; you

review it and add what is specific to you.

Organisation & SLA at a glance

Who: FM administrators (needs the manage permissions right)

Where: USERS - Organisation & SLA

The page has six tabs, with a count on each:

Tab

Departments

Job Ladder

Classification

Standard
Tasks

SLA
Calendars

Priority Matrix

Holds

The department tree, from the whole FM
organisation down to leaf teams (HVAC,

Electrical...)
Job levels and seats per department

Work categories and sub-categories ("works")

A library of standard jobs, with permit flags

Working calendars and shift windows

Priority = impact x urgency, and the SLA target
per priority
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Used by

Users belong to a department;
teams own work categories

Job titles when adding users

Every ticket and work order is
classified by these

Linked to sub-categories and
PPM

SLA time counting

Work-order priority and
deadlines
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Oasis Facilities Management ~ Organisation Structure -
< + |

Refresh @
Department tree, job ladder, task library and SLA configuration

= Users > Organisation &SLA @ 1 wor 5,28 F English ~ & Dark

85 Dashboard 1§ Departments B9 JobLevels &  Categories &  Standard Tasks

il Exec Dashboard 14 33 8 14

10 leaf teams 0 of 8

18 sub-cat 5 need a permit

Facilities Management ru

88hall s

Hard Services HaRD

~ Unassigned

Shifts

{3 Roster

6% Leave Management

Electrical Team  ELEC
Roles & Permissions - i i Unassigned
slyaSl &

“l§ Organisation & SLA
Plumbing Team pLmB

- & Unassigned
ReD)

@ Omar A-Mansouri P
Fm Admin

Figure 3 The department tree with the new Elevators Team under Hard Services
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ents 14 Job Ladder 33 Classification 8 Standard Tasks 14 SLA Calendars 3 Priority Matrix 16

Q_  Search departments % Expandall X Collapse all

B cc-1150

@ Oasis Facilities Management

Q

Calendars

3

17 shift windows

1 Qroles & 0 staff

@ Oroles 2, O staff

@ 0 roles

@ 4roles

© 4 roles

@ 4roles

2

&, 0 staff

o

Branch

Branch

Leaf team

Leaf team

Leaf team

Leaf team
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Add a department

1 Onthe Departments tab, click New department.

2  Choose the parent department. Choosing Root department creates a new top-level
branch.

3 Enter a short code (for example LIFT ), the English and Arabic names, and the cost
centre used for accounting.

. Optionally pick the department manager.

5  Click Create department.

L N X

New department
Add a branch or team to the organisation tree

PARENT DEPARTMENT

«f — Hard Services (HARD)

CODE

# LIFT

NAME (ENGLISH)

@5 Elevators Team

NAME (ARABIC)

X

COST CENTRE (OPTIONAL)

g CC-1150

MANAGER

[.": omar@oasis-fm.test - J

Figure & Creating the Elevators Team under Hard Services

The tree shows each department as a Branch (it has sub-departments) or a Leaf team (people and work
sit here), with its role and staff counts. Use Expand all / Collapse all and the search box to find a team.
Click the pencil on a row to edit it.

CAFM Way User Guide — CAFM Way Web App 11/359



BUSINESS RULE

Codes must be unique under the same parent. The tree has a maximum depth; to classify work
more finely, use categories rather than deeper departments.
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Add work categories ("works")

Work categories answer what kind of work is this? Each category belongs to a department. That
department's team receives the work, unless a contractor's contract covers the category (see
Contractors).

= Users > Organisation & SLA Q. Search work € 35| # English ~ & Dark ® Oasis Facilities Management Q

Organisation Structure ¢ refiesh | (R

Department tree, job ladder, task library and SLA configuration

20 Dashboard 1 Departments 5 JobLevels & Categories @  standard Tasks Calendars
1l Exec Dashboard 14 33 8 14 3
10 leaf teams 0 of 80 seats filled 18 sub-categories 5 need a permit 17 shift windows
Departments 14 Job Ladder 33 Cla Standard Tasks 14 SLA Calendars 3 Priority Matrix 16

Q,_ Search classification

» HVAC Hvac
> |l 181 HVAC Team s Local Team | 4 sub-categories = /2 O
Sl
A Electrical EeLec N B 8
> IEaa 22 Electrical Team 2 Local Team 3 sub-categories = S O
el
Plumbing FLMB
> B 9 3« Plumbing Team 2+ Local Team 2 sub-categories = S O
hifts Slall
3 Roster . Fire&LifeSafety ris - o
> | . 224 Fire & Life Safety . Local Team | 2 subcategories =/ ©
3l (o doslull
R Leave Management
) Roles & Permissions . Cleaning oy _ _ N
- > & :2: Cleaning Team :2: Local Team 3 sub-categories = & O

aslaill
“i§ Organisation & SLA
Landscaping LAND

> s i % Landscaping Team 2 Local Team 1sub-categories = 4 ©
ilasdl Saaii

@ Omar Al-Mansouri
Fm Admin

Figure5 Work categories, each with its owning team and who executes it

Add a category

1 Onthe Classification tab, click New category.
2>  Choose the owning department, enter a code and the English and Arabic names.

3  Leave the executor on Local Team. When a contractor's contract covers the category, the
system routes the work to the contractor automatically (see Route work to the
contractor).

i  Click Create category.
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»  New work category
99 Categories classify incoming work and route it to a team

OWNER DEPARTMENT
sfs — — Elevators Team

CODE

# LIFT

NAME (ENGLISH)

© Elevators & Escalators

NAME (ARABIC)
B Syl plilully selaall

TARGET

[;,g-. :2: Local Team x ]

@ Target decides who a work order in this category can be assigned to: your
own teams, an external contractor, of both. A sub-category can override it

Cancel + Create category

Figure 6 A new category: Elevators & Escalators, owned by the Elevators Team

Add sub-categories. Sub-categories are the level requesters and dispatchers actually pick, such as
Elevator breakdown.

1 Click the Add sub-category icon on the category's row.
5 Enter a code and the English and Arabic names.

3 Set the default urgency (U1 is the most urgent) and the minimum grade of technician
allowed to do the job.

Optionally link a standard task, and switch on Requires an asset or Requires a permit
when the job always needs one.

5  Click Create sub-category.
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- New sub-category

Under Elevators & Escalators
CODE
# BRKDN

NAME (ENGLISH)

©  Elevator breakdown

NAME (ARABIC)

=

DEFAULT URGENCY MINIMUM GRADE

4+ U1 2 L2

TARGET

:2:  Inherit from category (Local Team)

STANDARD TASK

@ No linked task
Requires an asset

Requires a permit

-
®

Figure 7 Elevator breakdown: urgency U1, asset required

CAFMW = Users > Organisation & SLA Q. Search work orders, asse ¥ English ~ & Dark ® Oasis Facilities Management Q :::‘;3 0

Oasls Facllities Management

Organisation Structure @ Refresh

Department tree, job ladder, task library and SLA configuration

1 Departments Job Levels & Categories & sStandard Tasks Calendars

14 33 9 14 3

10 leaf teams 0 of 80 seats filled 21 sub-categories 5 need a permit 17 shift windows

Departments 14 Job Ladder 33 Classification 9 Standard Tasks 14 SLA Calendars 3 Priority Matrix 16

Q. Search classification..

HVAC Hvac
wausall

HVAC Team 4 Local Team | 4 sub-categories = & ©

Elevators & Escalators  LIFT
v I 22 Elevators Team s Local Team | 3 subcategories = / ©
iS)ozall pliludly aclaall

Suppliers
@ Elevator breakdown BRKDN anaall Jue 5 i Local Team & urgencyU1 (12| &
Contract
® Passenger entrapment ENTRAP Ol st s Local Team &  urgency Ul (12| /'
t for Q tion
@ Monthly lift inspection  LIFTPM asmaall gpgidl Ganall i Local Team »  urgencyU3 (12 /°

er Quotat
[eLuotation @ Add sub-category

Electrical €eLEc :

> i 2 Electrical Team 22 Local Team 3 sub-categories = S ©
lygSUl
Plumbing pLMB

> N 9 sa: Plumbing Team i LocalTeam |  2subcategories = # ©

ASlall

Omar Al-Mansouri

Figure 8 The new category expanded with its three sub-categories
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EXAMPLE
Oasis added Elevators & Escalators with three sub-categories: Elevator breakdown (U1),
Passenger entrapment (U1) and Monthly lift inspection (U3). Once Lift Tech Qatar's contract

covered this category (see Route work to the contractor), lift work started going to the contractor
instead of the in-house team.
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Job ladder, standard tasks, SLA calendars and the priority matrix

These tabs come pre-filled and usually need only small changes.

Job Ladder: job levels per department and how many seats each has. The job titles offered
when you add a user come from here.

Standard Tasks: reusable job definitions, such as Filter replacement, with an indication of which
ones need a permit to work.

SLA Calendars: the working hours and shift windows SLA clocks run against.

Priority Matrix: how impact (how much of the site is affected) and urgency (how fast it gets
worse) combine into a priority, P1 (critical) to P4 (low), and therefore the SLA target. Below the
matrix, SLA pause reasons list the states in which the SLA clock stops.

= Users > Organisation &SLA @ A English ~ & Dark | ® Oasis Facllities Management o = €

Organisation Structure

C Refresh |+ Newjo
Department tree, job ladder, task library and SLA configuration g

Dashboard Departments £ JoblLevels &b Categories @&  Standard Tasks Calendars
s Exec Dashboard 14 33 9 14 3
10 leaf teams 0 of B0 seats filled 21 sub-categories 5 need a permit 17 shift windows
\, Work Orders Departments 14 Job Ladde 3 Classification ¢ Standard Tasks 14 SLA Calendars 3 Priority Matrix 16
PPM Calendar Q. Search job ladder...
4 SLAEscalation
i 2. HVAC Team 0/ 10 staffed
» Snagging
A su  Supervisor ) .
A Incidents = rank 10 Za 0of 1seats /
Cipdio
First Technician ac " D ,
= rank20 % 0of2seats 7
Suppliers Jol e
%> Contractors Technician = rank30 S Oof 4 seats ¥ |
s) Request for Quotation
Helper L
; = rank 40 7
=] Supplier Quotation fE
g hutonasCider = Electrical Team 0/10 staffed
~ Goods Receipt ;
Gl swe  Supervisor _ "
m = rank 10 Ja 0of 1 seats 4
First Technician R _— ;
@ OmarAlMansoisi g = rank20 % 0 of 2 seats 7
Fm Admin

Figure9 Job ladder
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= Users > Organisation &SLA Q@ F English = & Dark @ Oasis Facllities Management Ial
Organisation Structure & ratieeh B
Department tree, job ladder, task library and SLA configuration
Dashboard Departments B9 JobLevels &  Categories @& Standard Tasks Calendars
Exec Dashboard 14 33 9 14 3
0 leaf teams 0 of 80 seats filled 21 sub 5 need a pel 17 shift windows
RK ORDERS
Work Orders Departments 14 Job Ladder 33 Classification ¢ tandar SLA Calendars 3 Priority Matrix 16
PPM Calendar Q, Search standard tasks
SLA Escalation
Deep clean area  CLN-DEEP-001
Snagging > @ s FZI : :a Cleaning Team e
Incidents 180 min %3 crew ) min on site 30 min curing 90 min total cycle 1
HASES
Suppliers > & 8 Cleaning Team A
Contractors 30 min labour %1 crew on site 30 min total cycle 2 steps 2 sub-categories
Request for Quotation
i i ELEC-DB-001 ve king permit
. e Distribution board thermography L T ShectisiFeom -
Supplier Quotation Aol lhell geaill
Purchase Order 120 min labour x2 crew onsite | 60min fotalcycle 3 steps 1 sub-category
Goods Receipt
Standby generator load test ELEC-GEN-001  Hot works p
> @ V8 itk i& Electrical Team [0 =
Lasl
180 min labour X2 crew ite 30 min curing 120 min total cycle 3 steps ategory
Omar Al-Mansouri
Fm
Figure 10 Standard tasks
= Users > Organisation & SLA Q ¥ English ~ & Dark ® Oasis Facilities Management fa}
Oasls Facilities Management H H
Organisation Structure @ Refesh B
Department tree, job ladder, task library and SLA configuration
OVE N
88 Dashboard Departments & JobLevels &  Categories @ Standard Tasks Calendars
Dashboard 14 33 9 14 3
0 leaf teams 0 of 80 seats filled 21 sub 5 need a pel 17 shift windows
WORK ORDERS
€, Work Orders Departments 14 Job Ladder 33 Classification ¢ Standard Tasks 14 s Priority Matrix 16
[ PPM Calendar Q, Search sla calendars
i SLA Escalation
o tar 24x7 Ei QA_24X7
[ Snagging Star2dcd Emereney ® As 24 %7 - clock never stops

2457 o ts,lglo

Incidents

Covers every hour of every day — no shift windows

PURCHASES

b Suppliers Qatar 8x5 Working Hours  aa 8xs

8x5 b Jasll Dlelu

Contractors
STANDARD SEASON 5 v

[§) Request for Quotation

07:00-16:00 07:00-16:00

07:00-16:00 07:00-16:00
E] Supplier Quotation

SUMMER 5 windows
2 Purchase Order i

06:00-14:00 06:00-14:00 06:00-14:00 06:00-14:00

(¥ Goods Receipt

EXCEPTIONS

@ National Sports Day 10 Feb 2026 @ Eid Al Fitr 19 Mar 2026 — 23 Mar 2026 @ Eid Al Adha 26 May

Omar Al-Mansouri

Figure 11 SLA calendars
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07:00-16:00

06:00-14:00

29 May 2026

‘Qatar

@ Qater National Day 18 Dec 2026

Calendar hours
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sers > Organisation &SLA Q@ 1 wor g ¥ English ~ @& Dark | @ OasisFacilities Management (1 £8%

. CAFMV =
Facilit

Oasis Facilities Management ~ Organisation Structure

Department tree, job ladder, task library and SLA configuration

C Refresh

Dashboard 2 Departments B9 JobLevels &  Categories @& Standard Tasks Calendars

33 14 3

17 shif

¢ Dashboard

ORDE!

Work Orders Departments 14 Job Ladder 33 Classification ¢ Standard Tasks 14 SLA Calendars 3

PPM Calendar Q_  Search priority matrix.

Priority = impact x urgency ®Pl @P2 ®P3 @ P4
Snagging Impact is how the site is affected; urgency ast it degrades. Together they pick the SLA target
[nciderts Urgency 1 Urgency 2 Urgeney 3 Urgeney 4
P
r— P1 P1 P2 P3
Critical Critical h Medium
Suppliers
Contractors Impact 2 P1 P2 P3 P3
Critical Medium Medium
Request for Quotation
P2 P3 P3 P4
Supplier Quotation Impact:s %
Medium Medium Low
Purchase Order
(- P3 P3 P4 P4
Goods Receipt Medium Medium Low
SLA pause reasons 6 configured

@ Omar A-Mansourl While a
Fm Admin

Figure 12 Priority matrix: impact x urgency
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Users

Who: FM administrators

Where: USERS - Users & Roles

The list shows every account in the company with its role, department, status, last sign-in and two-factor
state. The tiles at the top count all, active and inactive users and the roles in use. Filter by name, role or
status, or click a role chip (for example Technician) to show only that role.

=  Users > Users&Roles =~ Q Search work orders, assets, ¥ English ~ & Dark | @ Oasis Facilities Management ()

Oasis Facilities Management ~ g Users & Roles o
2 Import CSV + User
17 users - Multi-tenant RBAC

[&) Purchase Invoice

=) Payment Entry
! y .. 17 14 3 o 7
2 @ (0]
Total Users Active Inactive Roles In Use
Q. Search name, email or employee i Allroles - @ Allstatuses  ~
@ Technician 3 @ Finance 1 ® System Admin 1 @ FM Manager 1 @ Helpdesk 1 ® Requestor 1 @ Supervisor 1
Show only Technician _ " -
2. Users & Roles i sl (anll A J9abs 5T 2FA
& sts i
[ Guests gr Bilal Rahman Contractor Rapid Fire Systems @ Active Neves &
« bilal.rahman-3@rapid-fire-systems.contractor. local
@ Sshifts
HK ‘Hassan‘ Kam‘al T Ia———— Contractor BluePipe Plumbing Co. © Disabled Neve &
% Roster . hassan kamal-3@bluepipe-plumbing-co.contractor local
R Leave
i CesteManacam ent LM Layla Mansour Contractor GreenScape Facilities © Disabled Never &
« layla.mansour-3@greenscape-facilities.contractor.local
) Roles & Permissions
] = Ms Marlmcud %aeed. - g Contractor Al Noor HVAC Services @ Active Never &
%8 Organisation & SLA . mahmoud.saeed-3@al-noor-hvac-services.contractor.local
Nadia Haddad Contractor Gulf Climate Control © Active Neves R

. nadia.haddad-3@gulf-climate-control.contractor.local

Omar Al-Mans ) i
0A System Admin - ©@ Active 22m ago )
. Operations@ e

Y Reports

© Approvals
s Omar Al-Mansouri = e F a
Showing 1-17 of 17 25/page ~ 1/1
Omar Al-Mansouri
Fm Adrr

Figure 13 All users, including the contractor accounts
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CAFMWay = Users > Users&Roles  Q Searchwo : % English = & Dark | @ Oasis Facilities Management = (1 132

Oasis Facilities Management

Users & Roles

£ |Import CSV + Add User
3 users - Multi-tenant RBAC
[&) Purchase Invoice
&) Payment Entr
y v = 3 o 14 K 7
Total Users Active Inactive Roles In Use
QUNTING
Q, Search name, email or employee Techniclan (3) = @ Allstatuses  ~ O Clear
® Technician 3 ® Finance 1 ® System Admin 1 # FM Manager @ Helpdesk 1 ® Requestor 1 @ Supervisor 1
gl / @udl ol el Akl soab 51 2FA
[ '-.?J"S” Al Technician HVAC Team @ Active Neve &
+ khalid@oasis-fm.test

@® Shifts

[ g echnician Electrical Team @ Active Neve &
% Roster 4
R Leav i
i CesteManacam ent " penlul chusgy Technician Elevators Team © Active Neves &

+ yousef@oasis-fm.test
) Roles & Permissions
%8 Organisation & SLA
Y Reports
© Approvals
Showing 1-3 of 3 25/page ~ 1/1

@ Omar Al-Mansouri
Fm Admin

Figure 14 Filtered to technicians

NOTE

Contractor responsible persons also appear here with the role Contractor. They are created from
the contractor's page (see Contractor users), and they count toward your user seats.
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Add a user

1 Click Add User. A three-step form opens.
2> Identity:

o Enter the full name, phone, email (used to sign in), and a password twice.

o Choose the Department, then a Job Title from that department's job ladder.

o For technicians, add at least one routing skill: pick a work category (and optionally a
sub-category), then click Add this skill. Routing skills decide which jobs the system
suggests for this person.

ka Add New User

Khalid Al-Kuwari - Technician

@ Identity 2 Role & Access

=1 khalid k@oasis-fm test

ISy §  ceemeeneneen

Jab Title

HVAC Team - HVAC - Routing Salectiotilla
No job levels defined for this department

Routing skills

HVAC (all) X

Notes (optional)

Any anboarding notes or special access requirements..

Step 10f3 Cancel > Continue

Figure 15 Step 1: identity, department and routing skills

3  Role & Access: choose the system role and the account status (Active, Inactive or
Pending).
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ka  Add New User

Khalid Al-Kuwari - Technician

° Identity @ Role & Access 3 Notifications

FM Manager

Manage work orders, assets, PPM, budgets and reporting

M

Supervisor
Qversee technician teams, approve WOs and review SLA compliance

Finance
Access purchase orders, invoices, budgets and cost centers

Helpdesk

Create and manage helpdesk tickets and requester communications

Technician
View and complete assigned work orders and checklist tasks

Requestor
Submit maintenance requests and track ticket status

Account Status

® Inactive ® Pending

Step 2 0f 3 €« Back Cancel

Figure 16 Step 2:role

Role Typical user Can

System IT / owner Everything, including settings and permissions

Admin

FM Manager Facilities manager Work orders, assets, PPM, budgets, reports

Supervisor Team leader Oversee technicians, approve work orders,
watch SLA

Finance Accountant Purchase orders, invoices, budgets, cost
centres

Helpdesk Call centre Create tickets and talk to requesters

Technician Field staff See and complete assigned work (Technician
app)

Requestor Occupant / tenant Raise and follow requests (Requestor app)

staff

t  Notifications: check the summary and the onboarding options (welcome email, two-
factor setup), then click Create User.
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ks Add New User

Khalid Al-Kuwari - Technician

Khalid Al-Kuwari
KA  Khalid k@oasis-fm.test

Technician Active

©Onboarding Options

Send welcome email
¥ Email the user their login credentials and platform access guide

©
©

Qe Enforce 2FA setup on first login
User must configure TOTP before accessing any module

® Multi-tenant scope
This user will be created under Oasis Facilities Management and will only have access to that
company's data. All actions will be scoped by company_id

Figure 17 Step 3: onboarding options

The user gets the next employee number (for example EMP-0003 ). Technicians and requestors use
their email or employee number to sign in to the mobile apps.

[
EXAMPLE

Oasis created its first team this way: @Igﬂl ML= (HVAC technician, EMP-0003), UMI @40

(supervisor), @p_leI Jaud (electrical technician), euolpl cawg (lift technician), @&Ql )9
(helpdesk), (5),0.” Jda=> (requestor) and L,o.&aﬂ assle (finance).
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Manage a user
The : menu at the end of each row offers:

* View details

e Edit user

¢ Reset password

* Manage roles

* Sign out of all devices
* Deactivate

CAFMWay = \Users > Users&Roles Q. ¢ K or assets, T English = @& Dark  ® Oasis Facllities Management a =

Oasls Facllities Management g

Users & Roles £ Import CSV + Add User
3 users - Multi-tenant RBAC
[8) Purchase Invoice

&) Payment Entr:
=) Pay Y - ] 14 3 s 7

& © 0]

Total Users Active Inactive Roles In Use
OUNTING

Q. Search name, email or employee i hnician (3) - @ Allstatuses  ~ O Clear
HEALTH

@ Technician 3 @ Finance 1 ® System Admin 1 ® FM Manager 1 ® Helpdesk 1 @ Requestor 1 ® Supervisor 1
USERS

Users & Roles 20l / ol s9l P Lt y9als 35T 2FA

o (R
(3 Gue sl Technician VAC Tearr @ y ) .

B Kholid@oasis-fm.test ik H¥AGTesm i) N & View details

Shifts i . # Edituser
(0 ‘5""“” Jasd hnician Electrical Team © Active N
o~ Reset password
e T o pesblchun Technician Elevators Team © Active N @ Manage foles
. yousef@oasis-fm test
O Roles & Permissions [+ Sign out everywhere
™3 Organisation & SLA @ Deactivate
WORKPLACE
) Reports
© App
Showing 1-3 of 3 25/page ~ 1/1

@ Omar Al-Mansouri
Fm Admin

Figure 18 The actions menu of a user
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S)lsSl >

khalid@oasis-fm.test

 Technician @ Active © 2FA off

Department Job title
HVAC Team

Employee ID Phone
EMP-0003 +974 5550 2101

Last seen Account type

Never SYSTEM USER

Security Access

¥ Needs 2FA ' Enabled

#. Routing skills

O HVAC

X Cancel

Figure 19 User details: department, employee number, security and routing skills
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Roles and permissions

Who: FM administrators

Where: USERS - Roles & Permissions

The Overview tab links to every permission tool with a short explanation.

= Users > Roles & Permissions @ 1 < orders 3 Fa English ~ & Dark @ Oasis Facilities Management n

Oasis Facilities Management ~ ROIeS & PermiSSionS

Roles, profiles & permissions - Multi-tenant RBAC

[8) Purchase Invoice

&) Payment Entry ow

Role Matrix Roles Role Profiles Module Profiles User Types User Permissions Page & Report Document Shares Logs

) How access is resolved

& Roles o Doctype permissions &= User permissions
Who someone is What that role may do Which records they may touch

Manage access

Everything that decides what a user can see and do

lgoPl ddghumn [ fa g8l 14 & sl olals 4

£95 JSJ aS)Lisally Jludly B3llg slisifly 1l delal Lo 35 s (309 sgpasinzunall b siunall flosncl lg %] 832l Bgkaing painiusall e 31kl alaniwdl Baled Al gl o=

Leave Management

8 Oleglolak 5 G ueaizanall glosl 2 Osesinzaall Slso 0
Roles & Permissions
e 5 all olasgll il duslyibdl gl aogg lals s
™8 Organisation
WORKPL B pddly dadall < Ol O Lie 0 0D Odsuwall

Jop Judls f doniess 7ud LgiSias il lg 33l 33>

0 go 135l Yo ] 83219 Bral Jguog azib gl )30 (og I3ls

(Y Reports

Reference
&) Aporovals Read-only views that explain the permissions in force.
Sa Effective permissions 7 3 Permitted documents .~ Document share report »

Omar Al-Mansouri
Fm Admin

Figure 20 Roles & permissions overview
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Tab Useit to

Role Matrix Tick what each role may do per document type: read, write, create, delete, submit,
cancel, amend, report, import, export, print, email, share

Roles See all 14 standard roles, their module and code; duplicate one to make your own
Role Profiles Bundle roles to assign together

Module Choose which modules a group of users can see: Full Access, Operations Only,
Profiles Finance Only, Field Technician, Read-Only Auditor

User Types Classify accounts, for example System User or Restricted User

User Limit a user to specific records, for example one project

Permissions

Page & Report Choose which roles can open a page or report

Document One-off access to a single record

Shares

Logs Who changed permissions, and who exported or printed what

CAFMW = Users > Roles & Permissions @ Search work orders, ass ¥ English ~ & Dark | ® Oasis Facilities Management (1

Oasis Facilities Management ~ ROIeS & PermiSSionS

Roles, profiles & permissions - Multi-tenant RBAC
[8) Purchase Invoice

&) Payment Entry Overview ole Matrix Roles Role Profiles Module Profiles User Types User Permissions Page & Report Document Shares Logs

DocType: Report - 24 Role 3 B 0
Role Source Level Owner Select Read Write Create  Delete  Prin Email  Report Import Export Share  Set Perms
Report Viewer Standard 0 No ] V] O O || ™ H ] v/ O O (H |
22 Users & Roles
S Ao wws 0 % ® M 0 0O 0O M 0O ® O & O O
£ Guests
@© Sshifts Finance Officer Standard 0 No v/ 0O O 0 ]| O - 0 0
5 Roster FM Administrator Standard 0 No ™~ [/ ] ] /] /| ] 3 /| (H |
fy ‘eaveManagement Procurement Officer  Standara 0 No 2 O O O O 2 O O 0O
O Roles & Permissions
HSE Officer standard 0 No O O d O O B O O
P8 Organisation & SLA
FM Manager Standard O No ] = ] ] ] | ] V] (H |
WORKPLACE
SYSTEM X Asset Manager Standard 0 No O O O 0 ] O O O
R ts
6/ Repor Helpdesk Agent Standard 0 No O [l I | O O O || ) O
© Approvals = i
Supervisor Standard 0 No /| O 0O ] | H ] O (=) (H |

Omar Al-Mansouri
Fm Admin

Figure 21 Role matrix: permissions per role for a document type
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sers > Roles & Permissions Q

Oasis Facilities Management

Roles & Permissions
Roles, profiles & permissions - Multi-tenant RBAC

[&) Purchase Invoice

=) Payment Entry Overview Role Matrix ol Role Profiles Module Profiles

ILITIES Q  Search roles by name/slug/module..
Asset Manager
Slug: asset_manager - Module: assets

Auditor
Slug: auditor - Module: compliance

Users & Roles

) Guests

Contractor
Slug: contractor - Module: work_orders

FM Administrator
Slug: fm_admin - Module: settings

¢ Leave Management

FM Manager
Roles & Permissions Slug: fm_manager - Module: work_orders
% Organisation Finance Officer

Slug: finance_officer - Module: finance
KPLACE

HSE Officer

Slug: hse_officer - Module: incidents

Y Reports

Helpdesk Agent

@ Approvals Slug: helpdesk_agent - Module; helpdesk

Total: 14
Omar Al-Mansouri

Figure 22 The standard roles

. CAFMV = users > Roles & Permissions Q@
F s

Oasls Facilities Management

Roles & Permissions
Roles, profiles & permissions - Multi-tenant RBAC
[8] Purchase Invoice

) Payment Entry Overview Role Matrix Roles Role Profiles Aod

Q  Search module profiles

Field Technician
Only dashboard, work orders, PPM, assets, locations, resources, notifications,

Finance Only
Blocks all operational modules.

Users & Roles

# Guests

Full Access
Shifts Blocks nothing
Roster Operations Only

Blocks finance, purchasing, subscription, users, customization.
% Leave Management

Read-Only Auditor

Roles & Permissions Blocks users, customization, subscription

5 Organisation & SLA

WORKPLACE

Y Reports
© Approvals

Total: 5

@ Omar Al-Mansouri
Fm :

Figure 23 Module profiles
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User Types

User Types

¥ English ~

User Permissions

# English ~

User Permissions

& Dark @ Oasis Facilities Management Ial 8

Page & Report Document Shares Logs
Standard D Duplicate
Standard D Duplicate
Standard 0 Duplicate
Standard D Duplicate
Standard 0 Duplicate
Standard 0 Duplicate

Standard 0 Duplicate
Standard D Duplicate
Page 1 of 1
& Dark | ® Oasis Facilities Management n =
Page & Report Document Shares Logs

Standard

Standard

Standard

Standard

Standard

Manage Modules

Manage Modules

Manage Modules

Manage Modules

Manage Modules

Page 1 of 1




TIP

Change the standard roles as little as possible. When you need a variation, Duplicate a role and
adjust the copy, so updates to the standard roles still reach you.
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Locations and assets

Everything in CAFM Way happens somewhere and often to something. Locations and assets give each
request and work order that context, and every one of them has a QR code that people can scan.

The location hierarchy

Who: FM administrators and managers

Where: ASSETS & FACILITIES - Locations & Spaces

Locations form a coded tree: project » area > building > floor > room, with open spaces (car parks,
gardens) under an area. Every level gets a coded ID built from its parents. For example
0B-5140-AR1-B1-F1-R1 is the Reception room: project OB-5140, area 1, building 1, floor 1, room 1.

The chips above the tree compare what you use with what your subscription allows: areas, buildings,
spaces and assets.

= Assets & Facilities > Locations & Spaces ¥ English ~ & Dark ® Oasis Facllities Management fa) 8

- “8 Hierarch
Oasis Facllities Management y il Reception @ upl . Foom
= Oasis Business Park F =
[} Purchase Invoice ¥ B o5 0 s O
Coded ID OB-5140-AR1-B1-F1-R1 D
m North Campus P
) Payment Entry v m wn“u-mnl : D®AsO
B5140 Assets 0
Central Garden w5 o= Children 0
NTIN A M
0B-5140-AR1-SP2 D& 7 O
> B Tower B B®e/s0
0B-5140-AR1-82
& Asset Management .
.. Visitor Parking o -
- . A 0O& 7 O
@ Locations & Spaces OBSTAARTSP
> X5 Tower A @ S
74 Equipment [ 0B-5140-AR1-E [n] s 0
Cb Fleet& Vehicles S Hoar® O® /0
Scan to open this level
v Linear Assets > © f‘:?{Q P DR/ 0O
»» Predictive Maint. —
vig Tl e D® /0
0B-5140-AR1-B1-F
. Office 7 = -
o 0B-5140-AR1-B1-F1-R U s O
. Office 6 " o
= 0B5140-AR1-B1-F1-R6 D& # 0
sers & Roles n Office 5 [ s
B opsia0am-srrins D#~-0
@5 Guests
m Office 4 ” =
| 0
0B-5140-AR1-B1-F1-R4 D s 0
@© shifts
B BEs o
£3 Roster )
m Office 2 « P
B oesis0.ar1817 D& 70O
D®/s0

@ Omar Al-Mansouri
Fm Admin

Figure 24 The tree and the selected room's coded ID and QR code
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e Click the arrow on a level to open it. Click a level's name to see its coded ID, asset count,
children and QR code on the right.

e Theicons on each row: Copy coded ID, View QR, Rename and Delete location.

¢ Upload image attaches a photo or floor plan to the selected level.

NOTE
The structure a company entered when it registered is already here on day one. For Oasis that
was Oasis Business Park » North Campus > Tower A and Tower B (three floors each), Visitor

Parking and Central Garden.
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Add a level

1 Click Add Level.
2>  Choose the level type: Area, Building, Floor, Room or Space.

3 Choose where it sits, for example Tower A > Floor 1. The list only offers valid parents for
the type you chose.

4  Enter the name and, optionally, a short code.

5  Optionally click Upload image, then click Create.

L A K

¢’ Add Level

Level

Room
Parent floor *

Oasis Business Park » North Campus > Tower A>Fl.. ~
Name *

Server Room

Area (sqm)
[ SRV]

Level image (optional)
width: 1600 px 1200 px), 16:9 ratio.

B Upload image

Figure 25 Adding a server room to Tower A, floor 1

The new level gets the next coded ID (the server room became 0B-5140-AR1-B1-F1-R8 ).

When you go beyond your subscription

Rooms and floors are unlimited. Areas, buildings and open spaces are counted against your subscription.
If you add one beyond the limit, it is saved but marked Not submitted, and a banner explains:
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Created, but not usable yet. This facility is beyond your current plan, so nothing else in CAFM
can see it until CAFM confirms payment. Send it for pricing under Subscription > Requests.

@ Created, but not usable yet o
ismiss
This facility is beyond your current plan, so nothing else in CAFM can see it until CAFM confirms payment. Send it for pricing under Subscription — Requests.
A = Assets & Facilities > Locations & Spaces F English ~ & Dark @ Oasis Facilities Management n

Oasls Facllities Management ~ ~ - LOCaﬁDn & SpaCeS

Coded hierarchy — project - area - building - floor - room - category - asset

IE} Purchase Invoice

I Areas1/1 B3 Buildings 2 /2 +1 unpaid £ Spaces2/2 - Assets 0 / 50
&) Payment Entry
UNT NCi > “G Hierarchy 3 e
[l Reception [ Uploac > Reom
CILITIES v : i " s
- Oar:)ls‘i‘!ussness Park (8 /0
Management Coded ID 0OB-5140-AR1-B1-F1-R1 ']
« gy North Campus s, /0
@ Locations & Spaces # Assets 0
C ( Not submnted 2 e Children 0
st [n s 0
A Equipment OB-5140-AR1-B3 -
» Central Garden " P,
Ch Fleet & Vehicles ® og.5140.4R1-5P2 b#®s0
¢ Linear Assets > B I‘}’("_"?’E_ - D¥~-2 0
- Predictive Maint » Visitor Parking P -
= ops140-4R1:5P1 = s U
INVENTORY _ Tower A Y
& 0B-5140-AR1-B- O« 7 0
o Scan to open this level
& Floor B
L P — D®~Z0
rs & Roles ¢ Floor2 W
L 0B-5140-AR1-B1-F2 ]_D + /4 O
) Guests Floor 1 i
v o
¥ 0B-5140-AR1-B1F D&~/ O
~
m Server Room -
m E
OB-5140-AR1-B1-F1-R8 D s 0
Omar Al-Mansourl g Office? 2 7 0
@ Bk B ogsia0am-s1-r15 DX~ 0O

Figure 26 Tower C added beyond the limit: "Not submitted", and the building chip shows +1 unpaid

Send it to CAFM from Subscription - Requests (see Request more facilities). Once CAFM activates the
request, the building becomes usable everywhere.
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QR codes

Every location and every asset has a QR code. Scanning it with the Requestor app opens a request form
that already knows where the problem is. In the Technician app, scanning shows the jobs for that place
or asset.

1 Select a level and click the View QR icon to show its code, or select an asset to see its
code on the Overview tab.

>  To print labels for many locations or assets at once, use the QR label report in the Reports

centre.

Reception
0B-5140-AR1-B1-F1-R1

Figure 27 The QR code of a room, ready to print

TIP

Stick room QR labels by the door and asset labels on the equipment itself. Requests raised from
a scan need no typing of locations.
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Register an asset

Who: FM administrators, asset managers

Where: ASSETS & FACILITIES - Asset Management

1 Click Add Asset. The form has four steps.

>  Basic information:

o Choose the location (any level of the tree) and enter the asset name.

o Choose the category and type, for example HVAC > Chiller.

o Set the criticality, status, condition and ownership, and add notes.

CAFMWay

Oasls Facilities Management

i SLA Escalation
3 Snagging
/A Incidents

ASES

Suppliers
% Contractors
s) Request for Quotation
5] Supplier Quotation
= Purchase Order
 Goods Receipt
5] Purchase Invoice

&) Payment Entry

\sset Management

© Locations & Spaces

3% Equipment

@ Omar Al-Mansourl
Fm Adm

Figure 28 Step 1:

Assets & Facilities > Asset Management

CAFM > Assets > New Asse!

¢ Register New Asset

Complete all sections to add this asset to the CAFM register

Asset Identity, Category & Location

Location *

Oasis Business Park > North Campus > Tower A

Asset Name (optional)

Chiller CH-01 — Tower A Roof

Category * ‘Sub-category *

HVAC - Chiller

Current Status

Operational -

Condition

Good

Notes / Description

Primary chiller serving Tower A. 400 TR, R-134a)

location, category, type and criticality

¥ English

Location Code

0B-5140-AR1-B1

Ownership

Owned

& Dark | ® Oasis Facilities Management (1 588 (LY

Criticality

Critical -

3 Technical details: manufacturer, model, serial number, installation and warranty dates,

capacity, power supply, refrigerant, maintenance frequency, and the last and next service

dates. Attach manuals, drawings or photos.
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FcAFM» y

Oasls Facilities Management

i SLA Escalation
Snagging
A Incidents
£s
Suppliers
Contractors
) Request for Quotation
E] Supplier Quotation
2 Purchase Order
v Goods Receipt
%) Purchase Invoice

=) Payment Entry

Asset Management
@ Locations & Spaces

Equipment

@ Omar Al-Mansourl
Fm Admin

Assets & Facilities > Asset Management

CAFM > Assets > New Assat

< Register New Asset

Complete all sections to add this asset to the CAFM register

Technical Specifications

Manufacturer
Carrier
Purchase Date

DD/MM/YYYY

Capacity / Rating

400 TR

Service Interval

Every 3 months

Attachments (Manuals, Drawings, Photos)

€ Previous

Figure 29 Step 2: technical details

. Financial and lifecycle:

% English ~

Model Number

30XA-402
Installation Date

B8 DD/MM/YYYY

Power Consumption

400V / 3-phase / 50Hz

Last Service Date

DD/MM/YYYY

@@ Upload manuals, drawings, or photos

& Dark ® Oasis Facilities Management ol

Serial Number

SN2024-7731-CH1

Refrigerant Type

R-134a

Next Service Due

DD/MM/YYYY

o purchase cost, salvage value, useful life and depreciation method, and the asset

account

o the supplier, purchase order, installation date and installer
o the warranty provider, contract number and support contact
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Oasls Facilities Management

SLA Escalation
Snagging

Incidents

Suppliers

3 Contractors
Request for Quotation
Supplier Quotation
Purchase Order

v Goods Receipt
Purchase Invoice

Payment Entry

Asset Management
Locations & Spaces

Equipment

@ Omar Al-Mansourl
; :

= Assets & Facilities > Asset Management

CAFM > Assets > New Assat

< Register New Asset

Complete all se

ons to add this asset to the CAFM

® Oasis Facilities Management

F English ~ & Dark

Financial Information

Purchase Cost (QAR) * Salvage Value (QAR)

950000 95000

Depreciation Method

Straight-Line

Cost Center

None

Purchase & Installation

Supplier PO Number

Carrier Gulf Trading P0-2024-0031

Installed By

Gulf Climate Control

Warranty Information

Warranty Status ‘Warranty Expiry Date

Useful Life (years)

20
Ownership
Owned
GL Account
1500 — Fixed Assets
Delivery Date
DD/MM/YYYY

Warranty Provider

Figure 30 Step 3: cost, depreciation, purchase and warranty

5 Review, then click Register Asset.

CE

Oasls Facilities Management
SLA Escalation
Snagging

Incidents

Suppliers
$ Contractors
Request for Quotation
Supplier Quotation
7 Purchase Order
ods Receipt
Purchase Invoice

Payment Entry

Asset Management
Locations & Spaces

Equipment

@ Omar Al-Mansourl
Fm Adm

sets & Facilities > Asset Management

CAFM > Assets > N

¢ Register New Asset

Complete all sections to add this asset to the CAFM registe

% English « & Dark ® Oasis Facilities Management

Review Asset Information

IDENTITY
Asset Name Chiller CH-01 — Tower A Roof
Category HVAC
Sub-category Chiller
Status Operational
Criticality Critical
Ownership Owned
LOCATION
Location asis Business Park > North Campus > Tower A

Location Code 0B-5140-AR1-B1

SPECIFICATIONS

Manufacturer Carrier
Model 30XA-402
Serlal Number SN2024-7731-CH1

Purchase Date =

FINANGIAL

Purchase Cost QAR 950000

Depreciation Straight-Line

Heaful | ifa N veare

Figure 31 Step 4: review before registering

The asset gets a coded ID that extends its location's code with the category and type, for example

2 &

.

0B-5140-AR1-B1-HVC-CHLOO1 , and a QR label is ready to print. Register Another starts a new form, and
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View Assets returns to the register.

CAFMWay = Assets&Facilities > Asset Management 3 English ~ & Dark ® Oasis Facilities Management n
Rl

Oasls Facilities Management

i SLA Escalation
Snagging

\ Incidents

Suppliers Q

@ Contractors

Request for Quotation Asset Registel’ed!

Supplier Quotation 0B-5140-AR1-B1-HVC-CHLOO1 has been added to the CAFM asset register.
A QR code label is ready for printing

¥ Purchase Order
~ Goods Receipt
Purchase Invoice

[=)] Payment Entry

CILITIES > Register Another

| Asset Management

Locations & Spaces

Equipment

Omar Al-Mansouri
Fm Admin

Figure 32 The asset is registered, with its QR label

TIP

For many assets at once, use Bulk Add or Import Excel. Scan QR finds an asset from its label.
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The asset register

The register shows totals (all, operational, under maintenance, critical or down) and every asset as a
card or a list. Filter by category, location or status, or search by name or code. Export downloads the list.

CAFMWay = Assets & Facilities > Asset Management T English ~ @& Dark | ® Oasis Facilities Management = (1 8%
Oasls Facilities Management 2 Export B Import Excel # Scan QR @ Bulk Add

i SLA Escalation

Asset Management

Track, manage and maintain all facility assets across all locations

Snagging
Incidents Co v (%) 5 N O A O
Total Assets Operational Under Maintenance Critical / Down
CHA
Suppliers
Q _  Search assets All Categories  + All Locations v All Statuses -
Contractors
Request for Quotation
q Operational B2 Operational 82 Operational 8%

Supplier Quotation

OB-5140 31-F1-R2-FIR-FAPODT - 30XA-402 0B-5140-AR1-B1-F1-R8-HVC-SPUODT - 30XA-402 0B-5140-AR1-B1-HVC-AHUODT - 30XA-402
7 Purchase Order @ off @ Server Room O Tower A
Health 90% Health 90% ealtt 90%
v Goods Receipt
Purchase Invoice
Payment Entry Operational B9 Operational 8%
Passenger Lift L-01 — Tower A Chiller CH-01 — Tower A Roof
0B-5140-AR1-B1-ELV-PLFDOT - 30XA-402 0B-5140-AR1-B1-HVC-CHLOOT - 30XA-402
© Tower A
| Asset Management 90% Health 90%
Locations & Spaces
Equipment
@ Omar Al-Mansouri
Fm Admin
Figure 33 Asset cards
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CAFMWay = Assets & Facilities > Asset Management F English ~ & Dark @ Oasis Facllities Management L = Y
ey -

Oasis Facllities Management * Export B Import Excel # Scan QR [ Bulk Add

Asset Management

#: SLA Escalation Track, manage and maintain all facility assets across all locations

Snagging

A Incidents Co *“ (%) 5 A 0 A 0
Total Assets Operational Under Maintenance Critical / Down
Suppliers P
Q  Search assets.. All Categories v All Locations w All Statuses - = Bl
ontractors
List view

3 Request for Quotation Asset Tag / Name Category Location Status Health Actions
= o Fire Alarm Panel FAP- N

Supplier Quotation e Fire Safety Office 2 Operationa — 01O S Q@

0B-5140-AR1-B1-F1-R2-FIR-FAP001

¥ Purchase Order

fl ProcislonAC: Servet Room HVAC Server Room Operational — 0%® S QD
. 0B-5140-AR1-B1-F1-R8-HVC-SPUDOT
v Goods Receipt
- —  AirHandling Unit AHU-B1 .
P Tower A Operations — 0%
s) Purchase Invoice LD 5.5140-aR1-B1-HVC-AHUDOT HVAC ner Lot 7 @
&) Payment Entry Passenger Lift L-01 — Tower A Elevator S — Shaora — D S O
""" 0B-5140-AR1-B1-ELV-PLFOOT SRS " N
__ Chiller CH-01 — Tower A Roof A — e s 5 7 O

~  0B-5140-AR1-B1-HVC-CHLOD1

=] Asset Management
© Locations & Spaces

~ Equipment

@ Omar Al-Mansouri
Fm Admin

Figure 34 The same register as a list

Click an asset to open it. The header shows its ID, location, last maintenance, next PPM, open work
orders and status. The buttons are Export, Link WO (link a work order), Share and Edit Asset. The tabs
are:

* Overview: technical specifications and the QR code
* Details

e Lifecycle: cost, depreciation and warranty over time
e Work Types: which categories of work apply

* Monitored Values: meter or sensor readings

¢ Documents

e Events: the asset's history

e Schedules: its PPM plans
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ties > Asset Management F English = & Dark @ Oasis Facllities Management O

Oasis Facilities Management ~ ~ s > Chiller CH-01 — Tower A Roof

## SLA Escalation
operational  critical % Export e Link WO «< Share

Chiller CH-01 — Tower A Roof

Carrier 30XA-402

i}

Incidents

Asset ID e Location
‘0B-5140-AR1-B1-HVC-CHLO01 o North Campus > Tower A
Suppliers

Contractol 0 Operational

Next PPM Due Open Wo

Request for Quotation

Supplier Quotation

rerview Details Lifecycle Work Types Monitored Values Documents Events Schedules

Purchase Order
Goods Receipt Technical Specifications QR Code
Purchase Invoice Category HVAC
Payment En Sub-category Chiller

— Manufacturer Carrier

FACILITIES Model 30XA-402

Asset Management Serial Number SN2024-7731-CH1
Locations & Spaces Criticality critical

5 Equipment 400V / 3-phase / 50Hz

Capacity 400 TR

tion Good

Ownership Owned

ties > Asset Management F English ~ & Dark ® Oasis Facilities Management n  ©

.cm:m =
Facllties

Qasls Facllities Management sset N > Chiller CH-01 — Tower A Roof

§4 SLAEscalation

operational critical

Chiller CH-01 — Tower A Roof

Carrier 30XA-402

3 Export @ Link WO < Share

[% Snagging
Incidents

Asset ID Location

‘0B-5140-AR1-B1-HVC-CHLOO1 North Campus > Tower A
Suppliers

Contractors 0 Operational

aintenance Next PPM Due Open Wor

Request for Quotation

Supplier Quotation

Overview Details Work Types Monitored Values Documents Events Schedules

Purchase Order

Goods Receipt

b

Not capitalised

Purchase Invoice

a useful life and a

ot sit on the counting — Depreciation to give it a cost,

ing depreciated against it. Capitalise it from

1t Entry
schedule.

Asset Management
Locations & Spaces

Equipment

@ Omar Al-Mansouri
Fm :

Figure 36 Lifecycle
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ties » Asset Management

. CAFMV
Faciliti

Oasis Facilities Management ~ ~ V s > Chiller CH-01 — Tower A Roof

¥ English ~ & Dark ® Oasis Facilities Management

Q

## SLA Escalation

operational  critical

Chiller CH-01 — Tower A Roof

Carrier 30XA-402

Snagging

Incidents

Asset ID E

0B-5140-AR1-B1-HVC-CHL0O1 o
Suppliers
Contractol

Next PPM Due
Request for Quotation
Supplier Quotation
Overview Details Lifecycle Work Types Monitored Values Documents

Purchase Order

Goods Receipt Maintenance Schedule

Purchase Invoice
No schedules configured yet
Payment En
NTING & F
FACILITIES
Asset Management

Locations & Spaces

Equipment

@ Omar Al-Mansouri
Fm Admin

Figure 37 PPM schedules of the asset
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Contractors

Contractors are outside companies that carry out part of your work: lift maintenance, fire systems,
specialist HVAC. In CAFM Way a contractor is a company record with contracts, SLA and penalty rules,
and its own users, who work in the Technician app like your own staff.

Contractor company

al

Contract )
Responsible persons
category covered, dates,
= contractor users
value

N

Work orders in the covered

SLA & penalty rules
category route to the

per category
contractor

l

Contractor technician
works
in the Technician app

l

SLA breach — penalty
on the contractor account
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The contractors list

Who: FM administrators, managers, procurement
Where: PURCHASES - Contractors

Each card shows the company, its commercial registration number, status (Active, Paused, Expired,
Terminated), trades, number of contracts, responsible persons and contract value. Search by name, or
filter by trade and status.

CAFMWay = Purchases > Contractors Q. Search work orders, ac % English ~ (& Dark | ® Oasis Facliiies Management (1 3%
-

Oasis Facilities Management ~ & Confractors

Manage vendor contracts, certifications and performance
hboard
, Exec Dashboard ® 4 ® 3 3 3 S 48250 QAR
Active Contractors Paused / Terminated Active Contracts Penalties
ORDERS
Q  Search contractor. All Trades All Statuses w ‘\_ 8

Work Orders

= PPM Calendar

Al Noor HVAC Services

AN Active BP Falcon Electrical Works

BluePipe Plumbing Co. Expired FE

: SLA Escalation CR: CR-40118 CR: CR-40910 CR: CR-40877
s Snagging
B 1 contracts 22 17500 QAR penalties [ O contracts :8: 0 B Ocontracts 8 0
A Incidents
ES

Suppliers

Contractors
$) Request for Quotation .- GreenScape Facilities oy o Gulf Climate Control e i Lift Tech Qatar o

CR: CR-41004 CR: CR-40552 . CR: 1010556677

] Supplier Quotation
= Purchase Order B 0 contracts :2: 0 B 1 contracts 222 1 7500 QAR penalties B 0 contracts  :2: 1

" Goods Receipt

Omar Al-Mansouri

Figure 38 Contractor companies
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Add a contractor company and its first contract
Adding a contractor is one guided form in four steps.
Step 1: Company and responsible persons

1 Click Add Company.

2 Enter the company name, CR number, account manager, phone, email, website and
address.

= purchases > Contractors ~ Q Sear o der % English ~ & Dark | OasisFaciitiesManagement . (1 33 (1))

CAFM > Contractors > New Col

¢ Add Company & First Contract

Complete all sections to register this contractor in the CAFM system

Oasls Facilities Management
85 Dashboard

. Exec Dashboard . > >

Company Basic Information
& Work Orders

Company Name * CR Number
7] PPM Calendar
Lift Tech Qatar 1010556677
#i SLA Escalation
Account Manager * Company Phone *
¢ onagging Rashid Al-Khater +974 4455 6600
A Incidents Company Email Website
e service@lifttech-ga.test www lifttech-qa.test
Suppliers Company Address

Street 340, Industrial Area, Doha, Qatar|
@ Contractors

3 Request for Quotation

. Responsibles
5] Supplier Quotation P

E Purchase Order

These users will be authorized to sign in to the technician application with the username and password set here

> Good:
Responsible 1

Full Name *

e.g. Khalid Al Mansoori

Omar Al-Mansourl
Fm Ad Username * Email

Figure 39 Company details

3 Under Responsibles, enter the first person. Each responsible person is a user who signs in
to the Technician app:

o the full name, Username and Email
o apassword, entered twice, and the phone nhumber
o the Role, as in the table below

5 Tick Will receive service request for the people who should be notified of new requests
and work orders for this contractor.

5 Click Add Responsible to add more people now, or add them later from the company
page. Then click Continue.
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= Purchases > Contractors Q  Sear rk se F English ~ & Dark ® Oasis Facilities Management at & 9

Company Email Website
service@lifttech-qa.test www.lifttech-ga.test
Dashboard Company Address

Street 340, Industrial Area, Doha, Qatar

s Exec Dashboard

Responsibles

Work Orders

These users will be authorized to sign in to the technician application with the username and password set here

=] PPM Calendar

Responsible 1
4 SLA Escalation

Full Name *
) Shagsi
nagging Rashid Al-Khater
£ Ineidents Username * Emall
£s v CTR-LTO1 rashid@lifttech-qa.test
Sibglers Password * Confirm Password *

@ Contractors [OUOUSUURRRRReS W || eesesesanesenns

s) Request for Quotation Role

. Phone
E] Supplier Quotation +974 5550 3401 Account Manager v

0 Sees the whole company in the app: contracts, people, penalties and financial
¥ Purchase Order
y Wil receive service request
# New service requests and work orders for this company are notified to this person.

i
@ Omar Al-Mansourl Criad) )
Ea

Figure 40 The first responsible person, who will sign in to the Technician app

Contractor role Sees in the app

Technician Their own assigned jobs

Supervisor The team's jobs

Account Manager The whole company: contracts, people, penalties and financials
Coordinator Scheduling and dispatch for the company

Engineer Technical review of the company's jobs

Step 2: Contract

1 Enter the contract number, a title, and the start and end dates. The date field has a
keyboard icon to type the date instead of picking it.

2  Choose the category and sub-category the contract covers.

3 Attach the signed contract (PDF or image). Afterwards, check on the Contracts tab that
the file is there. If it isn't, add it with Attach file on the contract card.

. Enter the contract value and, optionally, a ceiling on all penalties.

5  Write the penalty clause (quoted on every penalty raised under this contract) and the
scope: terms, inclusions and exclusions.
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CAFM

Oasis Facilities Management
0
B8 Dashboard

il Exec Dashboard

@ Work Orders
= PPM Calendar
# SLA Escalation
s Snagging
A Incidents

SES

Suppliers
& Contractors
5] Request for Quotation
] Supplier Quotation
7 Purchase Order

" Goods Receipt

@ Omar Al-Mansouri
Fm Admin

Figure 41 Contract C-2026-014: annual lift maintenance, category Elevator

= Purchases > Contractors

First Contract Details

Contract Number *

C-2026-014

Start Date *

2026-10-01

Category *

Elevator

Contract Attachment *

Tap to select a file

Total Value

180000

Penalty Clause

A penalty of QAR 500 applies for each hour an entrapment response exceeds 1 hour.

Contract Details

¥ English ~

Contract Title *

& Dark

@ Oasis Facilities Management

Annual Lift Maintenance — Oasis Business Park

End Date *

2027-09-30

Sub Category *

All

Total Penalty Cap

18000

Preventive maintenance of 4 passenger lifts (monthly), 24/7 breakdown and entrapment response, spare parts under QAR 2,000 inciuded!

<« Previous

Q

1]

Step 3: SLA & penalties per category. For each category the contract covers, click Add SLA Rule (or edit

the proposed rule):

¢ SLA Time (hours): the fix time
¢ Response Time (hours)

¢ Penalty Basis: for example a fixed amount per breach

e Amount and Max per breach

¢ the penalty clause

CAFM Way User Guide — CAFM Way Web App
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Edit SLA Rule

Category

[ Elevator
Sub Category
All

SLA Time (hours) * Response Time (hours)
4 1

Time to complete Optional

Penalties
Penalty Basis

Fixed amount per breach

Max per breach
5000

Amount
500

Optional cap
Penalty Clause

QAR 500 for each breach of the 4-hour fix time on lift
breakdowns.

Quoted on every penalty raised by this rule

D @

Figure 42 4-hour fix time, 1-hour response, QAR 500 per breach

Step 4: Review. Check everything, then click Save Company.
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@ Oasis Facllities Management

. CAFMV = purchases > Contractors Q. ¥ English ~ & Dark
F
Oasis Facilities Management CAFM > Contractors > | 1par
- < Add Company & First Contract
e all sections to register this contractor in the CAFM system
Dashboard
Exec Dashboard
DE .
Review Company & Contract
Work Orders
COMPANY
PPM Calendar
Company Name Lift Tech Qatar
SLA Esgalation CR Number 1010556677
Snagging Account Manager Rashid Al-Khater
: Phone +974 4455 6600
Incidents Email service@lifttech-qa.test
Address Street 340, Industrial Area, Doha, Qatar
Suppliers RESPONSIBLES
Contractors Rashid Al-Khater Account Manager - @CTR-LTO1 - recelves service requests
Request for Quotation CONTRACT
SURRIleF Gttt Contract No C-2026-014
Supplier Quotation
Title Annual Lift Maintenance — Oasis Business Park
PuichaseGrder Duration 2026-10-01 to 2027-09-30
Category Elevator / All
Goods Receipt I pdf
Penalty Clause A penalty of QAR 500 applies for each hour an entrapment response exceeds 1 hour.
SLA & PENALTIES
Elevator / All SLA 4h - Fixed amount per breach - 500
Figure 43 Review of company, responsible persons, contract and SLA
= Purchases > Contractors Q # English ~ & Dark

Oasls Facilities Management
0
95 Dashboard

il Exec Dashboard

ORDE!

Work Orders

PPM Calendar

SLA Escalation

Snagging

Incidents

PURCH

EH Suppliers
Contractors
Request for Quotation
Supplier Quotation
Purchase Order

Goods Receipt

e Omar Al-Mansouri
Fm

Figure 44 Saved
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9

Company Added!

Lift Tech Qatar and its first contract have been registered successfully.

Add Another

® Oasis Facilities Management

al

a
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Route work to the contractor: covered classifications

The contract says which trade the contractor does. Covered classifications make CAFM actually send
work to them. You add them by editing the contract after you save the company.

1 Open the contractor, go to Contracts and click the pencil on the contract.
> Under Covered Classifications, click Add Classification.
3 Choose the work category, and optionally one sub-category, then click Save.

Checkthat the contract's start date is today or earlier and its status is active, then click
Save Changes.

Add Covered Classification

Category
[ Elevators & Escalators

Sub Category
All

Leave on "All" to cover every sub-category

Figure 45 Covering the Elevators & Escalators category
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Edit Contract

C-2026-014

Contract Title *
Annual Lift Maintenance — Oasis Busines

Auto-generated if blank
Start Date End Date

2026-10-01 2027-09-30
Total Value (QAR) Contract Status

180000 active

Penalties
Penalty Clause

A penalty of QAR 500 applies for each hour an entrapment response exceeds 1 hour.

Contract-level wording. SLA rules inherit it unless they define their own.
Total Penalty Cap (QAR)

18000
Optional ceiling on all penalties for this contract

Spare Parts
Who pays for spare parts
We pay — parts billed to us

Every part used on this contract is expensed to us when it is consumed.

Covered Classifications + Add Classification

do Elevators & Escalators / All 7 g

SLA Rules + Add SLA Rule

Cancel Save Changes

Figure 46 The edited contract: dates, penalties, covered classifications and SLA rules

While the contract is active and within its dates, the category's executor changes from Local Team to
Contract, with a lock and the note “Set by contract C-2026-014 - Lift Tech Qatar - until 2027-09-30.
Reverts to Local Team when the contract ends.”" New work orders in that category are routed to the
contractor.

CAUTION

When you create a work order, the contractors offered are matched by trade: the category's
English name must be exactly the same as one of the contractor's trades. Lift Tech Qatar's trade
is Elevator, so Oasis renamed its lift category in English from Elevators & Escalators to Elevator
(code and Arabic name unchanged). Check the names match before relying on contractor
routing.
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CAF| = Users > Organisation &SLA Q. Search wor s, as % Englsh = | & Dark | ® Ousis Faclities Management = (& 13
)

Oasis Facilities Management ~ H H £
Organisation Structure ¢ refresh | (@
Department tree, job ladder, task library and SLA configuration
(3 Roster
R Leave Management Departments B JoblLevels & Categories @  Standard Tasks Calendars

J Roles & Permissions 1 4 33 9 1 4 3

% Organisation & SLA 10 leaf teams 0 of B0 seats filled 21 sub-categories S need a permit 17 shift windows

\CE

Departments 14 Job Ladder 33 Classification Standard Tasks 14 SLA Calendars 3 Priority Matrix 16

Notifications Q. Search classification.

Messages

8 HVAC Hvac
St Settings > 8 HVAC Team 8. Local Team 4 sub-categories = 4 O
Sl

Report Branding

Elevators & Escalators LIFT

i Journal Export v gy T :2: Elevators Team @ Contract 3sub-categories = /O
i} Build
@ Elevator breakdown BRKDN smasll Jos B urgency U1 s O
(! Integration
® Passenger entrapment ENTRAP Ol jlags] Contract urgency U1 s O
za  Audit Trail .
® Monthly lift Inspection LIFTPM Aauaall spgidl Ganall @ Contrac urgency U3 s O
Subscription
Reports
Electrical ELEc
~ A > & :2: Electrical Team 221 Local Team 3sub-categories = S ©
Approvals el
Plumbing PLMB
> go g :2: Plumbing Team :2: Local Team 2 sub-categories = 4 ©

@ Omar Al-Mansouri st
Fm Admin

Figure 47 Organisation & SLA - Classification: the lift category and its sub-categories are now set by the contract

BUSINESS RULE

You don't switch a category to "Contract" by hand: the system derives it from active contracts. A
contract dated in the future, a paused or expired contractor, or a cancelled contract gives the
work back to the local team. Before you change a contractor's status, CAFM warns you if a
category would be left without cover or if the contractor still has open work orders.
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The contractor's page

Click a contractor to open its page. Change Status at the top pauses, reactivates, expires or terminates
the company. The tabs:

Tab Shows

Overview Active contracts, responsible persons, penalties and amount outstanding; company
information; categories covered

Responsibles  The contractor's users, with Add Responsible and Edit

Contracts Every contract with its dates, value and file. Add Contract adds another, for example a
second category

Penalties Penalties raised for SLA breaches under this contractor's contracts
Financials Contract values, penalties and what is outstanding

Work Orders The work orders routed to this contractor

= Purchases > Contractors ~ Q. Search work orders, as % English ~ G Dark | ® Oasis Faciliies Management | (1 8%

CasizEeckiies Matian oot <« . Lift Tech Qatar ' Actve 3= Change Status
CR: 1010556677 - Rashid Al-Khater - +974 4455 6600
A Dashboard

Responsibles (1) Contracts (1) Penalties (0) Financials Work Orders (0)
s Exec Dashboard

B Active Contracts 282 Responsibles X Penalties [@ oOutstanding
1 1 0 QAR 0 QAR
Work Orders

ElERAMCalerdan Company Information

#& SLAEscalation Company Name Lift Tech Qatar
CR Number 1010556677
» Snagging
Account Manager Rashid Al-Khater
S Incidents Phone +974 4455 6600

service@lifttech-qa.test
ES
Street 340, Industrial Area, Doha, Qatar

Suppliers www.lifttech-ga.test

Status Active
Contractors

d) Request for Quotation

Categories Covered

] Supplier Quotation 9

= Purchase Order

"~ Goods Receipt

@ Omar Al-Mansouri
Fm Admin

Figure 48 Contractor overview: Lift Tech Qatar covers Elevator
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. CAFMV = purchases > Contractors ¥ English ~
F
Oasls Facllities Management e ; Lift Tech Qatar | active
" j CR: 1010556677 - Rashid Al-Khater - +974 445
Dashboard
Overview Responsibles (2) Penalties (0) Financials Work Orders (0)
Exec Dashboard
Contracts
DE
Work Orders Annual Lift Maintenance — Oasis Business Park
026014 - 2026-10-0 30 - 180000 QAR
PPM Calendar SLA & Penalties
E | — SLA unt per breach: 500 (max 5000)
SLA Escalation
Penalty Clause
Snagging A penalty of QAR 500 applies for each hour an entrapment response exceeds 1 hour.
Incidents Documents
No docume;
Suppliers
Contractors
Request for Quotation
Supplier Quotation
Purchase Order
Goods Receipt
= Purchases > Contractors # English ~
Oasls Facllities Management < Lift Tech Qatar | cive
0 CR: 1010556677 - Rashid Al-Khater
95 Dashboard
Overview Responsibles (2) Contracts (1) Financials Work Orders (0)
1ls Exec Dashboard
Penalties

ORDE!

Raised automatically v

Work Orders
& Charged © Waived

PPM Calendar 0.00 QAR 0.00 QAR
SLA Escalation
Snagging

Incidents

PURCH

EH Suppliers
Contractors
Request for Quotation
Supplier Quotation
Purchase Order

Goods Receipt

e Omar Al-Mansouri
Fm

Figure 50 Penalties
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a work order breaches the SLA time on this company's contract

0

&

No penalties

This contractor has not breached an SLA on any completed work order.

& Dark

& Dark

@ Oasis Facllities Managemen

Active |

® Oasis Facilities Management

QB

3= Change Status

o

o %

3= Change Status

C Recalculate



= Purchases > Contractors Q % English ~
Oasls Facllities Management e Lift Tech Qatar | active
o) W CR: 1010556677 - Rashid Al-Khater - +974 44
B8 Dashboard
Overview Responsibles (2) Contracts (1) Penalties (0) Work Orders (0)
1ls Exec Dashboard
Financials
2, Work Orders B contract Value E] Expenses N Penalties B c
180000 QAR 0 QAR 0 QAR 0 QAR
PPM Calendar
#& SLAEscalation
@ Snagging ==
111
5 ;
L8 lncidents No financial records
Expenses, payments and credits appear here; penalties are posted autc
EH Suppliers
Contractors
Request for Quotation
E] Supplier Quotation
2 Purchase Order
[Z Goods Receipt
= Purchases > Contractors Q # English ~
< Lift Tech Qatar ' Acive
CR: 1010556677 - Rashid Al-Khater - +974 44
95 Dashboard
Overview Responsibles (2) Contracts (1) Penalties (0) Financials

il Exec Dashboard

ORDE

2 Work Orders
& PPM Calendar
f4 SLAEscalation
[@ Snagging

/A Incidents

5 Suppliers

Contractors

Request for Quotation
E] Supplier Quotation
-

& Purchase Order

[2 Goods Receipt

e Omar Al-Mansouri
Fm

Figure 52 Work orders routed to the contractor
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No work orders

Work orders

/'s responsibles appear

& Dark

& Dark

@ Oasis Facllities Management

S

® Oasis Facilities Management

al

&

Change Status

a

&

3= Change Status
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Contractor users

Contractor staff sign in to the Technician app with the username or email and password set here. They
only see work for their own company.

1 Open the contractor and go to Responsibles.

2  Click Add Responsible.

3 Enter the name, username, email, password (twice) and phone, and choose the role.

t  Tick Will receive service request if this person should be notified of new work.

5 Click Add Responsible.

L A K

Add Responsible
Full Name *
Sami Nasser

Username * Email

CTR-LT02 sami@lifttech-ga.test

Password * Confirm Password *

Technician

+974 5550 3402

[ Sees only the jobs assigned to them.

Will receive service request
New service requests and work orders for this company are notified to this person.

Cancel Add Responsible

Figure 53 Adding a contractor technician
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/ = Purchases > Contractors
-

Oasis Facilities Management

Dashboard
Overview
s Exec Dashboard

Responsibles

%, Work Orders

= PPM Calendar Rashid Al-Khater
# SLA Escalation 1t Receives service requests
[@ Snagging
Sami Nasser
A Incidents § @ctr-1t02 - Technician - 974 5550 3402

Suppliers

@ Contractors

8] Request for Quotation

] Supplier Quotation

= Purchase Order

" Goods Receipt

Responsible added

¢ |7 LiftTech Qatar | e

CR: 1010556677 - Rashid Al-Khater

People at this company who can sign in. Tick “will receive service request” to route n

@ctr-t01 - Account Manager - +974 5550 34

0 Receives service requests

¥ English ~

Financials Work Orders (0)

ew requests and work orders to them

Figure 54 The contractor now has an account manager and a technician

& Dark

@ Oasis Facilities Management

s & O

3= Change Status

Each contractor user also appears under Users & Roles with the role Contractorand a CTR employee

number, for example CTR-9129 , and uses one of your subscription's user seats. To stop a person's

access, edit them here or deactivate them in Users & Roles.

EXAMPLE

CAFM Way User Guide — CAFM Way Web App

Oasis registered Lift Tech Qatar:

Penalties tab. The Work orders section follows this example.

e Contract C-2026-014: annual lift maintenance, 1 Sep 2026 to 30 Sep 2027, QAR 180,000,
covering Elevators & Escalators.
e SLA: 4-hour fix time, with a QAR 500 penalty per breach.

e Users: Rashid Al-Khater (account manager) and Sami Nasser (technician).

From then on, a lift breakdown reported in Tower A becomes a work order for Lift Tech Qatar,
Sami receives it in the Technician app, and a late fix raises a penalty on the contractor's
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Work orders, helpdesk, PPM and SLA

This part covers maintenance work in the tenant web app: helpdesk tickets, work orders from creation to
closure, contractor work, the SLA clock and its escalations, planned preventive maintenance (PPM),
approvals, snags and incidents. It is written for helpdesk agents, supervisors, FM managers and FM
administrators. Technicians and requesters do their part of the job in the mobile apps; see the Technician
app guide and the Requestor app guide.

Work orders at a glance

Who: everyone who raises, dispatches or follows maintenance work

Where: Sidebar > WORK ORDERS - Work Orders, PPM Calendar, SLA Escalation, Snagging,
Incidents; Dashboard - Quick Actions

A work order is one job for one location or asset. It can start in five places:

* ahelpdesk agent raises it from a ticket or directly in the web app,

* arequester raises a request in the Requestor app (a ticket and a work order are created
together),

e a PPM plan generates it on its due date,

* anincident creates it as a corrective action,

e atechnician raises it in the Technician app.

Every new work order starts in Assighed, even when nobody is assigned yet. From there it moves as
shown below.
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New work order

Approval rule on?

Yes

'

Held for approval

Rejected

Approved

)

Assigned

Accepted

Technician declines

’

Rejected

In Progress

/

Update Status

/

Cancelled

Pending Verification

\

Close WO

CAFM Way User Guide — CAFM Way Web App

T

Completed

Close WO Reopen with Update Status
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Status on
screen

Assigned

Accepted

In Progress

Pending

Verification

Completed

Cancelled

Rejected

NOTE

Meaning

The job exists and is waiting for the
technician, team or contractor. It is also

the status of an unassigned job.

The technician has accepted the job but
not started.

Work has started. The first start is
recorded as the response time for the SLA.

The technician says the work is done and
asks for it to be checked.

The job is closed. The SLA result is fixed
and contractor penalties are worked out.

The job will not be done. Stock held for it is

released.

The technician declined the job, with a
reason.

Who moves it, and where

Created by the web wizard, the
Requestor app, a PPM plan or an

incident.

The technician taps Accept in the
Technician app. In the web app, Update
Status.

The technician taps Start Work in the
Technician app. In the web app, Update
Status.

The technician sends the job to the
supervisor in the Technician app. In the
web app, Update Status.

Close WO in the web app, Confirm
Complete in the Technician app, or
Update Status.

Update Status in the web app, or an
approver rejects a held work order.

The technician declines in the
Technician app. In the web app, Update
Status.

The list filter also offers OCC Verification and SP Verification. No screen moves a work order

into these statuses yet, so they stay empty.

BUSINESS RULE

Update Status in the web app can set any status from any status. It is the way to reopen a

completed, cancelled or rejected job, and every change is written to the job's timeline. There is

no separate hold status. To stop the SLA clock while a job waits, put a hold on it from the SLA

Escalation board (see "SLA targets, holds and breaches").

Work order list

CAFM Way User Guide — CAFM Way Web App
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CAFMWay = WorkOrders > Work Orders = Q ork ord % Englsh = | & Dark | ® Ousis Faclities Management | (0
2y

Oasis Facilities Management ~ g work Orders

3 Export Import Excel
Track, assign and close facility maintenance requests
i Dashboard
16 2 6 m 7 3 4 o 22
. Exec Dashboard " Total Active Critical Priority Pending Assign In Progress Total
ERS v Q,  Search WO All status - All Priority AllTypes All Classifications «
. Work Orders
WO Number Title Type Classification Priority Status Assigned To SLA Due Actions
PPM Calendar
” 2 Chiller CH-01 not cooling, high discharg. ”
4 SLAEscalation Towar A feactive HVAC Urgent @l s A 2026-09-26 i
S Snaggin "
te oging )B-5140-W0-000012 rC)e'IIingr\eak abovedesks, Office'3 ficke - reactive Plumbing High Assigned Unassigned  2026-09-26 t ©
ffice 3
/A Incidents
&'ﬂ”L'w caridoor not cloaing fully at gra. gemr Elevators & Escalat.. Urgent Assign penlpl g A 2026-09-26 i @
PURCHASES e 2k
N &
. i ’ 0B-5140-W0-00001¢ f‘o\ge]esp\ll on comridor.carpet; Tower.H:.: reactive Cleaning Low ig Unassigned  2026-09-26 €
Server room precision AC showing high &
‘0 ’ 2026-09-26 i
el reactive HVAC Hig ssig &lsS Al 026-09-26 4
'j:ﬂ :"Oj stops between floors 2and3 Elevators & Escalat.. Urgent ¢ Unassigned A 2026-09-26 § @
Tower A
0 Reception ceiling lights flickering reactive Electrical psdium A sololl Juasd  2026-00-26 4 @
Reception =
0-v ‘:J'?‘!:Tfnppmg from ceiling tile in Office 4 p— Plumbing Hig . Unassigned  2026:09-26 @
Omar Al-Mansouri
@ Fm Admin )B-5140-WO-00000. Eip:;-c?:an coil filters, Tower A floor 2r.. HVAC T ) Sl 20260926 %

Figure 55 The Work Orders list with the KPTI tiles, filters and the day's jobs.

The list shows the number, title, type, classification, priority, status, assignee and SLA due date of each
job. The tiles at the top count Total Active, Critical Priority, Pending Assign, In Progress and Total. Use
Search WO... to find a job by number, title or location, and the status, priority and classification filters to
narrow the list. Click the eye icon (View) to open a job.

NOTE

The type filter (Preventive, Corrective, Emergency, Inspection) does not narrow the list yet. To
find PPM jobs, search for the plan or asset name instead.
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Raise and triage a helpdesk ticket

Who: Helpdesk Agent, Supervisor, FM Manager, FM Administrator

Where: Dashboard = Quick Actions - Raise Ticket

A ticket records what an occupant reported, before anyone decides what work is needed. The helpdesk
logs it, replies to the requester, raises the work order that fixes the problem and resolves the ticket when
the work is done. Tickets have no sidebar entry; you reach the list from the ticket form or from global
search.

Log the ticket

1 On the Dashboard, under Quick Actions, click Raise Ticket. The Raise New Helpdesk
Ticket form opens with four steps.

2  On Request Details, fill Subject *, choose Category *, Priority * and Urgency, and
describe the problem in Description. Click Continue.

e
Helpdesk > Tickets Q Sea rk orders, asse F, English ~ & Dark ® Oasis Facilities Management ol b [ 0a ]

Oasis Facllities Management CAFM > Helpdesk > Nes

€ Raise New Helpdesk Ticket

Request Details

Subject *

Water dripping from the ceiling in Office 3

Category * Priority * Urgeney

[% Snagging Plumbing v High - Urgent -

A Incidents Deetniption
Water is dripping from a ceiling tile above the desks in Office 3, Tower A, Floor 1. Staff moved their laptops. It started this morning at about 08:30 and a bucket is catching
the water|

Attachments

@ Omar Al-Mansourl
Fm A

Figure 56 Step 1 of a new ticket for a ceiling leak, with category Plumbing, priority High and

urgency Urgent.

3 On Location & Asset, pick the room in Building / Floor / Zone *. If one asset is involved,
type its code in Asset ID (optional) or click Scan QR. Choose the Impact / Affected Area.
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Click Continue.

= Helpdesk > Tickets Q S k orc asse T English ~ & Dark | ® Oasis Facilities Management Fa R
Oasis Facllities Management v CAFM > Helpdesk > N k
€ R 5
Raise New Helpdesk Ticket
OVERVIEW
08 Dashboard 3 3
ils Exec Dashboard Request Details 8 Requester Info Review & Submit
Location & Asset
&\ Work Orders
Building / Floor / Zone *
PPM Calend .
el 0B-5140-AR1-B1-F1-R3 — Office 3 ~
SLA Escalation
Asset ID (optional)
3 Snagging e.g. AST-1042 — scan QR or type manually
Incidents
Impact / Affected Area
Single Room -

€ Previous

@ Omar Al-Mansourl
Fm Adm

Figure 57 Step 2 with Office 3 on Tower A Floor 1 selected and the impact set to a single room.

t  On Requester Info, enter the person who reported it: Full Name *, Email Address, Phone
Number, Department and Preferred Contact Method. Click Continue.

= Helpdesk > Tickets = Q arch asse Fa English ~ & Dark | ® Oasis Facllities Management n @

Oasls Facilities Management CAFM > Helpdesk > N K

Raise New Helpdesk Ticket

5 Dashboard

~ | 3 ] 4
Evec Dashboard Request Detalls Location & Asset Jos Review & Submit
Requester Information
v Work Orders
Full Name * Email Address
PPM Calendar Hamad Al-Marri hamad@oasis-fm.test
SLA Escalation i Department
3 Snagging +974 5550 1208 Finance >
Incidents Preferred Contact Method
Emalil Phone
Q@ The requester will receive automated update ail as the ticket progresses.
¢ Previous ontinu

@ Omar Al-Mansouri
Fm Admin

Figure 58 Step 3 with the requester Hamad Al-Marri from Finance, who prefers WhatsApp.
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5  Check the summary on Review & Submit. The Expected SLA Response box shows the
response and resolution times for the chosen priority. Click Submit Ticket.

= Helpdesk > Tickets = Q : % English + G Dark | | @ Oasis Facllites Management | (1 52 (1D
Oasls Facilities Management - CAFM > Helpdesk > k
< . "
Raise New Helpdesk Ticket
Ew
Dashboard
Exec Dashboard Request Details Location & Asset Requester Info
DERS - Review Your Ticket
€ Work Orders
Subject Water dripping from the celling in Office 3
PPM Calendar Category Plumbing
4 SLA Escalation Priocty High
Urgency Urgent
Sna
bk Location 0B-5140-AR1-B1-F1-R3 — Office 3
A Incidents Asset Not specified
Requester Hamad A-Marr
PURCHASES
Email hamad@oasis-fm test
Attachments None
€ Previous

@ Omar Al-Mansourl
R

Figure 59 The review step with the expected SLA response for a High priority ticket.

¢ Ticket Submitted! shows the ticket number, for example SR-2026-0002 . Click Raise
Another for the next call, or View All Tickets.

Dashboard

. Exec Dashboard

DERS
\ Work Orders

PPM Calendar

i SLA Escalation o

"8 Snagging

Ticket Submitted!

SR-2026-0002 has been created and sent to the Helpdesk team.

/\ Incidents

Raise Another

@ Omar Al-Mansourl
Fm Admin

Figure 60 The confirmation after SR-2026-0002 was submitted.
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The helpdesk team is notified and the requester receives a "We received your request" email.

Work the ticket

CAFMWay = Helpdesk > Tickets Q sarch wor ders, asse F English ~ & Dark
Oasls Facllitles Management CAFM > Helpdesk Tick
p
Helpdesk Tickets * Export
Manage and resolve occupant requests and facility reports
Dashboard
J 0
s Exec Dashboard =) Open Tickets A @ Resolved
5 total Closed tickets
Q,  search ticket, subject, reques All Status - All Categories w All Priority «
=y Work Orders
Ticket # Subject Category Priority Status Requestor
PPM Calendar
D~ SR-2026-0 005 Flickering lights in the Floor 2 corridor Electrical Low Open Omar Al-Mansouri
M SLA Escalation
Three ceiling lights in the Tower B, Floor 2 corridor flicker on
% Snagging and off
A Incidents SR-2026-0004 Alr d not cooling at p HVAC Medium Open Omar Al-Mansouri
The reception area on Tower A, Floor 1 has been warm since
noon. The thermostat shows 27 C against a set point of 22 C.
103 Water Is dripping from a stained ceiling tile above the meeting  piumbing Hi Open 8ol 20>
table in Office 4, Tower A Floor 2. We put a bucket under it.
R-2026-0002 Water dripping from the ceiling in Office 3 Plumbing Open Omar Al-Mansouri
Water is dripping from a ceiling tile above the desks in Office
3, Tower A, Floor 1. Staff moved their laptops. It started this
morning at about 08:30 and a bucket Is catching the water.
6-0007 Since this morning the air handling unit on Tower A Is making a Hvac Critical Open sl 2as

loud rattling noise and the offices on Floor 2 are warm (about
28 °C). Water Is collecting under the unit.

Omar Al-Mansourl
Fm Admin

® Oasis Facllities Management

SLA

2026-09-26

2026-09-26

2026-09-26

2026-09-26

2026-09-26

Total
All time

Assigned To

nassigned

Figure 61 The Helpdesk Tickets list with open tickets from the web and from the Requestor app.

1 On Helpdesk Tickets, find the ticket with Search ticket, subject, requestor... or the

status, category and priority filters, and click View.

>  Theticket page shows the priority, status and category, the SLA Remaining timer, the

Requester card and the Conversation Thread.
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! CAUTION
Choose High or lower for now. A ticket with priority Critical is refused with "Requested value
‘critical' was not found."

.

r
NOTE
On the web form, Attachments, Urgency and Impact / Affected Area are not stored with the
ticket, and the asset code is saved as a location remark. Add photos from the ticket page after it
is created (Attach), or in the work order.

.

® z

Actions
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3 Toanswer the requester, type in Add Reply and click Send Reply. The reply appears in the
thread and in the requester's app.

t  To leave a note for colleagues only, tick Internal note before you click Send Reply.
Internal notes are marked INTERNAL and are hidden from the person who raised the
ticket.

= Helpdesk > Tickets Q, Search work orders, asse F English ~ & Dark ® Oasis Facilities Management @ @

> SR-2026-0002

SR-2026-0002 high reported =
@ SLA Remaining
H Dashboard

Water dripping from the ceiling in Office 3 7h 54m
» Exec Dashboard

Water is dripping from a ceiling tile above the desks in Office 3, Tower A, Floor 1. Staff moved their B
laptops. It started this morning at about 08:30 and a bucket is catching the water.

& Omar Al-Mansouri (Tenant) @ Office 3 © Opened: 2026-09-26 10:18

<\, Work Orders
9, Create Work Order * Escalate @ Resolve Ticket 0 Notify Requestor

PPM Calendar

## SLAEscalation )
= Conversation Thread omment “ Linked Work Order

e Snagging

Omar Al-Mansourl  Fm Admin 26/09 1322 No work order has been raised from this ticket yet

A Incidents
Thank you, Hamad. A plumber is on the way. Please keep the desks under the leak clear.

2 Requester

HASES
Omar Al-Mansouri  Fm Admin  26/09 13:22 Name Hamad Al-Marri

Internal: the leak is probably the AHU condensate drain above the ceiling. Raise a plumbing work Department  Finance

order and ask HVAC to check the drain pan
Email hamad@oasis-fm.test
Phone +974 5550 1208

Add Reply

Prefers Whatsapp

Type your reply..

. high
@ Attach O ntemal nate § _‘j

=4 Status reported
Internal notes are not shown to the person who raised the ticket

Figure 62 Ticket SR-2026-0002 with a reply to the requester and a note for the team.

BUSINESS RULE

A ticket logged in the web app is recorded as raised by the agent who logged it. On such a ticket
the Internal note tick has no effect for that agent: the note is saved as a normal reply. Internal

notes work on tickets raised by someone else, such as requests from the Requestor app.

Raise the work order

1 Onthe ticket page, click Create Work Order. The work order wizard opens empty.

2  Complete the wizard as described in "Create a work order". Put the ticket number in the
title or description, for example
Ceiling leak above desks, Office 3 (ticket SR-2026-0002) , so the two can be
found together.
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3  After the work order is created you return to the ticket. Add a reply with the work order
number, for example "Work order OB-5140-W0-000012 has been raised for the Plumbing

Team."

NOTE

The work order raised this way is not linked to the ticket yet: the Linked Work Order card keeps
saying "No work order has been raised from this ticket yet." Requests raised in the Requestor
app are linked automatically. The ticket status does not follow the work order either; resolve the

ticket yourself when the work is done.

Resolve the ticket
1 When the work order is completed, open the ticket and click Resolve Ticket.

2  Describe the fix in Resolution Notes and choose a Resolution Category: Repair
Completed, Replaced Equipment, No Issue Found, User Training or External Contractor.

3 Click Mark as Resolved. The ticket becomes Resolved, the SLA box shows Resolved, and
the requester is notified by email and can rate the service in the Requestor app.

L A K

Resolve Ticket
SR-2026-0002 - Plumbing

@ Marking as Resolved will notify the requestor and close the ticket

Resolution Notes

under work order OB-5140-W0-000012. No more dripping;

stained ceiling tiles to be replaced under OB-5140-
W0-000017

Resolution Category

Repair Completed -

Cancel © Mark as Resolved

Figure 63 The Resolve Ticket dialog with the resolution notes for the Office 3 leak.
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= Helpdesk » Tickets =~ Q Search v ders, assets, t ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

k > SR-2026-0002

SR-2026-0002  high  completed smbing o
T SLA Remaining
[ashbosrd Water dripping from the ceiling in Office 3 Resolved
Exec Dashboard -
Water is dripping from a ceiling tile above the desks in Office 3, Tower A, Floor 1. Staff moved their o

laptops. It started this morning at about 08:30 and a bucket is catching the water.

& Omar Al-Mansouri (Tenant) @ Office3 © Opened: 2026-09-26 10:18

=y Work Orders

&, Create Work Order ™ Escalate t 4 Notify Requestor
PPM Calendar
[E Conversation Thread @ cor % Linked Work Order
Omar Al-Mansouri A 26/09 2 No work order has been raised from this ticket yet

Thank you, Hamad. A plumber is on the way. Please keep the desks under the leak clear.
£ Requester

Omar Al-Mansouri 26/09 13:22 Name Hamad Al-Marri

Internal: the leak is probably the AHU condensate drain above the ceiling. Raise a plumbing work L Finance

order and ask HVAC to check the drain pan

hamad@oasis-fm.test
Phone +974 5550 1208
‘Omar Al-Mansouri n 26/0913:27

Prefers Whatsapp
Work order 0B-5140-W0-000012 has been raised for the Plumbing Team

Ticket Details
Add Reply

Priority

high
Type your reply..
Status completed

@ Omar Al-Mansouri )
i Category umbing

Figure 64 Ticket SR-2026-0002 after it was resolved.

NOTE

Escalate and Notify Requestor on the ticket page are not available yet. The requester is notified
when you reply and when the ticket is resolved.
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Create a work order

Who: anyone with the Work Order Create permission (Helpdesk Agent, Supervisor, FM Manager, FM
Administrator)

Where: Sidebar > WORK ORDERS - Work Orders - New Work Order, or Dashboard = Quick
Actions - New Work Order

The wizard has four steps: Basic Info, Assighment, Schedule and Review. The example raises a job on
the Tower A chiller.

Step 1: Basic Information
1 Click New Work Order. The Create Work Order wizard opens.

2  Click Scan / Lookup in the Scan Asset Or Location QR box. In the dialog, scan the asset's
OR label, type its code and click Lookup, or pick it from the Assets or Locations tab.

Scan Asset QR / Barcode
Pick an asset or a location to auto-fill the work order

1 ScanQR @ Locations

Q. Search assets by code, name, brand, S/N, location. ..

2l = Gblsl ge A
0B-5140-AR1-GEN-DGN0O1 - Caterpillar - ¥ North Campus

Fire Alarm Panel FAP-B
0B-5140-AR1-B1-F1-R2-FIR-FAPODT - C 30XA-402 ¥ Office 2

Precision AC — Server Room
0B-5140-AR1-B1-F1-R8-HVC-SPUOOT - Carrier - 30XA-402 - ¥ Server Roo

Air Handling Unit AHU-B1
OB-5140-ART-B1-HVC-AHUDO1 - Carrier - 30XA-402 - ¥ Tower A

Passenger Lift L-01 — Tower A
0B-5140-AR1-B1-ELV-PLFO01 - Carrier - 30XA-402 - ¥ Tower A

Chiller CH-01 — Tower A Roof
0B-5140-AR1-B1-HVC-CHLOO1 - Carrier 30XA-402- ¥ Tower A

Figure 65 The asset picker with the Tower A assets, including Chiller CH-01 on the roof.

3 Picking an asset fills the title, description, location and priority for you, and shows ASSET
SCANNED with the asset code. Picking a location shows LOCATION SELECTED and a
"Service Required" title. Click Change to pick again.
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t  Rewrite Work Order Title * and Description * so the technician knows what to do.
5 Choose the WO Type: Corrective, Preventive, Emergency or Inspection.
6 Choose the Priority: Low, Medium, High or Critical. Critical is shown as Urgent on the list.

7  The Location fields (Building / Site *, Floor, Space / Room, GPS / QR Tag) are filled from
the asset or location and cannot be typed in.

8 Click Next Step.

= Work Orders > Work Orders Q h work or , asset... 3 English ~ & Dark ® Oasis Facilities Management & bl [ 0A |

Create Work Order < Back to List

Follow the 5-step wizard to log a new work order

Dashboard = & 2

Assignment Schedule Review

s Exec Dashboard

Step 1: Basic Information

ORDERS
T & ASSET SCANNED
% Work Orders {4 chilter CH-01 — Tower A Roof X Change

WY 0B-5140-AR1-B1-HVC-CHLOOT - Carrier - 30XA-402- ¥ Tower A
PPM Calendar

itle *
¢ SLA Escalation Work Order Title

= Snagging Chiller CH-01 not cooling, high discharge pressure alarm

A Incidents Description *

The BMS shows chiller CH-01 on the Tower A roof tripping on high discharge pressure since 10:40. Chilled water leaving temperature is 13
C against 7 C. Check the condenser fans and coil, reset the alarm and confirm stable operation.

WO Type Priority
Corrective - High -
¥ Location

7 Auto-filled location from asset "0B-5140-AR1-B1-HVC-CHLO01" — Tower A

Building / Site *

Tower A &

@ Omar Al-Mansouri
Fm Admin

Figure 66 Step 1 filled in for Chiller CH-01, which tripped on high discharge pressure.

Flaor Snace / Rnom
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Field

Work Order Title *

Description *

WO Type

Priority

Building / Site *, Floor,
Space / Room

GPS / QR Tag

Attachments

BUSINESS RULE

Urgent.

Step 2: Assighment

What it does
Short name of the job, shown on every list. Required.
What is wrong and what to do. Required.

Corrective and Emergency are saved as corrective work, Preventive as
PPM work, Inspection as an inspection.

Sets the SLA targets (see "SLA targets, holds and breaches").

Come from the scanned asset or picked location. A job needs one of
them.

The code of the asset or location.

Not available yet. Add photos on the Before & After tab after the job is
created.

When the job is linked to an asset, it is saved with the priority that matches the asset's criticality,
even if you change Priority. Chiller CH-01 is a critical asset, so its work orders are saved as

The category and sub-category decide who may do the job. Each sub-category has a target that is shown

as a chip next to Assign To:

Chip Who is offered in Assign To

Local Your own maintenance teams for that category and their members. A person without a skill
Team record for the category is marked "- no skill record".

Contract Active contractor companies that cover the category.

Both Teams, technicians and contractors.

The target is set in Organisation & SLA. A live contract that covers the category overrides it: while the

contract runs, the chip reads Contract, and it returns to the category's own setting when the contract

ends.

1 Choose the Category / Trade *, for example HVAC.
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2>  Choose the Sub-category, for example No cooling. The chip and the list in Assign To
update.

3 Open Assign To and pick a team or a person. The green note under the fields says how
many qualified technicians and teams can take the sub-category.

SAFM»"-"—‘A&‘ = WorkOrders > Work Orders O, : FEnglish - G Dark | ® Ossis FaciitiesMansgement . (0 2 (€9

Oasls Facllities Management - ; Create Work Order

Follow the 5-step wizard to log a new work order

< Backto List

Ew ; -
° 2 ) 3 4
AaiE ofo e sehed Cin

98 Dashboard

Exec Dashboard

Step 2: Assignment

Category / Trade *
\ Work Orders HVAC .
PPM Calendar
Sub-category
f4 SLAEs
No cooling -
3 Snagging
. Assign To s Local Team
A Incidents
22 HVAC Team 1inteam

s Hard Services 1inteam
2 glsSl Al
2 Ghdwll gye

Searcn acuve Comracts:-

@ 0 qualified technicians (plus 2 from the department) and 2 team(s) can take this sub-category, which requires grade L or more senior. Auto-assignment applies if none is selected

@ Omar Al-Mansourl < Previous Save as Draft
Fm Admin

Figure 67 The Assign To list for HVAC, No cooling: the HVAC Team, Hard Services and two
department members.

5 Leave Assigh To empty to let the system choose: it picks a technician with a skill for the
category who has the fewest open jobs. If nobody qualifies, the job waits unassigned for a

supervisor.

5  Click Next Step.
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CAFMWay = wWokorders > Work Orders @ ork ord % Englsh = | & Dark [ ® Ousis FaclitesManagement | (@ 15 ()
29 -

Oasis Facilities Management ~ i Create work Grder

Follow the 5-step wizard to log a new work order

G Dashboard ° —_ .E:. g 4

Basic Info t Schedule Review

< BacktoList

» Exec Dashboard

Step 2: Assignment

ERS
Category / Trade *
. Work Orders
HVAC -
& PPM Calendar
. Sub-category
4 SLA Escalation
) No cooling e
[e Snagging
AN InCicents Assign To i Local Team
2 syleSIl alls depart 0 K -

PURCHASES
L] Related Asset (optional)

Search asset by name or scan QR.

Related Contract (optional)

Search active contracts

@ 0 qualified technicians (plus 2 from the department) and 2 team(s) can take this sub-category, which requires grade L1 or more senior. Auto-assignment applies if none is selected

@ Omar A-Mansouri & Previous Save as Draft
Fm Admin

Figure 68 Step 2 with the job assigned to Khalid Al-Kuwari and the Local Team chip.

NOTE

Related Asset (optional) and Related Contract (optional) are not saved yet. The asset from step
1 is the one linked to the job.

Step 3: Schedule & SLA
1 Set Due Date *, the day the work is planned for.

2  Estimated Duration shows the time from the sub-category's standard task, for example
"1.5h on site".

g) SLA Profile and SLA Timeline Preview are for information. The real targets come from the
priority (and, for contractors, from the contract's SLA rule).

A Click Next Step.
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= WorkOrders > WorkOrders ~ Q ork ord % English = © Dark | ® Oasis FaciitiesManagement | (@ 3 (€N

Oasis Facilities Management ~ Create work Grder

Follow the 5-step wizard to log a new work order

Dashboard ° —_ ° f— = 4

Basic Info Assignment chedule Review

< BacktoList

» Exec Dashboard

(0 Step 3: Schedule & SLA

Estimated Duration

Due Date *
Work Orders
g 5k site
2026-09-27 B s
PPM Calendar HVAC-DIAG-001 - 90 labour min < crew 1 = 1.5h on site
¢ SLA Escalation SLA Profile
e Snagging Standard (8h response) -
/A Incidents
I et
QUNTIN > o i s =
< Previous Save as Draft

@ Omar Al-Mansouri
Fm Admin

Figure 69 Step 3 with the due date and the estimated duration from the HVAC standard task.

Step 4: Review & Confirm

1 Check the summary: title, type, priority, category, sub-category, location, assignee and
due date. If Assign To was empty, the assignee reads "Auto-assign".

>  Click Create Work Order. "Work order created successfully" appears and the job is at the
top of the list with the status Assigned.
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CAFMWay = WorkOrders > WorkOrders ~ Q ork ord F English ~ © Dark | ® Oasis FaciitiesManagement | (@ 3 (€N
Y e

Oasis Facilities Management ~ Create work Grder

Follow the 5-step wizard to log a new work order

Dashboard ° —_ ° —_ ° —

Basic Info Assignment Schedule

< BacktoList

» Exec Dashboard

‘= Step 4: Review & Confirm

ERS
Titl Chiller CH-01 not cooling, high discharge pressure alarm
. Work Orders b 10 B5E
PPM Calendar Type Corrective
¢ SLA Escalation Priority High
e Snagging
Category HVAC
A Incidents
Sub-category No cooling
Building Tower A
Floor =
Space =
Assignee O U
Due Date 2026-09-27
SLA Profile Standard (8h response)

@ Omar Al-Mansouri
Fm Admin

Figure 70 The review step before the chiller work order is created.

The job is numbered from the project code, for example 0B-5140-W0-000013 . The assigned technician
receives a "New work order assigned" notification. An unassigned job notifies the supervisors and
managers who dispatch work.

NOTE

Save as Draft is not available. A work order is created in one go.
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Internal path: assign, work and close

Who: Supervisor, FM Manager, FM Administrator; the technician in the Technician app

Where: Work Orders = open ajob

This is the life of a job done by your own staff, using the chiller fault 0B-5140-W0-000013 assigned to
Khalid Al-Kuwari (HVAC Team).

1 Assign. Pick the technician in Assign To when you create the job (see "Create a work
order"). Khalid is notified and the job appears in his Technician app.

2 Reassign. To give the job to someone else, open it and click Reassign. Search by name,
job title or team, pick the person, write a Reason (optional) and click Reassign. The new
person is notified and the reason is kept on the timeline. Choose Unassign — return to the
queue to take the job away from everyone.

L K N

. Reassign Work Order
= 0B-5140-W0-000012 - currently unassignet

Assign To

alls

O Unassign — return to the queue

@ o
HVAC Team

Reason (optional)

No plumber on shift. Khalid will check the AHU condensate
drain above Office SI

Figure 71 The Reassign Work Order dialog, moving the Office 3 leak to Khalid because no
plumber is on shift.

3 Accept and start. Khalid accepts and starts the job in the Technician app; see the
Technician app guide. The status becomes Accepted, then In Progress. If a technician
cannot update the app, a supervisor can do it in the web app: click Update Status, choose
In Progress in New Status, write a Status Note and click Update Status.
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+  Update WO Status
0B-5140-W0-000013

New Status

® InProgress

Status Note

Khalid is on the roof. Condenser fan 2 motor has
tripped on overload; resetting and checking the

winding:
Cancel v Update Status

Figure 72 The Update WO Status dialog moving the chiller job to In Progress with a note from

site.

Record progress. On the Timeline tab, click Add Action to add a note such as test results.

Every status change, reassignment and note appears here with the person and time.

| KN

Oasls Facilities Management

ashboard

Work Orders

ndar

Snagging

Incidents

Omar Al-Mansourl

= WorkOrders > WorkOrders = Q Search work orders, asset Fa English ~

Work Orders / OB-5140-W0-000013

Work Order Detail € Backtolist & Primt

Chiller CH-01 not cooling, high discharge pressure alarm

0B-5140-W0-000013 | urgent | | in_progress | | reactive

Chiller CH-01 not cooling, high discharge pressure alarm

© TowerA  ( Created: 20260926  ® SLA:~  © Asset: Chiller CH-01 — Tower A Roof
© SLA data pending

& Reassign # Escalate B Request Parts B Add Attachment & Close WO

Details Before & After Timeline

Activity Timeline
3 entries

=] Note added

Fan 2 motor windings tested OK. Overload reset and fan running. Discharge pressure back to normal, leaving water 7.5 C.

oA Omar Al-Mansouri + @ 26 Sep 2026, 1:38 PM

(W] Status changed to in_progress

Khalid s on the roof. Condenser fan 2 motor has tripped on overload; resetting and checking the windings

OA Omar Al-Mansouri * © 26 Sep 2026, 1:37 PM

] Work Order OB-5140-W0-000013 Created

Title: Chiller CH-01 not cooling, high discharge pressure alarm + WoType: 0 - Priority: 3

& Dark | e Oasis Facllities Management @ e Q

< Share

= Chat

+ Update Status

SLA Timer

pending

Parts & Costs

Just now

Just now

6m ago

Figure 73 The chiller job's timeline with the creation, the status change and a progress note.
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5 Photos. On the Before & After tab, add the before and after pictures with Camera. On a
computer, Camera opens the file picker, so you can choose a saved photo. The technician
usually takes them in the app.

= WorkOrders > WorkOrders  Q  Search work orders, asset % English ~ G Dark | ® Oasis Facilies Managemort | (& £

Work Orders / OB-5140-W0-000013

Work Order Detail

¢ Backtolist & Print < Share & Chat ||
Chiller CH-01 not cooling, high discharge pressure alarm .

Exec Dactiboard OB-5140-W0-000013 [ urgent | | in_progress | | reactive

SLA Timer
Chiller CH-01 not cooling, high discharge pressure alarm o
@ TowerA B Created: 2026-09-26 Q@ SLA: © Asset: Chiller CH-01 — Tower A Roof pending
© SLA data pending
. Work Orders
F3 i # Escala P 8
& PPM Calendar Reassign # Escalate B Request Parts B Add Attachment & Close WO
i SLA Escalation
- Details Sefore & Afte Timeline Parts & Costs
Snagging
[«] Betore Photo Uploaded &7 After Photo Uploaded

A Incidents

mar Al-Mansourl

Figure 74 The Before & After tab with the before and after photos of the chiller job.

6 Verification. When the technician finishes, the job may come back as Pending
Verification. The supervisor checks the work (here on the BMS) and closes it.

7  Close. Click Close WO. Describe the fix in Resolution Notes; Close Time (Auto) is set by
the server. Click Confirm & Close. The message "Work order closed now. Actual time: ...
(within SLA)" confirms the close and the status becomes Completed.
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a Close Work Order
0B-5140-W0-000013

Confirm all checkiist items are completed and the fault is
resolved before closing

Resolution Notes

bearings checked, condenser coil washed. Chiller
stable at 7 C leaving water for 45 minutes. Verified on
the BMS by Mariam

Glose Time (Auto)

| will use current server time at close action |

Actual time spent and SLA duration will be calculated automatically.

Cancel & Confirm & Close

Figure 75 The Close Work Order dialog with the resolution notes for the chiller.

Closing a job stops the SLA clock and fixes the result, closes the technicians' time logs, notifies the
requester and works out any contractor penalty.

[
CAUTION

Close WO clears the job's original description. Put anything from the description that must be
kept into Resolution Notes.

NOTE

There is no Verify button in the web app. Close a job in Pending Verification with Close WO, or
with Update Status - Completed.

TIP

Escalate (on the list and the detail page) adds an "Escalation" note with your reason to the

timeline. It does not change the priority or notify anyone; the automatic SLA escalation does that
(see "SLA targets, holds and breaches").
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Contractor path: a lift breakdown

Who: Helpdesk Agent, Supervisor, FM Manager, FM Administrator; the contractor in the Technician
app
Where: Work Orders > New Work Order

Lift Tech Qatar maintains the lifts under contract €-2026-014 (Annual Lift Maintenance — Oasis
Business Park). The contract covers the lift category (Elevator, code LIFT), promises a 1-hour response
and a 4-hour fix for breakdowns, and charges QAR 500 for each breach. While the contract runs, lift work
goes to Lift Tech, not to your own Elevators Team.

How the system decides who does the work

Each category and sub-category has a target: Local Team, Contract or Both. You set it under USERS -
Organisation & SLA - Classification. A live contract that covers a category overrides the setting: the
category shows Contract with the note "Set by contract C-2026-014 - Lift Tech Qatar - until 2027-09-30.
Reverts to Local Team when the contract ends." When the contract ends, the category goes back to its
own target without anyone editing it.
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CAF = Users > Organisation &SLA Q. Search wor s, as % Englsh = | & Dark | ® Oosis Faclities Management . (@ 13
29 -

Oasis Facilities Management ~ Organisation Structure e

Department tree, job ladder, task library and SLA configuration

[ -

%\, Work Orders

PPM Calendar

Departments £ JobLevels dy  Categories &  standard Tasks Calendars
## SLAEscalation 1 4 33 9 1 4 3
» Snagging 10 leaf teams 0 of BO seats filled 21 sub-categories 5 need a permit 17 shift windows
Departments 14 Job Ladder 33 Classification Standard Tasks 14 SLA Calendars 3 Priority Matrix 16

Q,_ Search classification

2 HVAC Hvac )
> |l 182 HVAC Team s Local Team | 4 sub-categories = /& ©
waus
Elevator LIFT
> b :2¢ Elevators Team @ Contract 3sub-categories = /O
A4S iall sludly selaall
) Guests .
.  Electrical eLec - 5o "
> [ s Electrical Team 4 Local Team | 3 sub-categories =+ & ©
- y elygl
@® Shifts N
5 Roster Plumbing pLwe —_
bl & Plumbing Team 2 Local Team 2 sub-categories = & O
FL]

X Leave Management

B Fire & Life Safety fis
) Roles & Permissions > B = Y :2: Fire & Life Safety 2 Local Team 2 subcategories = 4/ ©
Bl o dosull

i Organisation & SLA

»  Cleaning ciN

aslla

:: Cleaning Team i Local Team | 3 subcategories = 2 O

@ Omar Al-Mansouri
Fm Admin

Figure 76 The Classification tab: HVAC and the other trades go to local teams, the lift category is set by contract
C-2026-014.

Raise the lift work order
1 Click New Work Order, click Scan / Lookup and pick Passenger Lift L-01 — Tower A.

>  Write the title and description, for example
Passenger Lift L-01 doors not closing, lift out of service . The liftis a critical
asset, so the job is saved as Urgent. Click Next Step.

3 Choose the category Elevator and the sub-category Elevator breakdown. The chip next to
Assign To reads Contract, and Assign To offers only the contractors that cover lifts: Lift
Tech Qatar. Pick it.
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= WorkOrders > WorkOrders  Q r : P English ~ & Dark | ® Oasis Facilities Management 19 8

Oasis Facillties Management - Create Work Order ¢ Bacitolibt
- Follow the 5-step wizard to log a new work order
=, Work Orders

PPM Calendar ° — ) 3 4

Basic Info Schedule Review
SLA Escalation
3 Snagging Step 2: Assignment
A Incidents Category / Trade *
Elevator -
Sub-category
Elevator breakdown -

Assign To

© Lift Tech Qatar contractor 101

sers & Roles

Related Asset (optional)
¥ Guests

R Search asset by name or scan QR
) Shifts

= Roster Related Contract (optional)

) o e Search active contracts...
) Roles & Permissions
(@ 1 contractor(s) can take this sub-category, which requires grade L2 or more senior. Auto-assignment applies if none is selected
Organisation & SLA

@ Omar Al-Mansourl < Previous Save as Draft
Fm Admin

Figure 77 Step 2 for the lift: the Contract chip, with Lift Tech Qatar as the only choice.

A On Step 3: Schedule & SLA, the SLA Profile now shows the contract (Annual Lift
Maintenance — Oasis Business Park - C-2026-014, 1h response, 4h resolution, 500
fixed) and the SLA Timeline Preview reads "From contract C-2026-014". Estimated

Duration shows the contracted resolution time.

= workOrders > Work Orders ~ Q h work T English ~ & Dark | ® Oasis Facilities Management @ e

Oasis Facllities Management Create Work Order S~

2, Work Orders Follow the 5-step wizard to log a new work order

PPM Calendar ° ° ) 4

Basic Info Assignment e Review

SLA Escalation
3 Snagging
) Step 3: Schedule & SLA

/N Incidents
Estimated Duration

Due Date *
ontracted resolutio
2026-09-26 o AT
-2026-014 - Elevator / All - Th response
SLA Profile
. Annual Lift Maintenance — Oasis Business Park - C-2026-014
Th response * 4h resolution - 500 fixed
Users & Roles e F From contract C-2026-014
) Guests o
Now " " "

@ shifts

3 Roster

< Previous Save as Draft
% Leave Management

O Roles & Permissi

Organisation & SLA

Omar A-Mansour

Figure 78 Step 3 with the lift contract's SLA: respond in 1 hour, resolve in 4 hours.
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5  Click Next Step, check the review and click Create Work Order. The job, here
0B-5140-W0-000020 , is created for Lift Tech Qatar. Nobody at Oasis is assigned; the

dispatch pool and Lift Tech's people are notified.

= Work Orders > Work Orders Q

Oasls Facilities Management ~ ~

40-WO0-00002!

©, Work Orders Work Order Detail
Passenger Lift L-01 doors not closing, lift out of service
PPM Calendar

f SLA Escalation 0B-5140-W0-000020 [ urgent | [ sssigned | [ resctive

(s Snagging Passenger Lift L-01 doors not closing, lift out of service

A\ Incidents
@ SLA data pending

& Reassign # Escalate B Request Parts

Work Order Information

WO Number 0B-5140-W0-000020
Title Passenger Lift L-01 doors not closing, lift out of service
WO Type reactive
M Priority urgent
- Status assigned
3 Roster category Elevator
Sub-Gategory Elevator breakdown

¢ Leave Management

@ TowerA [ Created: 20260926  ® SLA: © Asset: Passenger Lift L-01 — Tower A

© Add Attachment & Close WO

Fh English ~

€ BacktoList

O Roles & Per 'S controller shows a door lock fault. Lift taken out of service; Lift B-1 s carrying all traffic.

Asset Passenger Lift L-01 = Tower A (OB-5140-AR1-B1-ELV-PLF001)
o8 Org ation & SLA
Location Tower A
Col
Scheduling
mar Al-Mansourl
A Created 2026-09-26 11:58

& Print

Timeline

Figure 79 The lift work order after it was created for Lift Tech Qatar.

What the contractor does

& Dark

< Share

Securlty reparts that Lift L-01 In Tower A stopped at the ground floor with the doors half open at 15:05. Nobody inside. The

2 chat (%

® Oasis Facilities Management

Parts & Costs

Assigned Team

No team assigned yet

Related

= Passenger

5140-AR1-B1-ELV-PI

®

Lift Tech's account manager, Rashid Al-Khater, sees the company's jobs in the Technician app and hands

this one to his technician, Sami Nasser. Sami accepts, starts and finishes it there, with photos and the

customer's sign-off; see the Technician app guide. You follow the job on the Work Orders list and on the

SLA Escalation board. If Lift Tech is waiting for a part, put the job on hold with the reason Waiting for

spare parts (see "SLA targets, holds and breaches").

When the job is completed, the system compares the response and completion times with the contract's

SLA rule. A breach becomes a penalty against the contractor (here QAR 500 per breach). Penalties

appear on the contractor's Penalties tab and in the Contractor SLA Penalties report.
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»

& Contractor SLA Penalties

From *
01 Sep 2026

9 rows

Contractor

Al Noor HVAC Services

Al Noor HVAC Services

Al Noor HVAC Services

Gulf Climate Control

Gulf Climate Control

Gulf Climate Control

Rapid Fire Systems

Rapid Fire Systems

Rapid Fire Systems

TOTAL

8

To*
26 Sep 2026

wo

WO-CTR-0003

WO-CTR-0003

WO-CTR-0002

WO-CTR-0006

WO-CTR-0006

‘WO-CTR-0005

WO-CTR-0009

WO-CTR-0009

WO-CTR-0008

= CEED

Breach

resalution

response

resolution

resalution

response

resolution

resolution

response

resolution

Overdue (min)

1,560

120

540

1,440

120

540

1,560

120

540

Penalty

12,000.00

1,000.00

4,500.00

2,500.00

2,500.00

2,500.00

15,000.00

1,500.00

6,750.00

48,250.00

( | o) B e (R

Generated 26 Sep 2026 11:42

Figure 80 The Contractor SLA Penalties report with the penalties charged in September.

NOTE

offered.

BUSINESS RULE

CAFM Way User Guide — CAFM Way Web App

contractor's name, for example Lift Tech .

The job's detail page and the list do not show the contractor company yet: they read "No team
assigned yet" and "Unassigned" until the contractor's manager hands the job to a technician. To
give a job straight to a named contractor technician, use Reassign and search for the

A contractor is offered only when the category's target is Contract or Both and the contractor's
company is active and covers that category. A paused, expired or terminated contractor is never

87/359



Cancel and reopen a work order

Who: Supervisor, FM Manager, FM Administrator
Where: Work Orders - open a job - Update Status

Cancel

1 Open the job and click Update Status.
> In New Status, choose Cancelled. Write why in Status Note.

3 Click Update Status. The job becomes Cancelled, any stock reserved for it goes back to
the store, and the technician's app shows the change.

L N X

+  Update WO Status
0B-5140-W0-000017

New Status

@ Cancelled

Status Note

Cancelled: the ceiling tiles will be replaced under
0B-5140-W0-000012 together with the leak repairi

Cancel + Update Status

Figure 81 Cancelling the ceiling-tile job because the work will be done under another work order.

Reopen
1 Open the cancelled, rejected or completed job and click Update Status.

2  Choose the status the job should go back to, usually Accepted (the technician must
restart it) or In Progress.
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3 Write why in Status Note and click Update Status.

& 0%

+  Update WO Status
0B-5140-W0-000017

New Status

® Accepted

Status Note

Reopened: 0B-5140-W0-000012 covers the leak
only, the ceiling tiles need their own icbl

Cancel + Update Status

Figure 82 Reopening the ceiling-tile job as Accepted.
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CAFMWay = wWokorders > Work Orders @ ork ord % Englsh = | & Dark | ® Ousis Faclities Management = (@ 13

Oasis Facilities Management

B-5140-Wi

Work Order Detail & Back to List @ Print < Share 2y Chat
Replace stained ceiling tiles in Office 3 after the leak
Dashboard
E3es Dashioari 5 7 | medium | | accepted | | reactive e
Replace stained ceiling tiles in Office 3 after the leak i
@ Office3 [} Created: 2026-0926  © SLA © Asset pending
@ SLA data pending
%\, Work Orders
G & Reassign # Escalate B Request Parts @ Add Attachment @& Close WO
4 SLA Escalation
- o Details Before & After melir Parts & Costs
3 Snagging
A Incidents .. Activity Timeline
5 3 entries
Q Status changed to accepted just now

Reopened: 0B-5140-W0Q-000012 covers the leak only, the ceiling tiles need their own job

oA Omar AFMansouri + @ 26 Sep 2026, 2:24 PM

& Status changed to cancelled just now

Cancelled: the ceiling tiles will be replaced under OB-5140-W0-000012 together with the leak repair

oA Omar AlMansouri + © p 2026, 2:24 PM

< Work Order 0B-5140-W0-000017 Created 8m ago

Omar Al-Mansouri
Ermyldmin Title: Replace stained ceiling tiles in Office 3 after the leak + WoType: 0 + Priority: 1

Figure 83 The timeline shows the cancellation and the reopening with their notes.

BUSINESS RULE

Reopening a completed job does not undo its completion time or its SLA result. If the fault came
back, raise a new work order instead, so the first repair keeps its record. Reassign refuses
completed and cancelled jobs; reopen them first.
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The work order detail page

Who: anyone who can read work orders

Where: Work Orders - View (eye icon)

CAFMWay = wWokorders > Work Orders @ ork ord % Englsh = | & Dark | ® Ousis Faclities Management = (& 13
B

Oasis Facilities Management

)B-S

Work Order Detail & Back to List @ Print < Share 2y Chat
Chiller CH-01 not cooling, high discharge pressure alarm
Dashboard
aehbaar OB-514C urgent | | assigne reactive e
Chiller CH-01 not cooling, high discharge pressure alarm i
@ TowerA [ Created: 2026-09-26 @ SLA © Asset: Chiller CH-01 — Tower A Roof pending
@ SLA data pending
Work Orders
° ki ENGals o
G & Reassign # Escalate B Request Parts @ Add Attachment @& Close WO
Before & After Timeline Parts & Costs
3 Snagging
Incidents Work Order Information Assigned Team
WO Number 0B-5140-W0-000013
HVAC Team
Title Chiller CH-01 not cooling, high discharge pressure alarm /' Team- Assign
WO Type reactive
Priority urgent ) wlslalle
¥ Tec
Status assigned
Category HVAC Related
Sub-Category No cooling
Description The BMS shows chiller CH-01 on the Tower A roof tripping on high discharge pressure since 10:40. Chilled water leaving

temperature is 13 C against 7 C. Check the condenser fans and coll, reset the alarm and confirm stable operation.

Asset Chiller CH-01 — Tower A Roof (0B-5140-AR1-B1-HVC-CHL001)
ocation Tower A
Scheduling
@ Omar Al-Mansouri
Fm Admin Created 2026-09-26 10:31

Figure 84 The detail page of the chiller job, with the action buttons and the Details tab.

The header shows the number, status, priority and type, the location, the creation date and the asset.
The buttons along the top are:
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Button What it does

Back to List Returns to the list.

Print Prints the Work Order Completion Certificate (see "Print and report work orders").
Share Gives another user read, write, submit or share rights on this one job.

Chat Opens a conversation about the job with the assigned technician.

Update Status Moves the job to any status, with a note.

Reassign Hands the job to another person or back to the queue.

Escalate Adds an escalation note to the timeline.

Add Attachment Opens the Before & After tab.

Close WO Completes the job with resolution notes.

The tabs:

¢ Details — the work order information, the scheduling dates (Created, Scheduled, SLA Deadline,
estimated and actual hours), the assigned team and technician, the linked ticket and asset, and
Additional fields if your company added custom fields for work orders.

* Before & After — the before and after photos and the customer's sign-off, which the technician
collects in the app.

* Timeline — every event on the job; Add Action adds a note.

¢ Parts & Costs — labour hours and the parts issued to the job, with their unit cost and total. Parts
are requested by the technician in the Technician app and approved and issued under
INVENTORY - Material Requests.
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CAFMWay = WorkOrders > Work Orders @ ork ord % English » | ( & Dark ) (‘@ Onsia Faclites Management ) (@ 332
Y

Oasis Facilities Management

Work Order Detail & Back to List S Print < Share 2 Chat

Replace fan coil filters, Tower A floor 2 reception

i Dashboard

0B-5140-W0-000005 low completed reactive
» Exec Dashboard SLA Timer

Replace fan coil filters, Tower A floor 2 reception .
S @ Reception (3 Created: 2026-09-26 @ SLA: © Asset panding
= @ SLA data pending

. Work Orders

& PPM Calendar & Reassign # Escalate B Request Parts @ Add Attachment @& Close WO

f4 SLAEscalation

B s Details Before & After Timeline

o Snagging

A\ Incidents Labour

Estimated Hours Actual Hour Technicia
- 013h ©lsSl Wl
Parts & Materials

PART NAME ary UNIT cOST TOTAL

Panel filter G4 595x595x48 mm (FLT-G4-595) 4 QAR 42.00 QAR 168.00

@ Omar Al-Mansouri
Fm Admin

Figure 85 The Parts & Costs tab of a job that used four panel filters.

NOTE
The SLA Timer box in the header and the "SLA data pending" line are not filled in yet. Read the
target on the Details tab (SLA Deadline) or on the SLA Escalation board. Request Parts and

Request Part on this page do not create a request yet.
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Print and report work orders

Who: anyone who can read work orders; reports need the Report permission

Where: work order detail - Print; Sidebar - Reports

Completion certificate

On the detail page, click Print. The app builds the Work Order Completion Certificate on your company
letterhead and opens the browser's print dialog, where you can print it or save it as PDF. The certificate
lists the job details, the asset, the work performed, the observations, every step of the workflow with
who did it and when, and the photographs.
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Oasis Facilities Management

WORK ORDER COMPLETION CERTIFICATE

Work order: 153ccf10-bdf9-4aal-acad-7892d959¢5f3

WORK ORDER COMPLETION CERTIFICATE
0B-5140-W0-000013 - 26 Sep 2026
Oasis Facilities Management

DETAILS
Work order

Description

Priority

Status

ASSET
Asset code

Asset

WORK PERFORMED

0B-5140-W0-000013 Raised
Chiller CH-01 not cooling, high Completed

discharge pressure alarm Location

urgent Requested by
completed

0B-5140-AR1-B1-HVC-CHLOO1 Model
Chiller CH-01 — Tower A Roof Category

26 Sep 2026 13:31
26 Sep 2026 13:46
Tower A

Omar Al-Mansouri

Carrier 30XA-402
HVAC

Condenser fan 2 motor overload reset, windings and bearings checked, condenser coil washed. Chiller stable at 7 C leaving
water for 45 minutes. Verified on the BMS by Mariam.

‘OBSERVATIONS

Condenser fan 2 motor overload reset, windings and bearings checked, condenser coil washed. Chiller stable at 7 C leaving
water for 45 minutes. Verified on the BMS by Mariam.

WORKFLOW

26 Sep 2026 13:31
26 Sep 2026 13:37
26 Sep 2026 13:38
26 Sep 2026 13:44
26 Sep 2026 13:44
26 Sep 2026 13:46

26 Sep 2026 13:46

PHOTOGRAPHS

Work Order OB-5140-W0-000013 Created

Status changed to in_progress

Note added

Work Order OB-5140-W0-000013 photos updated
Work Order OB-5140-W0-000013 photos updated
Status changed to pending_verification

Work Order OB-5140-W0-000013 completed

Oasis Facilities Management - CR 184522
Confidential — for the addressee only

Powered by CAFM Way

Omar Al-Mansouri
Omar Al-Mansouri
Omar Al-Mansouri
Omar Al-Mansouri
Omar Al-Mansouri
Omar Al-Mansouri

Omar Al-Mansouri

Generated 26 Sep 2026 10:48
by Omar Al-Mansouri
Page 10of 2

Figure 86 The completion certificate of OB-5140-W0-000013 with the
work performed and the workflow.

NOTE

Run, choose AR and click Print.

Work order reports

Print on the detail page always produces the English certificate. For the Arabic layout, open
Work Order Completion Certificate in the Report Centre, choose the job in Work order *, click

Open Reports and type work order in Search reports.... The work order reports are:

CAFM Way User Guide — CAFM Way Web App
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Report

Monthly Performance Summary

Work Order Completion
Certificate

Work Order Status Register

Work Order SLA Compliance

Work Order Priority Analysis

Work Order Assighment &
Workload

Backlog Ageing

Escalated Work Orders

Pending Verification

Contractor Work Register

Contractor SLA Penalties

CAFM Way User Guide — CAFM Way Web App

What it shows

Volume, SLA, PPM compliance and the busiest assets for
management.

The record of one completed job.

Every work order in the period with status, priority and location.

Response performance against the SLA target, by building.

Volume and average age by priority, category and sub-category.

Who is carrying what and how much is still open.

Open work orders by age band.

Open work orders past their resolution target.

Work reported complete and not yet verified.

Work orders issued to each contractor.

Breaches charged against contractors, by contract.
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.CAFM Vay

Oasis Facilities Management

Dashboard

Exec Dashboard

ORDERS

=y Work Orders
PPM Calendar
lation
e Snagging

Incidents

UNTING

@ Omar Al-Mansouri
Fm Admin

Figure 87 The work order reports in the Report Centre.

= Reports > Reports Q T

Report Centre

Run any report, filter it, and print it on your company letterhead

Q  work order
CONTRACTORS

Contractor Work Register

d to each contractor, and

-, WORK ORDERS

Monthly Performance Summary

The manager pack: volume, SLA, PPM compliance

and the busies|

Work Order SLA Compliance

Backlog Ageing

ork orders by age band — the queue nobody is
ching

1 Click Open on a report.

Work Order Completion Certificate

The signed record of one completed job — for the

client’s file

Work Order Priority Analysis

Vol
category.

Escalated Work Orders

d their resolution

rk orders that have p

¥ English ~

ne and average age by priority, category and sub

& Dark

@ Oasis Facllities Management

Work Order Status Register

th its status, priority

[m]

Work Order Assignment & Workload
Who is carrying what, and how much of it is still open

[m]

Pending Verification

Work reported complete by th rician and not yet

>  Set the filters, for example From *, To * and Status, and click Run.

3 Switch the report language with EN / AR, check it with Preview, and click Print to print or

save it as PDF.
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*aw

< Work Order Status Register

From *
01 Sep 2026

32rows 11 groups

wo

0B-5140-W0-000010

0B-5140-W0-000016

WO-CTR-0003

WQ-CTR-0008

0B-5140-W0-000018

0B-5140-W0-000017

0B-5140-W0-000012

WO-CTR-0002

OB-5140-W0-000006

WQ-CTR-0006

WO-CTR-0009

WO-CTR-0004

0B-5140-W0-000004

WO-CTR-0001

WO-CTR-0007

Figure 88 The Work Order Status Register for September 2026.

TIP

8

To* Status
26 Sep 2026 | All -
Description

Coffee spill on corridor carpet, Tower B Floor 1

S Gllall 6 oluall 93 Al (30 bliso huni

HVAC — callback, fault recurred

Fire Safety — unit fault reported

Fit an anti-slip mat and a drip tray below the Office 3 AHU drain
Replace stained ceiling tiles in Office 3 after the leak
Ceiling leak above desks, Office 3 (ticket SR-2026-0002)
HVAC — unit fault reported

Water dripping from ceiling tile in Office 4

HVAC — callback, fault recurred

Fire Safety — callback, fault recurred

HVAC = planned service visit

Office 7 fan coil unit dripping water onto the carpet
HVAC — planned service visit

Fire Safety — planned service visit

Priority

low
medium
high
high
medium
medium
high
high
high
high
high
high
high
high

high

Location

Floor 1

Floor 2

Floor 2

Office 2

Office 3

Office 3

Office 3

Office 3

Office 4

office 6

Office 6

Office 6

Office 7

Office 7

Office 7

Raised

26 Sep 2026

26 Sep 2026

25 Sep 2026

23 Sep 2026

26 Sep 2026

26 Sep 2026

26 Sep 2026

23 Sep 2026

26 Sep 2026

25 Sep 2026

25 Sep 2026

22 Sep 2026

26 Sep 2026

22 Sep 2026

22 Sep 2026

Generated 26 Sep 2026 11:37

Status

Cancelled

Assigned

In progress

Completed

Assigned

accepted

Completed

Completed

Assigned

In progress

In progress

Completed

pending_verification

Completed

Completed

Export on the Work Orders list opens the Work Order Status Register directly.
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SLA targets, holds and breaches

Who: Supervisor, FM Manager, FM Administrator
Where: Sidebar > WORK ORDERS - SLA Escalation

Every work order gets two targets when it is created: a time to respond (the technician starts work) and a
time to resolve (the job is completed). The clock runs around the clock from the moment the job is
raised. It stops when the job is completed, cancelled or rejected, and pauses while the job is on hold.

Choosing the priority: the priority matrix

The company's rule for choosing a priority is kept under USERS - Organisation & SLA - Priority Matrix.
Priority = impact x urgency: impact is how much of the site is affected (1 is the most), urgency is how
fast the problem gets worse (1 is the fastest). The cell where they meet gives the priority: P1 Critical, P2
High, P3 Medium, P4 Low. Click a cell to change it. The same tab lists the SLA pause reasons.

/ = Users > Organisation & SLA Q arch wor s, as ¥ English ~ & Dark ® Oasis Facilities Management @ 8 y

Oasls Facllities Management ~ ~ Organisation Structure

Department tree, job ladder, task library and SLA configuration

C Refresh

@ Work Orders

= PPM Calendar

S  Departments B3 JobLevels & Categories &  standard Tasks Calendars
## SLAEscalation 14 33 9 14 3
} Snagging 10 leaf teams 0 of B0 seats filled 21 sub-categories 5 need a permit 17 shift windows
A Incidents

Departments 14 Job Ladder 33 Classification o Standard Tasks 14 SLA Calendars 3

Q,  Search priority matrix,

Priority = impact % urgency ®Pl @P2 ®P3 @P4

Impact is how much of the site is affected; urgency is how fast it degrades. Together they pick the SLA target

Urgency 1 Urgency 2 Urgeney 3 Urgency 4
P
, Users & Roles Impact 1 P1 P1 P2 P3
Critical Critical i Medium
:3) Guests
; Impact 2 P1 P2 P3 P3
y Shifts Critical Medium Medium
£ Roster
\mpact3 P2 P3 P3 P4
X Leave Management Medium Medium Low
O Roles & Permissions
i Impact 4 P3 P3 P4 P4
Medium Medium Low Low
“5 Organisation & SLA
SLA pause reasons 6 configured
@ Omar Al-Mansourl While a work order sits in one of these states the SLA clock stops
FmAdmin

Figure 89 The priority matrix: impact 1 with urgency 1 or 2 gives P1 Critical, impact 4 with urgency 3 or 4 gives P4
Low.
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NOTE

The web ticket and work order forms ask for the priority directly; they do not calculate it from
the matrix. Use the matrix to decide which priority to pick. P1 Critical is the priority shown as
Urgent on the work order list.

Targets by priority

Open the Targets & escalation tab. THE PROMISE, BY PRIORITY lists the targets:

Priority Respond within Resolve within Warn at Escalate to

Urgent (Critical on the wizard) 1h 4h 80% Supervisor
High 2h 8h 80% Supervisor
Medium 4h 24 h 80% Supervisor
Low 8h 48 h 80% Supervisor

To change a priority's targets, click Edit, change Respond within (hours), Resolve within (hours), Warn
at (% elapsed) and Escalate to (Supervisor, FM Manager or FM Admin), and click Save.

L A K

URGENT target

Respond within (hours) Resolve within (hours)

1 4

Warn at (% elapsed) Escalate to

80 Supervisor -

Cancel Save

Figure 90 Editing the Urgent targets: respond in 1 hour, resolve in 4 hours, warn at 80%.
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?AFM\*-,fay

Oasis Facilities Management

= Work Orders > SLA Escalation Q

Work Order SLA & Escalation

The clock runs from when the order was raised, stops for a stated reason, and escalates C Refresh

¥ English ~ & Dark

before the target — not after it

i Dashboard

® BREACHED ® ATRISK
» Exec Dashboard 0 U
Past the resolution target Past 80% of the target

DERS v Live board Breach history

y Work Orders
THE PROMISE, BY PRIORITY

PPM Calendar

URGENT Respondin 1 h - resclve in 4 h
i SLA Escalation
HIGH Respondin 2 h - resolvein8 h
[e Snagging
MEDIUM Respond in 4 h - resclve in 24 h
A Incidents
Low Respond in 8 h - resclve in 48 h
A change applies to work raised afterwards. Orders already running keep the target they were raised under,

COMPLIANCE, LAST 30 DAYS

HIGH 100.0% 5 of 5 met - 0 breached
Low 100.0% 2 of 2 met - 0 breached
MEDIUM 100.0% 3 of 3 met - 0 breached
URGENT 100.0% 7 of 7 met - 0 breached

WHY THE CLOCK STOPPED

Waiting for spare parts

@ Omar Al-Mansouri
Fm Admin

Figure 91 The Targets & escalation tab with compliance for the last 30 days and the reasons the clock stopped.

BUSINESS RULE

® ONHOLD

0

Clock stopped for a stated reasor

50 a closed month cannot change shape.

@ Oasis Facilities Management

® ON TRACK

Warn at 80%

Warn at 80%

Warn at 80%

Warn at 80

supervist

- supervis

supervist

supervisi

O %

1 work orders

A change applies to work raised afterwards. Jobs already running keep the targets they were

raised under. A contractor's own SLA (for example the 4-hour fix in the lift contract) is used for

its penalties.

Live board

The Live board tab lists open jobs with the time left, most urgent first. The tiles count BREACHED (past
the resolution target), AT RISK (past the warning percentage), ON HOLD and ON TRACK.
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CAFMWay = WorkOrders > SLAEscalation = Q
9

Oasis Facilities Management

84 Dashboard ® BREACHED

il  Exec Dashboard 0
Past the resolution target

KPIS

4 Work Orders

0B-5140-W0-000002
URGENT

fE PPM Calendar

4 SLAEscalation

0B-5140-W0-000008
URGENT

[e Snagging

/A Incidents
0B-5140-W0-000011

RGENT

PURCHASES

NTI
0B-5140-W0-000014

URGENT

0B-5140-W0-000004
HIGH

0B-5140-W0-000006
HIGH

0B-5140-W0-000009
HIGH

@ Omar Al-Mansouri :
Fm Admin P S

Figure 92 The live board with the time left on each open job.

Put a job on hold

Breach history

Work Order SLA & Escalation

The clock runs from when the order was raised, stops for a stated reason, and escalates
before the target — not after it

® AT RISK

Past 80% of the target

Targets & escalation

AHU-B1 fan belt squealing loudly

Tower A - 5)lsSl Al

Lift L-01 stops between floors 2 and 3
Tower A

Lift L-01 car door not closing fully at ground floor

Tower A - @yl Ciwg:

Passenger Lift L-01 out of service, stopped at Floor 2
Tower A - Sami Nasse!

Office 7 fan coil unit dripping water onto the carpet
Office 7 - (slssll Al>

Water dripping from ceiling tile in Office 4

Office 4

Server room precision AC showing high humidity alarm
Server Room * (gjlsSUl Al

¥ English ~ & Dark

C Refresh
® ONHOLD ® ON TRACK
Clock stopped for a stated reason Inside the target

3.4 hleft
—
3.5h left
3.5h left
—

4.0 h left
7.4 h left
-

7.4 h left
-

7.5 left

When a job cannot move for a reason outside the technician's control, stop its clock:

1 Onthe Live board, click Hold on the job.

>  In Stop the clock on ...?, choose the Reason. Each reason says who carries the delay:

ours (the service provider), client or force majeure. The reasons are Safety hold, Waiting

for quotation approval, Waiting for client access, Waiting for spare parts, Waiting for

permit issue and Adverse weather stand-down.

3 Add a Note (optional) and click Hold.
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Stop the clock on 0B-5140-W0-000014?

The reason decides two things: whether the clock stops at all, and who the delay is

charged to when the month s reviewed
Reason

Waiting for spare parts + ours

Note (optional)
{ h ordered from Lift Tech's store, expected on site at 16:00.{ J

Figure 93 Holding the lift job while the door lock switch is on its way.

t  Thejob shows On hold with the reason, and the ON HOLD tile goes up.

CAFM! = Work Orders > SLAEscalation =~ Q Search work orders, ass

The clock runs from when the order was raised, stops for a stated reason, and escalates

Oasis Fecilities Management a Work Order SLA & Escalation

shboard ® BREACHED

s Exec Dashboard 0
Past the resolution target

0B-5140-W0-000002
URGENT

endar

SLA Escalation
0B-5140-W0-000008
URGENT

agging

Incid

0B-5140-W0-000011
URGENT

0B-5140-WO0-000014
URGENT

OB-5140-W0-000004
HIGH

0B-5140-W0-000006
HIGH

0B-5140-W0-000012
HIGH

Omar Al-Mansourl

before the target — not after it.

® ATRISK

0

Past 80% of the target

Live board Breach history Targets & escalation

AHU-B1 fan belt squealing loudly
Tower A - s)lgSIl Als-

Lift L-01 stops between floors 2 and 3
Tower A

Lift L-01 car door not closing fully at ground floor
Tower A - syl insgs

Passenger Lift L-0T out of service, stopped at Floor 2
Tower A - Sami Nasser - held: Waiting for spare parts (ours)

Office 7 fan coil unit dripping water onto the carpet
Office 7 - (5)lgSIl Wi

Water dripping from ceiling tile in Office 4
office 4

Ceiling leak above desks, Office 3 (ticket SR-2026-0002)
Office 3+ (g)laSl All>

¥ English ~ & Dark ® Oasis Facilities Management & 8 @

® ONHOLD

1

Glock stopped for a stated reason

3.3 hleft

3.4 hleft
—

3.4 hleft

On hold

7.3hleft

7.4hleft

7.5hleft
-

Figure 94 The live board with the lift job on hold for spare parts.

5  When work can continue, click Resume. The targets move out by the time the job was on
hold ("Clock restarted. Targets moved out by ...").
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WHY THE CLOCK STOPPED on the Targets & escalation tab sums the holds by reason for the month.

NOTE
Holds are placed from this board only; the mobile apps have no hold button. A hold does not
change the job's status.

Breaches and escalation

The system checks all open jobs every 15 minutes (Run sweep now checks at once):

Level When Who is told

At The warning percentage of the resolution time has The technician and the supervisor

risk passed

L1 A target has passed (response or resolution) The technician, the supervisor and the

escalation role

L2 Still open after a further step (half the resolution The FM Manager
time, at least one hour)

L3 Still open after another step The FM Administrator

Each breach is kept on the Breach history tab with its type (response or resolution), how late it is and its
level. When a job passes its resolution target, the Live board shows it as breached with a Take it button:
click it to acknowledge the breach, and the escalation stops climbing. Notifications appear in the bell
menu.
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CAFM

Oasis Facilities Management

2o Dashboard

il  Exec Dashboard

KO

Work Orders
fE PPM Calendar
4 SLAEscalation
6 Snagging

/A Incidents

Users & Roles

9 Guests

@ Omar Al-Mansouri
Fm Admin

Figure 95 The breach history with three lift jobs that missed their 1-hour response target.

NOTE

= Work Orders > SLA Escalation Q ¥ English ~ & Dark
Work Order SLA & Escalation
The clock runs from when the order was raised, stops for a stated reason, and escalates C Refresh
before the target — not after it
® BREACHED ® ATRISK ® ONHOLD
Past the resolution target Past 80% of the target Clock stopped for a stated reason
Live board 3r t Targets & escalation
0B-5140-W0-000014 Passenger Lift L-01 out of service, stopped at Floor 2 response 1 min over
OB-5140-W0-000011 Lift L-01 car door not closing fully at ground floor response 52 min over
OB-5140-W0-000008 Lift L-01 stops between floors 2 and 3 response 54 min over
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@ Oasis Facllities Management

® ON TRACK

11

Inside t

2026-09-26 12:15

2026-09-26

2026-09-26

e target

11:24:38

11:23113

@

A breach found more than 48 hours late is recorded but not announced, so an old backlog does
not flood the notifications. The Escalated Work Orders and Work Order SLA Compliance
reports show breaches over a period.
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Planned preventive maintenance

Who: FM Manager, FM Administrator, Supervisor
Where: Sidebar > WORK ORDERS - PPM Calendar; Dashboard = Quick Actions - Schedule PPM

A PPM plan repeats a service on a set of assets or locations. Creating the plan generates the first work
orders at once; the system then adds each new occurrence when its date comes.

Create a plan
The example services Chiller CH-01 every quarter.

1 On PPM Calendar, click Schedule PPM. The Schedule PPM dialog opens.
>  Type the PLAN NAME, for example Chiller CH-01 quarterly service .

2] Choose the CATEGORY and SUB-CATEGORY, for example HVAC and Chiller planned
service. Technicians and contractors qualified for this classification see the plan.

5 In REPEATS, choose Daily, Weekly, Monthly, Quarterly, Every 6 months, Yearly, or Every
N days (then type the number of days).

5 Set FIRST DUE, GENERATE AHEAD (how many occurrences to create now, 1 to 60) and
DURATION (MIN).

6 Under TARGETS, type part of a code or name in the filter and tick the assets or locations.
The orange box shows how many work orders will be generated and on which dates.

7  Click Create & generate.
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& Schedule PPM

Recurring plan across assets and locations

PLAN NAME

T  Chiller CH-01 quarterly service
CATEGORY SUB-CATEGORY

& HVAC - © Chiller planned service

Technicians and contractors qualified for this classification will see the generated plan

REPEATS

= Quarterly

FIRST DUE GENERATE AHEAD DURATION (MIN)

B 20260926 4 4 O 240

+} Auto-generates 4 work orders (4 dates x 1 target)

2026-09-26 2026-12-26 2027-03-26 2027-06-26

TARGETS 1 selected

[ Q  CHLOO1 J

ASSETS

£ OB5140-ART-BI-HVC.CHLODT  Chiller CH-01 — Tower A Roof

Cancel 4. Create & generate

Figure 96 The Schedule PPM dialog for a quarterly chiller service with four dates and one target.

Each date and target gets a work order titled [PPM] Chiller CH-01 quarterly service , with type
Preventive, priority Medium and status Assigned, numbered in a separate series ( W0-2026-0001 ). The
technician, the plan's owner and the dispatch pool are reminded three days before and on the due date
("PPM due today: ..."), and the job is reported as overdue after the date.

BUSINESS RULE

Generated PPM work orders have no technician. Open each one and use Reassign to give it to
the technician who will do it, so it appears in the Technician app.

Use the calendar
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CAFMWay = wWokoOrders > PPMCalendar O 1 work orders, ass % Englsh = | & Dark | ® Ousis Faclities Management = (@ 13
29 -

Oasls Facllities Management .
2 7 PPM Schedule 2 Agenda -+ Strategy evaluation C Refresh
Planned Preventive Maintenance — Schedule, track and manage recurring maintenance
tasks @ Import Excel

05 Dashboard

Q  Search by plan, asset or location ID — e.g. AB-1101-AR1

il  Exec Dashboard

Scheduled Overdue Completed ® HVAC 1
KPIS
= 1 0 m 1 0 . 4h
% Work Orders & This Month & completsd & puein7 days A overdue O planned Effort
Sep 2026 0% of the month Next week's load Nothing slipping Open occurrences
5 PPM Calendar
f4 SLAEscalation
September 2026 ... What comes next
B s | Gecintenoes Aprasen ey : ¢ ™ Overdue first, then the nearest due dates
> Snagging occurrences across 1 day
" Sun Mo Tue Wed Thu Fri sat 26 Chiller CH-01 quarterly..  scHepuLep  wo-20z60001  Today
A\ s S
ekt sep £° 0B-5140-AR1-B1-HVC-CHLOOT - Chiller CH-01 — Tower A Raof
30 31 1 - 3 4 5 HVAC
PURCHASES
NTI
., Month breakdown
September 2026 - 1 occurrences
6 7 8 9 10 11 12
Completion 0/1- 0%
By category
8 HVAC 1
13 14 15 16 17 18 19
Omar Al-Mansouri c
Fm Admin 20 21 22 23 24 25 (26 ] 1

Figure 97 The PPM calendar for September with the first chiller visit on the 26th.

¢ Month shows the occurrences on a grid; Agenda lists them by day.

¢ The tiles show This Month, Completed, Due in 7 days, Overdue and Planned Effort.

¢ What comes next lists overdue visits first, then the nearest ones. Month breakdown shows
completion and the split by category.

¢ Use the search box and the All, Scheduled, Overdue and Completed chips to filter.
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CAFM

Oasis Facilities Management

2o Dashboard

il  Exec Dashboard

KO

Work Orders
5l PPM Calendar
4 SLA Escalation
6 Snagging

/A Incidents

@ Omar Al-Mansouri
Fm Admin

Figure 98 The agenda view of September with the chiller visit.

= Work Orders > PPM Calendar Q

PPM Schedule

¥ English ~ & Dark

B Month

Planned Preventive Maintenance — Schedule, track and manage recurring maintenance

tasks

Q  Search by plan, asset or location ID — e.g. AB-1101-AR1

Scheduled Overdue Completed @ HVAC 1
1 0
This Month @ Completed
Sep 2026 0% of the month

September 2026 — Agenda
Sat, 26 Sep 2026

Chiller CH-01 quarterly service scHepulep  wo-2026-0001
I OB-5140-AR1-B1-HVC-CHLOOT - Chiller CH-01 — Tower A Roof & HVAC

1

S puein7days
Next week's load

1 occurrences

1 task

2 Unassigned

@ Oasis Facllities Management @ &

© Refresh

-~ Strategy evaluation

@ Import Excel

0 _ 4h

A Overdue Planned Effort

Nothing slipping Open occurrences

., What comes next

™ Overdue first, then the nearest due dates
26 Chiller CH-01 quarterly.. scHepuLep | wo-z026.0001 | Today
sep £° 0B-5140-AR1-B1-HVC-CHLOOT - Chiller CH-01 — Tower A Raof

d HVAC (& 4h & Unassigned

o Month breakdown

September 2026 - 1 occurrences

Completion 0/1- 0%

By category
8 HVAC 1

Click an occurrence to open it. The dialog shows the schedule, duration, asset and work order, and

offers:

e Open Work Order — opens the generated work order, for example to reassign it.

* Reschedule — moves only this visit to another date, with a reason. The plan keeps its own

rhythm.

¢ Mark Done — marks the visit as completed.
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Chiller CH-01 quarterly service
HVAC - Chiller planned service - Scheduled

SCHEDULED  MEDIUM PRIORITY | | WO ASSIGNED

Qccurrence 34F6051F

Repeats Quarterly

=
B scheduled Sat, 26 Sep 2026
o]

Duration 4h
Assigned Unassigned

T Asset OB-5140-AR1-B1-HVC-CHL001 — Chiller CH-01 — Tower
A Roof

Work order WO0-2026-0001

Open Work Order Reschedule © Mark Done

Figure 99 The occurrence dialog of the first chiller visit.

CAFMW = Work Orders > Work Orders Q. Search work orders, asset ¥ English ~ & Dark ® Oasis Facilities Management @ @ 0

Oasls Facllities Management

Work Orders * Export @ Import Excel + New Work Order
Track, assign and close facility maintenance requests

5 2 2 4 o o0 & 7
Total Active Critical Priority Pending Assign In Progress Total
Q  Search WO. All Status. - All Priority AllTypes All Classifications + X Clear
Work Orders
WO Number Title Type Classification Priority Status Assigned To SLA Due Actions

PPM Calendar

WO0-2026-0005 [PPM] Chiller CH-01 quarterly service pom HVAC Medium Assigned U Unassigned 2026-09-26 s ©

WO0-2026-0004 IPEM] Giller CHOT quarbarly seivios. | gmem HVAC Medium Assigned U Unassigned 2026-09-26 W ©

[PPM] Chiller CH-01 quarterly service

WO0-2026-0003 ppm HVAC Medium U Unassigned 2026-09-26 [}
W0-2026-0002 IPRM Chiller CHLOY, quartarly geriice ppm HVAC Medium Assigned J  Unassigned 2026-09-26 i @
WO0-2026-0001 [PPMI Ghiller CH-01 querterly service o HVAC Medium b glslalls  2026:09-26 N @
0B-5140-W0-000013 5::::5&01 nat cacling, high dischatg... s HVAC Urgent Completed L slsalls A 2026-09-26 4 @
0B-5140-W0-000001 Chiller CH-01 tripped on high head pros... ey v/ Urgent Completed b obUAE A 20260926

Tower A

Omar Al-Mansouri

Figure 100 The chiller's work orders: the five generated PPM jobs and the earlier breakdown jobs.
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NOTE
Rescheduling a visit does not move the date of its work order, and completing the work order
does not mark the visit done. Update both. A plan cannot be edited or stopped from the calendar

yet.

TIP

Import Excel loads many plans at once from a spreadsheet (plan name, category, frequency,
start date, asset code). Strategy evaluation compares maintenance strategies by cost and
failures per asset.
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Request for Approval on work orders

Who: FM Administrator (rules); the named approvers (decisions)

Where: Sidebar > SYSTEM - Settings - Approvals tab; Sidebar - Approvals

Nothing needs approval until an administrator switches a rule on. With Work order — raising on, a work

order raised by anyone who is not an approver is held: it exists but cannot be started, updated,

reassigned or completed until an approver releases it.

Switch the rule on

1 Open Settings and click the Approvals tab. The Request for Approval section lists the

actions that can be held, grouped by module.

= System > Settings Q  Sear

Oasls Facilities Management CAFM > Syst: ministratiol
System Administration

Tenant configuration, integrations, and system preferences

€ Work Orders
{5 PPM Calendar
f# SLA Escalation

@ Snagg
nagging > Request for Approval

A Incidents

WORK ORDERS

Work order — raising

A new work order walts for approval before it is assigned or worked on.

Work order — closing
A completed work order waits for approval before it counts as ¢

SLA clock = pausing

0 Notifications .
Snag — closing

A snag waits for approval before it is signed off as resolved
B Messages

i Settings INGIDENTS

La) Report Branding Incident — closing

An incident waits for approval before it is closed.

) Journal Export

CONTRACTORS

Omar AlMansourl Contractor — adding a user
. A contractor's new user account waits for approval before it can sign in.

General Notifications Integrations Security Billing

Stopping an SLA clock waits for approval, because paused time does not count against the target

Fh English ~

~" Everything runs on the normal workflow. Switch on any action below to make it wait for a named approver first

Figure 101 The Approvals tab of Settings with the work order rules.

& Dark

2> Turnon the switch of Work order — raising. The rule editor opens.

® Oasis Facllities Management @ o |

Normal workflow

Normal workflow

Normal workflow

Normal workflow

Normal workflow

® 6 00 0|0

Normal workflow

3 Under Who approves, tick one or more people. Any one of them can release an item.

t  Optionally write a Note for the requester (optional).

5 Click Require approval.
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Work order — raising
A new work order waits for approval before it is assigned or worked on.

Who approves

Any one of them releases the item.

Layla Mansour
layla mansour-3@greenscape-facilities. contractor local

Mahmoud Saeed

mahmoud.saeed-3@al-noor-hvac-services.contractor.ocal

Nadia Haddad

nadia haddad-3@gulf-climate-control.contractor.local

Omar Al-Mansouri
operations@oasis-fmtest

Omar Al-Mansouri

Note for the requester (optional)

[ 1e FM administrator. Urgent jobs: call Omar on +974 5550 1001 | :]

Cancel Require approval

Figure 102 The rule editor with Omar Al-Mansouri as approver and a note for the requester.

Other work order rules work the same way: Work order — closing holds the close until approved, and
SLA clock — pausing holds a hold request. Once a rule is on, Add department rule lets one department
follow a different rule from the rest of the company.

[
CAUTION

In this release the switch does not stay visibly on after you save, and a saved rule cannot be
switched off or edited from this tab. Plan the rule before you save it, and ask CAFM Way support

to remove a rule you no longer need.

Raise a held work order

The helpdesk agent Noura Al-Kaabi raises

Replace stained ceiling tiles in Office 3 after the leak inthe usual way. The work orderis
created and numbered, but it is held. Noura can follow it under Approvals -> Sent by me, where it shows
Waiting.
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= Approvals > Approvals Q ) s F English = & Dark @ Oasis Facllities Management @ & @

Oasis Facilities Management ~ Approvals

Items waiting on a decision, and the ones you have sent

C Refresh

Walting on me Decided by me

0B-5140-W0-000017 — Replace stained ceiling tiles in Office 3 after the leak

Work Order + by (Sl g5

[ Reports

& Approvals

Figure 103 Noura's Sent by me list with the held work order waiting for a decision.

The approvers get an "Approval needed" notification. In the Technician app the job shows an "Awaiting
approval" banner; in the Requestor app it shows "Awaiting approval".

NOTE

The web app still says "Work order created successfully" for a held work order and does not
mark it on the list. Check Sent by me to see what is waiting.

Approve or reject

1 Asan approver, open Approvals in the sidebar. Waiting on me shows the items you can
decide, with a count.
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P English ~ & Dark | ® Oasis Facilities Management @ ol 0

= Approvals > Approvals Q Search work orders, assets, ...

o) Approvals © Refresh

¥ Items waiting on a decision, and the ones you have sent

Walting on me (1) Decided by me Sent by me

0B-5140-W0-000017 — Replace stained ceiling tiles in Office 3 after the leak Reject
Work Order - by (Sl éys

Approvals

Omar Al-Mansouri

Figure 104 The approver's Waiting on me list with the ceiling-tile work order.

2  Click Approve. In Approve this?, add a Note (optional) and click Approve.

Approve this?
0B-5140-W0-000017 — Replace stained ceiling tiles in Office 3 after the
leak

~ Note (optionai
L;rrow morning after the plumber has fixed the \eak,l J

Figure 105 Approving the held work order with a note.

The item moves to Decided by me with your name and note. The requester is notified, the
SLA clock starts from the approval and the technician can start work.

3
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= Approvals > Approvals Q a . F English ~ & Dark ® Oasis Facilities Management 19 8 [

Oasls Facilities Management -
Approvals C Refresh
Items waiting on a decision, and the ones you have sent

RVIEW
Walting on me Decided by me Sent by me
08 Dashboard ]
il Exec Dashboard 0B-5140-W0-000017 — Replace stained ceiling tiles in Office 3 after the leak
Work Order - by (Sl &y

approved by Omar Al-Mansouri — Approved. Schedule for tomorrow morning after the plumber has fixed the leak

[ Reports

) Approvals

@ Omar Al-Mansourl
Fm Admin

Figure 106 The decided item with the approver's note.

To refuse, click Reject and give a Reason. A rejected work order is cancelled.

BUSINESS RULE
An approver who raises a work order is not held by their own rule. The approver list of a request
is fixed when it is raised; changing the rule later does not move requests already waiting.

Switching a rule off does not release what is waiting; decide those items first.
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Snagging

Who: Supervisor, FM Manager, FM Administrator
Where: Sidebar > WORK ORDERS - Snagging

Snags are defects found at handover or inspection that the builder or contractor must put right. Each
snag has a number ( SNG-2026-0008 ), a severity, a due date and, once closed, the hours it took to close.

1 Click New.

2>  Fill Title * and Description.

3 Choose the Severity (Low, Medium, High) and the Status (Open, In Progress, Closed).
,  Pick the person in Assign To, the place in Location and the Due Date.

5 Click Create Snagging. "Saved" appears and the snag is added to the list.

L LR

& New Snagging

Defect tracking with photo evidence and completion time
Title*
» handrail bracket, Tower C stair 2

Description
Handover inspection of Tower C: the second handrail bracket on stair 2

between Floor 1 and Floor 2 moves by hand. Contractor to re-fix with

new anchors.

Severity Status
High Open

Assign To Location
kel @po X Oasis Business Park » North Campu.. X

Due Date

2026-09-29 8

[j Additional photos can be attached from the snag record

Cancel + (Create Snagging

Figure 107 A new snag for a loose handrail bracket found at the Tower C handover.
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CAFMW: = WorkOrders > Snagging = Q k orders, asset F English ~ © Dark | ® Oasis Faciliies Management . (80§82

Oasis Facilities Management Snagging { Y
Defect tracking with photo evidence and completion time - 8 record(s) =
Status Severity

Q. Search All - All - C Refresh

Dashboard

Exec Dashboard Number Title Severity Status Due Hours to Close Actions
SNG-2026-0008 Loose handrail bracket, Tower C sta... High QOpen 2026-09-29 = @ 2 A o |

€. Work Orders SNG-2026-0006 Uneven skirting after cable works Low 2026-10-16 = @ 7 0

PPM Calendar =
SNG-2026-0004 Door closer not self-latching — Roo... Medium Closed 2026-09-27 51 = B
SNG-2026-0007 Damaged access panel in plant room High Open 2026-09-26 i @ 7 0

Snagging

Incidents SNG-2026-0005 Cracked window seal — East facade Low Open 2026-10-13 = @ & 0
SNG-2026-0001 Ceiling tile water staining — Level 3 .. Medium Open 2026-10-03 - (& s |
SNG-2026-0003 Loose floor tile at main entrance High Closed 2026-09-23 6 Z 0
SNG-2026-0002 Chipped paint on stairwell handrail Low In Progress 2026-10-16 = & £ B

@ Omar Al-Mansouri

Figure 108 The Snagging list with the new snag open.

To close a snag, click the green tick in Actions. It closes at once and Hours to Close shows the time since
it was raised. Use the pencil to edit a snag and the bin to delete it.
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= Work Orders > Snagging Q k ors, asset F English = & Dark @ Oasis Facllities Management @ 8

= Snagging [ 4
= Defect tracking with photo evidence and completion time - 8 record(s) -—
Status Severity
Q. Search All - All - C Refresh
Dashboard
Exec Dashboard Number Title Severity Status Due Hours to Close Actions
SNG-2026-0008 Loose handrail bracket, Tower C sta... High Closed 2026-09-29 0.01 2 A o |
ORDERS
Work Orders SNG-2026-0006 Uneven skirting after cable works Low 2026-10-16 = @ 7 0
PPM Calendar =
SNG-2026-0004 Door closer not self-latching — Roo... Medium Closed 2026-09-27 51 = B
SLA Escalation
SNG-2026-0007 Damaged access panel in plant room High Open 2026-09-26 i @ 7 0
Snagging
Incidents SNG-2026-0005 Cracked window seal — East facade Low Open 2026-10-13 = @ & 0
SNG-2026-0001 Ceiling tile water staining — Level 3 .. Medium Open 2026-10-03 = (& s |
OUNTING
SNG-2026-0003 Loose floor tile at main entrance High Closed 2026-09-23 6 Z 0
SNG-2026-0002 Chipped paint on stairwell handrail Low In Prog 2026-10-16 = & £ B

@ Omar Al-Mansouri
Fm Admin

Figure 109 The snag closed, with its hours to close.

NOTE

Photos cannot be attached to snags yet.
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Incidents

Who: Supervisor, FM Manager, FM Administrator, safety staff
Where: Sidebar > WORK ORDERS - Incidents

The incident register records accidents, near misses and other events, and the corrective work orders
that follow from them.

1 On the Register tab, click New.

2 Fill Incident Title *, choose the Type (Operational, Safety, Security, Environmental), the
Severity and the Status, and set Occurred On.

3 Pick the Location and, if relevant, the Asset.

4 Turn on Near Miss if nobody was hurt, or Lost-time injury and Days lost if someone could
not work.

5  Describe what happened in Description.

6 Under LINKED WORK ORDERS, click Add Work Order, type what needs to be done and
choose its Priority. Add as many as needed; each becomes a work order at the incident's

location.

7  Click Create Incident Management. The incident is numbered, for example
INC-2026-0002 .
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New Incident Management

Report, investigate and close incidents & near-misses

Near Miss
Unplanned event that did not result in harm

Lost-time injury
Someone was injured and could not work their next shift

Days lost

Working days the injured person was off

[J Attach scene evidence

Description

At 09:10 an accountant slipped on water pooled under the Office 3
ceiling leak but caught the desk and was not hurt. Wet-floor signs placed
and the area mopped. Leak reported on SR-2026-0002.

What happened, where, and who was involved
| LINKED WORK ORDERS
Raise one or more corrective work orders for this record. They inherit the selected location.

fa‘.l'\(r'w:‘ 1 title
L drip tray below the Office 3 AHU dra‘trf :;Ilzrc‘l‘i{lm

What needs to be done

+ Add Work Order

Cancel + Create Incident Management

Figure 110 The new incident form with the near miss details and a linked corrective work order.

CAFMWay = Work Orders > Incidents Q@ Search work orders, assets ¥ English ~ & Dark ® Oasis Facilities Management @ ::c‘;} 0
Analytics
Oasls Facllities Management
Incident Management T
Heard Report, investigate and close incidents & near-misses + 2 record(s)
boa
Status Severity Type Near miss
Exec Dashboard Q,  Search All - All - All - All v
C Refresh
RDERS
. Number Title Type Severity Status Near miss Location Actions
, Work Orders
alendar INC-2026-0002 Near miss: staff member slipped.. Safety Minor Open Yes Office 3 7 [ s |
INC-2026-0001 Compressor oil spilled on the roc... Environmental Minor Open Yes Tower A B & 0

agging

Incidents

Omar Al-Mansouri

Figure 111 The incident register with the new near miss.
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Open an incident with the arrow icon to see its Overview, Investigation, Response, Actions & CAPA and
Work Orders tabs. On Work Orders, Generate corrective work order raises another job; the linked jobs
are listed with their status.

= WorkOrders > Incidents ~ Q Sear ork org s ¥ English ~ & Dark | ® Oasis Faclities Management @ & €

INC-2026-0002 - Near miss: staff member slipped on wet floor under the Office 3 ceiling leak

safety - minor - open - Near-miss

Overview  Investigation ~ Response  Actions & CAPA

9§ Dashboard

il  Exec Dashboard

KPIS 0B-5140-W0-000018 - Fit an anti-slip mat and a drip tray below the Office 3 AHU drain

assigned - medium
wo! ORDERS

2 Work Orders
5] PPM Calendar
4 SLA Escalation
[ Snagging

Z\ Incidents

PURCHASES

Omar Al-Mansouri
Fm Admin

Figure 112 The Work Orders tab of the incident with its corrective work order.

TIP

The Analytics tab summarises incidents by type and severity, and the Incident Register report
lists them for a period.
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Purchasing and stores

This part covers buying and holding spare parts: units of measure, the item catalogue, warehouses and
technician vans, suppliers, the procure-to-pay chain from request for quotation to payment, and the
stores work that follows (issues to work orders, transfers, counts, valuation and replenishment). It is
written for storekeepers, buyers, FM managers and the company administrator.

Procure-to-pay at a glance

Who: FM Administrator and FM Manager (everything); Procurement Officer (suppliers, items,
warehouses, RFQs, quotations, purchase orders, stock documents); Finance Officer (purchase
invoices and payments); Supervisor (material requests, counting)

Where: Sidebar > PURCHASES and INVENTORY

The examples in this part follow one story at Oasis Facilities Management. The stores team loads its
opening stock into the Main Store - Industrial Area, tops up the technicians' vans, and buys a quarter's
worth of AHU filters, compressor capacitors and V-belts for the PPM programme:
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Material request from a
work order

store cannot cover it

}

Request for quotation

Purchase order raised
automatically

Supplier quotations

)

Award

/

Purchase order

Approve

Mark ordered

Goods receipt into a
warehouse

-

Receive the purchase order

N

Issue from stock

Stock in the warehouse

Purchase invoice

X

Transfer to a van

Payment entry

Each document has its own statuses:
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Document

Material request

Request for
quotation

Supplier quotation

Purchase order

Goods receipt

(stock document)

Purchase invoice

Payment entry

Stock count

Suggested order for a new company:

Number

on the
work order

RFQ-
2026-
0001

SQ-2026-
0002

PO-2026-
0001

SE-2026-
00005

PINV-
2026-
0010

PE-2026-
0002

SC-2026-
00001

Statuses, in order

Requested = Approved - Authorised = Issued; or
Ordered - Received when the store could not cover
it; Rejected, Cancelled

Draft - Submitted; Cancelled

Draft = Submitted = Ordered; Lost, Cancelled

Pending Approval - Approved - Ordered -

Received; Cancelled (rejected)

Draft = Submitted; Cancelled (reversed)

Pending - Approved - Paid; Cancelled

Draft = Submitted; Cancelled

Scheduled = Counting - Awaiting approval -
Approved; Cancelled

Units of measure, then suppliers, then items.
Warehouses, including one van per technician who carries stock.

Opening stock into the main store, then transfers to the vans.

- payment, and issue parts against work orders.

BUSINESS RULE

Posts to the
ledger

Issue: yes

No

No

No

Yes

Yes, on
approval

Yes, on
posting

Yes, on
approval

From then on, buy through RFQ - quotation = purchase order = goods receipt - invoice

Stock is valued at a moving average per item and warehouse. A receipt changes the average; an

issue, transfer or write-off takes stock out at the current average. Every valued movement posts

to the general ledger at once (see Accounting).
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TIP

Some purchasing lists are wider than the screen. If a row's action buttons are cut off at the right
edge, collapse the sidebar with the menu button at the top left.
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Units of measure

Who: FM Administrator, FM Manager, Procurement Officer

Where: Sidebar - INVENTORY - Units of Measure

Units are grouped into categories (Count, Weight, Volume, Length, Area, Time, Other). Each category has
one base unit, and every other unit in the category states how many base units it holds.

1 Click New unit.
2>  Enter the Unit name and Symbol, and choose the Category.

3 Tick Base unit for this category for the first unit of a category (for example Piece, Metre,
Kilogram, Litre). For any other unit, enter the Conversion factor instead (1 Box =12
Piece).

5 Tick Whole numbers only for units that cannot be split, such as pieces, boxes and rolls.

5 Add a Description and click Create unit.

= New unit of measure

Unit name
Box

Category
Count

D Base unit for this category
“Piece” is the base today — saving this will replace it.

Conversion factor (1 Box = ? Piece)

12
Whole numbers only
For units that cannat be split — pieces, boxes, rolls

Enabled
Disabled units stay on existing items but are not offered.

[Carton of 12 pieces, as filters are de!iveredl ]

Cancel + Create unit

Figure 113 The new-unit form for a box of 12 pieces
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The list shows each unit's conversion, its rules and how many items use it.

CAFMWay = Inventory > Units of Measure Q h work ords S F English ~ & Dark ® Oasis Facilities Management @ @

Oasls Facllities Management g Units Of MeaSUre

C Refresh [+ Newunit |
INVENTORY v 7 units - 7 enabled - 4 categories .
[@ Inventory
Q. Search name or symbol v Show disabled
4y Iltems
Warahouas UNIT SYMBOL CATEGORY CONVERSION RULES USED BY STATUS
E] Material Requests Piece mast pes Count Base unit Whole numbers 5 item(s) Enabled VA |
Stock Movements =
Box box Count 1 Box =12 Piece Whole numbers - Enabled 4 a
=] Stock Documents
Metre Bas m Length Base unit - 1 item(s) Enabled P a
~] Stock Counts
Pipe length len Length 1 Pipe length = 6 Metre Whole numbers 1 item(s) Enabled ra a
] Stock Valuation
b Renlenictiment Roll roll Length 1 Roll = 100 Metre Whole numb - Enabled # 3]
24 Task Kits Litre Bas L Volume Base unit = = Enabled s O
7 Units of Measure Kilogram east kg Weight Base unit - 1 item(s) Enabled |

D) Reports

& Approvals

Omar Al-Mansouri
Fm Admin

Figure 114 Units of measure: base units marked BASE, with Box, Pipe length and Roll converting to their base
unit

BUSINESS RULE
Unit names are unique. Choosing a new base unit for a category replaces the old one. A unit that

is used by an item cannot be deleted (the delete icon is greyed); untick Enabled instead, so it
stays on existing items but is no longer offered.

NOTE

The conversion factor is for reference. Quantities are not converted between units on
documents, so buy and stock each item in its own stock unit.
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Suppliers

Who: FM Administrator, FM Manager, Procurement Officer, Finance Officer

Where: Sidebar » PURCHASES - Suppliers

Suppliers are the companies you buy goods from. Service contractors are kept separately under
Contractors.

1 Click New supplier.

2> Under IDENTITY enter the Supplier name, a Supplier code (for example SUP-GHV) and a
Supplier group (HVAC, Electrical, Plumbing).

3 Fillin CONTACT and ADDRESS: primary contact, email, mobile, address, city and country.
4 Under TAX enter the Tax ID / VAT / CR.

5 Under ACCOUNTING TERMS keep Default currency at QAR and enter the Payment terms,
Credit limit and Credit days.

6 Under BANKING enter the bank name, account number, IBAN and SWIFT code.

7  Click Create supplier.
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&5 New supplier

Qatar Postal code

TAX
Tax ID / VAT / CR

CR 45872 Tax category
Withholding category

ACCOUNTING TERMS
Default currency Payment terms

QAR Net 30

Credit limit Credit days

100000 30

BANKING
Bank name Account number

Qatar National Bank 0013-458720-001

1BAN SWIFT

QAS58QNBA000000000013458720001 QNBAQAQA

STATUS
[J Disabled O onhold [ Transporter

NOTES
¢~ Anything worth recording

Cancel + Create supplier

Figure 115 The supplier form for Gulf HVAC Supplies WLL, scrolled to the tax, terms and banking sections

To stop buying from a supplier for a while, open it with the pencilicon, tick On hold and choose a Hold
type (Block everything, Block invoices or Block payments). Al Noor Plumbing Materials is on hold while
a pricing dispute is settled.
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CAFMWay = Purchases > Suppliers Q Fa English ~
-
Oasis Facilities Management ~ H
Suppllers C Refresh
4 total - 3 active - 1 on hold
. Q_ Search name, code, email or tax ID v Show disabled
asnhboa
Exec Dashboard
CODE SUPPLIER GROUP CONTACT LOCATION
SUP-ANP Al Noor Plumbing Materials Plumbing mf:)@.a_!ﬁm‘rp\umbmq test Doha, Qatar
Company +074 5550 2104
SUP-DET poha Electrical Trading Co. Elestioal o}]ciers:_ﬁ?]ah}aflecn:ca\ test Ui, Gt
Company +974 5550 210
Suppliers " . a
SUP-GHY Gulf HYAC Supplies WLL HVAC §flem{gulrhwc test Doha, Qatar
Company +974 5550 2101
Contractors
SUP-QLS Qatar Lighting Solutions Electrical sales@qatarlighting.test Doha, Qatar

‘ : Company +974 5550 2103
[§) Request for Quotation ¥

Supplier Quotation
7 Purchase Order

v Goods Receipt

[8) Purchase Invoice

&) Payment Entry

UNTING &

ASSETS & FACILITIES

@ Omar Al-Mansouri
Fm Admin

Figure 116 The suppliers list with three active suppliers and one on hold

BUSINESS RULE

Supplier codes are unique. A supplier that is on hold or disabled is not offered when you pick
suppliers for an RFQ, a quotation or an item's default supplier. A supplier used by a purchase

order or by an item cannot be deleted.
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& Dark

TAX ID

CR 38804

CR 51290

CR 45872

CR 60311

TERMS

Net 15 -

Net 30

Net 30

Net 45

@ Oasis Facilities Management

o B

STATUS

On hold - Invoices

Active

Active

Active
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Items and spare parts

Who: FM Administrator, FM Manager, Procurement Officer; Supervisor can edit

Where: Sidebar = INVENTORY - Items

The item catalogue is used by every stock document, count and replenishment level. Oasis stocks eight

parts:

Code

FLT-G4-
595

CAP-35-5

CON-3P-

32A

LED-
6060-40

PVC-110-
6M

REF-
R410A

VBT-A42

CBL-2.5-
TE

Item

Panel filter G4
595x595x48 mm

Run capacitor 35+5 uF
440V

Contactor 3-pole 32 A,
230V coil

LED panel 600x600 40
W 4000 K

uPVC drain pipe 110
mmx 6 m

Refrigerant R410A

V-belt A42

Cable 2.5 mm2 twin

and earth

1 Click New item.

Unit

Piece

Piece

Piece

Piece

Pipe

length

Kilogram

Piece

Metre

Reorder
level

20

15

150

Default supplier

Gulf HVAC
Supplies WLL

Gulf HVAC
Supplies WLL

Doha Electrical
Trading Co.

Qatar Lighting
Solutions

Doha Electrical
Trading Co.

Gulf HVAC
Supplies WLL

Gulf HVAC
Supplies WLL

Doha Electrical
Trading Co.

Valuation rate

(QAR)

42

38

95

65

58

45

18

2 Under IDENTITY enter the Item code, Item name, Item group, Brand and Stock UOM.

Pick the unit from the suggestions that appear as you type.

3 Under CLASSIFICATION keep Maintain stock and Purchase item ticked for spare parts.

4 Under STOCK LEVELS enter the Minimum level, Reorder level, Reorder qty, Safety stock
and Maximum level. Leave Opening / current qty empty; opening stock is entered with a
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stock document (see Opening stock).

5 Under PURCHASING choose the Default supplier and enter the Minimum order qty, Lead
time (days) and Last purchase rate.

6 Under VALUATION enter the Valuation rate and set Valuation method to Moving average.

7 Click Create item.

4o New item

vescription

CLASSIFICATION
Maintain stock Purchase item D Sales item
D Fixed asset D Batch tracked D Serial tracked

[0 Disabled

STOCK LEVELS
Minimum level

Opening / current qty 10

Reorder level Reorder gty

20 48

Safety stock Maximum level

10 96

PURCHASING
Default supplier Minimum order gty

Gulf HVAC Supplies WLL 24

Lead time (days) Last purchase rate

7 42

VALUATION
Valuation rate

42 Standard selling rate

Figure 117 The item form for the G4 panel filter: stock levels, default supplier and valuation rate

The list shows the stock on hand across all warehouses. A red figure with a warning sign means the item
is at or below its reorder level.
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Figure 118 The items list with stock, valuation rate and default supplier

NOTE

.
,
NOTE
code.
.

CAFM Way User Guide — CAFM Way Web App

Inventory > ltems Q@  Search work orders

) ltems

14 in the catalogue - 7 below reorder level

Q,  Search name, code, brand or barcode

CODE

0B-5140-AR1-B1-HVC-AHU001

CBL-2.5-TE

0B-5140-AR1-B1-HVC-CHLO01

CON-3P-32A

0B-5140-AR1-B1-F1-R2-FIR-FAP001

LED-6060-40

FLT-G4-595

0B-5140-AR1-B1-ELV-PLF001

0B-5140-AR1-B1-F1-R8-HVC-SPU001

REF-R410A

CAP-35-5

VBT-A42

PVC-110-6M

BUSINESS RULE

v Show disabled

ITEM

Air Handling Unit AHU-B1

Cable 2.5 mm2 twin and earth

Chiller CH-01 — Tower A Roof

Contactor 3-pole 32 A, 230 V coil

Fire Alarm Panel FAP-B

LED panel 600x600 40 W 4000 K

Panel filter G4 595x595x48 mm

Passenger Lift L-01 — Tower A

Precision AC — Server Room

Refrigerant R410A

Run capacitor 35+5 uF 440 V

V-belt A42

uPVC drain pipe 110 mm x 6 m

GROUP

HVAC

Electrical

HVAC

Electrical

Fire Safety

Lighting

Filters

Elevator

HVAC

Refrigerants

Compressor spares

Mechanical spares

Plumbing

C Refresh

BRAND

Ducab

Schneider

Lumina

AirPure

Chemours

Ducati

Gates

Agquaflow

¥ English ~

Unit

Metre

Unit

Piece

Unit

Piece

Piece

Unit

Unit

Kilogram

Piece

Piece

Pipe length

always valued at the moving average, whatever Valuation method says.

& Dark

STOCK

23

31

40

10

@ Oasis Facilities Management

VALUATION

3.00

0.00

95.00

0.00

65.00

42.00

0.00

0.00

45.00

38.00

18.00

58.00

Item codes are unique. An item used on a purchase order or a material request cannot be
deleted; tick Disabled instead.

® %

SUPPLIER

Dacha Electrical Trading

Doha Electrical Trading

Qatar Lighting Solutior

Gulf HVAC Supplies W

Gulf HVAC Supplies W

Gulf HVAC Supplies Wi

Gulf HVAC Supplies Wi

Doha Electrical Tradine

The valuation rate is used when opening stock is entered without a rate. After that, stock is

Each asset registered under Assets also appears in this list as a one-unit item carrying the asset
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Warehouses and technician vans

Who: FM Administrator, FM Manager, Procurement Officer create; Supervisor can edit

Where: Sidebar - INVENTORY - Warehouses

A warehouse is any place stock is kept: a main store, a site store, a quarantine area for damaged stock, or

a technician's van. Oasis uses five:

Code Name

MAIN Main Store - Industrial Area

SITE-WB West Bay Tower Site Store

ORN Quarantine - damaged and suspect stock
VAN-01 Van 01 - Khalid

VAN-02 Van 02 - Yousef

1 Click New warehouse.

2 Enter the Code (it cannot be changed later), the Name and the Arabic name (optional).

3 Choose the Type: Main store, Site store, Building, Van, Quarantine, Repair or Scrap.

Type

Main store

Site store

Quarantine

Van

Van

4 Choose the Parent warehouse. A van draws its top-ups from its parent.

5  Foravan, choose the Custodian (the technician who carries it) and enter the Number

plate (optional).

6 Click Save.
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none

MAIN

MAIN

MAIN

MAIN
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New warehouse
Code
VAN-02

Name

Van 02 - Yousef
e.g. VAN-07
Arabic name (optional)

Type
Van

Parent warehouse

Main Store - Industrial Area

A van draws its top-ups from here

Custodian
anll g

The technician who carries this van

Number plate (optional)
61930 J

GaE @

Figure 119 The new-warehouse form for Van 02, with custodian and number plate

The list shows the warehouses as a tree, with the number of items held and the stock value of each.
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CAFMWay = inventory > Warehouses Q. Search work orders, assets % English » | | & Dark | [ ® Oasis Faclitios Management ) (& 382

Type
Oasis Facilities Management ~ :
Warehouses All types . ,
INV RY Main stores, site stores and technician vans
[ Inventory
Warehouse Type Custodian Items Stock value
5 Warshouses a :\{I.a‘\s Store - Industrial Area T = 8 10820.00 /s B
MAIN
E] Material Requests X
a Ez:jlamme - damaged and suspect stock o _ 0 _ 7 o)
Stock Movements )
B cuments Van 01 - Khalid .
Stock Documents AR sl Sl 5 641.00 Vi o)
Ev] Stock Counts
Van 02 - Yousef
b i ] i) 4 624.00 /s @
3 Stock Valuation VAN-0261930 i
b Replenishment
p M a West Bay Tower Site Store — _ 3 1182.00 7 5

SITE-WB
A Task Kits

Units of Measure

[ Reports

(G

@ Omar Al-Mansouri
Fm Admin

Figure 120 Warehouses: the main store with its site store, quarantine area and two vans

BUSINESS RULE
A van needs a custodian. A warehouse that still holds stock cannot be closed; transfer or write
off the stock first. Closed warehouses are kept, not deleted.
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Opening stock

Who: FM Administrator, FM Manager, Procurement Officer

Where: Sidebar - INVENTORY - Stock Documents

Enter what is already on the shelves when you start using CAFM Way as an opening document, one per
warehouse.

1 Click New document.

2>  Set What happened to Opening — what was already there.

3 Set To to the warehouse, for example Main Store - Industrial Area.

Click Add a line for each item, pick the Item by code or name and enter the Qty.
5  Enter Remarks (optional), for example the date of the stock-take.

6 Keep Post it now ticked and click Post.

New stock document
What happened
Opening — what was already there

To

Main Store - Industrial Area

Lines + Add aline
Item aty
FLT-G4-595 — Panel filter G4 595x595x48 mm 60

Item Qty
CAP-35-5 — Run capacitor 35+5 uF 440 V 12

Item aty
CON-3P-32A — Contactor 3-pole 32 A, 230 V coil 6

Item aty
LED-6060-40 — LED panel 600x600 40 W 4000 K 30

Item Qty
PVC-110-6M — uPVC drain pipe 110 mm x 6 m 10

item aty
REF-R410A — Refrigerant R410A 25

item aty
VBT-A42 — V-belt Ad2 16

Item Qty
CBL-2.5-TE — Cable 2.5 mm2 twin and earth 300

Remarks (option
{Openmg balance from the go-live stock-take, 1 September 202(4

Post it now
Leave unticked to save a draft for someone to check

S m

Figure 121 Opening stock for the main store: eight items from the go-live stock-take
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The opening lines are valued at each item's valuation rate, so the main store opens at 60 filters at QAR
42,12 capacitors at QAR 38 and so on. The document posts to the ledger against retained earnings (see
Accounting).
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Material requests from work orders

Who: Supervisor (approves up to QAR 5,000), FM Manager and FM Administrator (no limit); the
storekeeper authorises and issues

Where: Sidebar - INVENTORY - Material Requests

Technicians ask for parts from the Parts tab of a work order in the technician app (see the technician app
part). The request lands here, where it is approved, authorised by the storekeeper and issued. If the
stores hold the part, it is issued from stock; if not, a purchase order is raised automatically.

1 Open Material Requests. Each row shows the material, the work order, the quantity, its
value, who asked, any linked purchase order and the status.

>  OnaRequested row, click the tick icon (Approve). The stock is reserved for the job.
3 Onthe Approved row, click Authorise.

t  Onthe Authorized row, click Issue. The part leaves stock and is charged to the work
order.

= Inventory > Material Requests  Q  Search work orders, assets, tickets ¥ English ~ @& Dark | ® Oasis Facllities Management @ b (;;’g;,f,@

z Material Requests

Request — approval — storekeeper authorisation — issuance * 3 record(s)

Status

Q, Search All - C Refresh

Material Work Order Qty Value Requested By Purchase Order Status Actions

Panel filter G4 595x595x48 mm 0B-5140-W0-000005 4 168 slesdl Wl - Authorized ® B8 @
High-pressure cut-out switch, R134a ch..0B-5140-W0-000013 1 0 sleSUl Wl P0-2026-0004 Ordered f
V-belt Ad2 0B-5140-W0-000002 2 36 eSSl - Approved ® © 0

Figure 122 Material requests: filters authorised and ready to issue, a chiller switch on order, V-belts approved
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Khalid asked for four G4 filters on OB-5140-W0-000005. When the storekeeper issues them, CAFM Way
takes them from Khalid's van (the van of the assigned technician comes first, then a site store at the job's
location, then the main store) and posts issue document SE-2026-00006. The work order shows the part
at the van's average cost:

CAFMWay = Work Orders > Work Orders Q ork orders, Fa English ~ & Dark ® Oasis Facllities Management @ b
Oasls Facilities Management Vork Orders / OB-5140-WO0-00000¢
@ Inventory Work Order Detail < Back to List S Print < Share = Chat

Replace fan coil filters, Tower A floor 2 reception
£ Iltems

STy v 0B-51740-W0-000005 low | | assigned | | reactive
Warehouses SLA Timer

&l Moterial Roqrieats Replace fan coil filters, Tower A floor 2 reception

@ Reception B Created: 2026-09-26 Q@ SLA: © Asset: .. pending

Stock Movements © SLA data pending

=] Stock Documents
& Reassign i Escalate B Request Parts B Add Attachment & Close WO

~] Stock Counts

9 Stock Valuation

Details Before & After Timeline
B Replenishment

Labour
s Task Kits

Estimated Hours Actual Hour: Technician
- 0.00h sl 3l
Parts & Materials

PART NAME ary UNIT COST TOTAL

Panel filter G4 595x595x48 mm (FLT-G4-595) 4 QAR 42.00 QAR 168.00

[ Reports

Parts ltems

& Approvals 1

Omar Al-Mansouri
Fm Admin

Figure 123 The work order's Parts & Costs tab: four filters at QAR 42.00, QAR 168.00 in total

When the technician asks for a part that is not in stock, the request is marked Ordered and a purchase
order is raised for it. Click Open Purchase Order on the row to complete it: fill in the supplier on Order
Details and the price on the line, then approve it as described in Purchase orders.
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Purchase Orders » PO-2026-0004

HP switch for Chiller CH-01

2¢ Raised automatically because a technician asked for a part the store could not cover. Fill in the supplier and the line prices before approving it

® Supplier  Total Amount o Requested By = Date Raised
Gulf HVAC Supplies WLL = QAR 450.00 EPH R TVES 26 Sep 2026

Line ltems Order Details Progress

Description aty Unit Price

High-pressure cut-out switch, R134a chiller 1 450.00 i s |

Subtotal QAR 450.00
VAT (5%) QAR 22.50

Total QAR 472.50

( + AddLine )
X s

Figure 124 The purchase order raised automatically for a high-pressure switch, with supplier and price filled in

BUSINESS RULE

Approving or rejecting needs an approval limit at least equal to the request's value. Each step
must follow the previous one: you cannot issue a request that has not been authorised. Reject
and Cancel release any reserved stock. An issued request cannot be cancelled.

BUSINESS RULE
An issue needs enough stock in the chosen warehouse. The issue is posted to the ledger as
materials consumed on the work order (see Accounting).

NOTE
Material requests are raised from the technician app. The Request Part button on the web work-
order page is not available yet.

CAFM Way User Guide — CAFM Way Web App 142 /359



Request for quotation

Who: FM Administrator, FM Manager, Procurement Officer

Where: Sidebar > PURCHASES - Request for Quotation

An RFQ asks several suppliers to price the same list of items.

1 Click New RFQ.
5 Enter the Subject and the Required by (YYYY-MM-DD) date.

3 Under ITEMS enter each line's Item name, Code, Qty and UOM. Click Add line for more
lines.

5 Under ASK THESE SUPPLIERS click each supplier you want to invite.
5 Enter a Message for suppliers and the Terms.

g Click Create RFQ. The RFQ is saved as a draft.

31 New request for quotation

Subject Required by (YYYY-MM-DD)
Q4 HVAC consumables for the PPM programme 2026-10-10

ITEMS

item name Gode
Panel filter G4 595x595x48 mm FLT-G4-595

code
Run capacitor 35+5 uF 440 V CAP-35-5

1tem name

code
V-belt A42 VBT-A42

ASK THESE SUPPLIERS (3 selected)
v Doha Electrical Trading Co. ~ Gulf HVAC Supplies WLL v Qatar Lighting Solutions

Message for suppliers
Please quote your best unit price, delivered to our Main Store in the Industrial Area, and state the delivery lead
time

[ Prices in QAR excluding VAT. Quotation valid for at least 30 days. Delivery within 10 days of the purchase orderl ]

Cancel v/ Create RFQ

Figure 125 A new RFQ for 96 filters, 20 capacitors and 24 V-belts, sent to three suppliers
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1 Onthe draft row, click the paper-plane icon (Send to suppliers). The status becomes
Submitted.

= Purchases > Request for Quotation Q, Search work orders, assets, ticket 3 English ~ & Dark ® Oasis Facilities Management Ial b @:ﬁ
=

= i (i T

(7)) Request for Quotation P @}i NewRFO |

3 total - 1 out with suppliers

Q,  Search RFQ number or subject..

RFQ DATE REQUIRED BY SUBJECT ITEMS SUPPLIERS RESPONSES STATUS

RFQ-2026-0003 2026-09-26 2026-10-12 Q4 PPM - AHU filters, capacitors a... 3 3 0/3 Cancelled a
RFQ-2026-0002 2026-09-26 2026-10-20 LED panels for the West Bay Tower. 1 2 0/2 Draft > v @ o
RFQ-2026-0001 2026-09-26 2026-10-10 Q4 HVAC consumables for the PP... 3 3 3/3 @ Submitted &3 Vi (%] o

Figure 126 The RFQ list: one submitted with 3 of 3 replies, one draft and one cancelled

BUSINESS RULE
An RFQ needs at least one item, and at least one supplier before it can be sent. A cancelled RFQ
cannot be edited. An RFQ that already has quotations cannot be deleted.

NOTE
Send to suppliers records that the RFQ has gone out; it does not email the suppliers. Send them
the RFQ yourself and key their replies in as quotations.
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Supplier quotations and award

Who: FM Administrator, FM Manager, Procurement Officer

Where: Sidebar » PURCHASES - Request for Quotation and Supplier Quotation

Record each supplier's reply against the RFQ, compare them and award the order.
1 Onthe submitted RFQ, click the green icon (Record a supplier’s quote).

2 In Which supplier is quoting? choose a supplier marked Awaiting their quote.

Which supplier is quoting?

@ Doha Electrical Trading Co.

Awaiting their quote

(@) Qatar Lighting Selutions

Awaiting their quote

Gulf HVAC Supplies WLL
@ Already quoted

Figure 127 Choosing which supplier is quoting; Gulf HVAC has already quoted

3 The RFQ lines are copied into the quotation. Enter the Supplier quote no., Quotation
date, Valid till date, the Rate on each line and the Payment terms. The totals are worked
out as you type.

Click Save changes.
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£l New quotation

Supplier * Supplier quote o

Doha Electrical Trading Co. DET-2026-0418

Quotation date (YYYY-MM-DD) Valid till (YYYY-MM-DD) Currency

2026-09-27 2026-10-27 QAR

ITEMS + Add line
item name Gode

anel filter G4 595x595x48 mm FLT-G4-595 422400 x

Item name

code .
Run capacitor 35+5 uF 440 V CAP-35-5 660.00 x

Item name.

Code ate
V-belt A42 VBT-A42 456.00 x

Net total 5340.00 QAR

Net total 5340.00 QAR

Tax / VAT 0

Grand total 5340.00 QAR

Payment terms

Net 30

Terms

[Prices in QAR excluding VAT. Delivery within 7 days of the purchase orderl

Figure 128 Doha Electrical's quotation: 44, 33 and 19 QAR per unit, QAR 5,340.00 in total

1 Repeat for each supplier. In Supplier Quotation, click Submit on each quotation once it is
final.

2 Compare the grand totals in the list. On the winning quotation, click the cart icon (Award
and raise a purchase order). The quotation becomes Ordered, the other quotations on

the same RFQ become Lost, and a purchase order is created with the quotation's lines
and prices.

CAFM Way User Guide — CAFM Way Web App 146 /359



= Puichases > Supplier Quotation =~ Q Search work orders, assets, tickets F English = & Dark @ Oasis Facllities Management Ial

ﬂr ) Supplier Quotation @ Refresh

2 received - 1 converted to orders

Q, Search quotation or supplier reference.

QUOTATION SUPPLIER AGAINST RFQ THEIR REF DATE VALID TILL ITEMS GRAND TOTAL STATUS
$Q-2026-0003 Qatar Lighting Solutions RFQ-2026-0001 QLs-771 2026-09-27 2026-09-30 3 5700.00 QAR Lost /7
$Q-2026-0002 Doha Electrical Trading Co RFQ-2026-0001 DET-2026-0418 2026-09-27 2026-10-27 3 §340.00 QAR Ordered

Figure 129 Supplier quotations after the award: Doha Electrical ordered, Qatar Lighting lost

r BUSINESS RULE
Only invited suppliers can quote on an RFQ, once each. An ordered quotation cannot be
changed. A quotation past its Valid till date is shown as expired.

\

r
CAUTION
The row icons do not ask for confirmation, and Delete removes the quotation at once. Check
which row you are on before you click.

.
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Purchase orders

Who: Procurement Officer raises and may approve up to QAR 50,000; FM Manager, FM Administrator
and Finance Officer approve without limit

Where: Sidebar - PURCHASES - Purchase Order

A purchase order is born in one of three ways: by awarding a quotation, automatically from a material
request the store could not cover, or directly with New Purchase Order.

Raise a purchase order directly

1  Click New Purchase Order.
2>  Enter the Supplier, a Description of what is being bought and the Net amount.

3 Click Raise order. The order is created as Pending Approval.

L NN

New purchase order
Supplier

Qatar Lighting Solutions

Description

LED panels 600x600, 60 pcs, West Bay Tower

What is being bought

Net amount
[3900 j

Before VAT — the tax is added by the server

Figure 130 A direct purchase order for 60 LED panels from Qatar Lighting Solutions

1 Click View on the new order and, on Line Items, click the pencil icon (Edit line) to set the
description, quantity and unit price. The total is recalculated.
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Edit Line

LED panel 600x600 40 W 4000 K

Cancel m

Figure 131 Editing the order line: 60 LED panels at QAR 65.00

Review and approve

1 Click View on the order. Line Items lists the lines; Order Details holds the supplier, title,
notes, payment terms and terms and conditions (click Save Changes after editing them);
Progress shows who raised, approved and ordered it.
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CAFM| = Purchases > Purchase Order Q  Search work orders, asse... P English ~ & Dark ® Oasis Facilities Management at 8 0

Oasls Facllities Management Purchase Orders » PO-2026-0001

a P0-2026-0001

Q4 PPM - AHU filters, capacitors and belts

Dashboard

I Exec Dashboard

® Total Amount o Reauested By g D Raised
Doha Electrical Trading Co. = QAR 5,340.00 = Omar Al-Mansouri 26 Sep 2026
pliers Line ltems  Order Details  Progress
Contractors
Description aty Unit Price Total
[ Reques
Panel filter G4 595x595x48 mm
bl 9 44.00 4224.00 7
Run capacitor 35+5 uF 440 V 5t S5 | s B
CAP35S X
V-belt A42 5
b 24 19.00 456.00 s O
Subtotal QAR 5,340.00
VAT (5%) QAR 267.00
Total QAR 5,607.00

( + AddLine |

Omar Al-Mansouri

Figure 132 P0-2026-0001 from Doha Electrical, raised from quotation SQ-2026-0002, pending
approval

>  Click Approve and confirm. The order can no longer be edited.

Approve Purchase Order

Approve P0-2026-0001 for QAR 5,340.00? The order can no longer be edited afterwards.

Figure 133 Confirming approval of PO-2026-0001 for QAR 5,340.00

3 Torefuse an order instead, click Reject and confirm. The order is cancelled.

CAFM Way User Guide — CAFM Way Web App 150 /359



Reject Purchase Order
PO: PO-2026-0003

This will cancel the purchase order.

Figure 134 Rejecting a purchase order cancels it

BUSINESS RULE

An order needs at least one line and a unit price on every line before it can be approved. Your
approval limit must cover the order total; above it, the approval button refuses with a message
and a higher approver must sign.

NOTE

Your company can require a named approver for purchase orders above an amount in Settings
-> Approvals (Purchase order — issuing). The approver then signs the request in Approvals
before the order moves on. This applies to orders raised with New Purchase Order.

Send it and receive it

1 Once the order has been sent to the supplier, click Mark Ordered and then Confirm
Ordered.
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Mark as Ordered

Mark P0-2026-0001 as ordered from Doha Electrical Trading Co.?

Cancel Confirm Ordered

Figure 135 Marking PO-2026-0001 as ordered from Doha Electrical

2> When the goods arrive, first post the goods receipt into the warehouse (next section).
Then click Receive on the order and confirm. The order becomes Received and Progress
is complete.

Receive Purchase Order

Receive everything outstanding on P0-2026-00017 Stock will be updated

Cancel Receive

Figure 136 Receiving everything outstanding on PO-2026-0001
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CAFMW = Purchases > Purchase Order Q@ work 1 F English ~ @ Dark | ® Oasis Facilities Management [0 3

Oasls Facilities Management 2 ) > P0O-2026-0001

. PO-2026.0001 PORVRRR - ..
o Q4 PPM - AHU filters, capacitors and belts

08 Dashboard

ils Exec Dashboard
. Supplier Total Amount Requested By

= " i 2 Boas
g Co QAR 5,340.00 Omar Al-Mansouri 26 Sep 2026

b Suppliers Line ltems Order Details

Contractors =
2 Raised by Omar Al-Mansouri

Request for Quotation b pvedi Oima Al MaRGS

Supplier Quotation Ordered from supplier 26 Sep 2026

7 Purchase Order Received Pending

Goods Receipt

) Purch nvoice

Payment Entry

Omar Al-Mansouri
; ;

Figure 137 The order's progress: raised, approved, ordered, received

3 Click Bill on the order row. A draft purchase invoice is created for what is ordered and not
yet billed, and a message gives its number.

= Purchases > Purchase Order ko 2 ¥ English = & Dark | ® Oasis Facilities Management 19 8 [

Purchase Orders o

S Export (EEEENEY
Create, track and approve procurement requests

Dashboard =~ 1
5 O 2
E © @
Exec Dashboard Processed
Q. search PO number of descri. | AllStatuses v Al Categories + All vendors v
Bl Po# VENDOR DESCRIPTION AMOUNT (QAR)  REQUESTED BY DATE STATUS ACTIONS
Contractors 026-0003 AENg0CEIunbIng Mmale QARO Omar AlMansouri 20260026 Cancelled
5] Request for Quotation
. i Az spprove || Reject
l Gatar Lighting;Solutions QAR 3900 Omar Al-Mansouri 201

Supplier Quotation

Purchase Order 0:2 Doha Electrical Trading Co.

QAR 5340 Omar Al-Mansouri

Received B

Goods Receipt

) Purch

Payment Entry

( Draft invoice PINV-2026-0010 created — review it under Purchases — Purchase Invoice

Figure 138 Draft invoice PINV-2026-0010 created from the purchase order

The list's cards count the orders by stage and total their value.
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CAFMW: = puchases > Purchase Order Q. Sea  orders, as % Englsh = | & Dark | ® Ousis Faclities Management = (& 13

Oasis Facilities Management ~ Purchase Orders

Create, track and approve procurement requests

3 Export

DERLLLET] 2 1
g5 ) @ E
Exec Dashboard alue
B smardhpargumber opdssst All Statuses - All Categories All Vendors -
Suﬂpi!er.‘; PO# VENDOR DESCRIPTION AMOUNT (QAR) REQUESTED BY DATE STATUS ACTIONS
Contractors AENGOCENMGIng Mutesiala QARO Omar Al-Mansouri 2026-09-26 Cancelled
Request for Quotation Fi 2
i " pprove | Reject
QutarLighting Solutions QAR 3900 Omar Al-Mansouri 2026-09-26 g "‘
Supplier Quotation .
’ Purchase Order 0-2026-0001 Doha Electrical Trading Co. QAR 5340 Omar AFMansouri  2026-09-26 Received

v Goods Receipt

) Purchase Invoice

&) Payment Entry

JUNTING &

& FACILITIES

@ Omar Al-Mansouri
Fm Admin

Figure 139 Purchase orders: one received, one pending approval, one cancelled

CAUTION

Receive on a purchase order closes the order; it does not put stock into a warehouse. Always
post the goods receipt as well, or the stock will not appear in any store.
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Goods receipt

Who: FM Administrator, FM Manager, Procurement Officer

Where: Sidebar » PURCHASES - Goods Receipt (the same page as INVENTORY - Stock
Documents)

A goods receipt puts delivered goods into a warehouse at the price paid.

1 Click New document. What happened is already set to Receipt — a delivery arrived.
2  Set To to the receiving warehouse.

3 Click Add a line for each item delivered, and enter the Qty and the Rate (what was paid
per unit, from the purchase order).

t  In Remarks (optional) enter the purchase order and delivery note numbers, for example
P0-2026-0001 - Doha Electrical delivery note DN-55812 .

5 Keep Post it now ticked and click Post. Untick it and click Save draft instead if someone
else should check the receipt before it is posted.

L A K

New stock document
What happened
Receipt — a delivery arrived

To
Main Store - Industrial Area

Lines + Add a line

Item Rate
FLT-G4-595 — Panel filter G4 595x595x4... 44 X

what was paid
Item Rate
CAP-35-5 — Run capacitor 35+5 uF 440 V 33

what was paid
item Rate
VBT-A42 — V-belt A42 19

what was paid

Remarks (optional)
( P0-2026-0001 - Doha Electrical delivery note DNu558121

Post it now
Leave unticked to save a draft for someone to check

Canss! m

Figure 140 Receiving 96 filters, 20 capacitors and 24 V-belts into the main store
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Click the receipt in the list to see what it wrote to the stock ledger. Each line shows the quantity added,
the new average cost, the quantity after the receipt and the value:

CARNY = Purchases > GoodsRecelpt = Q Search work orders, as % English + & Dark | ® Oasis Facllities Management (1 £
y Status
Oasls Facllities Management StOCk Documents
All % L
Receipts, issues, transfers and adjustments — and the ledger they wrote
VIEW
5 Dashboard Document Type Warehouses Date Status SE-2026-00005
bmitted X
receipt - 2026-09-26 S
s Exec Dashboard 2 -
e 5|E 2026 00005 receipt — Main Store - Industrial Area 2026-09-26 submitted
3 line(s) Lines
2 & FLT-G4-595 — Panel filter G4 595x595x48 mm 96 @44
?E 2.026 ooood transfe Main Store - Industrial Area — ..2026-09-26 submitted
3line(s) CAP-35-5 — Run capacitor 35+5 uF 440 V 20 @33
VBT-A42 — V-belt A42 24 @19
- fIE’_Z_U?""UOU‘B Main Store - Industrial Area — ..2026-09-26  submitted
Suppliers 4line(s)
What it wrote to the ledger
B S LE00002 Main Store - Industrial Area — .2026-0926  submitiod $85i0d53 aftarfa2 4224
B +20 @ 34.30 after27 660
[s) Request for Quotation
x i +24@18.71 after 34 456
?E‘Z_DZ‘E' 00007 opening - Main Store - Industrial Area 2026-09-26 submitted “
=] Supplier Quotation B lineld
Remarks

H Purchase Order P0-2026-0001 - Doha Electrical delivery note DN-55812
 Goods Receipt
[8) Purchase Invoice

=) Payment Entry

UNTING

CILITIES

e~ Reverse it

Omar Al-Mansouri
Fm Admin

Figure 141 Receipt SE-2026-00005: the filters' average moved from 42.00 to 43.35

EXAMPLE

The main store held 46 filters at QAR 42.00 (QAR 1,932). Receiving 96 at QAR 44.00 (QAR
4,224) gives 142 filters worth QAR 6,156, an average of QAR 43.35.

BUSINESS RULE

A receipt needs a destination warehouse, at least one line and a rate on every line. It posts to
the ledger as inventory against goods received not invoiced (see Accounting).
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Purchase invoice

Who: FM Administrator, FM Manager, Finance Officer
Where: Sidebar - PURCHASES - Purchase Invoice

When the supplier's invoice arrives, complete the draft created by Bill and approve it.

1 Find the invoice (PINV-2026-0010, Against PO PO-2026-0001) and click the pencil icon.

5 Enter the Supplier bill no., Bill date (YYYY-MM-DD) and Due date (YYYY-MM-DD). Check
the lines and rates against the paper invoice and add any Tax / VAT.

3 Click Save changes.

(5 Edit purchase invoice

Supplier * Supplier bill no.

Doha Electrical Trading Co. DET-INV-30512

Bill date (YYYY-MM-DD) Due date (YYYY-MM-DD) Currency

2026-09-26 2026-10-26 QAR -

ITEMS + Add line
tem name code : Rate

Panel filter G4 595x595x48 mr FLT-G4-595 4224.00 x
Item name code ate

Run capacitor 35+5 uF 440 V CAP-35-5 660.00 x
Code . Rate

V-belt A42 VBT-A42 456.00 x

Net total 5340.00 QAR

Net total 5340.00 QAR

Tax / VAT 0

Grand total 5340.00 QAR

Payment terms:

Net 30

Notes

Supplier invoice for PO-2026-0001, goods received on SE-2026-00005.

Figure 142 The purchase invoice from Doha Electrical with bill number DET-INV-30512

1 Click the approve icon on the row. The invoice becomes Approved and is posted to
accounts payable (see Accounting).
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= Purchases > Purchaselnvoice ~ Q Search work orders, assets, tickets ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

Purchase Invoice

Outstanding only C Refresh
10 invoices - 5340.00 outstanding
Q, Search invoice, supplier bill no. or vend... Outstanding only
INVOICE SUPPLIER BILL NO. AGAINST PO BILL DATE DUE GRAND TOTAL OUTSTANDING STATUS
PINV-2026-0010 Doha Electrical Trading Co. DET-INV-30512 P0-2026-0001 2026-09-26 2026-10-26 §340.00 QAR 5340.00
PINV-2026-0009 Gulf HVAC Supplies WLL GHV-INV-7741 = 2026-09-20 2026-10-20 4800.00 QAR 0.00 Paid
INV-2026-0006 Doha Electrical Co. = = = 2026-08-22 0.00 QAR 0.00 Paid
INV-2026-0005 Gulf HVAC Supplies e = = 2026-07-03 0.00 QAR 0.00 Pending
INV-2026-0004 Al Rayyan Trading - - - 2026-08-16 0.00 QAR 0.00 Paid
INV-2026-0008 Al Rayyan Trading - — = 2026-09-17 0.00 QAR 0.00 Pending
INV-2026-0002 Doha Electrical Co i = = 2026-09-20 0.00 QAR 0.00 Approved
INV-2026-0007 Qatar Facility Services = = = 2026-07-16 0.00 QAR 0.00 Approved
INV-2026-0003 Qatar Facility Services = = = 2026-10-15 0.00 QAR 0.00 Pending
INV-2026-0001 Gulf HVAC Supplies e = = 2026-07-24 0.00 QAR 0.00 Paid

Figure 143 Purchase invoices, with PINV-2026-0010 outstanding for QAR 5,340.00

TIP

Outstanding only hides invoices that are fully paid. New invoice records a bill that has no
purchase order behind it, such as a service charge.
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Payment entry

Who: FM Administrator, FM Manager, Finance Officer
Where: Sidebar - PURCHASES - Purchase Invoice and Payment Entry

1 Onthe approved invoice, click the money icon (Pay this invoice). A draft payment is
created for the outstanding amount.

2>  Open Payment Entry and click the pencil icon on the draft.

3  Enter the Mode of payment, Bank account, Cheque / transfer no. and Reference date
(YYYY-MM-DD). Check the allocation under ALLOCATE ACROSS OPEN INVOICES;
Allocate oldest first spreads the amount over the supplier's oldest invoices.

4  Click Save changes.

LA R

=) Edit payment entry

Supplier * Currency
Doha Electrical Trading Co. QAR -

Posting date (YYYY-MM-DD) Mode of payment Bank account

2026-09-26 Bank transfer Main Bank Account - QAR

Cheque / transfer no. Reference date (YYYY-MM-DD)

QNB-TRF-884120 2026-09-26

ALLOCATE ACROSS OPEN INVOICES #- Allocate oldest first

PINV-2026-0010 Outstanding

5340
DET-INV-30512 - due 2026-10-26 5340.00

Paid Allocated Unallocated

5340.00 QAR 5340.00 QAR  0.00 QAR

[Payment of Doha Electrical invoice DET-INV-30512 (P0-2026-0001)i

Cancel ~ Save changes

Figure 144 The payment of QAR 5,340.00 by bank transfer, allocated to PINV-2026-0010

1 Click Post payment on the row. The payment becomes Submitted, the invoice becomes
Paid, and the bank payment is posted (see Accounting).
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= Purchases > PaymentEntry = Q Sec
() Payment Entry
2 entries - 10140.00 paid

Q, Search payment or reference number

PAYMENT SUPPLIER

PE-2026-0002 Doha Electrical Trading Co.

PE-2026-0001 Gulf HVAC Supplies WLL

DATE

2026-09-26

2026-09-26

MODE

Bank transfer

Bank transfer

C Refresh

REFERENCE

QNB-TRF-884120

TRF-2026-09-0418

Figure 145 Payment entries: two submitted bank transfers

BUSINESS RULE

® %

¥ English ~

& Dark

@ Oasis Facilities Management

PAID ALLOCATED UNALLOCATED STATUS
5340.00 QAR 5340.00 (1) o= Submitted
4800.00 QAR 4800.00 (1) = Submitted

Only draft payments can be edited. Cancel and restore the balances puts the amount back on

the invoices it settled.
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Stock documents: transfers, adjustments, write-offs and reversals

Who: FM Administrator, FM Manager, Procurement Officer; Supervisor can view

Where: Sidebar - INVENTORY - Stock Documents

Every change in stock, apart from an issue to a work order, is recorded as a stock document. The list
shows each document's type, the warehouses it moved stock between, its date and status.

= Purchases > Goods Receipt Q. Search work orders, as ¥ English ~ & Dark ® Oasis Facllities Management @ 8

Status
Stock Documents Al (T

INVENT Receipts, issues, transfers and adjustments — and the ledger they wrote

Oasls Facllities Management

[ Inventory

Document Type Warehouses Date Status
& ltems
Waraholoen ?E’%S%E'UOOM Main Store - Industrial Area — Van 02 - Yousef 2026-09-26 submitted
E] Material Requests 5 g
‘SIEZDUZ‘G 0oais Main Store - Industrial Area — Van 02 - Yousef 2026-09-26 cancelled
Stock Movements
SE2020:00012 Main Store - Industrial Area — Van 02 - Yousef 2026-09-26 draft
£E] Stock Documents 1 line(s)
=] Stock Counts - -
SERREHT ?%“ 2?2_6 00011 return - Main Store - Industrial Area 2026-09-26 draft
3 Stock Valuation
) SE-Z?Z()-UOND djustment Main Store - Industrial Area — 2026-09-26 submitted
b Replenishment 1 line(s)
« TaskKits WSIE_ZM_D{Z‘&UGUOQ write off Quarantine - damaged and suspect stock — 2026-09-26 submitted
£ Units of Measure
‘SIEQDSZE 00008 Main Store - Industrial Area — Quarantine - damaged a... 2026-09-26 submitted
HEALTH & b
Sk N0y issue Van 01 - Khalid — 2026-09-26 submitted
i issue Van 01 - Khalid — 20260926 submitted
[ Reports
= ASEQ?Q(&GDDOS receipt — Main Store - Industrial Area 2026-09-26 submitted
&) Approva 3 line(s)
SE2026:0000+ Main Store - Industrial Area — West Bay Tower Site Sto...2026-09-26 submitted

Omar Al-Mansouri
FmA 1

Figure 146 Stock documents: opening, receipt, transfers, issues, a write-off, an adjustment, a draft and a reversal

3 line(s)
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What happened Warehouses Use it when

Receipt — a delivery To Goods arrive from a supplier (see Goods receipt)
arrived
Transfer — stock moved From, To You load a van or move stock to a site store

between warehouses

Adjustment — a count From A check finds more or less than recorded; enter a negative
found a difference quantity for a shortfall

Write-off — stock was lost From Stock is damaged beyond use, lost or stolen

Opening — what was To You start using CAFM Way (see Opening stock)

already there

Return — a part came back To An unused part comes back from a job; returns are

recorded from the technician app, which knows the work
order

Load a technician's van

1 Click New document and set What happened to Transfer — stock moved between
warehouses.

2 Set From to Main Store - Industrial Area and To to the van.

3 Add the lines and quantities, enter Remarks (optional) and click Post.

CAFM Way User Guide — CAFM Way Web App 162 /359



New stock document
What happened
Transfer — stock moved between warehouses

From To
Main Store - Industrial Area Van 01 - Khalid

Lines
Item
FLT-G4-595 — Panel filter G4 595x595x48 mm

Item
CAP-35-5 — Run capacitor 35+5 uF 440 V

Item
CON-3P-32A — Contactor 3-pole 32 A, 230 V coil

Item
VBT-A42 — V-belt A42

Item
REF-R410A — Refrigerant R410A

Remarks (optional)
(Weekly van top-up for Khalid

Post it now
Leave unticked to save a draft for someone to check

Gance m

Figure 147 The weekly top-up of Van 01 from the main store

The stock moves at the main store's average cost. A transfer between two stores does not change the
stock value, so it posts nothing to the ledger.

Write off damaged stock

Two LED panels arrived with cracked diffusers. They were first moved to the quarantine store with a
transfer; when the supplier declined a replacement they were written off:
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New stock document
What happened
Write-off — stock was lost

From

Quarantine - damaged and suspect stock

Lines + Add aline

Item

LED-6060-40 — LED panel 600x600 40 W 4000 K 2 X

Remarks (optional)
{ Diffusers cracked beyond repair; supplier declined replacemen!{

Post it now
Leave unticked to save a draft for someone to check

Figure 148 Writing off two LED panels from the quarantine store

Correct a quantity

A spot check found 12 m of cable missing from the main store. Post an adjustment with a negative
quantity:
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New stock document
What happened
Adjustment — a count found a difference

From

Main Store - Industrial Area

Lines + Addaline

Item aty
CBL-2.5-TE — Cable 2.5 mm2 twin and earth 12 X

negative for a shortfall

Remarks (optional)
{Spol check: 12 m of cable used on a job without an issueﬁ

Post it now
Leave unticked to save a draft for someone to check

Figure 149 An adjustment of minus 12 metres of cable

Check and post a draft

A document saved with Post it now unticked stays a draft and changes nothing. Click it in the list, check
the lines and click Post it.

CAFM Way User Guide — CAFM Way Web App 165/359



= Purchases > Goods Receipt ~ Q Search wor s, as ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

Status
Stock Documents Al .
Receipts, issues, transfers and adjustments — and the ledger they wrote
Inventory
Document Type Warehouses Date Status SE-2026-00012
Items Wirafar 303 draft X
Warehouses \SlE--%;'D:Z-G-UOUM S Main Store - Industrial Area 2026-09-26 submitted
Lines
Material Requests 5 g REF-R410A — Refrigerant R410A 3
‘SIEEDZ‘f: gt transfe Main Store - Industrial Area — .. 2026-09-26 cancelled
Stock Movements What it wrote to the ledger
ok2026.00012 cansfer Main Store - Industrial Area — _2026-0926  draft Nothing yet — this document is still a draft
Stock Documents: 1 line(s)
StockC ; Remarks
EJ Stock Counts SE-2026-00011 : i
1 line(s) i Main Store - Industrial Area  2026-09-26 L Refrigerant for Yousef's PPM round next week - check before
Stock Valuation posting
) SE'ZEHE"GOU] 0 adjustment Main Store - Industrial Area — 2026-09-26 submitted
b Replenishment 1 line(s)
» S| S ol -|
shilask it wle 2??6 00003 write off Quarantine - damaged and sus... 2026-09-26 submitted
Units of Measure
??’?E%E'UDDOB ransfe Main Store - Industrial Area — ..2026-09-26 submitted
SEee 2000y Issue Van 01 - Khalid 2026-09-26  submitied
?f'@?”omb issue Van 01 - Khalid — 2026-09-26 submitted
Reports
SE-2026-00005 receipt — Main Store - Industrial Area 2026-09-26 submitted

Approvals 3 line(s)

SE-2026-00004

3 line(s)

transfer Main Store - Industrial Area — .. 2026-09-26 submitted

@ Omar Al-Mansouri

Figure 150 Draft transfer SE-2026-00012: nothing written to the ledger yet, with the Post it button

Reverse a posted document

Posted documents are never edited or deleted. To undo one, click it, click Reverse it, enter the Reason
and click Reverse it again. A mirror-image document is posted and the original is marked Cancelled.
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Reverse SE-2026-00013?

A mirror-image document will be posted. The original and its ledger rows stay exactly as they are — what was believed at the time is part of the record.

Reason
[Wrong warehouse - the contactors were meant for Van 01 (Khalidﬂ ]

Figure 151 Reversing a transfer that went to the wrong van

BUSINESS RULE

A transfer needs two different warehouses. Only an adjustment may carry a negative quantity.
Stock cannot go below zero: taking out more than is on hand is refused with a message that
states how much is available in that warehouse. A document cannot be dated before a later
movement of the same item.

CAUTION

Reverse only the original document. Do not reverse a reversal; post a new document instead.

The ledger entries for each type are listed in Accounting.
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Stock counts

Who: FM Administrator, FM Manager, Procurement Officer schedule and approve; Supervisor can
count

Where: Sidebar - INVENTORY - Stock Counts

A count compares what is on the shelf with what the system believes, and posts the approved difference
as one adjustment. Counts are blind by default: the counter does not see the expected quantity.

Classify the items

The panel at the top shows how often each class should be counted: A every 30 days, B every 90 days, C
every 365 days. Click Reclassify and confirm to rank the items by the value they consumed over the last
year. Schedule what is due then schedules every count that is due under these cycles.

Countavan

1 Click Schedule a count. Choose the Warehouse, the Type (Cycle — a slice of the
warehouse, Full — everything, including nil, Spot — a quick check or Van — a
technician’s stock), optionally an ABC class (optional), keep Blind count ticked and click
Schedule.

Schedule a count
Warehouse
Van 01 - Khalid (van)

Type
[Van — a technician's stock

ABC class (optional)
Everything

Count the expensive few more often than the cheap many

Blind count
The counter does not see the expected quantity. Untick only to confirm a

figure that is already in dispute.

Figure 152 Scheduling a blind van count for Van 01

CAFM Way User Guide — CAFM Way Web App 168 /359



>  Click Start on the scheduled count and confirm. The system quantities are frozen at this

moment.

3 Click the count to open the sheet. Enter the Counted quantity for each item and click Save

progress as you go.

SAFM»"-"—‘A&‘ = inventory > StockCounts Q. Search work orc e F English -

Status

All -

Oasls Facilities Management

INVENTORY 5 "= Stock Counts

~ Blind cycle counts, and the adjustment somebody signed for
[ Inventory

& Iems

& 5C-2026-00001 — Van 01 - Khalid

Warehouses Blind count — the expected quantity is not shown until you submit
E Material Requests Item

Stockhovem CAP-35.5 — Run capacitor 35+5 uF 440 V
E] Stock Documents

CON-3P-32A — Contactor 3-pole 32 A, 230 V coil
=] Stock Counts
£ Stock Valuation FLT-G4-595 — Panel filter G4 595x595x48 mm

5 Replenishment
REF-R410A — Refrigerant R410A

* Task Kits
24 Task Kits

™ Units of Measure UBRA s

@ Omar Al-Mansouri
Fm Admin

& Dark | ® Oasis Facllities Management P & €y

3 Schedule what is due

counting
Counted

2

2

NN Submit for approval

Figure 153 The blind count sheet for Van 01, with four of five lines counted

5 When every line is counted, click Submit for approval. The sheet now shows Expected,

Difference and Value for each line and the total variance.
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=

Oasls Facilities Management

[ Inventory

4 ltems

ock Documents

Stock Counts

Omar Al-Mansouri

= Inventory > Stock Counts ~ Q Searchwork orders, asset..

B Stock Counts

Blind cycle counts, and the adjustment somebody signed for

$C-2026-00001 — Van 01 - Khalid
van count - 5 line(s)

<

item
CAP-35-5 — Run capacitor 35+5 uF 440 V
CON-3P-32A — Contactor 3-pole 32 A, 230 V coil
FLT-G4-595 — Panel filter G4 595x595x48 mm
REF-R410A — Refrigerant R410A

VBT-A42 — V-belt A42

Variance -24.00

Counted

F English ~

Status

All

Expected

& Dark ® Oasis Facilities Management 19 8 0

[ Schedule what is due

Difference

-1

+1

+ Schedule a count

awaiting approval

Value

+ Approve and post

Figure 154 The submitted count: one filter short (-42) and one V-belt over (+18), variance

-24.00

5  The approver clicks Approve and post and confirms. One adjustment document is posted

for all the differences (SE-2026-00016, remark "Stock count SC-2026-00001") and the
count becomes Approved.

| KN

Approve this count?

The difference will be posted as one adjustment, and the balance will become what the counter found. Variance: -24.00.

Approving is a statement that stock the company paid for is not where it should be.

Not yet Approve and post

Figure 155 Confirming the count
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Inventory > Stack Counts

Oasis Facilities Management

INVENTORY = Stock Counts
[ Inventory

£, Items

every 30 days

3147.00 a year

Warehouses A 5 item(s)

E] Material Requests

Stock Movements Count

E] Stock Documents SC-2026-00002 &

cycle - 2026-09-2€

=-] Stock Counts
SC-2026-00001 &

] Stock Valuation van ' 2026-09-26
Ch Replenishment

A Task Kits

Units of Measure

Reports

J Approvals

@ Omar Al-Mansouri
Fm Admin

Figure 156 Stock counts: Van 01 approved with a variance of =24, the main store's A-class count scheduled

BUSINESS RULE

Q  Sear

Blind cycle counts, and the adjustment somebody signed for

g every 90 days

2 item(s) - 460.00 a year

Warehouse Progress

Main Store - Industrial Area not started

Van 01 - Khalid

Status

All

¥ English ~ & Dark

@ Oasis Facilities Management

- 2 Schedule what is due

& Reclassify

¢ every 365 days

7 item(s) - 108.00 a year

last run 202
Variance Status
N scheduled Star X
24 approved B

A warehouse can have only one open count at a time. Every line must be counted before the

count can be submitted: an empty line means "nobody got to it", not "there were none". A count

can be cancelled until it is approved. The difference posts to the stock count adjustment account

(see Accounting).
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Stock valuation

Who: FM Administrator, FM Manager, Finance Officer, Auditor
Where: Sidebar - INVENTORY - Stock Valuation

This screen shows what the stock is worth and how each value was reached. STOCK VALUE at the top is
the total. The table lists every stock movement with its quantity, rate, the average after it and the value
after it; CURRENT VALUATION on the right lists the current quantity, average and value of each item in
each warehouse.

= Inventory > Stock Valuation = Q Search work orders, assets, tickets... 3£K ¥ English ~ & Dark | ® Oasis Facilities Management 19 8

= Stock Valuation SIOBKVALUE @ Refresh

Moving-average valuation, with the working behind every movement 13,267.00 QAR

CURRENT VALUATION

DATE ITEM TYPE Qry RATE AVERAGE AFTER VALUE AFTER

Run capacitor 35+5 uF 440 V

27 @ 34.30 926.00
2026-09-26 REF-R410A Refrigerant R410A issue (2.000) . 45.00 135.00 @

Run capacitor 35+5 uF 440V 76.00

2@38.00 .
2026-09-26 CON-3P-32A Contactor 3-pole 3. transfer 2.000 95.00 95.00 380.00 ® &

Run capacitor 35+5 uF 440 V

2@38.00 7600
2026-09-26 CON-3P-32A Contactor 3-pole 3.. transfer (2.000) - 95.00 0.00 (6]

Cable 2.5 mm2 twin and earth 564.00
2026-0926  CON-3P-32A Contactor 3-pole 3. transfer (2.000) - 95.00 190.00 © 168 @00

Cable 2.5 mm2 twin and earth 300,00
20260926 CON-3P-32A Contactor 3-pole 3. transfer 2000  95.00 95.00 190.00 (0] 100@3.00

Contactor 3-pole 32 A, 230 V coil 190.00
2026-09-26 CBL-2.5-TE Cable 2.5 mmz2 twin ... adjustment (12.000) - 3.00 564.00 @ 2@95.00

Contactor 3-pole 32 A, 230 V coil 380.00
2026-09-26 LED-6060-40 LED panel 600x60. write off (2.000) - 65.00 0.00 @ 49500

Panel filter G4 595x595x48 mm 168.00
2026-09-26 LED-6060-40 LED panel 600x60 transfer (2.000) = 65.00 910.00 ® 4@42.00 :

Panel filter G4 595x595x48 mm 253 60
2026-09-26 LED-6060-40 LED panel 600x60.. transfer 2.000 65.00 65.00 130.00 (6] E:42:00 i

Panel filter G4 595x595x48 mm 6,156.00
2026-09-26 CAP-35-5 Run capacitor 35+5 u... issue (1.000) = 38.00 76.00 @ 142 @ 43.35 Ci

LED panel 600x600 40 W 4000 K 650,00
2026-09-26 FLT-G4-595 Panel filter G4 595x... issue (4.000) = 42.00 168.00 (0] 10 @ 65.00 )

LED panel 600x600 40 W 4000 K 910,00
2026-09-26 FLT-G4-595 Panel filter G4 595x.. receipt 96.000 44.00 43.35 6,156.00 ® 14 @ 65.00 ;

LED panel 600x600 40 W 4000 K 260.00
2026-09-26 VBT-A42 V-belt A42 receipt 24.000 19.00 18.71 636.00 @ 4@65.00 2

UPVC drain pipe 110 mm x 6 m 232,00
2026-09-26 CAP-35-5 Run capacitor 35+5u receipt 20.000 33.00 34.30 926.00 @ 4@ 5800 s

Figure 157 Stock valuation: QAR 13,267.00 in stock, with the movements and current values

Click the information icon at the end of a row to see how the moving average was worked out for that
movement.
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Moving average — how it was calculated

newAvg 43352113
newQty 142
newVal 6156

formula (qtyBefore = avgBefore + recvQty x recvRate) /
(qtyBefore + recvQty)

avgBefore 42
qtyBefore 46
qtyChange 96
valBefore

incomingRate 44

valuationMethod moving_average

Figure 158 How the filter's average of 43.35 was calculated after the receipt

NOTE

The valuation method is always the moving average for each item in each warehouse. Receipts
move the average; issues, transfers and write-offs take stock out at it.
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Replenishment

Who: FM Administrator, FM Manager; Supervisor
Where: Sidebar - INVENTORY - Replenishment

Replenishment keeps vans and stores between a minimum and a maximum, and tells the storekeeper
what to send.

Set the levels

1 Open the Levels tab and click Set a level.

>  Pick the Item and the Warehouse, and enter the Minimum and the Maximum (a top-up
fills to the maximum). Optionally enter a Minimum order quantity (optional) and a Source
warehouse; leave it at Parent store to top up from the warehouse's parent.

3 Click Save.

Set a level
Item
Q  FLT-G4-595 — Panel filter G4 595x595x48 mm (]

Warehouse
Van 01 - Khalid (van) -

Maximum
Minimum
P [10

A top-up fills to here

Minimum order quantity (optional)

Stops a van being topped up one washer at a time
Source warehouse
Parent store

Leave empty to draw from the parent store

Figure 159 Setting filter levels for Van 01: minimum 4, maximum 10
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The Levels tab shows on-hand and available stock (on hand less anything reserved for jobs) against each
level. A warning sign marks items at or below their minimum.

= Inventory > Replenishment Q  Searcl ] lers, as F English ~ & Dark ® Oasis Facilities Management @ @
. Warehouse
ReplenIShment All warehouses - @ Runscan
Min/max levels for vans and stores, and what to send today
A Inventory =
Suggestions Levels &P Proposed levels
o Iltems
= arahiolaes What each warehouse should carry
E Material Requests item Warehouse on hand Available Min / Max Source
Stock Movements
/A CAP-35-5 — Run capacitor 35+5 uF 4..Van 01 - Khalid 2 2 2/5 parent store s
=] Stock Documents
= Stock Counts Ay FLT-G4-595 = Panel filter G4 595x59... Van 01 - Khalid 3 3 4/10 parent store s ®
] Stock Valuation
/A REF-R410A — Refrigerant R410A Van 01 - Khalid 3 3 3/8 parent store VA )
5 Replenishment
A Task Kits ) .
VBT-A42 — V-belt A42 Van 07 - Khalid 5 3 2/6 parent store Va =
Units of Measure
FLT-G4-595 — Panel filter G4 535x595x4... Van 02 - Yousef 6 6 4/8 parent store Va =

Omar Al-Mansouri
Fm Admin

Figure 160 Levels for Van 01 and Van 02: capacitors, filters and refrigerant at or below the minimum

Scan and raise a request

1 Click Run scan. Each warehouse with items at or below their minimum gets a card on the
Suggestions tab, for example "Van 01 - Khalid - 3 item(s) short — from Main Store -
Industrial Area". The scan also runs every night.

2>  Click Raise one request on the card and confirm with Raise request. One replenishment
request (MR-2026-00001) is raised to move the shortfall from the source store to the van.
It needs approval before anything moves.
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Raise a replenishment request?

One request will be raised to move stock from Main Store - Industrial Area to Van 01 - Khalid. It still needs approval before anything moves.

Figure 161 Raising one replenishment request for Van 01

3 When no warehouse is short, the tab shows Nothing is short.

CAFMW. = Inventory > Replenishment ~ Q Search work orders, asset F English ~ @ Dark | ® Oasis Facilities Management @ & @
Warehouse
Oasis Facllities Management fl
Replenlshment All warehouses - @ Run scan

Min/max levels for vans and stores, and what to send today

Suggestions Levels @ Proposed levels

Warehouses

E) Material R

Valuation

Replenishment @

Nothing is short

Every warehouse with a level set is at or above it. Run a scan to check
again against the current stock.

Omar Al-Mansourl

Figure 162 The Suggestions tab after the request was raised
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BUSINESS RULE
The maximum must be at least the minimum, and a warehouse cannot be its own source.

NOTE
The Proposed levels tab, which works out levels from actual consumption, is not available yet.
Until the replenishment request can be issued from this screen, load the van with a transfer (see
Stock documents).
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Task kits

Who: FM Administrator, FM Manager
Where: Sidebar - INVENTORY - Task Kits

A task kit says which parts one standard job consumes, so that planned maintenance can be forecast.
Standard tasks are set up in the organisation settings.

1 Onthe Kits tab, click a task, for example Replace AHU filter set.

>  Click Add a part, pick the Part, enter the Quantity for one job, and untick Always needed
for a part that is only sometimes needed (it is forecast but never reserved).

3 Click Add.

Add a part to the kit

What Replace AHU filter set uses each time it is done
Part
Q, FLT-G4-595 — Panel filter G4 595x595x48 mm (]

Quantity for one job

What one job consumes — not what you buy at a time

Always needed
B4  Untick for a part that is sometimes needed: it is still forecast, but never

reserved against a job in advance.
Kanee! m

Figure 163 Adding four G4 filters to the AHU filter kit

CAFM Way User Guide — CAFM Way Web App 178 /359



= Inventory > TaskKits = Q k £ ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

Oasis Facilities Management ~ TaSk KItS

INVENTORY What each standard job consumes — and which plans can be forecast
[ Inventory .
N 12 Maintenance plans ()

Items

Warehouses Task Kit Used by Replace AHU filter set x
What ne of these jobs consumes
Material Requests Deep clean area
CLN-DEEP-001
SNOck Movements FLT-G4-595 — Panel filter G4 535x595x48 mm 4 Piece X
Washroom periodic service I -
Stock Documents CLN-WASH-001
VBT-A42 = V-belt A42 2 Piece X

. sometimes needed — forecast, never reserved
£ Stock Counts Distribution board thermography
ELEC-DB-001

%] Stock Valuation

Standby generator load test

b Replenishment ELEC-GEN-001

5 TaskKits Replace LED lamp / fitting

1 part(s -
ELEC-LMP-001 partis)

Units of Measure
Fire alarm panel functional test
FLS-ALM-001

Fire extinguisher inspection
FLS-EXT-001

Chiller quarterly service
HVAC-CHW-001

[ Reports

Diagnose AC noise complaint
HV 3-001

(G

Replace AHU filter set

HVAC-FLT-001 2 part(s)

Omar Al-Mansouri

Figure 164 The AHU filter kit: four filters always, two V-belts sometimes

On the Maintenance plans tab, click Link (or Change) on a plan, choose the task in This plan performs
and the warehouse in Draws parts from, and click Save. A plan can be forecast once its task has a kit.
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Chiller CH-01 quarterly service

This plan ms

[Chilier quarterly service (no kit yet)

The task whose kit says what each service consumes
Draws parts from
Main store

Leave empty to use the main store

Figure 165 Linking the Chiller CH-01 quarterly service plan to its standard task

Fo

Oasls Facllities Management

Omar Al-Mansouri

= Inventory > Task Kits Q_ Search work orders, assets, t

Task Kits

What each standard job consumes — and which plans can be forecast

N

Kits o | Maintenance plans

Every active plan is linked to a task with a kit — the forecast has everything it needs.

Plan Performs

Chiller CH-01 quarterly service

Chiller quarterly service - 1 part(s;
quarterly - next 2027-12-26 q L part(s)

Figure 166 Every active plan linked to a task with a kit
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1 main store Change
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Inventory overview and stock movements

Who: anyone with access to Inventory

Where: Sidebar - INVENTORY - Inventory and Stock Movements

Inventory gives a quick overview: the number of items, how many are critically low or low, the stock
value, and a list of items that have reached their reorder point. Stock List below lists every item with its
stock level bar.

= Inventory > Inventory ~ Q work orders, asset ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

Oasis Facilities Management ~
[ Inventory Management < Stock Movement = Opening Stock % Export
INVI Spare parts, consumables and stock movement tracking
(7l Inventory
& Items i 14 A 6 54 1 @ QAR 13K
Total SKUs Critical Low Low Stock Stock Value
Distinct stock items Ator below minimum Nearing reorder point On-hand valuation

& Warehouses

E] Material Requests

1, Stock Movements A 6 Critical Reorder Alerts Raise All POs

B Stock Documents Item Current Min Level Reorder Qty Action
Air Handling Unit AHU-B1 =
EJ] Stock Counts 0B-5140-AR1-B1-HVC-AHUOOT - HVAC nke g dinite pulsara
M < : Chiller CH-01 — Tower A Roof .
53 Stock Valuation 1 1ur R PO
e OB-5140-AR1-B1-HVC-CHLOOT - HVAC L it unis e
5 Replenishment X
B £lreplamm Fan,ll ,FAP S - 1 units 1 units 1 units Raise PO
OB-5140-AR1-B1-F1-R2-FIR-FAPODT - Fire Safety
2i3 SEEAT P Lift L-01 — Tower A
el il 1 units 1 units 1 units Raise PO
OB-5140-AR1-B1-ELV-PLF00T - Elevator
£ Units of Measure
Frécialon AC,= ServarRoom 1 units 1 units 1 units Raise PO

0B-5140-AR1-B1-F1-RB-HVC-SPU0DT - HVAC

Stock Movements

E) Reports Q_ Search SKU or item name... All Categories > O Low stock only
(G
Item / SKU Category Stack Min Level Stock Level Actions
Air Handling Unit AHU-B1 m— —
1 units 1 units T " =¥
Omar AFMansourl 0B-5140-AR1-B1-HVC-AHU001 ni cRITICALY
Fm Admin
Cahle 2 5 mm? twin and earth —

Figure 167 Inventory management: counts of low items and the reorder alerts

r CAUTION
Change quantities with stock documents, not with the Stock Movement and Opening Stock
buttons on this page. Those buttons change the item's total only, not the stock of any
warehouse, and are not posted to the ledger. Raise PO only flags the item; raise the order under
Purchase Order.

.

Stock Movements lists quantity changes made from the Inventory page. Movements recorded with stock
documents, issues and counts are shown in Stock Documents and Stock Valuation instead.
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= Inventory > Stock Movements ~ Q ork or : ¥ English ~ & Dark | ® Oasis Facilities Management [9 8

Oasis Facilities Management ~ - StDCk MOVementS
INVENTORY Append-only ledger — every issue, receipt, return and adjustment - 0 record(s)
- Type
Inventory
Q. Search All - C Refresh

Items
Warehouses

T

Material Requests
Stock Movements No records yet
Stock Documents
Ev] Stock Counts
Stock Valuation
b Replenishment
Task Kits

£ Units of Measure

HEALTH
WORKPLACE

[ Reports

(G

Omar Al-Mansouri

Figure 168 Stock Movements with no quantity changes made from the Inventory page
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Accounting and finance

This part covers the ledger that sits behind CAFM Way: the chart of accounts, cost centres and budget,
manual journals, how purchase invoices, payments, stock and work-order costs reach the general ledger,
the month-end close and the financial reports. It is written for finance officers, FM managers and the
company administrator.

Accounting at a glance

Who: FM Administrator, FM Manager, Finance Officer; Auditor (read only)

Where: Sidebar > ACCOUNTING & FINANCE, plus PURCHASES (invoices and payments) and
SYSTEM - Journal Export

CAFM Way keeps one double-entry general ledger (GL) per company. You rarely type into it directly. Each
operational document posts its own entry at the moment it is approved or submitted, and the ledger
refuses anything that does not balance. Manual journals are kept for the few things no document
produces: opening balances, accruals and corrections.

Purchase invoice approved Payment posted Stock entry submitted Work order costed Depreciation run Manual journal posted

T —

General ledger

e W

Trial balance and reports Period close checks Journal export to ERP

The rules below apply to every posting, whatever document it comes from:
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Rule What it means for you

Balanced Total debits must equal total credits. Differences of up to 0.02 QAR are moved to 7900
Rounding Adjustment; anything larger is refused.

Open period The posting date must fall in an open fiscal month. A closed month refuses every
posting.

Postable Group accounts (for example 2100 Current Liabilities) never take postings. Inactive

account accounts are refused.

Control Receivables (1120), inventory (1130), retention (1140, 2120), fixed assets (1210,

accounts 1220) and payables (2110) can only be posted by their own documents, never by a

manual journal.

Dimensions Some accounts demand a dimension. 5100 Direct Labour, 5200 Materials and Parts
Consumed and 5300 Subcontractor Costs need a work order.

No editing A posted entry is never changed or deleted. You correct it with a reversal, which posts a
mirror-image entry.

Suggested order for a new company:

1 Review the chart of accounts and add the accounts you are missing.

2>  Create cost centres and check the budget.

3  Post the opening balances as a journal entry.

, Let the day-to-day documents post: purchase invoices, payments, stock entries.

5 At month end, post accruals, cost the completed work orders and run the period-close
checklist.

6 Read the trial balance, profit and loss and balance sheet, then close the month.

NOTE

The ledger, reports and period close need the Journal Entry permission. Reopening a period,
running depreciation, capitalising assets and bank reconciliation also need Company write
access, which the seeded roles give only to the FM Administrator.
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Chart of accounts

Who: anyone with Journal Entry read access to view; create and write to add or edit accounts
Where: Sidebar - ACCOUNTING & FINANCE - Chart of Accounts

Every company starts with a ready-made chart for a Qatari facilities-management contractor: about 60
accounts in seven groups (1000 Assets to 7000 Other), each with an English and an Arabic name.
Control accounts carry a Control badge.

1 Open Chart of Accounts. The tree shows each account's CODE, ACCOUNT, the
dimensions it REQUIRES, its TYPE and current BALANCE.

>  Click the arrow beside a group to expand it, or Collapse all to fold the tree.

3 Type in Search by code or name... to find an account. Switch on Only accounts with a
balance to hide the empty ones.

= Accounting & Finance > Chart of Accounts Fa English ~ & Dark @ Oasis Facllities Management O @& |

== Chart of Accounts

C Refresh
The account structure every posting lands in
Q  Search by code or name Only accounts with a balance
Dashboard
s Exec Dashboard CODE ACCOUNT REQUIRES TYPE BALANCE
> 1000 Assets asset 0.00
v 2000 Liabilities liability 0.00
~ 2100 Current Liabilities liability 0.00
G & FINANCE
2110 Accounts Payable Control liability 0.00
15 Chart of Accounts
2120 Retention Payable control liability 0.00
*fe Cost Centers
2130 Advances from Customers liability 0.00
Budget 2140 Accrued Expenses Nabilfty 0.00
= Journal Entries 2145 Goods Received Not Invoiced liability 0.00
5] Receivables 2150 Withholding Tax Payable liability 0.00
il Bank Reconciliation 2160 VAT Payable liability 0.00
7 Job Costing 2170 Employee End of Service Benefits liability 0.00
Fixed Assets 2180 Payroll Payable liability 0.00
2200 Non-Current Liabilities liability 0.00
v Depreciation
" > 3000 Equity equity 0.00
e Retention & Guarantees
> 4000 Revenue revenue 0.00
> 5000 Direct Costs expense 0.00
@) omr s e

Figure 169 The chart of accounts with the Current Liabilities group expanded

Add an account

1 Click New Account.
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2  Choose the Parent group, for example 6000 Operating Expenses.

3  Enter the Account code (6250), Name (English) and Name (Arabic).

4 Leave Group account off for an account that will receive postings.

5  Optionally choose Lock to currency so the account only accepts one currency.

6 Under Mandatory dimensions, pick the dimensions every posting must carry:
Department, Site, Contract, Work order or Asset.

7  Click Save. The account appears in the tree under its parent.

L NN

New Account
Parent group

6000 Operating Expenses

Account code
6250

Name (English)
Waste Management and Disposal

Name (Arabic)

lgio Laliilly Sbladl 1)

Lock to currency

Group account
P Any -
Groups never receive postings

Mandatory dimensions

A posting to this account is rejected unless the dimension is set. This is what keeps cost attached to the
job it came from

Department v Site Contract Work order Asset

Gance) @

Figure 170 The New Account dialog for 6250 Waste Management and Disposal with the Site dimension required

To change an account later, click its row. The dialog opens as Edit followed by the account code.

BUSINESS RULE

A posting to an account with a mandatory dimension is refused unless the dimension is filled in.
This is what keeps cost attached to the building, contract or job it came from.
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TIP

Keep new accounts inside the existing number ranges (4xxx revenue, 5xxx direct costs, 6xxx
overheads). The financial reports group accounts by their type, so a wrongly placed account
shows up in the wrong statement.
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Cost centres

Who: users with Cost Center access (FM Administrator, FM Manager, Finance Officer)

Where: Sidebar - ACCOUNTING & FINANCE - Cost Centers

Cost centres are the organisational units your budget is split across, such as MEP & HVAC or Soft
Services. Each card shows the centre's budget, what has been spent and how much of the budget is
used.

1  Click Add Cost Center.
5 Enter a short Code and a Name.

3 Click Create. The new centre appears as a card.

L N X

New cost center
Code
500

€.g. CC-OPS — it goes on every posting

Name
[Projects & Fit-oull j

Figure 171 The New cost center dialog for centre 500 Projects & Fit-out
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Accounting & Finance > Cost Centers ¥ English ~ @& Dark | @ OasisFacilities Management (1 £8%

CAFM Vay

Oasls Facllities Management CAFM > Finance >

Cost Centers + Export
Manage budget allocation and spending by organisational unit
Dashboard
5 QAR 4.28M QAR 0
Exec Dashboard L Total Cost Centers Total Budget Allocated th Total YTD Spend
buildings FY2026 full allocation 0.0%
o Projects & Fit-out Active QAR 0 spent of QAR 0 budget 0.0% utilised ——
Manager
QAR 0 remaining - No allocation
TING &
Chart of Accounts
MEP & HVAC Active QAR 0 spent of QAR 4.28M budget 0.0% utilised
Transactions
Cost Centers 100 Manager: —
QAR 4.28M remaining - Underspend
Budget
Journal Entries i ARO L % wtili
o0 Electrical Systems Active QAR 0 spent of QAR 0 budget 0.0% utilised Transaiticns
Manager: -
Recevables QAR 0 remaining - No allocation
Bank Reconciliation
ivi i R 0 budget 0.0% uti
] 500 Civil & Fabric Active QAR 0 spent of QAR 0 budget 0.0% utilised Transactions
Job Co Manager
QAR 0 remaining - No allocation
Fixed A:
Depreciation Soft Services Active QAR O spent of QAR 0 budget 0.0% utilised .
400 Transactions
Manager: —
Retention & Guarantees QAR 0 remaining - No allocation

@ Omar Al-Mansouri
Fm Admin

Figure 172 Five cost centres, with MEP & HVAC carrying a 4.28M budget

Click Drill Down on a card to see its budget, spend, remaining amount, utilisation and budget sub-items.
Export downloads the list as a CSV file.
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CAFMWay = Accounting & Finance > Cost Centers % Engllsh = & Dark | ® Oasis Facities Management (1 8%

Oasls Facllities Management Cost Centers > MEP &

€ MEP & HVAC — Drill Down View

Dashboard QAR 4.28M QARD QAR 4.28M 0.0% - Active
Budget Spent Remaining Utilisation Manager Status
Exec Dashboard
Budget Sub-ltems

TING & FINANCE

Chart of Accounts
&> Cost Centers
5 Budget
=, Journal Entries
s] Receivables
il Bank Reconciliation
3 Job Costing
Fixed
Depreciation

(5 Retention & Guarantees

Omar Al-Mansouri

Figure 173 The drill-down view for the MEP & HVAC cost centre

NOTE

The Transactions button is not available yet. A centre you create here has no budget allocation
or manager until one is linked to it, so it shows QAR 0 budget.
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Budget and budget adjustments

Who: Budget read access to view and request; Budget write access to approve or reject

Where: Sidebar > ACCOUNTING & FINANCE - Budget

The Budget Management page tracks the year's facilities budget by category and by month, and
compares it with actual spend. Actual spend counts goods received on purchase orders, materials issued
from stores and approved supplier invoices. Purchase orders that are not yet received count as
committed, not actual.

The tiles at the top show the total budget, actual spend to date, what remains and how many lines are
over budget. Below them are Budget by Category, Monthly Spend vs Budget and Variance Analysis.
Use Q1, Q2, H1 or YTD to change the period.

= Accounting & Finance > Budget =~ Q Search work ar 3 3 English ~ & Dark ® Oasis Facllities Management n &

CAFM > Finance >

Budget Management Q@ @ W YD % Export

Allocation, commitment and spend against each cost centre

88 Dashboard

Total FM Budget FY2026 Actual Spend YTD Remaining Budget Over-Budget Lines
ils Exec Dashboard QAR 4.1M Qof4
al budget utilised On track - projected year-end QAR 153K Na category over its allocation
ACCOUNTING & E = Budget by Category ®spent  Remaining Monthly Spend vs Budget
P8 Chart of Accounts
Civil QAR O/ QAR 770K  0.0% Jan QAR 0/ 357K
o Cost Centers
o track QAR 770K remaining
Feb QAR 0/ 357K
[ Budget HVAC QARO/QAR1.5M 0.0%
Mar QAR O/ 357K
=, Journal Entries On track
> . Plumbing Apr QAR O/ 357K
[} Receivables
) track May QAR 0/ 357K
il Bank Reconciliation
Electrical
Jun QAR 115K / 357K
B Job Costing On track QAR 1.1M remaining —
Jul QAR 38K / 357K
o Fixed Assets -—
Aug QAR 0/ 357K
™. Depreciation
= Sep QAR 0/ 357K
(& Retention & Guarantees
oct QAR 0/ 357K
Nov QAR 0/ 357K
Omar A-Mansourl
" Dec QAR 0/ 357K

Figure 174 The budget page for FY2026 with 4.3M allocated across four categories

Request an adjustment

1 Click Adjust Budget.

CAFM Way User Guide — CAFM Way Web App 192 /359



2 Choose the Adjustment Type: Reallocation moves money between categories; Budget
Increase Request and Emergency Approval raise the total.

3  Forareallocation, choose From Category and To Category.
. Enter the Amount (QAR) and a Justification.

5  Click Submit Request. Nothing changes until the request is approved.

L A K

® Adjust Budget

Reallocate or request budget increase

(o Budget adjustments require Finance Manager approval before taking
effect

Adjustment Type

Reallocation

From Category To Category

Civil HVAC

Amount (QAR)

$ 25000

Justification

Chiller compressor replacement at West Bay Tower brought
forward; Civil works deferred ta ml

Cancel = Submit Request

Figure 175 A reallocation of QAR 25,000 from Civil to HVAC, with its justification

Approve or reject an adjustment

1 Scroll to Budget Adjustments. Pending requests show a PENDING badge.

2>  Click Approve or Reject on the request.
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CAFMWay = Accounting & Finance > Budget =~ Q ¢ v ; % English = & Dark | ® Oasis Facilities Management (1 18¢
W

oct QAR 0/ 357K
Oasis Facilities Management
Nov QAR 0/ 357K
Dec QAR 0/ 357K
05 Dashboard
xec Dasl
1l Exec Dashboard Total Budget (YTD) QAR 4,280,000
Total Spent (YTD) QAR 153,105
Variance QAR 4,126,895
Variance Analysis
1§ Chart of Accounts Category Budget Spent Remaining util Status
°g* Cost Centers civil QAR 770K QARO QAR 770K 0.0% On Track
[© Budget HVAC QAR 1.5M QARO QAR 1.5M 0.0% On Track
=, Journal Entries -
Plumbing QAR 942K QARO QAR 942K 0.0% On Track
[ Receivables
Electrical QAR 1.1M QAR O QAR 1.TM 0.0% On Track
il Bank Reconciliation
E3 Job Costing < Budget Adjustments
By Fixe ts NDINC Reallocation - Plumbing — Electrical QAR 10,000

gl Jlaszad gl G| aSbuaall 333 G0 gheo Ji

v Depreciation

Reject

(5 Retention & Guarantees

PENDING  Reallocation - Civil = HVAC QAR 25,000

Chiller compressor replacement at West Bay Tower brought forward; Civil works deferred to Q1

e — reect QT

@ Omar Al-Mansouri
Fm Admin

Figure 176 Two pending budget adjustments waiting for a decision

When you approve a reallocation, the amount moves between the two categories straight away. In the
example, Civil drops from QAR 770K to QAR 745K and the request shows APPROVED with the
approver's name.
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CAFMWay = Accounting & Finance > Budget =~ Q ¢ v ; % English = & Dark | ® Oasis Facilities Management (1 18¢
W

Oasis Facilities Management ~ Qct QAR 0/ 357K
Nov QAR 0/ 357K
Dashboard Dec QAR 0/ 357K
» Exec Dashboard
Total Budget (YTD, QAR 4,280,000
Total Sp D QAR 153,105
Variance QAR 4,126,895
NCE 3 .
Variance Analysis
Chart of Accounts
Category Budget Spent Remaining util Status
Cost Centers
Civil QAR 745K QARO QAR 745K 0.0% On Track
[E Budget
HVAC QAR 1.5M QARO QAR 1.5M 0.0% On Track
Journal Entries
Plumbing QAR 942K QAROQ QAR 942K 0.0% On Track
5] Receivables
= o Electrical QAR 1.1M QARO QAR1.1M 0.0% On Track
il Bank Reconciliation
3 Job Costing
< Budget Adjustments
Fixed Assets
PENDING Reallocation - Plumbing — Electrical QAR 10,000
~ Depreciation ol Calsg) Jlasiad £lpg€ll ) @Sl iy G glis Jii
" Requeste Omar Al-Mansour Reject — rove
Retention & Guarantees =
APPROVED  Reallocation - Civil — HVAC QAR 25,000

ght forward; Civil works deferred to Q1

Re
@ Omar Al-Mansouri he
Fm Admin

Figure 177 The approved reallocation and the reduced Civil budget in the variance table

CAUTION

Approve acts immediately, without a confirmation step. Check the amount and the categories
before you click.

NOTE

Alerts are sent once when a category reaches 80%, 90% and 100% of its budget. A new budget
year is set up by your administrator; there is no screen to create a budget from scratch.
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Journal entries: draft, post and reverse

Who: Journal Entry create (new draft), write (edit a draft) and submit (post or reverse)

Where: Sidebar - ACCOUNTING & FINANCE - Journal Entries

Use a journal entry only for what no other document produces: opening balances, accruals,
reclassifications and corrections. The editor shows a live balance, so you see whether the entry balances
before anything reaches the ledger.

Post the opening balances

1 Click New Entry. The New Journal Entry editor opens with a Draft badge.

2  Set the Posting date to the first day of your first open month, for example 01/01/2026.
3  Set Entry type to Opening balance and keep Currency at QAR.

4 Enter a Narration that says what the entry is for.

5  Foreach line, choose the account in Select account and type the amount in Debit or
Credit. Click Add line for more lines.

6 Watch the badge in the bottom-left corner. It reads Balanced when debits equal credits,
or tells you how far out the entry is.

7  Click Save draft to keep it for later, or Submit & Post to post it now.
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New Journal Entry ( praft
Nothing is posted until you submit.

Posting date Entry type Currency Narration
01/01/2026 Opening balance ~ QAR 3 balances brought forward from the previous system at 1 January 2026

ACCOUNT DIMENSIONS DEBIT CREDIT
1111 Main Bank Account — QAR 850000 Credit

1113 Petty Cash Credit

3100 Share Capital 500000

Department ontract
3200 Retained Earnings Sﬁﬁﬂﬂq X
Wark orde Bulldin

TOTALS 865,000.00 865,000.00

+ Add line

Save draft + Submit & Post

Figure 178 An opening-balance entry for bank, petty cash, share capital and retained earnings, balanced at
865,000.00

r EXAMPLE
Opening balances, JE-2026-00001, 01/01/2026
Account Debit (QAR) Credit (QAR)
1111 Main Bank Account — QAR 850,000.00
1113 Petty Cash 15,000.00
3100 Share Capital 500,000.00
3200 Retained Earnings 365,000.00
Total 865,000.00 865,000.00
.

When the entry posts, a message confirms the voucher number and the row's status changes to
Submitted.
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= Accounting & Finance > Journal Entries

- Journal Entries

Manual postings, with a live balance before anything reaches the ledger

v Al Draft Submitted Cancelled
Dashboard
s Exec Dashboard [J entRYNO DATE TYPE NARRATION
D JE-2026-00002 2026-09-30 accrual September electricity and chilled-water accrual,

& Cost Centers
) Budget
~ Journal Entries
5] Receivables
il Bank Reconciliation
53 Job Costing
Fixed Assets

v Depreciation

(% Retention & Guarantees

Posted as JE-2026-00002.

Figure 179 The confirmation "Posted as JE-2026-00002." after posting

Post an accrual that reverses itself

O  Je2026-00001 2026-01-01 opening  Opening balances brought forward from the prev..

¥ English ~

DEBIT

18,500.00

865,000.00

& Dark ® Oasis Facilities Management Ial 8

C Refresh
CREDIT LINES STATUS
18,500.00 3 Submitted . Reverse
865,000.00 4 Submitted v Reverse

At month end you often know a cost but have no invoice yet. Accrue it, and let the entry reverse on the

first day of the next month so the real invoice is not counted twice.

1 Click New Entry and set Entry type to Accrual.

>  Set the Posting date to the last day of the month.

3 Tick Auto-reversing and click Reverse on... to pick the reversal date. The button then

shows the date, for example Reverses 01/10/2026.

4 Add the lines. When an account needs a dimension, its picker is marked with an asterisk,

for example Work order *.

5 Click Submit & Post.
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New Journal Entry ( oraft

Nothing is posted until you submit.

Posting date Entry type Currency Narration

30/09/2026 Accrual QAR city and chilled-water accrual, West Bay Tower, invoices not yet received

Auto-reversing @ [ Reverses 01/10/2026

# ACCOUNT DIMENSIONS CREDIT

Department

1 6200 Rent and Utilities Credit x

2 5300 Subcontractor Costs Credit X

epartment ontract
3 2140 Accrued Expenses Debit 13504 X
Work order [

TOTALS 18,500.00 18,500.00

+ Add line

el oo (G

Figure 180 A September utilities accrual with a subcontractor line tagged to work order WO-CTR-0003

EXAMPLE

Accrual, JE-2026-00002, 30/09/2026, reverses 01/10/2026

Account Dimension Debit (QAR) Credit (QAR)
6200 Rent and Utilities 12,000.00

5300 Subcontractor Costs WO-CTR-0003 6,500.00

2140 Accrued Expenses 18,500.00

Click any posted row to open it read-only. The header says the entry is posted and can only be corrected
by a reversal.
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Journal Entry  submited
Posted to the ledger and read-only. Correct it with a reversal

Posting date Entry type Currency Narration
30/09/2026 Accrual QAR September electricity and chilled-water accrual, West Bay Tower, invoice

2 Auto-reversing ®

ACCOUNT DIMENSIONS DEBIT CREDIT

Depanment

6200 Rent and Utilities 12000.00 Credit

Work orde

5300 Subcontractor Costs 6500.00 Credit

2140 Accrued Expenses 18500.00

TOTALS 18,500.00 18,500.00

Figure 181 A posted accrual opened read-only

CAUTION

An accrual whose reversal date has passed blocks the period close (check 5) until it is reversed.
Make sure your administrator runs the due reversals before closing the month.

When the ledger refuses an entry

If an entry breaks a rule, Submit & Post stops and the Cannot post dialog names the problem, the line it
is on and how to fix it. The most common case is a manual journal to a control account.
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A
Cannot post

2110 Accounts Payable is a control account and cannot be posted
to from a journal entry.

lines[2].accountCode

Post through the Accounts Payable subledger — an invoice, payment
or stock movement — so the subledger and the ledger stay in step.

Figure 182 The ledger refusing a journal line to 2110 Accounts Payable, a control account

BUSINESS RULE

Ajournal is refused when it has fewer than two lines, has no narration, does not balance, uses a
group or inactive account, misses a mandatory dimension, posts to a control account, or is dated
in a closed or missing period. A manual journal can touch a control account only as an opening
balance, and only before that account has any other postings.

Reverse a posted entry
You never edit a posted entry. To correct one, reverse it and post the right entry.

1 On the Journal Entries list, click Reverse on the row.
2 Inthe Reason box, say why it is being reversed.

3  Click Post reversal. A mirror-image voucher (numbered REV-...) is posted and the original
shows Cancelled.

,  Postanew entry with the correct accounts.
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Reverse JE-2026-00003

The original entries stay exactly as posted. A mirror-image entry is posted to
cancel their effect.

Reason
Fuel was for the standby generator at Lusail Plaza,
not the vans. Re-posted to 54004

Cancel Post reversal

Figure 183 Reversing JE-2026-00003 with a reason

CAFM = Accounting & Finance > Journal Entries T English ~ @& Dark | ® Oasis Facilities Management = (1 8% 0
Oasls Facllities Management v =, Journai En‘lries & R
Manual postings, with a live balance before anything reaches the ledger
~ Al Draft Submitted Cancelled
ard
Execbeshioard [0 entRvno DATE TYPE NARRATION DEBIT CREDIT  LINES STATUS

|:| JE-2026-00003 2026-09-30 manual Fuel for service vans, September (petty cash vou... 2,400.00 2,400.00 2 Cancelled
D JE-2026-00002 2026-09-30 accrual icity and chilled-water accrual, .. 18,500.00 18,500.00 3 Submitted  Reverse
D JE-2026-00001 2026-01-01 opening Opening balances brought forward from the prev... 865,000.00 865,000.00 4 Submitted . Reverse

tion

1 & Guara

Omar Al-Mansouri

Figure 184 The list after the reversal: the corrected entry is Cancelled and the others remain Submitted
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EXAMPLE
Correcting an entry posted to the wrong account

JE-2026-00003 charged generator fuel to 6300 Vehicle and Transport. The reversal and the
replacement entry look like this:

Voucher Account Debit (QAR) Credit (QAR)
JE-2026-00003 (original) 6300 Vehicle and Transport 2,400.00
1113 Petty Cash 2,400.00
REV-2026-00001 (reversal) 6300 Vehicle and Transport 2,400.00
1113 Petty Cash 2,400.00

JE-2026-00004 (replacement) 5400 Equipment and Tool Hire 2,400.00

1113 Petty Cash 2,400.00

\

[
NOTE

Use the filter chips All, Draft, Submitted and Cancelled to narrow the list. A draft stays editable
(pencil icon) until you post it.
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How operational documents reach the ledger
Who: the people who approve each document; finance reads the result in the General Ledger

Where: PURCHASES - Purchase Invoice and Payment Entry; INVENTORY stock entries;
ACCOUNTING & FINANCE - Job Costing

The purchasing and stores screens are described in their own parts of this guide. This section shows
what each step writes to the ledger, so finance can follow a supplier bill from receipt to payment.

Purchase order Service bill, no PO

T

Purchase invoice approved

| N

Goods receipt Dr 6800/ Cr2110 AP Payment posted

Stock issued to a work

Dr5200/Cr1130

order
Dr 1130 Inventory / Cr ) )
Dr 2110 AP/ Cr 1111 Bank
2145 GRNI ‘{/

General ledger

Purchase invoice approved

A purchase invoice posts when you click Approve on it in Purchase Invoice. It credits 2110 Accounts
Payable for the gross amount, with the supplier recorded as the party. The debits are:

e The net amount is debited to 6800 Other Administrative. This is the case for service bills and, in
the current version, also for invoices of goods received on a purchase order (goods receipts are
not yet matched to invoices).

e Any VAT on the invoice is debited to 2160 VAT Payable.
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[
EXAMPLE

Service invoice PINV-2026-0009 from Gulf HVAC Supplies WLL, refrigerant recovery on
Chiller No. 2, approved

Account Party Debit (QAR) Credit (QAR)
6800 Other Administrative 4,800.00
2110 Accounts Payable Gulf HVAC Supplies WLL 4,800.00
\
r
EXAMPLE

Stock bought on purchase order PO-2026-0001 (goods QAR 5,340)

Step Account Debit Credit
(QAR) (QAR)
Goods receipt SE-2026-00005 1130 Inventory — Stores 5,340.00
submitted
2145 Goods Received Not 5,340.00
Invoiced
Invoice PINV-2026-0010 approved 6800 Other Administrative 5,340.00
2110 Accounts Payable 5,340.00
N
(
CAUTION

Because the invoice does not clear 2145, received stock ends up both in 1130 and in 6800, and
2145 keeps a credit balance. Until invoices are matched to goods receipts, finance should clear
it at month end with a journal entry (Dr 2145, Cr 6800) for invoices of goods already received.
Review 2145 in the General Ledger before closing a period.

Payment posted

A payment posts when you click Post payment in Payment Entry. It debits 2110 Accounts Payable and
credits the bank. If Mode of payment is cash , the credit goes to 1113 Petty Cash; any other mode
credits 1111 Main Bank Account — QAR. Each invoice it is allocated to has its outstanding amount

reduced, and becomes Paid at zero.
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EXAMPLE
Payment PE-2026-0001 by bank transfer TRF-2026-09-0418, settling PINV-2026-0009

Account Party Debit (QAR) Credit (QAR)
2110 Accounts Payable Gulf HVAC Supplies WLL 4,800.00
1111 Main Bank Account — QAR 4,800.00

Filter the General Ledger on 2110 Accounts Payable to see both sides: the invoice credit and the

payment debit that clears it.

= Accounting &Finance > GeneralLedger = Q. Search work orders, assets, tickets 3 English ~ © Dark | (  Oasis FaciliiesManagement | (1§82 @
=
gz General Ledger DEBIT CREDIT @ Refresh
it Every posting, filtered along any dimension 4,800.00 QAR 4,800.00 QAR
Account Department Contract Asset
2110 Accounts Payable - All - All - All - B All dates
DATE VOUCHER TYPE ACCOUNT DIMENSIONS REMARKS DEBIT CREDIT
2026-09-26 PAYM-20260926100002791 payment entry 2110 Accounts Payable = Settling PINV-2026-0009 4,800.00 -
2026-09-26 PURC-20260926095821136 purchase invoice 2110 Accounts Payable = Gulf HVAC Supplies WLL = 4,800.00

Figure 185 The General Ledger filtered on 2110 Accounts Payable, showing the invoice and the payment

CAFM Way User Guide — CAFM Way Web App 206 /359



Voucher PURC-20260926095821136  Submiited

Source: purchase_invoice:0e261ad0-92cf-42db-aae0-4bc32aa0183c

6800 Other Administrative 4,800.00 -
2110 Accounts Payable = 4,800.00

Close

Figure 186 The purchase invoice voucher: Dr 6800 Other Administrative, Cr 2110 Accounts Payable

CAUTION

Cancelling an approved invoice or a posted payment does not reverse its ledger entry. The
payables sub-ledger and the ledger then disagree, and period-close check 8 (subledger tie-out)
shows the difference. Settle mistakes with the supplier through a new document instead of
cancelling a posted one.

Stock movements

Every submitted stock entry posts at the value of the stock moved:
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Stock entry type
Opening stock

Receipt against a purchase
order

Issue to a work order

Return from a work order

Write-off

Count adjustment, gain

Count adjustment, loss

Rotable sent for repair

Transfer between stores

EXAMPLE

Account

1130 Inventory — Stores

3200 Retained Earnings

\

Debit
1130 Inventory — Stores

1130 Inventory — Stores

5200 Materials and Parts Consumed

(work order)

1130 Inventory — Stores

6820 Stock Write-Off

1130 Inventory — Stores

6810 Stock Count Adjustment
1136 Rotables — Repair in Progress

no ledger entry (same account)

Opening stock SE-2026-00001, main store

Debit (QAR)

8,389.00

Credit
3200 Retained Earnings

2145 Goods Received Not
Invoiced

1130 Inventory — Stores

5200 Materials and Parts

Consumed

1130 Inventory — Stores

6810 Stock Count Adjustment

1130 Inventory — Stores

1130 Inventory — Stores

Credit (QAR)

8,389.00

Materials issued to a work order are also written to that work order's cost, so they appear in Job Costing

without further action.

Work order labour: job costing

¢ Who: Journal Entry report access
e Where: Sidebar > ACCOUNTING & FINANCE - Job Costing

Labour is costed from the time technicians log on a work order, at the hourly cost rate of their job title

(the seeded rate cards are Technician 55, First Technician 85 and Supervisor 120 QAR per hour).
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1 Open Job Costing. The banner shows how many completed work orders are not yet

costed.

5) Filter with Work order number or title... or pick a Contract.

3 Scroll the table to the right and click Cost on a work order. The labour is posted and the
row fills in its LABOUR, MATERIAL, SUBCONTRACT, OTHER and TOTAL columns.

t  Click arow to see the cost breakdown: actual against estimate, how each cost was

calculated and the ledger postings.

= Accounting & Finance > Job Costing ¥ English ~ & Dark
g Job Costing
B
Labour, materials and subcontract by work order — estimate against actual
_ontractors Contract
3 e Q Work order number or title All contracts 9 work order(s) not yet costed
$ equest Tor Quotation
=] Supplier Quotation
[0  woRkoRrDER ASSET / CONTRACT STATUS LABOUR MATERIAL
? Purchase Order
WO-CTR-0006
e 1 [ CTE02E5050 10 progress) - -
(¥ Goods Rece
WO-CTR-0003
3) Purchase Invoice O HVAC — callback, fault recurred G608 Inprogrees; - -
WO-CTR-0009
=) Payment Entry [ 550 ———— Sl Jprogreey
WO-CTR-0008 A
O - Safety — unit fault reported tTred2n7292 gompieted - B
Chart of Accounts
0 s CT-2026-8036 Completed - -
%= Cost Centers
et O ?’:’\zﬁfTR"ﬁgn{f\‘:;Fww CT-2026-6897 Completed
udge!
WO-CTR-0001 B _
S . O . CT-2026-6897 Completed
Receivables O ko phaneseicoiia 672026 8036 Complets = :
il Bank Reconciliation O ‘:"z'gl':fun;am“ serilise v CT-2026-7292 Completed
5 Job Costing
Fixed Assets
~ Depreciation
Omar A-Mansourl
Fm Admin
Figure 187 Job Costing listing nine work orders not yet costed
[
EXAMPLE
) .
Labour on work order WO-CTR-0001: a technician logged 90 minutes
Cost =90 + 60 x 55.00 = 82.50 QAR
Account Dimension Debit (QAR)
5100 Direct Labour WO-CTR-0001 82.50
5190 Labour Cost Absorbed
\

CAFM Way User Guide — CAFM Way Web App
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TOTAL COST
0.00 QAR

SUBCONTRACT OTHER

Credit (QAR)

82.50

C Refresh

TOTAL

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00
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BUSINESS RULE

Each time log is costed once; clicking Cost again does not post it twice. All minutes are costed at
the normal rate, and a work order whose technician has no matching rate card cannot be costed.

CAUTION

Costing is not automatic. Period-close check 1 blocks the month while any work order
completed in it has no cost at all, so cost your completed work orders before month end.

Contractor financials

Amounts owed to and paid to contractor companies are kept on the contractor's own account:
PURCHASES - Contractors - open the contractor - Financials. The tab shows contract value,
expenses, penalties raised by the SLA engine and the outstanding balance. Use Add Entry to record an
expense, a payment or a credit note.

CAFMWay = Purchases > Contractors =~ Q Search work orders, as Fa English ~ & Dark ® Oasis Facilities Management It

Oasls Facilities Management 2 z Al Noor HVAC Services @ Active 3£ Change Status

CR: CR-40118 - Yousef Al Noor - +974 4462 3980

Dashboard Overview

R ibles (2)  Contracts (1)  Penalties (3)  Financials  Work Orders (2)

» Exec Dashboard

Financials

B contract Value E] Expenses R Penalties [@ Outstanding

420000 QAR 105000 QAR 17500 QAR 24500 QAR

penalty  SLA response breach - HVAC - 2h Om late 2026-09-25 1000.00 QAR
) Request for Quotation penalty  SLA resolution breach - HVAC - 26h Om late 2026:09-25 12000.00 QAR
5 Supplier Quotation

penalty  SLA resolution breach - HVAC - 9h Om late 2026-09-23  4500.00 QAR

'E Purchase Order
) Payment against quarterly invoice 2026-09-06  63000.00 QAR

[ Goods Receipt
) Purchase Invoice L Quarterly maintenance invoice 2026-06-12  105000.00 QAR

), Payment Entry

ACCOUNTING &

&= Cost Centers

@ Omar A-Mansouri
Fm Admin

Figure 188 The Financials tab for Al Noor HVAC Services with SLA penalties, a payment and a quarterly invoice
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NOTE
Contractor financial entries and SLA penalties are a separate running account. They do not post
to the general ledger. To put a contractor's hill in the ledger, record it as a purchase invoice from

the matching supplier.
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General ledger enquiry

Who: Journal Entry read access

Where: Sidebar - ACCOUNTING & FINANCE - General Ledger

The General Ledger lists every posting line, newest first, with its date, voucher, type, account,
dimensions, remarks and amount. The totals at the top show the debits and credits of what is currently
listed.

1 Filter with Account, Department, Contract and Asset, or pick a date range with All dates.
2 Click Clear to remove the filters.

3  Click aline to open its voucher. The voucher shows every line of the entry, the source
document it came from and, if it was reversed, Reversed by and the reversal number.

= Accounting & Finance > General Ledger =~ Q. Search work orders, assets, tickets ¥ English ~ @& Dark | ® Oasis Facllities Management n ® g‘;g;,f,@
o~ General Ledger DERIT OREDIY G Refresh

1 Every posting, filtered along any dimension 17,400.00 QAR 4,800.00 QAR
Account Department Contract Asset
1113 Petty Cash - All - All - All - [ All dates
DATE VOUCHER TYPE ACCOUNT DIMENSIONS REMARKS DEBIT CREDIT
2026-09-30 JE-2026-00004 journal entry 1113 Petty Cash - - 2,400.00
2026-09-30 JE-2026-00003 journal entry 1113 Petty Cash = = 2,400.00
2026-09-26 REV-2026-00001 = journal entry 1113 Petty Cash Reversal of JE-2026-00003: sg34)l 2,400.00
2026-01-01 JE-2026-00001 opening balance 1113 Petty Cash - 15,000.00 -

Figure 189 The General Ledger filtered on 1113 Petty Cash, including a reversal
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Voucher JE-2026-00003  submitted

Source: journal_entry:5e1c1513-56d7-4c65-9978-5e02a96ch62f

Reversed by REV-2026-00001

6300 Vehicle and Transport
1113 Petty Cash

Figure 190 Voucher JE-2026-00003, reversed by REV-2026-00001

TIP

The table is wider than most screens. Scroll it sideways (shift + mouse wheel or a trackpad) to
reach the DEBIT and CREDIT columns, or collapse the sidebar with the menu button.
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Fixed assets and depreciation

Who: Journal Entry report access plus Company write access (FM Administrator)

Where: Sidebar > ACCOUNTING & FINANCE - Depreciation and Fixed Assets

The Fixed Assets register lists capitalised assets with their gross cost, accumulated depreciation and net
book value. The Depreciation page shows the charges due up to a date and posts them.

CAFMWay = Accounting & Finance > Depreciation ¥ English ~ & Dark | ® Oasis Facilities Management =~ (1 8¢ ((19)
ey oo
Oasls Facllities Management ~ ~ inti
My DepreCIatlon + Capitalise asset (3 Up to 2026-09-26 C Refresh
What is due to be charged this period, and posting it

CHARGES DUE TOTAL TO POST CAPITALISED ASSETS

0 0.00 0

9§ Dashboard

il  Exec Dashboard

ACCOUNTING & FINANCE
9§ Chart of Accounts

% Cost Centers

[© Budget @

=, Journal Entries Nothing due up to 2026-09-26.

No asset has been capitalised yet. Use “Capitalise asset” to put one on the

[ Receivables
register, then build its schedule

il Bank Reconciliation
E3 Job Costing
En Fixed Assets
»» Depreciation

(& Retention & Guarantees

Omar Al-Mansouri
Fm Admin

Figure 191 The Depreciation page with no charges due
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L CAFMWay =  Accounting & Finance > Fixed Assets Fa English ~ & Dark ®
Facilities

Oasis Facilities Management
&

Oasis Facilities Management ~

Fixed Assets

The capitalised register and its depreciation schedule

9§ Chart of Accounts

% Cost Centers E

5 Budget No capitalised assets yet.

- This is the financial register, not the maintenance one. An asset arrives here
=, Journal Entries N

when a purchase is marked capital, or a capitalisable work order completes
ls) Receivables

il Bank Reconciliation

53 Job Costing

% Fixed Assets

v Depreciation

(5 Retention & Guarantees

@ Omar Al-Mansouri
Fm Admin

Figure 192 The Fixed Assets register, still empty

a2 = O

C Refresh

When assets are on the register, the Depreciation page lists every charge due up to the date on the Up to

button, with the CHARGES DUE and TOTAL TO POST tiles above it.

1 Click the Up to button and choose the last day to charge, normally the month end.
2  Click Post {n} charge(s).

3 In Post the depreciation run?, click Post. Each asset posts one voucher per month, dated

to its own scheduled month. A charge that cannot post, for example into a closed month,
is skipped and reported, and the rest still post.

EXAMPLE
Chiller No. 2: cost 180,000 QAR, residual 18,000 QAR, useful life 120 months, straight line
Monthly charge = (180,000 - 18,000) + 120 = 1,350.00 QAR

Account Debit (QAR) Credit (QAR)
6400 Depreciation Expense 1,350.00
1220 Accumulated Depreciation 1,350.00
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NOTE
Adding an asset with Capitalise asset is not available yet, so the register and the depreciation
run stay empty for now. Capitalising an asset will not post the purchase itself; that is posted by

the supplier invoice.
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Receivables

Who: Invoice access; receipts also need Payment Entry access

Where: Sidebar - ACCOUNTING & FINANCE - Receivables

Receivables holds customer invoices and receipts, on two tabs: Invoices and Customers. An invoice

reaches the ledger when it is issued, not when it is drafted.

ting & Finance > Recei ¥ English ~ & Dark ® Oasis Facllities Management fa) 8

Receivables

Customers, what they have been billed, and what has been collected

+ New invoice C Refresh

Ci i
Dashboard ualomers

» Exec Dashboard

Chart of Accounts
*fe Cost Centers

5 Budget @

=, Journal Entries Nothing billed yet.

An invoice reaches the ledger when it is issued, not when it is drafted — so a
5] Receivables draft here is still yours to change.

it Bank Reconciliation
3 Job Costing
Fixed Assets
Depreciation

% Retention & Guarantees

@ Omar Al-Mansouri
Fm Admin

Figure 193 The Receivables page before any customer has been billed
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[
EXAMPLE

What a customer invoice posts when issued:
Account
1120 Accounts Receivable
1140 Retention Receivable

4300 Project Revenue

lines.

NOTE

CAFM Way User Guide — CAFM Way Web App

100,000 QAR with 10% retention

Debit (QAR) Credit (QAR)
90,000.00
10,000.00

100,000.00

A receipt then debits 1111 (or 1113 for cash) and credits 1120. A credit note mirrors the invoice

Customers are added by your administrator; there is no screen to create one yet. Until a
customer exists, New invoice shows "Add a customer before billing one."
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Bank reconciliation

Who: Journal Entry read access to view; Company write access to import and sign off
Where: Sidebar > ACCOUNTING & FINANCE - Bank Reconciliation

The page shows the ledger balance of each bank and cash account and when it was last reconciled.
Reconciliation matches the bank's statement lines to the postings already in the ledger. It posts nothing
itself.

Accounting & Finance > Bank Reconciliation F English ~ & Dark | ® Oasis Facliities Management = (1 & ({19

?AFM\*-,fay
- acilities

Oasis Facilities Management ~ = Bank Reconc"iation

@ Import statement C Refresh
Statements against the ledger — the proof of cash
= 1111 MAIN BANK ACCOUNT — QAR 1112 BANK ACCOUNT — USD 1113 PETTY CASH
Dashboard
850,000.00 0.00 12,600.00
» Exec Dashboard never reconciled never reconciled never reconciled

NTIN ANCE
Chart of Accounts

*fe Cost Centers

5 Budget

b

=, Journal Entries
No statement has been imported yet.
§) Receivables Export a CSV from the bank and impert it. Column names are read by what

they mean, so "credit”, "paid in" and "deposit” are all understood
ii Bank Reconcillation

53 Job Costing
Fixed Assets
v Depreciation

(% Retention & Guarantees

@ Omar Al-Mansouri
Fm Admin

Figure 194 Ledger balances for the QAR bank, USD bank and petty cash accounts

NOTE
Import statement is not available yet. Until it is, use this page to check the ledger balance of
each bank and cash account against the bank's statement.
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Retention and guarantees

Who: Journal Entry report access

Where: Sidebar - ACCOUNTING & FINANCE - Retention & Guarantees

This read-only register shows retention held from you by customers (1140 Retention Receivable),
retention you hold from suppliers (2120 Retention Payable) and active bank guarantees with their expiry
dates. Retention appears when an invoice is posted with a retention percentage.

Accounting & Finance > Retention & Guarantees F English = & Dark @ Oasis Facllities Management O £ @

Retention & Guarantees

What is held from us, what we hold, and which guarantees are expiring

C Refresh

Dashboard

» Exec Dashboard

Chart of Accounts

*fe Cost Centers E..
L2 ]

5 Budget Nothing held or guaranteed.

Retention appears when an invoice is posted with a retention percentage;
guarantees are recorded against a contract

Journal Entries
s] Receivables
il Bank Reconciliation
53 Job Costing
7 Fixed Assets
v Depreciation

5 Retention & Guarantees

Omar Al-Mansouri

Figure 195 The Retention & Guarantees register with nothing held yet
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Tax and withholding tax

Who: Journal Entry report access

Where: Sidebar > ACCOUNTING & FINANCE - Tax & WHT

The Tax page shows, for the month you pick:

e WHT THIS MONTH: withholding tax deducted from payments to non-resident service providers.

e REMIT BY: the deadline for paying it to the tax authority, the 16th of the following month
through the Dhareeba portal, with the days remaining.

* Deductions this month: the payments behind the total.

¢ Taxrules in force: the dated rates the system applies: 5% WHT on services to non-residents,
0% VAT (structure only) and 10% corporate tax.

CAFMWay = Accounting & Finance > Tax &WHT  Q  Search work s, & % English ~ & Dark @ Oasis Facilities Management n o
- Fac

Oasls Facllities Management .
5 Tax 2026-09 C Refresh
Withholding tax register, monthly return and the dated rate rules

REMIT BY
WHT THIS MONTH 2026'1 0'16
0.00 20 day(s) remaining - Dhareeba portal
% Cost Centers Income Tax Law No. 24 of 2018, Article 9(2) — remit via Dhareeba
Budget
Deductions this month
Journal Entries
Mo withholding tax deducted in this month. WHT applies only to service fees paid to non-residents without a Qatar tax card

3) Receivables

11 Bank Reconciliation e
Tax rules in force

- = 5 Rates are dated Cﬂﬂf\f;lhﬁ[l’.‘;ﬂ never constants in code — history must still reproduce the rate that was actually applied
:4 Job Costing

QA_CORPORATE_TAX 10.00% 10% flat, applied to the profit share attributable to foreign ownership. Whally Qatari/GCC-owned resident entities are generally exempt from 2019-01-01

Fixed Assets

QA_VAT_STANDARD 0.00% Qatar signed the GCC VAT Framework Agreement but has never enacted domestic VAT legislation. Structure is in place, zero-rated until from 2019-01-01
w Depreciation enactment

o Retention & Guarantees QA_WHT_SERVICES 5.00% 5% final WHT on service fees, royalties, interest and commissions paid to non-residents. Income Tax Law No. 24 of 2018, Article 9(2) from 2010-01-01

Remit to the G

by the 16th of the following month via Dhareeba

5] Tax & WHT

E General Ledger

% Period Close

)] Financial Reports

FACILITIES

Omar Al-Mansourl
Fm Admin

Figure 196 The Tax page for September 2026, remit by 16 October

BUSINESS RULE

WHT applies only to service fees paid to non-residents without a Qatar tax card. Payments to
resident suppliers never show here.
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Period close

Who: Journal Entry submit to close; Company write access as well to reopen (FM Administrator)
Where: Sidebar - ACCOUNTING & FINANCE - Period Close

Closing a month stops anything else from being posted into it. Before a month can close, ten checks run

against it. Checks marked BLOCKING must pass; the others are warnings.

#

10

Check

All completed work orders have costs posted

No draft invoices dated in the period

Stock and adjustment journals posted (no draft journals)
Depreciation run for the period

Prior auto-reversing accruals reversed

FX revaluation of foreign-currency balances

Bank reconciliation complete

Subledger tie-out (AR, AP, inventory, retention, fixed assets)
Trial balance sums to zero

Budget variance reviewed

Close a month

Type

Blocking

Warning

Blocking

Blocking

Blocking

Warning

Confirm manually

Blocking

Blocking

Information

Open Period Close and pick the month in the list on the left. Each month shows its

number of postings and whether it is Open or Closed.

Read the checklist. A failing check is red and says what is wrong.

Fix what blocks the close, then click Re-run checks.
When every blocking check passes, click Close Period.

Confirm with Close period. The month shows Closed.

CAFM Way User Guide — CAFM Way Web App
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=  Accounting & Finance > Period Close Fa English ~ & Dark @ Oasis Facllities Management O

Oasis Facilities Management ~ . Period Close

¢ C Re-run checks
Chart of Accounts Ten checks between an open month and a closed one

Cost Centers

Dec 2025 open 0 1. All completed work orders have costs posted sLeckinG
Budget 0 ngs 6 completed work order(s) have no cost posted.
ol ol Jan 2026 Open @ 2 Nodraft invoices dated in the period
. e 4 postings -
tecelvables Feb 2026 : ;
KEBSTERLE Dpostings Open Q 3. Stock and adjustment journals posted eLockne
Cle;
Bank Reconciliation Sl
Mar 2026 o
0 ings s Q 4. Depreciation run for the period sLockine
Job Cos "
Clear
Apr 2026 —
Elxedfssets 0 posting @& 5. Prior auto-reversing accruals reversed  bLockie
Clear
Depreciation ng 2026 P
postings @& 6. FXrevaluation of foreign-currency balances
Retention & Guarantees Clear
Jun 202 &
4 0 gs Ll
Tax & WHT : @& 7.Bank reconciliation complete
Jul 2026 Clear
General Ledger — i
& 8. Subledger tie-out (AR, AP, inventory, retention, fixed assets) stocine
Period Close Aug 2026 e All control accounts tie
0 postings
Financial Reports S 1120 Accounts Receivable 0.00 0.00 0.00
el
20 5._,3“”!‘,. Open 2110 Accounts Payable 0.00 0.00 0.00
1130 Inventory — Stores 8,389.00 8,389.00 0.00
9“ 2026 Open 1140 Retention Receivable 0.00 0.00 0.00
0 postings
1210 Fixed Assets — Cost 0.00 0.00 0.00
Nov 2026 5
pen

0 postings
Q 9. Trial balance sums to zero BLOGKING

Dec 2026 & Balanced
= pen

@ Omar A-Mansouri ( ings
Fm Admin

Figure 197 September 2026 blocked by check 1: six completed work orders have no cost posted

CAFMV = Accounting & Finance > Period Close T English ~ @& Dark | ® Oasis Facilities Management = (1 8%
N -

Oasls Facllities Management o Period Close C Re-run checks

Chart of Accounts Ten checks between an open month and a closed one

Cost Centers

Dec 2025 e 9 1. All completed work orders have costs posted siockne
0 ngs .
Budget d Clear
Jan 2026 2. No draft invoices dated in the period
Journal Entries 4 postings opeh, Q ri P
Clear
zeceivables Feb 2026 . :
KEBSTERLE Aot Open Q 3. Stock and adjustment journals posted eLockne
. Clear.
Bank Reconciliation
oren 0 4. Depreciation run for the period sLocking
Clear
Apr 2026 —
0 postings @& 5. Prior auto-reversing accruals reversed siockme
Clear
May 2026
postings @& 6. FXrevaluation of foreign-currency balances
Retention & Guarantees Clear
Jun 2026 o
2 0 gs Ll
Tax & WHT : @& 7.Bank reconciliation complete
Jul 2026 Clear
General Ledger — L
Q 8. Subledger tie-out (AR, AP, inventory, retention, fixed assets) sLocking
Period Close Aug 2026 B All control accounts tie
pen
0 postings
Financial Reports 1120 Accounts Recelvable 0.00 0.00 0.00
Sep 2026 o
20 08 pen 2110 Accounts Payable 0.00 0.00 0.00
1130 Inventory — Stores 0.00 0.00 0.00
0ct 2026 Open 1140 Retention Receivable 0.00 0.00 0.00
0 postings
1210 Fixed Assets — Cost 0.00 0.00 0.00
Nov 2026
Open
0 postings
@& 9. Trial balance sums to zero  BLockme
Balanced
Open

@ Omar Al-Mansouri
Fm Admin

Figure 198 January 2026 with every check passing
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Close this period?

Nothing can be posted into a closed period. Reopening it is possible, but
requires a reason and is written to the audit trail.

Cance Close period

Figure 199 The confirmation before closing a period

CAFM = Accounting & Finance > Period Close T English ~ & Dark  ® Oasis Facilities Management n & 0

Oasls Facllities Management v H
) ﬁ, Period Close C Re-run checks

Ten checks between an open month and a closed one

Dec 2025 Open 0 1. All completed work orders have costs posted atockinG
0 post
Budget posingy Clear
Jan 2026 Invol i i
JournallEnt i Closed @& 2. Nodraftinvoices dated in the period
Clear
Feb 2026 " 5
— Open Q 3. Stock and adjustment journals posted eLockme
Clear.
Mar 2026
0 postings Oyen Q 4. Depreciation run for the period  eLockmie
Clear.
Apr 2026
[
0 postings e @ 5. Prior aut ing aLockG
Clear.
May 2026 e
0 postings @ 6. juation of foreig + o
Jun 2026 < Glger
0 postings Lol
° 7. Bank reconciliation complete
e Jul 2026 Open Clear.
eneral Ledger 0 postings
. Subledger tie-out (AR, AP, inventory, retention, fixed assets) sLocking
8. Subled i AR, AR i ion, fixed
Period Close Aug 2026 Tooh All control accounts tie.
0 postings
Financial Rep 1120 Accounts Recelvable 0.00 0.00 0.00
Sep 2026 en
29 postings 2110 Accounts Payable 0.00 0.00 0.00
1130 Inventory — Stores 0.00 0.00 0.00
e open 1140 Retention Receivable 0.00 0.00 0.00
postings
1210 Fixed Assets — Cost 0.00 0.00 0.00
Nov 2026
0 postings oosn
Q 9. Trial balance sums to zero BLOCKING
Dec 2026 Balanced
Open

Omar Al-Mansouri 0 postings

Figure 200 January 2026 closed, with the Reopen button available
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TIP

After closing, click the month again to refresh the header. The Reopen button appears once the
closed month is selected.

Reopen a month

1 Select the closed month and click Reopen.
2  Enter the Reason. Reopening is recorded against your name with this reason.

3 Click Reopen.

ses

Reopen this period

Reapening is recorded against your name with the reason you give here.

Reason
[Leﬂe supplier credit note for December 2025 J

services must be recorded in Januaryi

Cancel Reopen

Figure 201 Reopening January 2026 with a reason

BUSINESS RULE

Postings dated in a closed month are refused. The year-end closing entry that moves the year's
profit to retained earnings is run by your administrator.
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Financial reports

Who: Journal Entry report access; PPM ROI and Multi-year Spend need Budget access
Where: Sidebar > ACCOUNTING & FINANCE - Financial Reports

All reports read the ledger for the date range shown at the top right. Click the range to change it.

Tab What it shows

Trial Balance Debit and credit balance of every account with postings, with a check that the
totals agree

Profit & Loss Revenue, costs and expenses, and the net result with its margin

Balance Sheet Assets, liabilities and equity (including this year's result), with a check that they
balance

Cash Flow Operating, investing and financing movements in cash

Ageing Outstanding supplier invoices (Payables) and customer invoices (Receivables)
by age

Contract Revenue, cost and margin per FM contract

Profitability

Cost per m? Maintenance cost per building divided by its floor area

PPM vs Reactive Share of maintenance spend on planned and reactive work

PPM ROI Preventive against reactive and corrective spend for the year

Multi-year Spend Budget, actual and variance per year, with the categories that grew fastest
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= Accounting & Finance > Financial Reports Fa English ~ & Dark @ Oasis Facllities Management O

Oasis Facilities Management ~ Financial Reports

Statutory statements and the FM reports only a CAFM ledger can produce

f 01/01/2026 - 30/09/2026 C Refresh

E] Tax & WHT

Trial Balanc Profit & Loss Balance Sheet Cash Flow Ageing Contract Profitability Cost per m? PPM vs Reactive PPM ROI Multi-year Spend
BE General Ledger

% Period Close
te © Trial balance sums to zero

Financial Reports
O CODE ACCOUNT DEBIT CREDIT
O m Main Bank Account — QAR 848,450.00 -
a 1113 Petty Cash 12,600.00
D 1130 Inventory — Stores 8,389.00 =
| 2110 Accounts Payable - -
[1E) 2140 Accrued Expenses 18,500.00
@ Settings O 3100 Share Capital - 500,000.00
[= Report Branding O 3200 Retained Earnings - 373,389.00
h J al E; t
B ccourmiai=tpor ] 4400 Other Income 3,250.00
[ Build
D 5300 Subcontractor Costs 6,500.00 =
f? Integration
D 5400 Equipment and Tool Hire 2,400.00 -
m| 6200 Rent and Utilities 12,000.00

]

=  Accounting & Finance > Financial Reports F English ~ & Dark ® Oasis Facilities Management n  ©
Oasls Facllities Management i H H
[ Financial Reports ) 01/01/2026 - 30/09/2026 G Refresh
Statutory statements and the FM reports only a CAFM ledger can produce

Tax & WHT

Trial Balance Profit & Loss Balance Sheet Cash Flow Ageing Contract Profitability Cost per m? PPM vs Reactive PPM ROl Multi-year Spend
General Ledger
Period Close

REVENUE cosT HETFROEIT
Financial Reports 3950.00 25700.00 (22,450.00)

REVENUE
4400 Other Income 3,250.00
Total 3,250.00

COSTS AND EXPENSES

5300 Subcontractor Costs 6,500.00

5400 Equipment and Tool Hire 2,400.00
Settings 6200 Rent and Utilities 12,000.00
Report Branding 6300 Vehicle and Transpart 0.00

6800 Other Administrative 4,800.00
Journal Export

Total 25,700.00

Build

Integration

@ Omar Al-Mansouri
Fm

Figure 203 Profit and loss for January to September 2026
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= Accounting & Finance > Financial Reports ¥ English ~
Oasis Facilities Management @ Financial Reports
Statutory statements and the FM reports only a CAFM ledger can produce
E] Tax & WHT
Trial Balance Profit & Loss Cash Flow Ageing Contract Profitability Cost per m?
WE General Ledger
% Period Close
fo @ Assets equal liabilities plus equity
Financial Reports
ASSETS
1111 Main Bank Account — QAR
1113 Petty Cash
1130 Inventory — Stores
Total
LIABILITIES
2110 Accounts Payable
2140 Accrued Expenses
# Settings
Total
[= Report Branding
EQUITY (INCLUDING THIS YEAR'S RESULT)
th Journal Export
3100 Share Capital
[ Build
3200 Retained Earnings
f? Integration
Total
Figure 204 The balance sheet, with assets equal to liabilities plus equity
= Accounting & Finance > Financial Reports ¥ English ~
Oasls Facilities Management i Financial Reports
~ Statutory statements and the FM reports only a CAFM ledger can produce
Tax & WHT
Trial Balance Profit & Loss Balance Sheet Cash Flow Ageing Contract Profitabil Cost per m?
General Ledger
Period Close
REVENUE CosT
Financial Reports 0.00 0.00
CONTRACT CLIENT STATUS REVENUE
CT-2026-9981 BluePipe Plumbing Co. Expired =
CT-2026-4935 GreenScape Facilities Cancelled -
CT-2026-1634 Falcon Electrical Works Cancelled
CT-2026-7292 Rapid Fire Systems Active =
C-2026-014 Lift Tech Qatar Active -
Settings
Report Branding CT-2026-6897 Al Noor HVAC Services Active
Journal Export CT-2026-8036 Gulf Climate Control Active =

Build

Integration

@ Omar Al-Mansouri
Fm

Figure 205 Contract profitability per FM contract
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& Dark

@ Oasis Facilities Management Ial

f 01/01/2026 - 30/09/2026 C R

PPM vs Reactive

& Dark

) 01/01/2026 - 30/09/2026

PPM vs Reactive

MARGIN

0.00

COST

PPM ROI

PPM ROI

MARGIN

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Multi-year Spend

&

efresh

848,450.00

12,600.00

8,389.00

869,439.00

0.00

18,500.00

18,500.00

500,000.00

373,389.00

850,939.00

® Oasis Facilities Management fal

&

C Refresh

Multi-year Spend

MARGIN %

0.0%

0.0%

228/359



= Accounting & Finance > Financial Reports Fa English ~ & Dark @ Oasis Facllities Management O

Oasls Facllities Management o Financial Reports

Statutory statements and the FM reports only a CAFM ledger can produce

) 01/01/2026 - 30/09/2026 C Refresh
E] Tax & WHT

Trial Balance Profit & Loss Balance Sheet Cash Flow Ageing Contract Profitability Cost per m? PPM vs Reactive PPM ROI ulti-year S
WE General Ledger

£s Period Close

Year Budget Actual Variance Change on last year

Financial Reports
2023 0.00 0.00 0.00 =
INVENTORY ? 2024 0.00 0.00 0.00 -
2025 0.00 0.00 0.00 =
2026 4,280,000.00 15790535  4,122,094.65 =

Cost reduction opportunities

Categories whose spend grew more than 10% on last year

No category grew more than 10% on last year

83 Settings

[= Report Branding
th Journal Export
[ Build

f? Integration

=  Accounting & Finance > Financial Reports F English ~ & Dark ® Oasis Facilities Management n  ©

Oasls Facllities Management o Financial Reports

Statutory statements and the FM reports only a CAFM ledger can produce

) 01/01/2026 - 30/09/2026 C Refresh
Tax & WHT

Trial Balance Profit & Loss Balance Sheet Cash Flow Ageing Contract Profitability Cost per m PPM vs Reactive PPM ROl Multi-year Spend
General Ledger

Period Close

a record for them. Add th
Financial Reports
BUILDING AREA PROJECT FLOOR AREA (m?) MAINTENANCE COST COST/ m?
Tower A North Campus Oasis Business Park ~ 0.00 No area
Tower B North Campus Oasis Business Park ~ 0.00 No area

Settings

Report Branding

Journal Export

Build

Integration

@ Omar Al-Mansouri
Fm

Figure 207 Cost per square metre, with a warning that two buildings have no floor area recorded
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NOTE

Contract profitability fills in once revenue and cost carry a contract dimension. Cost per m?
needs each building's gross floor area, entered under Locations & Spaces. PPM vs Reactive and
PPM ROI currently compare material cost only.

CAUTION
The Cash Flow tab does not yet account for opening balances and opening stock, so it can show
an out-of-balance banner. Use the Trial Balance and Balance Sheet as the reference for cash.
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Journal export

Who: Finance Officer, FM Administrator
Where: Sidebar - SYSTEM - Journal Export

Journal Export collects the ledger postings of a date range into a batch that can be handed to an external
ledger (ERPNext, SAP, QuickBooks, Xero or a CSV file). Sending a batch to a connected ERP is covered in
the ERP integration part of this guide.

1  Click New Batch.
2 Choose the Target system.
3 Check the date range. It defaults to the current month.

4  Click Create. A message confirms how many entries the batch holds, and the batch
appears as Pending with its entry count and debit and credit totals.

L NN

New export batch

Target system
(CSV b4 ]

) 2026-09-01 — 2026-09-30

Figure 208 The New export batch dialog with CSV as the target
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CAFMWay = system > Journal Export Q. k orders, asst % English = & Dark | @ Oasis Facilities Management = (1 132

Oasis Facilities Management ~
4, Journal Export @ Refissh
S R Hand postings to an external ledger — ERPNext, SAP, or a CSV
ACILITIES
CREATED TARGET PERIOD STATUS ENTRIES DEBIT CREDIT
2026-09-26 csv 2026-09-01 — 2026-09-30 Pending 29 43,689.00 43,689.00
2026-09-26 ERPNEXT 2026-09-01 — 2026-09-30 Pending 3 18,500.00 18,500.00

1 Notifications
Messages

0 Settings
Report Branding

1y Journal Export

B} Build
Integration

Q. Audit Trail
Subscription
Reports

<) Approvals

@ Omar Al-Mansouri
Fm Admin

Figure 209 Two pending export batches for September 2026

CAUTION

A new batch can include postings that an earlier batch already carried. Agree with your ERP
team which batch is sent for each period so nothing is posted twice.
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ERP integration

This part explains how CAFM Way exchanges data with your organisation's ERP: ERPNext, Odoo, Oracle
Fusion ERP Cloud or SAP S/4HANA. It is written for the FM administrator who sets up the connection,
and for the finance team who needs to know what reaches the ledger and when.

Integration at a glance

Who: FM Administrator, FM Manager (set up and monitor); Finance Officer (journal export)

Where: Sidebar - SYSTEM - Integration; Sidebar > SYSTEM - Journal Export

CAFM Way is the subledger for facilities work. It is not a second ERP. The integration follows one rule:
master data flows in, transactions flow out. The ERP owns suppliers, the chart of accounts, cost
centres, warehouses and items, and CAFM Way copies them. CAFM Way owns the facilities transactions
and sends the finished accounting documents to the ERP. Each record has one owner, and the other side

never overwrites the owner's fields.
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Connector set up
endpoint, settings, secrets

Test connection

Choose what it carries

Preview a pull

Run the pull

Master data in CAFM Way
suppliers, accounts, cost
centres,
warehouses, items

Daily work in CAFM Way
purchasing, invoices,
journals

Journal export batch

Send queue
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Yes

{

Delivered?

Document in the ERP

No

}
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Automatic retries

\

Not delivered list
Retry
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What travels in each direction

Data Direction ERPNext Odoo Oracle SAP S/4HANA
Fusion
Suppliers ERP - Yes Yes Yes Yes
CAFM
Chart of ERP > Yes Yes No Yes
accounts CAFM
Cost centres ERP > Yes Yes (analytic No Yes
CAFM accounts)
Warehouses & ERP -> Yes Yes Yes Yes (plants)
stores CAFM
Item groups ERP = Yes Yes No No
CAFM
Units of ERP - Yes Yes No No
measure CAFM
Items ERP -> Yes Yes Yes Yes (products)
CAFM
Journal entries CAFM - Yes, Yes, posted Off until Off until enabled
ERP submitted enabled
Supplier CAFM > Yes, with Only invoices No Off until enabled,
invoices ERP VAT without VAT only without VAT

Stock quantities are never synchronised. CAFM Way keeps its own stock balances.

[
NOTE

The following are not available yet: purchase orders sent to the ERP (the switch exists, but no
ERP accepts the document yet), purchase orders, supplier invoices or stock movements coming
back from the ERP, budgets in either direction, and CAFM Way supplier or item changes sent
back to the ERP. Nothing is sent automatically when a purchase order is approved or an invoice
is posted.

NOTE

The System list on the Connection tab also offers Microsoft Dynamics 365 Finance &
Operations. It is not offered when you add a connector, and it is not covered in this guide.
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Add an ERP connector

Who: FM Administrator, FM Manager
Where: Sidebar - SYSTEM - Integration

A connector is one link to one ERP. Adding it only registers the ERP. Nothing is synchronised until you add
credentials and choose what the connector carries.

CAFMWay = system > Integration Q@ Search jers, assets, t % English ~ & Dark | ® Oasis Faclities Management (1 &3 (9
- -

Oasls Facllities Management ~ ~ g Integ rati on

No ERP connector is configured yet

C Refresh

CONNECTORS

No ERP is connected yet

r ERPNext, Odoo, Oracle AP
01 Notifications 3

2 Messages

2 Settings

[=} Report Branding
!y Journal Export
s} Build

{I' Integration

Q. Audit Trail

B Subscription

(Y Reports

@ Omar Al-Mansouri
Fm Admin

Figure 210 The Integration page before any connector exists, with the five status tiles at zero.

1 Open Integration. With no connectors, the page shows No ERP is connected yet.

2>  Click Add connector. The Add an ERP connector dialog opens.

3 In Name, type a name your team will recognise, for example Head office ERPNext .
t  InSystem, choose ERPNext, Odoo, Oracle Fusion ERP Cloud or SAP S/4HANA.

5 In Endpoint URL, type the ERP's base address, for example
https://erp.oasis-fm.test . Leave out any path after the host.

6 Click Add. The connector appears as a card with the status Not syncing and Never
synced.
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Add an ERP connector
Name

Head office ERPNext

[ ERPNext bt J

Endpoint URL
https://erp.oasis-fm.test

Nothing syncs yet. You add credentials and choose what it carries next, and can

preview a run before anything s written
Rancal m

Figure 211 The Add an ERP connector dialog filled in for an ERPNext site.

CAFMW = system > Integration Q. Search work orders, assets, t ¥ English ~ & Dark ® Oasis Facilities Management Q @ 0

Oasls Facllities Management

integration e e

2 of 5 connectors syncing

2 0 , 0 5 0 0
Syneing Failing Open conflicts Queued to send Stuck
CONNECTORS

5] Group finance Odoo S og Head office ERPNext Healthy = Oracle Fusion ledger e
Odoo ERPNext QOracle Fusion
Synced 1 min age Synced 11 min ago Never synced
F Test 3= Configure %+ Test I Configure @ Test
SAP ERP — Finance Sync TR SAP S/4HANA group ledger (O
Not selected SAP S/4HANA
Synced 9 h ago Never synced

7+ Test 3= Configure 7 Test

Omar Al-Mansouri

Figure 212 The connector list with one connector for each ERP.
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BUSINESS RULE
The endpoint must be afull http or https address. Addresses on the server itself, link-local
addresses and, on the hosted service, private network addresses are refused. An ERP inside
your own network needs your CAFM Way installation to allow private addresses.

CAUTION
Connector names are unique within the company. There is no delete button for a connector. To
stop a connector, turn off Scheduled sync and every entity switch.
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Set up the connection

Who: FM Administrator, FM Manager

Where: Integration - connector card - Configure - Connection

The Connection tab holds the address, the ERP type, the schedule and the non-secret settings.
Passwords and keys never go here; they go on the Credentials tab.

1 On the connector card, click Configure, then open the Connection tab.

>  Check Endpoint URL and System. Changing the system switches the adapter but does not
move existing mappings.

3 Turn on Scheduled sync when you are ready for automatic runs. While it is off, nothing

runs on its own and nothing is sent to the ERP, but you can still preview and run pulls by
hand.

t InPoll every, choose 5 minutes, 15 minutes, 30 minutes, Hourly, Every 4 hours or Daily.
Unchanged records cost almost nothing, so a short interval is fine.

5 In Settings, type the ERP's settings as JSON, one "name": "value" pair per setting. The
tables below list the settings for each ERP.

6 Click Save. The message Connection saved. confirms it. If the JSON is not valid, the
message Settings must be valid JSON. appears and nothing is saved.

BUSINESS RULE
Scheduled sync controls both directions. A document or journal is only queued for a connector

whose Scheduled sync is on and whose entity switch for that document is on.

ERPNext

CAFM Way User Guide — CAFM Way Web App 241/359



CAFMWay = system > Integration O ¢ Fa English ~ & Dark | ® Oasis Facllites Management = (1 188
-
Oasis Facilities Management (_ Head Ofﬁce ERPNext
https://erp.oasis-fm.test
What it carries nne Credentials Mappings
Endpoint URL
The ERP's base address, with no trailing path
https://erp.oasis-fm.test
System
Selects the adapter. Changing it does not migrate existing mappings.
ERPNext -
01 Notifications
(= s S
=1 Message: Scheduled sync
When off, nothing runs on its own — you can still preview and run manually.
ot Settings
Poll every
Report Branding Minutes. Unchanged records cost nothing, so a short interval is cheap
Journal Export 15 minutes h
(B} Build Settings
Non-secret settings only — database name, company code, ledger id. Secrets belong in Credentials, where they are sealed and cannot be read back
{I! Integration
{

"company”: "Oasis Facilities Management”,
“vat_account”: "VAT Input - OFM",
"vat_description” "VAT 5%,
‘submit_documents”: “false

}

Q  Audit Trail

Subscription

Reports

@ Omar Al-Mansouri
Fm Admin

Figure 213 The Connection tab of an ERPNext connector with the company and VAT account settings.

4 Test connection

Setting Required

company For documents

For invoices
with VAT

vat_account

vat_description No

submit_documents No

Meaning

The company name exactly as it appears in ERPNext. Every
journal and invoice is posted to it.

The ERPNext tax account that receives the VAT line, for
example VAT Input - OFM .

The text on the VAT line. Default VAT .

true (default) submits journals and invoices in ERPNext.

false leavesthem as drafts for review.

Secrets: api_key and api_secret , generated in ERPNext under the integration user's Settings >

API Access. Optional webhook_secret (see the tip under "Pull master data").

Odoo

CAFM Way User Guide — CAFM Way Web App
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. CAFMV = system > Integration = Q. Search jers, assets, t F English ~ & Dark | ® Oasis Facllites Management = (1 188
Facilit

Oasis Facilities Management ~ (_ GFOUP ﬁnance OdOO

https://odoo.oasis-fm.test

What it carries nne Credentials Mappings

Endpoint URL
The ERP's

ase addres:

> trailing path

https://odoo.oasis-fm.test

System

Selects the adapter. Changing it does not migrate

sting mappings.

Odoo -

Scheduled sync

When off, nothing runs on its own — you can still preview and run manually.
Settings

Poll every

Minutes. Unchanged records ¢

st nothing, so a short interval is cheap.

Report Branding

Journal Export 15 minutes h

Build Settings

Non-secret settings only — database name, company code, ledger id. Secrets belong in Creder ere they are sealed and cannot be read back

Integration

{

Audit Trail lang": "en_US",
*database”: "oasis_fm’",

"api_style™ “json2’,

Subscription "odoo_version”: "19
"journal_general”: "

Reports “journal_purchase": "2",
*allowed_company_ids®: "1
}

@ Omar Al-Mansouri
Fm Admin

Figure 214 The Connection tab of an Odoo connector with the database, API style and journal settings.

4 Test connection
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Setting

database

api_style

username

odoo_version

allowed_company_ids

lang

journal_general

journal_purchase

submit_documents

Required

Yes

No

With zpc

No

Multi-
company

No

No

No

No

Meaning
The Odoo database name.

json2 (default, Odoo 19 JSON-2 API) or rpc (older JISON-
RPC).

The Odoo login used with the RPC style.

Default 19 .Set 17 or lower for an older Odoo so that
stockable items are written the old way.

Comma-separated Odoo company ids, first one is the main
company, forexample 1 or 1,3 .Without it Odoo answers
for the API user's default company.

Language for names returned by Odoo. Default en_uUS .

The id of the Odoo journal that receives journal entries.
Default: the first general journal.

The id of the Odoo journal that receives vendor bills. Default:
the first purchase journal.

true (default) poststhe entries. false leaves drafts.

Secrets: api_key (an Odoo API key of the integration user). Optional webhook_secret .

Oracle Fusion ERP Cloud
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CAFMV = system > Integration @ ¢ 1 work order ets, t % English ~ & Dark @ Oasis Facilities Management o &
F

Oasis Facilities Management ~ Oracie Fusion |edge|'

https://fusion.oasis-fm.test

What it carries nnectic Credentials Mappings
OUNTING & FIN

FACILITIES
Endpoint URL
The ERP's

se addres: h no trailing path

https://fusion.oasis-fm.test

System

Selects the adapter. Changing it does not migrate existing mappings.

Oracle Fusion ERP Cloud -

tions

Messages Scheduled sync @

When off, nothing runs on its own — you can still preview and run manually.

Settings

Poll every

Minutes. Unchanged records cost nothing, so a short interval is cheap.

Report Branding

Journal Exp 15 minutes -
Build Settings
Non-secret settings only — database name, company code, ledger id. Secrets belong in Credent ere they are sealed and cannot be read back

Integration

“token_url": "https://idcs-oasis.identity.oasis-fm.test/oauth2/v1/token”,
Audit Trail “client_id": "demo-client”,

"scope": "urn:opciresource:consumer::all’,

"enable_journal_import": "false’,
Subscription *ledger_id": '300000001234567",

"journal_source": "CAFM Way",
Reports "journal_category”: "Adjustment”,

“"natural_account_segment”: "2",
"segment1": 101"

Connection saved

Figure 215 The Connection tab of an Oracle Fusion connector with OAuth and journal import settings.
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Setting Required Meaning

token_url , client_id For The identity domain's token address and the confidential
OAuth application's client id, for example demo-client . Store
the client secret as the client_secret secret.

scope No OAuth scope. Default

urn:opc:resource:consumer: :all .

username Instead Basic sign-in with the password secret. Use this only
of OAuth on test pods.

enable_journal_import No Default false .Journals are refused until thisis true .
ledger_id For The target ledger's id in Fusion.
journals
fbdi_columns For The column order of your pod's GL interface template.
journals
natural_account_segment No Which chart-of-accounts segment carries the natural

account. Default 2 .

segmentl ... segment30 For Fixed values for the other segments, for example the
journals company segment 101 .
journal_source , No Default Manual and Adjustment .

journal_category

trust_account_codes No Default false .When true ,a CAFM Way account
code that is not linked to a Fusion account is sent as the
natural account as is.

Secrets: client_secret (OAuth) or password (basic).

4
CAUTION

Enable enable_journal_import only after your Oracle team has loaded a test batch with your

pod's own template and checked it in Fusion. A wrong column order posts amounts to the wrong
accounts without an error.

SAP S/4HANA
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Oasis Facilities Management

INTING & FIN

ITIES

Notifications

Messages

Settings

Report Branding

Journal Export

Build

Integration

Audit Trail

B Subscription

(Y Repol

@ Omar Al-Mansouri
Fm Admin

Figure 216 The Connection tab of an SAP S/4HANA connector with the communication user, client and company

code.

= system > Integration Q

¢ SAP S/4HANA group ledger

https://s4.0asis-fm.test

What it carries nne Credentials Mappings

Endpoint URL

The ERP's base address

h no trailing path

https://s4.o0asis-fm.test

System

Selects the adapter. Changing it does not migrate existing mappings.

SAP S/4HANA

Scheduled sync
When off, nothing runs on its own — you can still preview and run manually.

Poll every

Minutes. Unchanged

othing, s0 a short interval is cheap.

15 minutes

Settings

Non-secret settings only — database name, company code, ledger id. Secrets

{

"username": "CAFM_COMM_USER",
*sap_client”: 100",
‘company_code": "1010°,
*document_type”: "SA",
“odata_version": "v2',
"enable_journal_posting™: "false"

4 Test connection
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ere they are

¥ English ~ & Dark

ed and cannot be read back.

@ Oasis Facllities Management

Q
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Setting Required Meaning

username For basic The communication user. Store its password as

sign-in the password secret. Without a username, the
access_token secretis sentas a bearer
token.

sap_client Usually The SAP client number, for example 100 .

company_code For The company code that journals and invoices
documents post to, for example 1010 .

odata_version No v2 (default) or v4 .

enable_journal_posting No Default false . Journals and supplier invoices

are refused until thisis true .

document_type No The journal document type. Default SA .
service_<entity> , No Override the OData service, entity set or key for
entityset_<entity> , one entity when your release names it
key_<entity> differently.

Secrets: password (with username ) or access_token . The communication arrangement for each

scenario, for example journal posting, must exist in SAP.
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Store the credentials

Who: FM Administrator, FM Manager

Where: Integration - Configure - Credentials

Secrets are sealed on the server. After you save one, nobody can read it back, not even an administrator.
The page only shows its name and the last four characters.

1 Open the Credentials tab. Under Still needed, a button is shown for each secret this ERP
expects that is not stored yet.

2  Click the secret's button, for example api_key. A dialog opens.

3  Paste the value in Value and click Replace. The secret moves to the list with a masked
hintsuchas ««.+91c2 .

. Repeat for every secret the ERP needs. For a secret that has no button, click Add another
secret and type its name and value.

5 Tochange a secret later, click its pencil icon (Replace). To delete it, click its bin icon
(Remove).

y = System > Integration Q ch ders ets, t F English ~ & Dark ® Oasis Facilities Management ﬂ @ w
Oasls Facllities Management < Head office ERPNext
hitps://erp.oasis-fm.test
What it carries Connection redentia Mappings
Secrets are sealed and cannot be read back — only their name, a hint and when they were last rotated. Losing the server's key ring means re-entering them
still needed
+ api_key + api_secret + webhook_secret

£ Notifications

I Messages

&1 Settings

[=} Report Branding
Journal Export

i} Build

[} Integration

=a  Audit Trail

B3 Subscription

[ Reports

@ Omar Al-Mansouri
Fm Admin

Figure 217 The Credentials tab of a new ERPNext connector listing the three secrets still needed.
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Replace api_key

This is sealed on the server and can never be read back — only replaced. Make

sure you have it recorded somewhere else first.
Cancel Replace

Figure 218 The secret dialog with the value masked.

CAFMW = system > Integration Q. Search work orders, assets, t ¥ English ~ & Dark ® Oasis Facilities Management Q @ 0

Oasls Facllities Management v < Head office ERPNext

https://erp.oasis-fm.test

Whatitcarries  Connection  Credentials  Mappings

Secrets are sealed and cannot be read back — only their name, a hint and when they were last rotated. Losing the server's key ring means re-entering them.

o= api_key wglc2 & 5

o= api_secret wed9aa A a
1 Notifications

Still needed

=]
+ webhook_secret

ings

+ Add another secret
(=) Report Branding

th Journal Export

Build

! Integration

[ Reports

Omar Al-Mansouri

Figure 219 The Credentials tab after saving: each secret shows only its name and a masked hint.
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CAFMWay = system > Integration 1 1 ets, t % English ~ & Dark | ® Oasis Faclities Management O

Oasis Facilities Management ~ (_ SAP S/4HANA group |edger

https://s4.0asis-fm.test
PURCHASES

What it carries Connection 2dentia Mappings

Secrets are sealed and cannot be read back — only their name, a hint and when they were last rotated. Losing the server's key ring means re-entering them

Still needed

+ password + access_token

1 Notifications
Messages

2 Settings
Report Branding
Journal Export

s} Build

{I' Integration

Q  Audit Trail

B Subscription

Reports

Omar Al-Mansouri

Figure 220 The Credentials tab of an SAP connector: the password is stored and the access token is still offered.

TIP

Keep a copy of every secret in your organisation's password manager. If the server's key ring is
lost, the secrets must be entered again.
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Test the connection

Who: FM Administrator, FM Manager

Where: Integration - connector card - Test, or Configure - Connection - Test connection

1 Click Test on the card, or Test connection on the Connection tab.

2 If CAFM Way reaches the ERP and the credentials work, the dialog shows Connected, the
ERP version and The credentials work.

3 If not, the dialog shows Could not connect and the ERP's own reason. Correct the
address, settings or secret, then test again.

L A K

( Could not connect

ERPNext is unreachable: nodename nor servname provided, or not known

(erp.oasis-fm.test:443)

Figure 221 A failed test: the ERP host could not be found, so the dialog shows Could not connect with the reason.

The result of a test is saved on the connector. A failed test marks the card Failing and prints the reason
on it. A successful test clears a paused connector.
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Message after the ERP name Usual cause

is unreachable: nodename nor servname provided, or not known The host name in Endpoint
URL does not exist, or DNS
cannot resolve it.

has no 'client_secret' secret configured A required secret is missing
on the Credentials tab.

resolves only to addresses a connector may not reach The host is on a private
network that this installation
does not allow.

HTTP 401 or 403 from the ERP Wrong key, secret or
password, or the integration
user lacks rights in the ERP.
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Map fields and translate codes

Who: FM Administrator, FM Manager

Where: Integration - Configure > Mappings

Each ERP adapter already knows the standard field names of its ERP. Use mappings only when your ERP
differs from the standard.

¢ A field mapping says what this ERP calls one of CAFM Way's fields, for example a custom field
that holds the VAT number.
¢ Avalue mapping translates a code, for example CAFM Way's unit EA is Nos in ERPNext and
Unit(s) in Odoo.

Add a field mapping
1 Next to FIELD MAPPINGS, click Add. The Map a field dialog opens.
>  In Entity, choose the record type, for example supplier .
3 InOurfield, type the CAFM Way field, for example tax_id .
t  InTheir field, type the ERP field, for example custom_vat_registration_no .
5 In Applies to, choose Both directions, Inbound only or Outbound only.

6 InTransform, choose how the value is cleaned on the way: None, UPPERCASE,
lowercase, Trim spaces, Number, Yes / no or Date.

7  Click Save.
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Map a field
Entity
supplier

Our field
tax_id

Their field
custom_vat_registration_no

Applies to Transform
Inbound only - (Trim spaces

Figure 222 The Map a field dialog linking the supplier VAT number to a custom ERPNext field, inbound only, with
spaces trimmed.

Add a value mapping
1 Next to VALUE MAPPINGS, click Add. The Translate a code dialog opens.

2 InKind of code, choose Unit of measure, Currency, Tax code, Payment terms, Supplier
group or Warehouse type.

3 InOurs, type the CAFM Way code, for example EA .
t  InTheirs, type the ERP code, for example Nos .

5 Click Save.
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Translate a code
Kind of code

Unit of measure

Ours Theirs —————.
EA I Nos

The pair works in both directions — one mapping covers reading and writing

Eancel m

Figure 223 The Translate a code dialog mapping the CAFM Way unit EA to the ERPNext unit Nos.

CAFMW = system > Integration Q. Search work orders, assets, t ¥ English ~ & Dark ® Oasis Facilities Management Q @ 0

Oasls Facllities Management v < Head office ERPNext

https://erp.oasis-fm.test

What it carries Connection Credentials Mappings

Two different problems. A field mapping says what this ERP calls one of our fields; a value mapping translates a code — our EA is Odoo's Unit(s) and SAP's PC.

FIELD MAPPINGS + Add
supplier - tax_id > custom_vat_registration_no inbound - trim X
VALUE MAPPINGS + Add
payment_terms - NET30 - 30 Days Credit X
uom - EA > Nos X

Journal Expo

5} Build

! Integration

=a  Audit Trail

Omar Al-Mansouri

Figure 224 The Mappings tab with one field mapping and two value mappings.
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To delete a mapping, click the x at the end of its row.

[
BUSINESS RULE

A value mapping works in both directions. A code with no mapping is passed through
unchanged. Saving a field mapping for the same entity, field and direction replaces the earlier

one.
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Choose what the connector carries

Who: FM Administrator, FM Manager

Where: Integration - Configure - What it carries

This tab lists every kind of record the integration knows. Each row has a switch, a status line, a direction
and, for master data, Preview and Run.

1 Turn on the switch of each entity this connector should carry. The change is saved at once.

2>  Leave the direction of master data at ERP - CAFM. Documents and journals show CAFM
- ERP.

3  Read the status line under the name:
o Never synced: the entity has not been pulled yet.

o

Up to a date: records changed up to that time have been pulled.

o

Outbound only: a document CAFM Way sends; it has no Preview or Run.

o

This system does not carry it: this ERP has no such data; the row is greyed out.

Way = system > Integration = Q Search work orders, assets, t % English ~ & Dark @ Oasis Facilities Management O # |
Oasis Facilities Management ~ <« Head Ofﬁce ERPNext
https://erp.oasis-fm.test
Connection Credentials Mappings
Master data flows in, transactions flow out. Each entity has one system of record — the other side never writes its owned fields
", Suppliers
W, ,é.:f._v__ﬁe,‘ ERP — CAFM ¥

™ Chart of accounts

Z Never synced

ERP — CAFM ¥

[1 Notifications
™\ Cost centres

Messages W/ Never synced ERESIGAEM:

©1 Settings

Warehouses & stores

Never synced

ERP — CAFM ¥
Report Branding

1y Journal Export @Items ERP — CAFM ¥
Never synced

5} Build

@Item groups e
{I' Integration Never synced
Q. Audit Trail
Units of measure
Neeriviced ERP — CAFM ¥
B3 Subscription
Reports Budgets
Purchase orders
@ Omar A-Mansouri Outbound only CAFM — ERP
Fm Admin

Figure 225 Master data rows of an ERPNext connector: suppliers, chart of accounts and cost centres switched on,
ERP to CAFM.
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. CAFMWay = system > Integration

Oasis Facilities Management

https:,

Tp. oasis-fm.test
Connection

# Never synced

Warehouses & stores

Never synced

@
Never synced

Item groups

£ Notifications Never synced

B Messages Units of measure
Never synced
i1 Settings

[= Report Branding Budgets

!y Journal Export
@ Purchase orders
@ Build Outbound only

Integration - o
o 4 "\ Supplier invoices
B/ Outbound only

Q. Audit Trail

B Subscription 7, Journal entries
b # Outbound only
(Y Reports

Stock movements

@ Omar Al-Mansouri
Fm Admin

Q

Head office ERPNext

Credentials

Mappings

ERP

ERP

ERP

CAFM

CAFM

CAFM

@ Oasis Facllities Management

~ LAFM

CAFM

« CAFM

- CAFM

-~ CAFM

ERP

ERP

- ERP

Figure 226 Document rows of the same connector: supplier invoices and journal entries switched on, CAFM to

ERP.
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CAFMWay = system > Integration Q¢ 1 work order ets, t ¥ English ~ & Dark | ® Oasis Faclities Management Ial
=

Oasis Facilities Management ~ Oracie Fusion |edge|'
https://fusion.oasis-fm.test
Connection Credentials Mappings
Master data flows in, transactions flow out. Each entity has one system of record — the other side never writes its owned fields

Suppliers
@l\euer'-v‘we:\ ERP — CAFM ¥

Chart of accounts

01 Notifications
Cost centres

Messages

#8 Settings

Warehouses & stores
Never synced ERP — CAFM ¥
Report Branding

hy Journal Export @"9"‘5 ERP — CAFM ¥
Never synced

s} Build

Item groups

{I! Integration

Q. Audit Trail

Units of measure

B Subscription

Reports Budgets

Purchase orders
Omar Al-Mansourl Outbeund enly CARM = ERRY ¥
Fm Admin

Figure 227 An Oracle Fusion connector: the chart of accounts, cost centres, item groups and units of measure are
greyed out because this ERP does not carry them.

CAUTION

Choosing Two-way or CAFM - ERP on a master-data row does not send CAFM Way's suppliers,
items or warehouses to the ERP. Master data is only received.

\

r
NOTE
Purchase orders can be switched on but are not delivered to any ERP yet. Budgets and Stock
movements are greyed out for every ERP.

\
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Pull master data from the ERP

Who: FM Administrator, FM Manager

Where: Integration - Configure - What it carries > Preview / Run

Always preview a pull before running it for the first time.

1 Onthe entity row, click Preview. CAFM Way reads the ERP and writes nothing. The dialog

Preview — nothing was written shows:

(o]

(o]

o

o

o

o

o

Received: records the ERP returned.

New: records that would be created in CAFM Way.
Updated: linked records whose ERP values changed.
Unchanged: linked records with nothing new.
Conflicts: records changed on both sides.

Failed: records that cannot be applied, with the reason.

Examples: up to 20 sample records.

>  Ifthe preview looks right, click Run. The dialog Sync complete shows the same counters

for the real run.

3 Check the result in CAFM Way, for example PURCHASES - Suppliers or ACCOUNTING &
FINANCE - Chart of Accounts.

Forautomatic pulls, turn on Scheduled sync on the Connection tab. At each interval CAFM

Way pulls every switched-on entity in this order: units of measure, item groups, chart of

accounts, cost centres, warehouses, suppliers, items.

If the ERP cannot be reached, the dialog is titled Run failed and shows the reason.
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Run failed

ERPNext is unreachable: nodename nor servname provided, or not known (erp.oasis-

fm.test:443)

Figure 228 A preview against an ERPNext host that does not exist: Run failed, with the reason.

4
BUSINESS RULE

How incoming records are applied:

* Each ERP record is linked to one CAFM Way record by its ERP id. Renaming a record in the ERP
updates the same CAFM Way record; it never creates a duplicate.

e Arecord whose content has not changed since the last pull is skipped without a write.

* Afield the ERP leaves empty never blanks a value already in CAFM Way.

e Ifone record fails, the others are still applied, and the next pull tries the failed one again.

e Switching an entity off and on again keeps its position; it does not pull everything again.

CAUTION

If CAFM Way already has a record with the same code that is not linked to the ERP, for example a
supplier created by hand before the integration, the incoming record fails. Rename or remove
the local record, then run the pull again.
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TIP

ERPNext and Odoo can call CAFM Way when a record changes, so the next pull starts within
about a minute instead of waiting for the interval. Store arandom webhook_secret onthe
Credentials tab and give your CAFM Way support contact the connector for the webhook

address. The webhook only brings the pull forward; it never writes data itself. Oracle Fusion and
SAP S/4HANA are pulled on the schedule only.
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Send journals and documents to the ERP

Who: FM Administrator, FM Manager, Finance Officer
Where: Sidebar - SYSTEM - Journal Export; Integration > What it carries

Journal entries and supplier invoices leave CAFM Way through a send queue. Each item in the queue is
one document for one connector. A background sender delivers the queue every 20 seconds.

A journal export batch collects a period's postings so that each posting is exported once:

1 Onevery connector that should receive journals, switch on Journal entries (CAFM - ERP)
and turn on Scheduled sync.

2 Open Journal Export and click New Batch. The New export batch dialog opens.
3 InTarget system, choose the ledger, for example ERPNext, and pick the period.

4 Click Create. The batch appears in the list with the status Pending and its entry count,
debit and credit totals.

New export batch

Target system
(ERPNext - j

M 2026-09-01 — 2026-09-30

Figure 229 The New export batch dialog for September 2026 with ERPNext as the target.
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= system > Journal Export Q k order ¢ F English = & Dark @ Oasis Facllities Management fa 3 OA ]

Journal Export e e
Hand postings to an external ledger — ERPNext, SAP, or a CSV =

CREATED TARGET PERIOD STATUS ENTRIES DEBIT CREDIT

2026-09-26 ERPNEXT 2026-09-01 — 2026-09-30 Pending 3 18,500.00 18,500.00

01 Notifications
2 Messages

2 Settings
[=} Report Branding
iy Journal Export
(B} Build

(' Integration

Q  Audit Trail

Subscription

Reports

@ Omar Al-Mansouri
Fm Admin

Figure 230 The Journal Export list with a pending September batch of three entries totalling 18,500.00.

When the batch is dispatched, CAFM Way groups its lines by voucher and queues one journal per
voucher for every connector that has Journal entries switched on. The batch then shows Dispatched,

and Success once the ERP has accepted every journal.

.
NOTE

The Journal Export page does not yet have buttons to dispatch a batch, confirm it or mark it
failed, and there is no button to send a single supplier invoice. Your CAFM Way support contact
carries out these steps for you until the buttons are added.
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[
BUSINESS RULE

Before a journal leaves CAFM Way:

e It must balance at the currency's own precision (for example three decimals for KWD). An
unbalanced voucher is refused.

* The company's base currency must be set in the accounting settings.

e Each line's account is the linked ERP account when the chart of accounts was pulled from the
ERP; otherwise it is the CAFM Way account code. Odoo looks the account up by that code and
refuses the journal if it has no such account. Oracle refuses an unlinked account unless

trust_account_codes is true .

e ERPNext and Odoo receive company-currency amounts. Oracle and SAP receive transaction-

currency amounts.

\

.
NOTE

Cost centres are not carried on exported journal lines yet. The ERP applies its own default cost
centre to each line.
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Monitor syncing, retries and failures

Who: FM Administrator, FM Manager
Where: Sidebar - SYSTEM - Integration

The top of the Integration page shows how many connectors are syncing or need attention. Click Refresh
to reload the figures.

Tile Meaning

Syncing Connectors with Scheduled sync on and no fault.
Failing Connectors whose last run or test failed.

Open conflicts Records waiting in Held for review.

Queued to send Documents waiting in the send queue.

Stuck Documents that could not be delivered.

Each connector card shows a status chip, when it last synced, how many documents are queued, how
many conflicts are open, and the last errorin red.

Chip Meaning

Healthy Scheduled sync is on and the last run succeeded.

Partial The last run had failures on some entities or records.

Failing The last run or test failed. The reason is printed on the card.

Paused After five failures in a row CAFM Way pauses the connector: 2 minutes after the fifth, 4 after

the sixth, and so on up to 60 minutes. A successful test resumes it.

Behind The last sync is older than twice the poll interval.
Not Scheduled sync is off.
syncing
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= system > Integration Q¢ 1 fer ets, t ¥ English ~ & Dark e Oasis Facilities Management O

Oasls Facilities M: ment v H
asis Facliities Managemen |ntegrat|0n —
G 1 of 5 connectors need attention
YUNTING &
& 2 ol % o0
FACILIT ) Failing s Stuck
CONNECTORS
Group finance Odoo s ’ Head office ERPNext Healthy - Oracle Fusion ledger Falling
0doo . ERPNext = Oracle Fusion
Synced 4 min ago Synced 14 min ago nced
g Oracle edger’ has no 'client_secret’ secret
F Test + Test [
Notifications
# Test
Messages
Settings
SAP ERP - Finance Sync Natmmeng = SAP S/4HANA group ledger o
Not selected = SAP S/4HANA
Report Branding
synced 9 h ago Never synced
Journal Export
F Test 7+ Test

Build

Integration

Audit Trail

Subscription

Reports

@ Omar Al-Mansouri

Figure 231 The Integration page with one Healthy, one Partial and one Failing connector; the Oracle card explains

that its client secret is missing.
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How the send queue retries

Pending
Sending
Accepted Temporary error Re
Failed
Sent Setup error

waits, then retries
\ 8th attempt fa'ls/

Not delivered

try

e Atemporary error, such as a timeout or an ERP that is down, is retried after 30 seconds, 2

minutes, 10 minutes, 30 minutes, 2 hours and then every 6 hours.

e After 8 failed attempts, or at once on a setup error (a refused request, a missing secret, a

missing setting such as company , or a switch such as enable_journal_posting thatis off),

the item moves to Not delivered.

e Each item carries a fixed identity, so a retry never creates a second queue entry for the same

document.

Retry an item that was not delivered

1 Onthe Integration page, find the Not delivered section. It appears only when an item is

stuck.

5) Read the error under the item. Fix its cause first, for example add the missing setting or

secret.

3 Click Retry. The item returns to the queue with its attempt count reset, and the Queued to

send tile goes up by one.
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NOTE

The page lists only items that were not delivered. Pending, failed and sent items, and the run
history of each pull, are not shown on screen yet.
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Resolve conflicts

Who: FM Administrator, FM Manager

Where: Integration - Held for review

A conflict arises when the same record changed in CAFM Way and in the ERP since the last pull. CAFM
Way does not guess; it holds the record for you.

1 Onthe Integration page, the Held for review section lists each held record with the fields
that differ.

2  Click Review. A dialog compares In CAFM with In the ERP, changed fields first.

3  Choose one:
o Take theirs: the ERP's values win. They are applied at the next pull, through the
normal checks.
o Keep ours: CAFM Way's values stay, and this ERP version is marked as seen.
o Ignore: close the conflict without a decision.

BUSINESS RULE

A conflict can only be resolved once. Master data belongs to the ERP, so Take theirs is normally
the right choice; correct the ERP if its values are wrong.
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Worked examples

The three examples below follow what CAFM Way actually sends and receives. Names and numbers are

demo data.

.

EXAMPLE

15 minutes.

A supplier created in Odoo arrives in CAFM Way. The purchasing team in Odoo creates the

vendor "Gulf HVAC Supplies WLL" with reference SUP-GHV , VAT number QA300124578 , e-mail
accounts@gulfhvac.oasis-fm.test and mobile +974 5550 1842 .On the "Group finance

Odoo" connector, Suppliers is switched on with ERP - CAFM and Scheduled sync runs every

1 At the next interval CAFM Way reads Odoo partners with a supplier rank above zero,

archived ones included.

2  Preview would show Received 1, New 1. The scheduled run creates the supplier and links

it to the Odoo partner id.

3 The supplier appears in PURCHASES - Suppliers with code SUP-GHV .

t  Ifthe partneris later archived in Odoo, the next pull marks the CAFM Way supplier as

disabled.

Odoo field ( res.partner )

id

ref (or 0D0O- +id whenempty)

name

company_type ( person ->individual)

email , phone , mobile

street , street2 , city , zip

state_id , country_id

vat

active =false
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CAFM Way supplier field

link to the ERP record

Code

Name

Type

E-mail, Phone, Mobile

Address lines, City, Postal code

State, Country

Tax id

Disabled
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EXAMPLE

A supplier invoice from CAFM Way becomes a Purchase Invoice in ERPNext. Supplier invoice
PINV-2026-0012 from Gulf HVAC Supplies WLL, dated 28 September 2026, has two lines: 20

EA chiller filters at 150.00 and 10 kg of refrigerant R-410A at 95.00. Net 3,950.00, VAT 197.50,

total 4,147.50 QAR. The "Head office ERPNext" connector has company =

VAT Input - OFM , vat_description =

VAT 5% , the value mapping EA - Nos , and Supplier invoices switched on (CAFM - ERP).

Oasis Facilities Management , vat_account =

1 Suppliers were pulled from ERPNext first, so CAFM Way sends the ERPNext supplier id
rather than its own code.

>  Theinvoice is queued and delivered as an ERPNext Purchase Invoice. With

submit_documents at true itis submitted; with false it stays a draft.
3 ERPNext computes 3,950.00 from the items and adds the VAT as an "Actual” charge of
197.50, so the ERPNext total is 4,147.50, the same as in CAFM Way.

CAFM Way invoice ERPNext Purchase Invoice

Supplier (linked) supplier

Connector setting company

Posting date

Invoice number
PINV-2026-0012

Due date

Currency QAR (value
mapping applied)

Description

Line item code, description
Line quantity, unit EA

Line rate

VAT amount 197.50

company
posting_date , bill_date

bill_no

due_date

currency

remarks

items[].item_code , item_name , description

items[].qty , items[].uom = Nos

items[].rate

taxes[] : charge_type Actual, account_head
VAT Input - OFM , tax_amount 197.50

An invoice without lines is sent as one line for the net total. An invoice with no lines and no total
is refused.
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EXAMPLE

CAFM Way journal

Connector setting company_code
Connector setting document_type
Voucher number JE-2026-00002
Remarks (cut to 25 characters)
Posting date

Line account (linked SAP account,
else the CAFM Way code)

Debit or credit

Line amount in the transaction

currency

Line reference (cut to 50 characters)

setting on, then click Retry.
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1 The Finance Officer creates the September batch on Journal Export. It holds three
entries, debit 18,500.00, credit 18,500.00.

>  Ondispatch, the voucher is queued once for the SAP connector and sent to
API_JOURNALENTRY_SRV as one journal entry with three items.

3 SAPreturns the accounting document number, and the queue item is marked sent.

SAP journal entry

CompanyCode (header and each item)

AccountingDocumentType = SA

DocumentReferencelD

DocumentHeaderText

DocumentDate , PostingDate

to_JournalEntryItem[].GLAccount

DebitCreditCode S (debit) or H (credit)

AmountInTransactionCurrency : amount 212000.00,

currencyCode QAR

DocumentItemText

While enable_journal_posting is false ,the journalis not sent. It goes straight to Not
delivered with the message that SAP financial posting is disabled for this connector. Turn the

The September accrual journal is posted to SAP S/4HANA. Journal JE-2026-00002 , dated 30
September 2026 in QAR, accrues the month's costs: debit 6200 Rent and Utilities 12,000.00,
debit 5300 Subcontractor Costs 6,500.00, credit 2140 Accrued Expenses 18,500.00. The "SAP
S/4HANA group ledger" connector has company_code = 1010 , document_type = SA ,
Journal entries switched on (CAFM - ERP) and Scheduled sync on. The SAP team has validated
a test document, and enable_journal_posting has beensetto true .
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NOTE

An approved purchase order in CAFM Way is not created in the ERP yet. Only journal entries and
supplier invoices are delivered today.
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Dashboards and KPIs

This part covers the screens you look at before you act: the Dashboard, the Executive Dashboard, global
search and the two KPI screens. It is written for FM managers, supervisors and helpdesk staff who start
their day in the web app.

The Dashboard

Who: every user; the figures follow the records the user may read

Where: Sidebar - OVERVIEW - Dashboard

The Dashboard is the first page after sign-in. It shows the state of today's work and gives one-click
shortcuts to the most common tasks.

= oOverview > Dashboard Q  Search work orders, asset: F English ~ & Dark ® Oasis Facilities Management ﬂ @ @

- Rte

Oasls Facilities Management

Sep 26,2026 - LIVE OPERATIONS

System Overview

25 Dashboard

Work orders, assets, and SLA health across your fa
il Exec Dashboard

Last30days  This quarter

LS 0 open ® 0,0h avg A SLA breaches: 0 Lo 0 active 22 technicians online PE open tickets
3 100.0% 0 6 3 0
Active Work Orders SLA Compliance Overdue Tickets Total Assets Active Users Service Requests
Quick Actions
2, New Work Order 3 Raise Ticket LD Register Asset {5l Schedule PPM +& Add User 1 View Alerts
Reports
Work Orders Completed WO Status
Last 7 days Current distribution

@ Approvals
3

® Open 0 0%
2319 4
In Progress 33%
Omar A-Mansouri L] g 3
@ Completed ® Completed 6 67%

Figure 232 The Dashboard with the System Overview banner, six KPI cards, Quick Actions and the work order
charts.

The page has four areas:
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Area What it shows

System Today's date, a period switch (Last 7 days, Last 30 days, This quarter) and a New
Overview Work Order button. The period changes the Work Orders Completed chart.

banner

KPI cards Active Work Orders, SLA Compliance, Overdue Tickets, Total Assets, Active Users

and Service Requests, each with a small badge (open count, average time, SLA
breaches, and so on).

Quick Actions New Work Order, Raise Ticket, Register Asset, Schedule PPM, Add User, View
Alerts.

Charts and lists Work Orders Completed by day, WO Status (open, in progress, completed, overdue),
Recent Activity with View All, and Active Alerts.

1 Choose the period in the banner. The Work Orders Completed chart redraws for that
period.

2>  Click a quick action to jump straight to the form. For example, Register Asset opens the
asset wizard and Schedule PPM opens the PPM calendar.

3 Click View Alerts to open the alerts panel. It lists SLA breaches and critical issues; when

there are none it reads No active alerts.

t  Click View All under Recent Activity to open the full work order list.
TIP

Raise Ticket opens the service request form, which has no entry of its own in the sidebar. Use
this button, or the requestor app, to log a request on someone's behalf.
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Find anything with search

Who: every user

Where: the search box in the top bar, or press &K (Ctrl+K on Windows)

Global search finds work orders, service requests, assets and locations by number, code or words in the
title.

1  Click Search work orders, assets, tickets... in the top bar, or press 3K. Before you type,
the box offers quick links to Work Orders, Assets, Reports and Settings.

2  Type at least part of a number, code or title, for example HVAC or chiller . Results
appear as you type, grouped by record type.

3 Use the arrow keys to move through the list and press Enter to open the selected record,
or click it. Press Esc to close the box.

Q  (HvAd

WORK ORDER

WO-CTR-0006 — HVAC — callback, fault recurred
in_progress - high

WQ-CTR-0003 — HVAC — callback, fault recurred
in_progress - high

WO-CTR-0002 — HVAC — unit fault reported
completed - high

WO-CTR-0005 — HVAC — unit fault reported
completed - high

WO-CTR-0004 — HVAC — planned service visit
completed - high

11 Navigate + Open Esc Close 38K  Search

Figure 233 Global search listing the HVAC work orders that match the typed text.
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TIP
An asset code such as 0B-5140-AR1-B1-HVC-CHLOO1 opens the asset directly. Location codes
work the same way.
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Executive dashboard

Who: FM Administrator, FM Manager and any role with the report permission on dashboards

Where: Sidebar - OVERVIEW - Exec Dashboard

The Executive Dashboard is a one-page summary for management: requests, work orders, SLA and
spend for the financial year.

= oOverview > ExecDashboard O I = % English = & Dark | ® Oasis Facilities Management =~ (1 8 ({29

Good afternoon, Omar K e @ Export PDF
Executive Overview — FY 2026 - Saturday, 26 September 2026 - Q3 - Week 39 =
05 Dashboard + m + 2, + a
il: Exec Dashboard 0 0% 0 60%
Total SRs SR Completion Total WOs WO Completion
KPIS
View View
2 (0] i @
100% Ohrs 0 0
SLA Compliance Avg Resolution SLA Breaches Open Tickets
View= | vew View =
INVENTC
HEALT
Monthly FM Spend — FY 2026 Spend by Category
Actual spend vs budget envelope - QAR Vear to date
EY Reports No spend has been recorded against a budget category yet
& Approvals
N T
jan M Ji Sep Oct N D
Actus
Budget
@ SLA Performance L@ Critical Assets Uptime 27 Technician Utilisation

Omar AKMansouri By priority - Current month Lowest five this month - from logged failures Logged hours = rostered hours - Current month

AD £140 AD1 D1 E1V NIEANT . Annnanmar i1 A1

Figure 234 The Executive Dashboard: greeting, eight KPI tiles and the monthly spend chart.

* The eight tiles show Total SRs, SR Completion, Total WOs, WO Completion, SLA Compliance,
Avg Resolution, SLA Breaches and Open Tickets. View - on a tile opens the matching list.

¢ Monthly FM Spend compares actual spend with the budget envelope month by month, in QAR.
Spend by Category splits the year's spend by budget category.

e Lower down, SLA Performance (by priority, this month), Critical Assets Uptime (the five critical
or high-criticality assets with the most logged downtime), Technician Utilisation (logged hours
against rostered hours) and the Department Performance Scorecard.
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= oOverview > ExecDashboard ~ Q h work orders, a ¥ English ~ @& Dark | @ OasisFacilities Management (1 £8%

Monthly FM Spend — FY 2026 Spend by Category

Actual spend vs budget envelope - QAR Year to date

08 Dashboard
Mo spend has been recorded against a budget category yet

il:  Exec Dashboard

.,\\‘
an ] A Apr May ur Mg S C o D

@ SLA Performance Lo Critical Assets Uptime 2 Technician Utilisation

By priority - Current month Lowest five this month - from logged failures Logged hours # rostered hours - Current menth

R1-B1-ELV-PLFO01 - Passenger Lift L-01 —

100%

Jged s Team Average 0%
No request raised this month has reached its resolution .
deadline yet S?;T:??:R“];I?(];F]-RZ-F‘R.FAPUU] Fire Alarm Panel.. 100% ‘:;’,%SH :‘T 0%
0B-5140-AR1-B1-F1-R8-HVC-SPU001 - Precision AC — 100% L;PLQ,”)_)M 0%
B Reports No downtime logged 0.0 of 144
) AT 0B-5140-AR1-B1-HVC-AHUO0O1 * Air Handling Unit AH 100% bl cawgy 0%
Y No downtime logged 0.0 0f 144}
0B-5140-AR1-B1-HVC-CHL001 - Chiller CH-01 — Towe.. 100%

No downtime logged

Department Performance Scorecard
Current month

Omar Al-Mansouri
Fm Adm

Department ~ WOsDone SLA%  OpenWork Orders  Rating

Figure 235 The lower half of the Executive Dashboard with SLA performance, critical asset uptime and technician
utilisation.

Export PDF saves the tile figures as a one-page PDF for a management pack.

NOTE

The Monthly, Quarterly and Annual buttons are not connected to the figures yet; the tiles
always show the current figures whichever button is selected.

NOTE

Technician Utilisation divides hours logged on work orders by the hours in each technician's
roster (see Roster the team). A technician with no roster shows 0 %.
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KPI Reports

Who: users with the analytics module

Where: Sidebar - KPIS - KPI Reports

KPI Reports shows the headline service figures for a chosen window and, below them, the Report
Catalogue.

1 Pick the window at the top right: 1M, 3M, 6M, YTD or 12M. The cards reload for that
window.

2 Read the cards: Total SRs, SR Completion, Total WOs, WO Completion, SLA Compliance,
Avg Resolution, SLA Breaches, Open Tickets.

3 Scroll to the Report Catalogue and click Open on a report to run it. The catalogue is the
same one the Report Centre uses (see Run and print a report). Run History lists reports
you ran before.

CAFMWay = kpls > KPIReports ~ Q Sea ders, assets, ti % English + G Dark | ® Oasis Facilities Management (1 £33 |
ey Faci

Oasls Facilities M v
SelaFeciities Mansgement m KPI Reports ™M aM M viD [EEPIVH

Performance analytics and the report catalogue

05 Dashboard

Total SRs SR Completion Total WOs
il  Exec Dashboard 0 0% 10
KPIS
[l KPI Reports
WO Completion SLA Compliance Avg Resolution
~v KPI Analytics
60% 100% ox 0hrs
SLA Breaches Open Tickets

2 Report Catalogue 39 e

Asset Data Sheet

One asset: nameplate, location, warranty and its maintenance history.

assets

(Y Reports
—  Asset Register
r,; Approvals - The master list of assets with category, criticality and location

assets

assets

—  Asset Status & Condition

Operational status against criticality — where the risk sits,
Warranty Expir;

Y Expiry . : assets
Assets whose warranty has expired or is about to — money left on the table

@ Omar Al-Mansouri
Fm Admin

Figure 236 KPI Reports for the last 12 months, with the Report Catalogue below the cards.
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KPI Analytics

Who: users with the analytics module and the report permission on dashboards
Where: Sidebar - KPIS - KPI Analytics

KPI Analytics adds rankings and trends to the same figures.

¢ Technician Performance Rankings ranks technicians by completion rate, with their work order
count and mean time to repair (MTTR).

e SLA Compliance Trend plots compliance against the 95 % target over the chosen window.

* Work Order KPIs by Category gives, per work category, the active and closed counts, the SLA
percentage and MTTR.

= KPls > KPlAnalytics Q Search work ars, assets, t Fa English ~ & Dark | ® Oasis Facilities Management n  # |

KPI Analytics

Performance scorecards, trends, and rankings across all operational domains

8 Dashboard Total SRs SR Completion Total WOs WO Completion
0 0% 11 54.5%
1ls  Exec Dashboard
KPIS
m KPI Rgports SLA Compliance Avg Resolution SLA Breaches Open Tickets
o
100% 0.0h 0 0
»2 KPI Analytics
1 0% vs prior
Technician Performance Rankings 2 SLA Compliance Trend M
S)lgSll Al
¥ TWos MTTRO.OK 0%

w el cawg
0WOs - MTTR 0.0h

0%
No SLA history for this period
$2lell Jad
& Swos mrtROOK 0%
@ SLA Compliance % @ 95% Target

[ Reports
B Work Order KPls by Category All Types
&) Approvals

CATEGORY ACTIVE CLOSED SLA% MTTR

HVAC 4 4 0.0% 9.0h

Fire Safety 1 2 0.0% 8.0h

mar AHMansourl

Figure 237 KPI Analytics with the technician ranking, the SLA trend and the category table.

NOTE

The badge on Technician Performance Rankings always reads "Q2 2026"; it does not follow the
window you select.
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Equipment, fleet and asset reliability

These screens sit under ASSETS & FACILITIES next to the asset register. They hold the things that are
not building assets (tools and vehicles), long networks such as pipes and cables, and the failure history
that drives predictive maintenance. They are used by the FM manager, the asset manager and
supervisors.

Register a tool or piece of equipment

Who: users with the resources module (FM Administrator, FM Manager, Supervisor)

Where: Sidebar - ASSETS & FACILITIES - Equipment

Equipment is the pool of tools and portable plant your technicians borrow: test instruments, lifts,
generators. Each item has a code, a name, a category and a status.

Open Equipment. The Register tab lists every item with its status.

-

>  Click New. The New Equipment form opens.

B Enter a Code (for example EQ-007 ) and a Name ( Digital Manifold Gauge Set ). Both

are required.

A Enter a Category, for example HVAC , and choose a Status: Available, In Use,

Maintenance or Retired.

5 Click Create Equipment. The item appears at the top of the list.
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» New Equipment

Tools & equipment resource pool

Name *
Digital Manifold Gauge Set

Status
Available

Figure 238 The New Equipment form filled in for a digital manifold gauge set.

CAFMW = Assets & Facilities > Equipment Q  Search work orders, ass. ¥ English ~ & Dark ® Oasis Facilities Management l_j @ 0

Register Usage & check-outs
Oasls Facllities Management

2”& EEI?iE?;;::l resource pool - 8 record(s) e
Status
Q  Ssearch.. All - C Refresh
Code Name Category Status Actions
EQ-008 il HE Oops oS jlgs HVAC Available 7 0
EQ-007 Digital Manifold Gauge Set HVAC Available F 0
EQ-006 Portable Generator SkVA Power In Use Z
EQ-005 Pipe Freezing Kit Plumbing Available & B
EQ-004 Insulation Resistance Tester Electrical Maintenance P s |
EQ-003 Refrigerant Recovery Unit HVAC Available s |
EQ-002 Thermal Imaging Camera Diagnostics In Use #Z N
EQ-001 Hydraulic Scissor Lift Access Available # B
Om.arAI-MansourI
Figure 239 The equipment register with the two new HVAC instruments at the top.
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Use the pencil icon on a row to change its status, for example to Maintenance when a meter goes for
calibration, and the bin icon to delete it.

Usage and check-outs

The Usage & check-outs tab shows, for the chosen window (Last 90 days by default), how often each
item was checked out, the hours it was out, its utilisation and how many days it has been idle.
Technicians check tools out and back in from the technician app. When a tool is out, it appears under
Checked out now with Mark returned, which a supervisor can use if the technician forgot to returnit in
the app.

CAFMWay = Assets&Facilties > Equipment ~ Q Search work ¢ F English ~ & Dark | ® Oasis Facilities Management (1 8¢ (&)

Register
Oasis Facilities Management

Last90 days ~ @ Refresh

85 Dashboard

Equipment Status Check-outs  Hoursout  Utilisation Idle days
ih E shboard
EQ-007 - Digital Manifold Gauge Set available 0 0.0 0.0% =
KPIR ts
a Lt EQ-005 - Pipe Freezing Kit available 0 0.0 0.0% -
~v KPI Analytics
EQ-001 - Hydraulic Scissor Lift available 0 0.0 0.0% =
EQ-003 - Refrigerant Recovery Unit available 0 0.0 0.0% =
EQ-008 + 3,030l 5L opauis S jlgz available 0 0.0 0.0% -
EQ-006 - Portable Generator SkVA in_use 0 0.0 0.0% =
5] Asset Management
@ Lacations & Spaces EQ-002 - Thermal Imaging Camera in_use 0 0.0 0.0% =
quipment EQ-004 - Insulation Resistance Tester ~ maintenance 0 0.0 0.0% =

% Fleet & Vehicles

~/ Linear Assets

s Predictive Maint.

INVENTORY

@ Omar Al-Mansouri
Fm Admin

Figure 240 The Usage & check-outs tab listing each item's check-outs, hours out and utilisation.
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Register a vehicle and log fuel

Who: users with the resources module

Where: Sidebar - ASSETS & FACILITIES - Fleet & Vehicles

The fleet register holds your service vehicles, the driver each one is assigned to and the next service

date. Fuel fills logged against a vehicle give its consumption and cost per kilometre.

Register the vehicle

1

Open Fleet & Vehicles and click New.
Enter the Plate No (required), Make, Model and Year.
Choose a Status and enter the Fuel Type.

Click Assigned driver and pick the technician who drives the vehicle. Start typing a name

to narrow the list. The assigned driver can log fuel for this vehicle from the technician app.

Enter the current Odometer reading and pick the Next Service date.

Click Create Fleet & Vehicles.
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New Fleet & Vehicles

Vehicle register with service scheduling

b

Plate No * Make
FM-1203 Mitsubishi

Model Year
L200 2025

Status Fuel Type
Available Diesel

Assigned driver Odometer

eIl W5 12450

Next Service
2026-11-15

Cancel + Create Fleet & Vehicles

Figure 241 A new pick-up registered to Khalid Al-Kuwari with its odometer reading and next service date.

Log a fuel fill
1 Open the Fuel & utilisation tab. Each vehicle has a Log fuel button.
2  Click Log fuel on the vehicle's row. The dialog title shows the plate number.

3 Enter the Litres, the Cost (QAR), the Odometer (km) at the pump and the Station. Litres

are required.

t  Click Save.
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Log fuel — FM-1203

Odometer (km)
12980
Station

(WOQOD Lusail

Cancel Save

Figure 242 The Log fuel dialog for FM-1203 with litres, cost, odometer and station.

From the second fill onwards the table works out the Distance (km) between fills, L / 100 km and Cost /
km for the window you choose.
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CAFMWay = Assets&Faciliies > Fleet & Vehicles % English = | & Dark | ® Oosis Faclities Management = (@ 13

Register Fuel &
Oasis Facilities Management

Last 90 days ~ & Refresh

Dashboard
Vehicle Fills  Litres  Fuelcost Distance (km) L/100km  Cost/km
Exec Dashboard
FM-1203 Mitsubishi L200 2 1200 246 640 9.1 0.38
KP! Reports FM-1120 Isuzu D-Max 0o 00 0 - - -
v KPI Analytics
FM-1042 Toyota Hilux 0 0.0 0 = = =
FM-1087 Nissan Urvan 0 0.0 0 b = =
TING & FINANCE FM-1217 Toyota Land Cruiser Pickup 0 0.0 0 = = =
ACILITIES
FM-1155 Toyota Hiace 0 0.0 0 = = =

Asset Management
9 Locations & Spaces
#» Equipment
b Fleet & Vehicles
Linear Assets

v Predictive Maint.

@ Omar Al-Mansouri

Figure 243 Fuel & utilisation after two fills on FM-1203: 640 km driven at 9.1 L/100 km and QAR 0.38 per km.

EXAMPLE
FM-1203 was filled with 62 L at 12,980 km and 58 L at 13,620 km. Distance = 640 km;
consumption = 58 + 640 x 100 = 9.1 L/100 km; cost per km = (127.10 + 118.90) + 640 = QAR
0.38.
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Record a linear asset

Who: users with the assets module

Where: Sidebar - ASSETS & FACILITIES - Linear Assets

Linear assets are networks measured by length rather than counted: roads, pipelines, cabling and

drainage.

1 Open Linear Assets and click New.

>  Enter a Code and Name, both required, for example LIN-PP-002 "Domestic water main

— North Campus".

3 Choose the Type: Road, Pipeline, Cable or Drainage.

4 Enter the Total Length (m), the Unit and a Status such as Operational .

5  Click Create Linear Assets.

A New Linear Assets

Roads, pipelines, cabling & drain

Code *
LIN-PP-002

Type
Pipeline

Unit
m

age networks

Name *

astic water main — North Campus

Total Length (m)
1320

Status

( Operational j
Cancel + Create Linear Assets

Figure 244 The New Linear Assets form for the North Campus domestic water main, 1,320 m of pipeline.
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Q  search
Dashboard
Exec Dashboard Code
LIN-CB-002
KPI Reports
» KPI Analytics RO
RK ORDE! ’ LIN-DR-001
LIN-CB-001
LIN-PP-001
LIN-RD-001

Locations & Spaces
74 Equipment
H Fleet & Vehicles
~ Linear Assets

Predictive Maint.

@ Omar Al-Mansouri
Fm Admin

Figure 245 The linear asset register with pipelines, cabling, drainage and the site road.

= Assets & Facl

es » Linear Assets Q

Linear Assets

Roads, pipelines, cabling & drainage networks + 6 record(s)

Type
All

Name

ol = adsiall sgall LIS B

Domestic water main — North Campus

Storm water drainage network

LV distribution cabling — Tower A

Chilled water distribution loop

Main site access road

Type

Cable

Pipeline

Drainage

Cable

Pipeline

Road

C' Refresh

@ Oasis Facllities Management

¥ English ~ & Dark

Length (m) Status

1750 Sl
1320 Operational
1540 Operational
2100 Operational
860 Operational
1250 Operational

Use the Type filter to list one kind of network, for example all pipelines.
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Predictive maintenance: log failures and readings

Who: asset manager, FM manager, supervisors

Where: Sidebar - ASSETS & FACILITIES - Predictive Maint.

Predictive maintenance scores each asset's risk of failing from its recorded history: how old it is, how
hard it runs, how often it has failed, its latest condition readings and how critical it is. It then
recommends an action, a maintenance interval, and an expected cost and downtime. The more failures
and readings you record, the better the forecast. The screen has four tabs: Risk Dashboard, Failure
Patterns, Condition Monitoring and Failure Log.

Record a failure
Record every breakdown, even small ones. The failure mode is what makes pattern analysis possible.

Open the Failure Log tab and click New.

-

2>  Click Asset and pick the asset, for example Chiller CH-01 — Tower A Roof.

3 Choose the Failure Mode (Wear, Electrical, Mechanical, Corrosion, Blockage, Leak,
Overheating, Control Fault, Operator Error, Other) and the Severity (Minor, Major, Critical).

. Pick the Failed On and Resolved On dates and enter the Downtime (hours).
5  Enter the Repair Cost. It feeds the predicted-cost estimate.

6 Describe the Cause, then click Create Failure Log.
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New Failure Log
Recorded asset failures feed MTBF and the risk model

Asset * Failure Mode
Chiller CH-01 — Tower A Roof Mechanical

Classifying the mode is what enables
pattern analysis

Severity Failed On
Major 2026-06-14

Resolved On Downtime (hours)
2026-06-15 18

Repair Cost
4200

Feeds the predicted-cost estimate
Cause

Condenser fan motor bearing seized; fan replaced and belt re-tensioned

Cancel

Figure 246 A mechanical failure on Chiller CH-01: condenser fan bearing seized, 18 hours down, QAR 4,200.

C‘AFIM"- = Assets & Facilities > Predictive Maint. T English ~ & Dark  ® Oasis Facilities Management @ broid 0
Oasls Facllities Management Risk Dashboard Failure Patterns Condition Monitoring Failure Log
,,  Failure Log
Recorded asset failures feed MTBF and the risk model - 3 record(s)
Q  Ssearch.. C Refresh
Asset Name Mode Severity Falled Downtime (h) Repair Cost Actions
0B-5140-AR1-B1-H... Chiller CH-01 — Tower A Roof  Electrical Minor 2026-09-18 4 1500 a
0B-5140-AR1-B1-H... Chiller CH-01 — Tower A Roof  Leak Critical 2026-08-02 30 9800 a
0B-5140-AR1-B1-H... Chiller CH-01 — Tower A Roof Mechanical Major 2026-06-14 18 4200 ju]

Predictive Maint.

Omar Al-Mansouri

Figure 247 The failure log with three failures recorded on Chiller CH-01 this summer.
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BUSINESS RULE
A failure record cannot be edited after it is saved. If you made a mistake, delete it and record it
again.

Read the failure patterns

The Failure Patterns tab ranks failure modes over the last year by how often they occur, with the
downtime and cost each one caused. Use it to see whether one mode (for example leaks) keeps coming
back.

CAFMWay = Assets &Facilities > Predictive Maint. 3 English ~ & Dark ® Oasis Facilities Management [9 bl [ 0A |

Risk Dashboard ure Pa ! Condition Monitoring Failure Log
Oasls Facilities Management

Failure Patterns - 3 failures in the last year

Dashboard mechanical — 1 occurrences (33.3%) 18 h - QAR 4200

, Exec Dashboard leak — 1 occurrences (33.3%) 30 h - QAR 9800
electrical — 1 occurrences (33.3%) 4 h - QAR 1500

KPI Reports

v KPI Analytics

Management
@ Locations & Spaces
2 Equipment
Fleet & Vehicles
Linear Assets
~» Predictive Maint.

VENTORY

@ Omar A-Mansouri
Fm Admin

Figure 248 Failure Patterns: mechanical, leak and electrical failures, each one third of the total, with their hours
and cost.
Record a condition reading

1 Open Condition Monitoring and click New.

2 Pick the Asset, type the Metric (for example vibration , temperature , pressure ),
the Value and the Unit.

3 Click Create Condition Readings. The reading is listed with its status and source (manual
here, or an API feed).
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New Condition Readings

Manual or AP-ingested measurements, evaluated against thresholds

Asset * Metric *
Chiller CH-01 — Tower A Roof vibration

e.g. vibration, temperature, pressure

Defaults to the threshold unit

Cancel + Create Condition Readings

Figure 249 A vibration reading of 7.1 mm/s on Chiller CH-01.

CAFMW = Assets & Facilities > Predictive Maint. T English ~ & Dark  ® Oasis Facilities Management @ broid 0

Risk Dashboard Failure Patterns

tion Monitoring Failure Log
Oasls Facllities Management

- Condition Readings

+ New
b hoard Manual or API-ingested measurements, evaluated against thresholds + 2 record(s)
Dashboar
Status

Exec Dashbogrd Q  Search.. All - C Refresh

When Asset Metric Value Unit Status Source Actions

2026-09-26 0B-5140-AR1-B1-HVC-CHLO...temperature 7.8 (o Normal manual

2026-09-26 0B-5140-AR1-B1-HVC-CHLO...vibration 7] mm/s Normal manual

Equipment

Fleet

Lin

Predictive Maint.

Omar Al-Mansouri

Figure 250 Condition readings for the chiller, each marked Normal.
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BUSINESS RULE

Areading is a measurement: it can be recorded, never edited or deleted.

NOTE

A reading is judged against a threshold band for that metric (warning and critical limits).

Threshold bands cannot be set from the web app yet, so every reading is currently marked
Normal and Condition Alerts stays at 0.

The risk dashboard

The Risk Dashboard shows, for the next 30, 90 or 180 days, the Assets at Risk, Condition Alerts,

Predicted Cost and Predicted Downtime, then a card per asset at medium or high risk with the
recommended action.

The risk score runs from 0 to 100: up to 25 points for age against design life, 15 for operating hours, 30
for failure history (count and time between failures), 20 for the latest condition reading and 10 for
criticality. At 40 points an asset becomes medium risk; at 70, high risk.

.
TIP

An asset with no commissioning or purchase date and no operating hours earns no age or usage
points. Fill those in on the asset record, otherwise even a critical asset with several failures stays
below the medium line and the dashboard reads No assets currently at risk.

NOTE

The model is deterministic and works only on what has been recorded. Machine learning and live
IoT feeds are not part of it.
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Health and safety

The HEALTH & SAFETY section holds the records an HSE officer keeps: permits to work, risk
assessments, checklists, observations, training and PPE, with a dashboard that pulls them together.
Incidents are covered in the work orders part of this guide. The worked example in this part follows one
job: brazing the chilled water bypass on Chiller CH-01 in the Tower A roof plant room.

Safety dashboard

Who: HSE officer, FM manager
Where: Sidebar > HEALTH & SAFETY - Safety Dashboard

The Safety Dashboard is built only from your own records; nothing on it is typed in.

CAFMWay = Health & Safety > Safety Dashboard % Englsh = G Dark | @ Oosis Faciitios Management | (8 32 |

Oasls Facllities Management Safety Dashboard oy e

Lost-time injuries, near misses, audits and compliance, from your own records

LTI frequency rate Near-miss frequency Incidents Safety audit score
0 lost-time injuries - 0 days lost 0 near misses reported Excluding near misses 0 audits completed
Rates per 1,000,000 (LTI) and 200,000 (near miss) hours worked - 8224 hours from 4 field staff rosters
Compliance
Checklists done on time Valid training certificates PPE in date Permits within validity
) ) o
= 100% 100% 100%
© Safety Dashboard 0 due in the period 0 expired - O expire within 30 days 0 items in use past expiry 4 live - 0 past their end time
] Permits To Work
Incidents and near misses by month Safety observations
% Risk Assessments
Positive observations 2
= Safety Checklists Unsafe behaviours 1
Unsafe conditions 4

@ Safety Observations

& Safety Training

© PPE Management

@ Omar Al-Mansouri
Fm Admin

Figure 251 The Safety Dashboard: lost-time and near-miss rates, compliance tiles and the observation count.
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Tile How it is worked out

LTI frequency rate Lost-time injuries per 1,000,000 hours worked. Hours come from the rosters
of field staff.

Near-miss frequency Near misses per 200,000 hours worked.

Incidents Incidents in the period, not counting near misses.

Safety audit score Average score of completed site-audit checklists.

Checklists done on Checklists due in the period that were completed by their due date.

time

Valid training Share of training certificates not expired; also counts those expiring within 30
certificates days.

PPE in date Share of issued PPE that has not passed its expiry.

Permits within validity Share of live permits that have not passed their end date.

Choose the window (for example Last 12 months) at the top and click Refresh after you add records in
another screen.
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Issue a permit to work

Who: requester: any user with create permission on permits; approver: HSE officer or FM manager

Where: Sidebar - HEALTH & SAFETY = Permits To Work

A permit to work authorises dangerous work (hot work, confined space entry, work at height, electrical
work) for a fixed period. The permit must be approved before the work starts and must be on site while

the work is done.

New permit
Pending

Approver decides

Approve

l

Reject

!

Approved

Rejected

Active

work under way

£ N

Closed

Expired
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Request the permit

1 Open Permits To Work and click New.

>  Enter aTitle that names the work and the place, for example

Hot work — CH-01 plant room brazing .
3 Choose the Type: Hot Work, Confined Space, Height or Electrical.
t  Pick Valid From and Valid To.

5 In Description, write the scope of work and the precautions: fire watch, extinguishers,
isolation, gas test.

g Click Create Permits To Work. The permit gets the next number, for example
PTW-2026-0006 , and the status Pending.

New Permits To Work

Hot work, confined space, height & electrical permits

Title * Type
[Hot work — CH-01 plant room bra j Hot Work

Valid From Valid To
2026-09-28 8 2026-09-29

DESCUDUOH

Brazing the chilled water bypass on Chiller CH-01, Tower A roof. Fire
watch for 60 minutes after the last torch, two CO2 extinguishers on site,
combustibles cleared.

Cancel + Create Permits To Work

Figure 252 A hot-work permit request for brazing on Chiller CH-01, valid 28 to 29 September.

Approve the permit

1 In the list, find the permit with status Pending. Pending permits show two extra icons: a
green tick (Approve) and a red cross (Reject).

2  Click Approve. The status changes to Approved at once, and the icons disappear. Click
Reject instead to refuse the permit.
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Figure 254 PTW-2026-0006 approved.
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= Health & Safety > Permits To Work Q

Permits To Work
Hot work, confined space, height & electrical permits -
Status
Q. Search All
Number Title

PTW-2026-0006

PTW-2026-0005

PTW-2026-0004

PTW-2026-0003

PTW-2026-0002

PTW-2026-0001

Hot work — CH-01 plant reom brazing

Cutting works — Car park deck

LV panel isolation — Tower B

Facade access — Level 8 window clean

Tank entry — Basement water tank

Welding works — Roof plant room

= Health & Safety > Permits To Work Q srch work orders, a

Permits To Work

Hot work, confined space, height & electrical permits «

Q  Search..

Number

PTW-2026-0006

PTW-2026-0005

PTW-2026-0004

PTW-2026-0003

PTW-2026-0002

PTW-2026-0001
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Status

All

Title

Hot work — CH-01 plant room brazing

Cutting works — Car park deck

LV panel isolation — Tower B

Facade access — Level 8 window clean

Tank entry — Basement water tank

Welding works — Roof plant room

6 record(s)

6 record(s)

Type

Type

Hot Work

Hot Work

Electrical

Height

Confined Space

Hot Work

Type
- All

Type

Hot Work

Hot Work

Electrical

Height

Confined Space

Hot Work

¥ English ~

Status

Pending

Pending

Closed

Active

Pending

Approved

# English ~

Status

Approved

Pending

Closed

Active

Pending

Approved

& Dark

C Refresh

& Dark

C Refresh

Valid To

2026-09-29

2026-10-03

2026-10-04

2026-09-28

2026-10-07

2026-10-02

Valid To

2026-09-29

2026-10-03

2026-10-04

2026-09-28

2026-10-07

2026-10-02

® Oasis Facilities Management

Actions

@

W 7

® Oasis Facilities Management

Actions

® %

® /7 @
]
Z i
s 0
® ~ @
Pl |
P =
s
® / 0
&
s
® /7 0
s 0
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Start and close the work

1 When work starts on site, click the pencil icon on the permit.
2>  Change Status to Active and click Save Changes.
3 When the work is finished and the area is safe, open the permit again and set Status to

Closed. A permit that ran past its end date without being closed can be set to Expired.

L NN

Edit Permits To Work

Editing record #b1fea2d6-e16b-458a-8362-c3c30bdbbec28

Title * Type
Hot work — CH-01 plant room bra Hot Work

Valid From

Status
[Active - ] 2026-09-28

Valid To
2026-09-29 ]

Description

Brazing the chilled water bypass on Chiller CH-01, Tower A roef. Fire
watch for 60 minutes after the last torch, two CO2 extinguishers on site,
combustibles cleared.

Figure 255 The permit opened for editing with the status set to Active.

BUSINESS RULE
Approve and Reject appear only while a permit is Pending. They take effect immediately,
without a confirmation or comment, and record the approver.

TIP

To print the permit for the work site, use the Permit to Work report in the Report Centre (see
Run and print a report).

NOTE

The permit form has no field for the location or the related work order. Name both in the title or
description.
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Assess a risk

Who: HSE officer, supervisor

Where: Sidebar - HEALTH & SAFETY - Risk Assessments

A risk assessment scores an activity by likelihood and severity, lists the controls, and records the risk
that remains after them.

1 Open Risk Assessments and click New.

2>  Enter aTitle and describe the Activity.

B Enter Likelihood (1-5) and Severity (1-5).
;  List the Controls you will put in place.

5  Enter the Residual Risk (1-25) you expect once the controls are in place, and choose the
Status (Open, Reviewed, Closed).

6 Click Create Risk Assessments. The assessment gets a number such as RA-2026-0006 .

L NN ]

New Risk Assessments
Likelihood x severity scoring with controls

Title *

[ Hot work — chiller plant roon{ ]

Activity
Brazing chilled water pipework in the Tower A roof plant room, next to

live refrigerant lines and cable trays.
Likelihood (1-5) Severity (1-5)

3 4

Controls
Hot-work permit, 11 m clearance of combustibles, fire blankets over
cable trays, two CO2 extinguishers, 60-minute fire watch.

Residual Risk (1-25) Status
4 Open -

Cancel + Create Risk Assessments

Figure 256 A risk assessment for hot work in the chiller plant room: likelihood 3, severity 4, with the controls
listed.
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The list shows L (likelihood), S (severity) and the Score, which the system works out as L x S.

CAFMWay = Health & Safety > Risk Assessments T English = @ Dark | ® Oasis Facllities Management (9 o]
Oasls Facllities Management o9 Rlsk Assessments

s

Likelihood x severity scoring with controls « 7 record(s)
Status

Q  Search.. All - C Refresh

Number Title L s Score Status Actions
PUR
ACCOUNTING & FnANcE RAaa2 PNt AP e ALY 2 ' A B s 0

FACILITIES i

RA-2026-0006 Hot work — chiller plant room 3 4 12 Open 2 0

RA-2026-0005 Manual handling 4 2 8 Open 7 O
@ Safety Dashboard

RA-2026-0004 Electrical isolation 3 4 12 Reviewed |
[ Permits To Work
B3 Risk Assessments RA-2026-0003 Confined space entry 2 5 10 Open [ S s |
~= Safety Ghiecklists RA-2026-0002 Hot works in occupied areas 2 & 10 Open £ 0
®© Safety Observations

RA-2026-0001 Working at height — facade access 3 4 12 Reviewed 7z H

£n Safety Training

© PPE Management

Omar Al-Mansouri
Fm Admin

Figure 257 The risk assessment register with each activity's L, S and score.

EXAMPLE
Hot work in the plant room: likelihood 3 x severity 4 = score 12 before controls. With the permit,

fire blankets, extinguishers and a fire watch, the residual risk is recorded as 4.
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Record a safety checklist

Who: supervisors, HSE officer

Where: Sidebar > HEALTH & SAFETY - Safety Checklists

A safety checklist records the result of a pre-task check, an equipment inspection or a site audit: how
many items were checked, how many passed and failed, the score, the findings and the corrective
actions.

1 Open Safety Checklists and click New.

2 Under CHECKLIST, enter the Title, choose the Type (Pre Task, Equipment Inspection, Site
Audit) and enter the Inspector.

3 Click Location and pick the place from Locations & Spaces, for example Tower A.

A Under RESULTS, choose the Status (Draft, In Progress, Completed, Failed) and the Due
Date.

5 Enter Total Items, Passed Items, Failed Items and the Score (0-100).

e Describe the Findings and the Corrective Actions, then click Create Safety Checklists.
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New Safety Checklists

Pre-task, equipment inspection & site audit checklists with pass/fail scoring

| cHECkuIST

Title * Type
Pre-task check — CH-01 hot work Pre Task

Inspector
Mariam Al-Sulaiti

Location
Oasis Business Park » North Campus » Tower A

Where the checklist applies (Locations & Spaces)

ESULTS

Status Due Date
Completed 2026-09-28

Total Items Passed Iltems

12 11

Failed Items Score (0-100)
1 92

Findings
One of the two CO2 extinguishers was 2 weeks past its inspection date.

( Extinguisher swapped with an in-date unit from the Tower A store before W

Cancel + Create Safety Checklists

Figure 258 A completed pre-task check for the CH-01 hot work: 12 items, 11 passed, score 92.

CAFMWay = Health & Safety > Safety Checklists T English ~ (& Dark | ® Oasis Facilities Management @ b 0
Oasls Facllities Management - o Safety Checklists
= New
Pre-task, equipment inspection & site audit checklists with pass/fail scoring * 2 record(s)
Status Type
Q  Search.. All - All - C Refresh
Number Title Type Inspector Score Due Status Actions
SCL-2026-0002 smiaall = Cilazs pass L01 Equipment Inspection syl Causg 85 2026-09-30 In Progress vl - |
SCL-2026-0001 Pre-task check — CH-01 hot work  Pre Task Mariam Al-Sulaiti 92 2026-09-28 Completed P s |

Dashboard

To Work

[

fety Training

? PPE Man

Omar Al-Mansouri

Figure 259 The checklist register with the pre-task check and a lift inspection still in progress.
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NOTE

The checklist stores the totals and findings only; it does not hold the individual check items.
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Record a safety observation

Who: anyone with access to the H&S section

Where: Sidebar > HEALTH & SAFETY - Safety Observations

Observations capture what people see on site: unsafe conditions, unsafe behaviour, and good practice
worth recognising.

1 Open Safety Observations and click New.

2>  Choose the Type: Unsafe Condition, Unsafe Behavior or Positive.

3 Write a Description (required) that says what was seen and where.
.  Leave Status as Open, then click Create Safety Observations.

5  When the hazard has been dealt with, edit the observation and set Status to Actioned,
then Closed once it is checked.

New Safety Observations
Unsafe conditions, behaviours & positive observations

@

Type
Unsafe Condition -

Description *
Compressor oil on the floor at the foot of the Chiller CH-01 access
ladder, Tower A roof. Area coned off; slip hazard until cleaned

Status
Open

Cancel + Create Safety Observations

Figure 260 An unsafe-condition observation: compressor oil at the foot of the CH-01 access ladder.
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= Health & Safety > Safety Observations ¥ English ~ & Dark | ® Oasis Facilities Management @ 8

Safety Observations

Unsafe conditions, behaviours & positive observations - 7 record(s) aE

Status Type
Q. Search All - All - C Refresh
Type Description Status Date Actions
Positive I L8 asgisall diggll dxid Jg> 3 Dilodeg jolgs o) Cansill Gud... Open 2026-09-26 o A s |
Unsafe Condition Compressor oil on the floor at the foot of the Chiller CH-01 acc.. Open 2026-09-26 V|
HEALTH & § ¥ Unsafe Behavior Technician not wearing eye protection during grinding Closed 2026-09-23 Z B
@ Safety Dashboard
Positive Team isolated and tagged panel correctly before work Closed 2026-08-28 P |
] Permits To Work
B3 Risk Assessmen Unsafe Condition Trailing cable across walkway in plant room Actloned 2026-08-28 Pl |
= Safety Checklists Unsafe Condition Fire exit partially blocked by stored materials Open 2026-08-22 /7 a
Safety Observations
Unsafe Condition Missing guard on workshop bench grinder Open 2026-08-19 i e |

0 Safety Training

© PPE Management

@ Omar Al-Mansouri
Fm Admin

Figure 261 The observation list with the new unsafe condition and a positive observation at the top.

The Safety Dashboard counts observations by type.
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Record safety training

Who: HSE officer, HR
Where: Sidebar - HEALTH & SAFETY - Safety Training

Training records show who is trained in what and when each certificate runs out.

1 Open Safety Training and click New.

2 Under TRAINEE & COURSE, enter the Employee and Course (both required), the Role /
Position, and choose the Category (Induction, Fire Safety, First Aid, Working At Height,
Confined Space, Manual Handling).

3 Under PROVIDER, enter the Training Provider, Trainer, Certificate No., Training Hours
and Score (0-100).

. Under STATUS & DATES, pick the Completed Date and Certificate Expiry, and choose the
Status (Scheduled, Completed, Expired).

5  Click Create Safety Training.

L A K

© New Safety Training

Training & competency records with certificate expiry tracking per role

| TRAINEE & COURSE

Employee * Role / Position
Khalid Al-Kuwari HVAC Technician

Course * Category

Hot Work Safety & Fire Watch Fire Safety

| PROVIDER
Training Provider Trainer
Doha Safety Training Centre Hassan Kamal

Certificate No. Training Hours
DSTC-FW-2026-0412 8

Score (0-100)
88

| sTATUS & DATES

Completed Date Certificate Expiry
2026-09-15 8 2027-09-15

Status
Completed -

Notes
Refresher due before the certificate expires; required for anyone acting
as fire watch on hot-work permitsl

Cancel + Create Safety Training

Figure 262 Khalid Al-Kuwari's completed hot-work and fire-watch course, certificate valid to September 2027.
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CAFMWay = Health& Safety > Safety Training Q@ Search work order ¥ English ~ & Dark
F

Oasis Facilities Management ~ > Safety Training
g Training & competency records with certificate expiry tracking per role - 2 record(s)
Status
Q. Search All - C Refresh
Number Employee Course Category Cert Expiry
TRN-2026-0002 sl Jass bgauwll o Gleallg Siladipall Lle Jasll working_at_height -
TRN-2026-0001 Khalid Al-Kuwari Hot Work Safety & Fire Watch fire_safety 2027-09-15

@ Safety Dashboard
Permits To Work

= Risk Assessments

= Safety Checklists

o Safety Observations
Safety Training

©» PPE Management

WORKPLACE

@ Omar Al-Mansouri
Fm Admin

Figure 263 The training register with one completed course and one scheduled.

TIP

@ Oasis Facllities Management

Status

Scheduled

Completed

Actions

® %

Record a course as Scheduled as soon as it is booked, with no dates. Change it to Completed

and add the certificate details after the course.
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Issue PPE

Who: storekeeper, HSE officer, supervisor

Where: Sidebar > HEALTH & SAFETY - PPE Management

PPE Management tracks each item of personal protective equipment issued to a person: what it is, which
task it is for, its condition, and when it must be inspected, returned or replaced.

1 Open PPE Management and click New.

> Under ITEM DETAILS, enter the PPE Item (required), choose the Category (Head, Eye,
Hearing, Respiratory, Hand, Foot, Body, Fall Protection) and the Task Type (Hot Work,
Height, General, Electrical, Confined Space), and enter the Brand, Size and Serial No.

3 Under ISSUANCE, enter Issued To (hame), Quantity, Condition (New, Good, Worn,
Damaged), Unit Cost (QAR) and Supplier, and leave Status as Issued.

t  Under DATES & INSPECTION, pick the Issued Date, Expiry Date and Next Inspection.
Leave Return Date empty until the item comes back.

5 Click Create PPE Management. The record gets a number such as PPE-2026-0001 .

L A K

New PPE Management

Personal protective equipment — issuance, return, condition & expiry per task type

©

| ITEM DETAILS

PPE Item *

Auto-darkening welding helmet

Task Type
Hot Work

Size
Universal

| 1ssuANCE
Issued To (name)

Khalid Al-Kuwari

Condition
New

Supplier
Gulf Safety Supplies

| DATES & INSPECTION
Issued Date
2026-09-27

Expiry Date
2028-09-27

Figure 264 An auto-darkening welding helmet issued to Khalid Al-Kuwari for hot work.
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Category
Eye

Brand
3M Speedglas 9100

Serial No.
$G9100-448213

Quantity
1

Unit Cost (QAR)
1450

Status
Issued

Return Date
Select date

Next Inspection
2026-12-27

Cancel + Create PPE Management




CAFMWay = Heslth & Safety > PPE Management % Englsh = | & Dark | ® Ousis Faclities Management = (& 13
W i

Oasis Facilities Management ~ PPE Management
Personal protective equipment — issuance, return, condition & expiry per task type - 2 record(s)
Status Task Type

Q. Search All - All - C Refresh

Number Itern Category Task Type Issued To Condition Expiry Status Actions
SN PPE-2026-0002 euual) JolS Glol pl3> fall_protection height $r>lal Juasd New 2029-09-27 Issued 2 A o |
CILITIES

PPE-2026-0001 Auto-darkening welding hel... eye hot_work Khalid Al-Kuwari New 2028-09-27 Issued V|

HEALT|

@ Safety Dashboard

/] Permits To Work

7% Risk Assessments
Safety Checklists

@ Safety Observations

€ Safety Training

7 PPE Management

Omar Al-Mansouri
Fm Admin

Figure 265 The PPE register with the welding helmet and a full-body harness.

When the item is returned, edit the record: set Status to Returned, pick the Return Date and update the
Condition. Use Lost or Expired when that applies. Filter the list by Task Type to see, for example,
everything issued for hot work.
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People and shifts

The USERS section also holds guests, working patterns, rosters and leave. Users & Roles, Roles &
Permissions and Organisation & SLA are covered in the administration part of this guide.

Give a guest a login

Who: users with the users module

Where: Sidebar - USERS - Guests

A guest login lets someone staying in or visiting a building (a hotel guest, a tenant, a visiting consultant)

raise their own work orders from the requestor app for the length of their stay, instead of phoning the
helpdesk.

1 Open Guests and click New Guest.

2  Enter the FULL NAME as it should appear on jobs, and the EMAIL. The guest signs in with
this email or with the guest ID.

g) Enter the PHONE (optional) and choose the LOCATION the guest is staying in.

Set STAY STARTS and STAY ENDS. The login works only between these times: before the

start the guest is told the access has not started, after the end that it has ended.
5 Enter a PASSWORD and repeat it in CONFIRM PASSWORD.

6 Click Create Guest. The Guest created box shows the GUEST ID, for example G-4633 .
Click the copy icon to copy it, then Done.
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New Guest
FULL NAME

Jassim Al-Obaidli

EMAIL

jassim.guest@oasis-fm.test

PHONE

+974 5550 0141

LOCATION

Tower A - building
STAY STARTS STAY ENDS
26 Sep 13:00 (o] 28 Sep 13:00

PASSWORD

CONFIRM PASSWORD

Figure 266 The New Guest form for a visiting consultant staying in Tower A.

Guest created

GUEST ID

rd cannot be shown again —

Figure 267 Guest created: the guest ID G-4633 with the sign-in instructions.

CAFM Way User Guide — CAFM Way Web App 316/359




Give the guest their ID and password in person or by a secure channel.

CAFMWay = Users > Guests = Q Se e : % English ~ & Dark | ® Oasis Facilities Management (9 = €
Oasls Facllities Management
" * Guests c
Temporary logins for guests and visitors to raise their own work orders
INV
HEALTH & SAFETY v & iz i s 0 2
av &4 W\ 3
_ Checked in Upcoming Expired Total
@ Safety Dashboard
[ Permits To Work
@ Search name, email or guest ID v Al Checked in Upcoming Expired Disabled
% Risk Assessments
) ' Guest ID Name Emall Location Stay Status
¥z Safety Checklists
= - assir st@oasis-fm.test 26 Sep 13:00 — 28 Sep 13:00 Checked in * Ow
© Safety Observations Jassim Al-Obaidli jassim.guest@oasis-fm.te Tower A 6 Se 8 Sep ) & @
5 Safety Training s maha.guest@oasis-fm test Tower B 26 Sep 13:00 — 28 Sep 13:00 Checked in /s o @

©? PPE Management

sers & Roles
:5) Guests
@®© Shifts
% Roster
% Leave Management

J Roles & Permis

Omar Al-Mansouri
Fm Admin

Figure 268 The guest list with two checked-in guests.

The counters at the top show guests Checked in, Upcoming, Expired and the Total; the chips filter the
list the same way. On each row, the pencil edits the guest, the key icon (Set password) sets a new
password, and the red icon (End access) ends the stay early.

BUSINESS RULE

The password cannot be shown again after the guest is created. If the guest loses it, use Set
password.
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Define shifts

Who: FM manager, supervisor
Where: Sidebar - USERS - Shifts

A shift is a working pattern: start time, end time and working days. Shifts are then assigned to people in

the roster.

1 Open Shifts and click New.

>  Enter the Shift Name, for example HVAC Day Shift (Sun-Thu) .

3 Enter the Start Time and End Time as HH:MM in 24-hour time, for example 06:30 and

14:30 . An end time earlier than the start time means the shift runs past midnight.

. Enter the Working Days as ISO day numbers separated by commas: Monday =1 ...

Sunday = 7. A Sunday-to-Thursday weekis 7,1,2,3,4 . If you leave it empty, Monday to

Friday is used.

5 Turn Active on, then click Create Shifts.

New Shifts

shift patterns that define working hours

Shift Name *
HVAC Day Shift (Sun-Thu)

End Time *

14:30

HH:MM, 24-hour — e.g. 15:00

Active

and days

Start Time *

06:30

HH:MM, 24-hour — e.g. 07:00
Working Days
71,234

IS0 day numbers, Mon=1 ... Sun=7. Default
12345

Cancel + Create Shifts

Figure 269 A new HVAC day shift from 06:30 to 14:30, Sunday to Thursday.
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CAFMWay = Users > Shifts  Q Search s.a % English » | | & Dark | (‘@ Onsia Faclites Management ) (€ 382

Oasis Facilities Management ~ H
o Shifts T
Shift patterns that define working hours and days - 6 record(s) b

Q. Search C Refresh
9 Safety Dashboard Shift Start End Days Active Actions
Permits To Work
HVAC Day Shift (Sun-Thu) 06:30 14:30 71,234 Yes > Al |
% Risk Assessments
Day Shift 07:00 15:00 12345 Yes P
= Safety Checklists
fety Observations Weekend Cover 08:00 16:00 6,7 Yes s 0
= Safety Training
blunall CagaSall 355 14:30 22:30 71234 Yes 7 O
> PPE Management
Evening Shift 15.00 23:00 1,2345 Yes Pl |
ers & Roles -
Night Shift 2300 07:00 1,234,567 Yes % o |

3] Guests

(O Shifts

% Roster

X Leave Management

J Roles & Permissions

Organisation & SLA

@ Omar Al-Mansouri
Fm Admin

Figure 270 The shift list with the HVAC day and evening shifts beside the standard patterns.

CAUTION

Active is off on a new shift. Turn it on before you save, or the shift will not be offered for
rostering.

BUSINESS RULE

The start and end times cannot be the same. A shift that is used in the roster cannot be deleted.
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Roster the team

Who: FM manager, supervisor

Where: Sidebar > USERS - Roster

The roster assigns a shift to a technician from one date to another. The rostered hours feed technician
utilisation on the Executive Dashboard and the hours-worked figure on the Safety Dashboard.

1 Open Roster and click New.

2>  Click Technician and pick the person, for example Khalid Al-Kuwari of the HVAC team.
3 Click Shift and pick the shift, for example HVAC Day Shift (Sun-Thu).

Pick the From date. Pick a To date, or leave it empty for an open-ended roster.

5  Click Create Roster.

New Roster

9 Shift assignments per technician — overlaps are rejected

Technician * Shift *
@lsSl Al HVAC Day Shift (Sun-Thu)

From * To
2026-10-01 2026-12-31

Leave empty for an open-ended roster

Cancel + Create Roster

Figure 271 Khalid Al-Kuwari rostered on the HVAC day shift from 1 October to 31 December 2026.

Repeat for each member of the team. For the HVAC team in this example, Khalid Al-Kuwari covers the
day shift and Faisal Al-Hajri the evening shift for the same quarter.
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CAFMWay = users > Roster Q h work orde tick % English ~ @& Dark | ® Oasis Facllities Management @ & @Y
2

Oasis Facilities Management ~ = ROSter
Shift assignments per technician — overlaps are rejected - 4 record(s)
Q. Search C Refresh
) Safety Dashboard Technician Shift From To Actions
Permits To Work
&)l Al HVAC Day Shift (Sun-Thu) 2026-10-01 2026-12-31 Zn
% Risk Assessments
i eslall Jags @Slusall CagiSall dapg 2026-10-01 2026-12-31 P
¥= Safety Checklists
afety Observations Omar Al-Mansouri Evening Shift 2026-07-28 = Z i
= Safety Training
Omar Al-Mansouri Day Shift 2026-07-28 & P |

=¥ PPE Management

® shifts
= Roster

X Leave Management
D Roles & Permissions

Organisation & SLA

@ Omar Al-Mansouri
Fm Admin

Figure 272 The roster with the HVAC day and evening shifts assigned for the fourth quarter.

BUSINESS RULE

A person can hold only one shift assignment for any date. If the dates overlap an existing
assignment, the form shows "User already has a shift assignment overlapping this date range"
and nothing is saved. End the old assignment (set its To date) first.
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*aw

= New Roster

Shift assignments per technician — overlaps are rejected
Technician * Shift *
leSUl ais. Day Shift

From * To
2026-11-01 Select date

Leave empty for an open-ended roster

(@ User already has a shift assignment overlapping this date range

Cancel

Figure 273 The overlap message when Khalid is given a second shift in the same period.
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Request leave

Who: employees file their own leave; managers with write permission can file for others

Where: Sidebar - USERS - Leave Management

1 Open Leave Management and click New.

2  Click Employee and pick the person.

3 Choose the Leave Type: Annual, Sick, Unpaid or Emergency.
Pick the From and To dates, both required.

5  Write the Reason, including who covers the work, and click Create Leave Management.
The request is saved as Pending.

L A K

& New Leave Management

Leave requests, approvals and absence calendar
Employee * Leave Type
sl Al X Annual

From * To*
2026-11-15 =) 2026-11-19

Reason

[ Family travel. Faisal Al-Hajri covers HVAC call-outs for the week.|

Cancel + Create Leave Management

Figure 274 Khalid Al-Kuwari's annual leave request for 15 to 19 November, with Faisal covering HVAC call-outs.
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CAF ay = Users > Leave Management Q F English ~ & Dark @ Oasis Facllities Management @ @ [ oA
= S
Oasis Facilities Management Leave Management
Leave requests, approvals and absence calendar - 4 record(s)
) Risk Assessments Status
Q. Search All C Refresh
Y= Safety Checklists
afety Observations Employee Type From To Status Decided By Actions
S Safety Training &1l Al annual 2026-11-15 2026-11-19 Pending - s a
PE Management
palp] Cawgy emergency 2026-10-12 2026-10-13 Pending = V|
Jsers & Roles Omar Al-Mansouri sick 2026-10-02 2026-10-05 Pending = s 0
:: Guests o
Omar Al-Mansouri annual 2026-09-26 2026-09-29 Approved i Pl i |

(O Shifts

£5 Roster

% Leave Management

) Roles & Permissions
Organisation & SLA

3

EY Reports

& Approvals

@ Omar Al-Mansouri
Fm Admin

Figure 275 The leave list with the new pending requests.

BUSINESS RULE

The end date cannot be before the start date. A person cannot have two pending or approved

leave requests that overlap. A pending request can be edited; once it is decided it cannot.

NOTE

Approving or rejecting a leave request is not available in the web app yet. Requests stay Pending

and the Decided By column stays empty.
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Workplace

The WORKPLACE section covers the services a facilities team runs for the people in the building: meeting
room booking, waste collection and the document library.

Book a meeting room

Who: anyone with the resources module can book; FM manager or workplace coordinator approves

Where: Sidebar > WORKPLACE -> Space Booking

Space Booking has three tabs: Calendar (a week of every bookable space), Bookings (the list, where
bookings are approved) and Bookable Spaces (the catalogue of rooms, desks and facilities).

Add a bookable space
1 Open the Bookable Spaces tab and click New.

2  Enter the Name, choose the Type (Room, Desk, Facility) and enter the Capacity.

3 Turn Active on and click Create Bookable Spaces.

L NN ]

o New Bookable Spaces

Rooms, desks & facilities catalogue

Name *
Majlis Room — Tower A, Floor 1

Capacity
8

Active .
Cancel + Create Bookable Spaces

Figure 276 A new bookable room: the Majlis Room on Tower A, Floor 1, for 8 people.
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Book a time slot

1 Open the Calendar tab. Use the arrows to move between weeks, or This week to come
back.

5 Find the room's row and the day's column, and click Book. Past days have no Book link.
3 Enter the Title of the meeting.
Click From and To and set the times on the clock.

5 Click Book. The booking appears in the cell in orange (Pending).

Book Majlis Room — Tower A, Floor 1

Wednesday 30 September 2026
Title

Chiller upgrade kick-off — Al Noer HVAC

® From 10:00 AM © To 11:00 AM

Figure 277 Booking the Majlis Room on Wednesday 30 September from 10:00 to 11:00.

Approve the booking

1 Open the Bookings tab. Pending bookings show a green tick (Approve) and a red cross
(Reject).

2  Click Approve. The status changes to Approved and the calendar shows the booking in
green.
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= Workplace > Space Booking ~ Q F English = & Dark @ Oasis Facllities Management @ 8
Calendar Bookable Spaces
Oasis Facilities Management
2 Risk Assessments Space BOOkingS
Reserve rooms, desks & facilities + 11 record(s)
Safety Checklists Status
Q. Search All - C Refresh
Safety Observations
Safety Training Title Space From To Status Booked By Actions
PPE Mana it
AnSgEmer Chiller upgrade kick-off — Al Noor H...Majlis Room — Tower .. 2026-09-30 2026-09-30 Pending Omar Al-Mansouri Q ®
Safety stand-down Board Room 2026-09-28 2026-09-28 Approved Omar Al-Mansouri
Users & Roles
Guests Contractor briefing Meeting Room 4B 2026-09-28 2026-09-28 Pending Omar Al-Mansouri @ ®
Shifts
Weekly FM review Meeting Room 4A 2026-09-28 2026-09-28 Approved Omar Al-Mansouri
5 Roster
Training session Hot Desk Zone — Level 22026-09-28 2026-09-28 Rejected Omar Al-Mansouri
Leave Management
Roles & Permissions Client walkthrough Training Suite 2026-09-28 2026-09-28 Pending Omar Al-Mansouri @ ®
Organisation & SLA
Client walkthrough Training Suite 2026-09-27 2026-09-27 Pending Omar Al-Mansouri @ @
E
Space Booking Safety stand-down Board Room 2026-09-27 2026-09-27 Approved Omar Al-Mansouri
Waste Management
Contractor briefing Meeting Room 4B 2026-09-27 2026-09-27 Pending Omar Al-Mansouri ©® ®
Documents
Training session Hot Desk Zone — Level 22026-09-27 2026-09-27 Rejected Omar Al-Mansouri
Weekly FM review Meeting Room 4A 2026-09-27 2026-09-27 Approved Omar Al-Mansouri
Figure 278 The bookings list with the new booking pending approval.
= Workplace > Space Booking Q # English ~ & Dark ® Oasis Facilities Management & 8
Bookings Bookable Spaces
Oasls Facilities Management
B3 Risk Assessments { 27Sep-30ct2026 > 8 Pending
Safety Checklists Space Sun 27 Mon 28 Tue 29 Wed 30 Thu 1 Fri2 sat3
. Meeting Room 4B 14:00-15:00 16:00-17:00
Safety Observations OO - 6 seats Contractor briefing Contractor briefing
Safety Training
Meeting Room 4A 12:00-13:00 14:00-15:00
PPE Management room - 10 seats Weekly FM review Weekly FM review
Het Desk Zone — Level 2
Users & Roles deaicil2iaeals
< Board Room 16:00-17:00
Guests room - 20 seats Safety stand-down
Shifts
12:00-13:00
Roster Client walkthrough
Leave Management
Majlis Room — Tower A, 10:00-11:00 09:00-10:00
o Floor 1 Chiller upgrade kick-off Slpall (§auusid plaiz|
Roles & Permissions room - 8 seats — Al Noor HVAC e |

Organisation & SLA

E

Space Booking
Waste Management

Documents

@ Omar Al-Mansouri
Fm

Figure 279 The week calendar with the approved bookings in the Majlis Room.
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BUSINESS RULE
A room cannot be booked twice for overlapping times; the calendar refuses the second booking.
The end time must be after the start time.

TIP

Book from the Calendar tab. The New form on the Bookings tab takes dates without times, so it
cannot book a slot within one day.

CAFM Way User Guide — CAFM Way Web App 328/359



Waste collection points and logs

Who: soft services supervisor, HSE officer

Where: Sidebar > WORKPLACE - Waste Management

Waste Management records where waste is collected and how much is collected each time, by type:
general, recyclable, hazardous and organic.

Add a collection point

1 Open the Collection Points tab and click New.

>  Enter the Code and Name, for example WP-006 "Tower A Roof — Used Oil & Filters".

3 Click Location and pick the place from Locations & Spaces.

5 Choose the Waste Type and click Create Waste Collection Points.

5 Click the QR icon (Generate QR) on the new row. The point gets a QR code that collectors

can scan instead of choosing the bin from a list.

L NN ]

o New Waste Collection Points
Bins & collection locations
Code * Name *

WP-006 Tower A Roof — Used Qil & Filters

Location Waste Type
Oasis Business Park » North Campu.. X ( Hazardous >
Cancel + Create Waste Collection Points

Figure 280 A new hazardous waste point on the Tower A roof for used oil and filters.
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CAFMWay = Workplace > Waste Management Q ¢
ey -

Oasis Facilities Management

B3 Risk Assessments 1

Safety Checklists

Q. Search
@ Safety Observations
£ Safety Training Code
PPE Mana it
anagemen WE-004
WP-005
Users & Roles
WP-001
@© Shifts
WP-002
. Roster
Leave Management WE-003
) Roles & Permissions WP-006
%8 Organisation & SLA
WP-007

WORKPLACE
2l Space Booking
0 Waste Management

1 Documents

@ Omar Al-Mansouri
Fm Admin

Figure 281 The collection points, each with its QR code generated.

Log a collection

Collection Logs

- Waste Collection Points

Bins & collection locations « 7 record(s)

Type
All

Name

Canteen — Food Waste

Level 2 — Paper & Card

Loading Bay — General Waste

Loading Bay — Mixed Recyclables

Plant Room — Hazardous Store

Tower A Roof — Used Qil & Filters

Zl B = 053580l (3l

1 Open the Collection Logs tab and click New.

C Refresh

Type

Organic

Recyclable

General

Recyclable

Hazardous

Hazardous

Recyclable

& Dark ® Oasis Facllities Management

QR

/uploads/qr/473f727a3516b6f34

/uploads/qr/15c6df906c43a93c1

/uploads/qr/402¢c1cbff9fa8c95e2.

/uploads/qr/9de51808abfé7bele

/uploads/qr/2addbce2e3543929d...

/uploads/qr/04239¢7b24321fbbe...

/uploads/qr/23377979¢cdde9a880

Actions

2 Pick the Collection Point, choose the Waste Type and enter the Weight (kg) (required).

3  Pick the Collected On date and click Create Waste Collection Logs.
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= New Waste Collection Logs

Weight captured per collection

Collection Point Waste Type

Tower A Roof — Used Oil & Filters Hazardous

Weight (kg) * Collected On
38.5 2026-09-26 B8

Cancel + Create Waste Collection Logs

Figure 282 Logging 38.5 kg of hazardous waste from the Tower A roof point.

CAFM = Workplace > Waste Management Q. Search work orders, as ¥ English ~ & Dark ® Oasis Facilities Management @ @ 0

Collection Points Collection Logs
Oasls Facllities Management

= Waste Collection Logs

+ New
Weight captured per collection + 137 record(s)
Type
Q  Ssearch.. All - C Refresh
ty Training Type Weight (kg) Collected Actions

PPE S
Recyclable 4112 2026-09-26 a
Organic 56.84 2026-09-26 o
Hazardous 42.08 2026-09-26 o
Recyclable 54.47 2026-09-26 a
General 98.07 2026-09-26 o
Recyclable 64 2026-09-26 a
Hazardous 385 2026-09-26 a
Recyclable 4216 2026-09-19 u}
Waste Management ==
Organic 43.24 2026-09-19 u]
Hazardous 86.42 2026-09-19 a
Omar Al-Mansouri -
F Recyclable 64.64 2026-09-19 o

Figure 283 The collection log with the day's weights by type.
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BUSINESS RULE

A collection log cannot be edited after it is saved; delete it and log it again if it is wrong.
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Document library

Who: users with the resources module

Where: Sidebar » WORKPLACE - Documents

The document library is a register of controlled documents (procedures, manuals, drawings, certificates,
contracts) with their category, version and tags.

1 Open Documents and click New.
>  Enter the Title (required) and the Category, for example HSE .
3 InFile URL (required), paste the link to the file on your document server.

Enter Tags (comma separated) to make the document easy to find, for example

hse,hot-work, procedure .

5 InLinked Entity Type, name the kind of record the document belongs to, for example

Permit .

6 Click Create Document Library. The document is listed as version 1.

L NN ]

New Document Library
Controlled d ents with versioning

=

Title * Category
Hot Work Procedure — Rev 3 HSE

File URL * Tags (comma separated)

( https://docs.oasis-fm.test/hse/hc ] hse hot-work,procedure

Linked Entity Type
Permit

Cancel + Create Document Library

Figure 284 Registering the hot-work procedure, revision 3, in the document library.
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CAFMW: = Workplace > Documents Q

Oasis Facilities Management — Document Library

Controlled documents with versioning -

©n Safety Training
Q  search

©@ PPE Management

Title
USERS

2503l = pusglly Jadllg Jyall chiol

9 Guests
Hot Work Procedure — Rev 3

£ Roster Water Tank Cleaning Report

e se a
R Leave Management Electrical Single Line Diagram

O Roles & Permissions
Emergency Evacuation Plan
P8 Organisation & SLA

WORKPLACE Lift Maintenance Contract

&l Space Booking
Fire Alarm Test Certificate 2026

O Waste Management

Chiller Plant 0&M Manual
3 Documents

SYSTEM

(Y Reports

Approvals

@ Omar Al-Mansouri
Fm Admin

Figure 285 The document library with procedures, drawings, certificates and manuals.

NOTE

CAFM Way User Guide — CAFM Way Web App

8 record(s)

C Refresh

Category

HSE

HSE

Reports

Drawings

HSE

Contracts

Certificates

Manuals

¥ English ~

Tags

hse,loto,electrical

hse,hot-work,procedure

plumbing,water,hygiene

electrical, drawing,lv

safety,evacuation,plan

lifts,contract,vendor

fire,compliance,annual

hvac,chillermanual

Documents attached to an asset are kept on the asset's Documents tab.

& Dark ® Oasis Facllities Management

Added

2026-09-26

2026-09-26

2026-09-26

2026-09-26

2026-09-26

2026-09-26

2026-09-26

2026-09-26

a document from the list and adding a new version are not available in the web app yet.

Actions

The library stores a link, not the file itself: upload the file to your document server first. Opening

[a]

al

o

=]}

a

ol

o

o
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Notifications and messages

Notifications

Who: every user

Where: the bell in the top bar; Sidebar - SYSTEM - Notifications

CAFM Way notifies you about work that concerns you: new work orders waiting for assignment, jobs
completed, mentions in messages, condition alerts and approvals.

1 The bell in the top bar shows the number of unread notifications. Click it to see the five
most recent. Click Mark all read to clear the count, or View all notifications to open the
full list.

>  Onthe Notifications page, switch between All and Unread.

3 Click a notification to open the record it is about. Once you have opened it, the notification
is removed from the list. An orange dot marks unread items.

L Click the x at the end of a row to delete that notification. Mark All Read marks the whole
list read.
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Oasis Facilities Management

Safety Training

©@ PPE Management

Leave Management

Roles & Permissions

Organisation & SLA

KPLACE

Space Booking

Waste Management

Documents

Oasls Facilities Management

Safety Training

©@ PPE Management

5 Roster

Leave Management

Roles & Permissions

Organisation & SLA

KPLACE

Space Booking
Waste Management

Documents

Omar Al-Mansouri
Fm

system > Notifications Q ¥ English ~

Notifications

9 total - 9 unread

Unread

 &lsSl s

CH-01 is running again. Discharge pressure n

* &)l Alls

Saall ol 03

® 53159 Al mentioned you

Omar Al-M

0B-5140-W0-000009 is now completed

y high humidity alarm

@ New work order awaiting assignment: 0B-5140-W0-000016

» 0B-5140-W0-000001 is now completed

Chiller CH-01 tripped on high head pressure

New work order awaiting assignment: OB-5140-W0-000010

Coffee spill on corridor carpet, Tower B Floor 1

» New work order awaiting assignment: OB-5140-W0-000008

een floors 2 and 3

# English ~

system > Notifications Q

Notifications

9 total - 9 unread

Unread

A ® @bl

CH-01 is running again. Discharge pressure n

A ® @bl

A ® wlsSi Al mentioned you

Omar Al-M

@ » 0B-5140-W0-000009 is now completed

r room pre 1g high humidity alarm

A @ New work order awaiting assignment: 0B-5140-W0-000016

5 olual

1) » 0B-5140-W0-000001 is now completed

Chiller CH-01 tripped on high head pressure

New work order awaiting assignment: 0B-5140-W0-000010

Coffee spill an corri

carpet, Tower B Floor 1

@ New work order awaiting assignment: 0B-5140-W0-000008

Lift L-01 between floors 2 and 3

® New work order awaiting assignment: OB-5140-W0-000006

at

ng from ceiling tile in Office 4

& Dark

® Oasis Facilities Management

Notifications 9 new

‘_ﬂ@

5m ago
17m ago

19m ago

® =

o el
CH-01is running again. Dis
n @Sl
Spaall piben] @5 CH-01 adliall I 3l sle
A &lsS) s> mentioned you
Al-Mansouri
© 0B-5140-W0-000009 is now completed
" Server room precision AC showing high .. 16
New work order awaiting assignment: 0B-51..
Lol 6 oluall g2 Alussian (3o olus 7
& Dpark ® Oasis Facilities Management
(&

Figure 287 The Notifications page with unread work order and message notifications.
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NOTE

Settings - Notifications does not yet let you choose which events notify whom or by which
channel.
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Send a message to a technician

Who: every user
Where: Sidebar - SYSTEM - Messages

Messages is the in-app chat. Each work order has its own conversation, and you can also start a direct
conversation with anyone in the company. Technicians read and answer from the technician app.

1 Open Messages. The left column lists your conversations with the latest message and an
unread count.

2  Click New Message.

3 Type a name or email in Search people by name or email, and tick the person, for
example Khalid Al-Kuwari. Tick more than one person to start a group conversation.

Click Start Chat. The conversation opens on the right.

5  Type the message in Type a message... use @ to mention someone and click Send.

LA R

New Message
Q,  khalid
ARV )

Sl s
€ technician

Gl m

Figure 288 Starting a new conversation with Khalid Al-Kuwari.
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CAFM

Oasis Facilities Management

© Shifts
5 Roster
Leave Management
) Roles & Permissions
Organisation & SLA
WORKPLACE
Space Booking
Waste Management

Documents

YSTEM

A Notifications
Messages

32 Settings
Report Branding
Journal Export

E Build

Intearation

@ Omar Al-Mansouri
Fm Admin

Figure 289 The conversation with the permit reminder sent to Khalid.

TIP

= system > Messages Q s

Messages

2 conversations - 3 unread
Slssl A 1417
Khalid, hot-work permit PTW-2026-0006 for the CH
0B-5140-W0-000001 - Chiller CH-01 tripp... 14:06

CH-01 is running again. Discharge pressure nor... )

(Ve

¥ English ~

& Dark

@ Oasis Facllities Management

® %

Type a message.. use @ to mention someone

Type @ followed by a name to mention someone; they get a notification. Use the paper clip to

attach files and the smiley to add an emoji. Hover a message and click React to react to it.

CAFM Way User Guide — CAFM Way Web App

339/359



Reports and branding

Run and print a report

Who: users with the analytics module; each report appears only if your role may read its data

Where: Sidebar - Reports

The Report Centre lists every report you are allowed to run, grouped by module: assets, contractors,

contracts, finance, governance, health and safety, inventory, locations, planned maintenance, work

orders. Each card has a template label that tells you what kind of page it prints:

Template
Register
Record
Statement
Labels
Calendar

Executive

Prints

A list of records with totals, for example the asset register or the training register.
One record on its own page, for example a single permit or an asset data sheet.
Financial figures, for example the trial balance or contractor SLA penalties.
Sheets of QR stickers for assets or locations.

A month grid, for example the PPM calendar.

A summary page for management.

A small page icon on a card means the report prints in landscape.
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CAFMWay = Reports > Reports Q@ ' k ' t ¥ English ~ @& Dark | ® Oasis Facllities Management @ & @
9

Oasis Facilities Management ~ g Report Centl‘e

7/ Linear Assets Run any report, filter it, and print it on your company letterhead

»v Predictive Maint. Q,_  Search reports

INVENTORY

=] ASSETS
HEALTH & SAFETY
Asset Data Sheet L Asset Register Asset Status & Condition
One asset: nameplate, location, warranty and its The master list of assets with category, criticality and Operational status against criticality = where the risk
maintenance history. location, sits.
(w] » Open (=}
[ Notifications "
Warranty Expiry t QR Labels — Assets
3| Messages Assets whose warranty has expired or is about to Printable QR stickers for assets, chosen by category,
money left on the table sub-ca or the part of the estate they sit in
2 Settings » Oper o
Report Branding
=" CONTRACTORS
[j Journal Export
Contractor Work Register Contractor Compliance Contractor SLA Penalties
(&} Build Work orders issued to each contractor, and what is Certificates and insurances that have expired or are Breaches charged against contractors, by contract
still with them about to.
{! Integration » or (m] » Oper [m]
Q. Audit Trail
5| CONTRACTS

Subscription

Contract Renewal Pipeline

Reports Contracts ending soon — the renewal conversations 1o
start now.
J Approvals b Do &
il FINANCE
@ Omar Al-Mansourl
Fm Admin
Trial Balance St t Budaet vs Spend

Figure 290 The Report Centre with the asset, contractor and contract reports.

Print the permit for the work site
1 Typein Search reports... to narrow the list, for example permit .
>  Click Open on Permit to Work. The report opens full screen.
2 Choose the Permit from the list, for example PTW-2026-0006 , and click Run.
t  Choose the print language with EN or AR at the top.

5  Click Preview to see the printed page, with your company name and header from Report
Branding, the scope of work and the signature blocks for the requester, approver and the

person who closes the permit.

¢ Click Print (or the printer icon at the bottom of the preview) to print or save the page as
PDF.
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Oasis Facilities Management PERMIT TO WORK
$93all 8,153 d>lg)l Permit: b1fea2d6-e16b-458a-8362-c3c30b4bbc28

PERMIT TO WORK — HOT_WORK
PTW-2026-0006 - valid 28 Sep 2026 03:00 to 29 Sep 2026 03:00
Dasis Facilities Management

PERMIT

Permit number PTW-2026-0006 valid from 28 Sep 2026 03:00
Type hot_work Valid to 29 Sep 2026 03:00
Title Hot work — CH-01 plant room brazing Location -

Status active Work order -

SCOPE OF WORK

Brazing the chilled water bypass on Chiller CH-01, Tower A roof. Fire watch for 60 minutes after the last torch, two CO2
extinguishers on site, combustibles cleared.

SIGNATURES

REQUESTED BY APPROVED BY PERMIT CLOSED BY
Omar Al-Mansouri Omar Al-Mansouri

Name

Sign

Date
28 Sep 2026 28 Sep 2026

Notes

Figure 291 The printed permit to work for PTW-2026-0006 with the scope of work and signature blocks.

Run a register

Register reports list records and can have filters (dates, location, status) above the Run button. The
result shows the row count, the grouping, and the time it was generated, followed by notes that explain
the figures.
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*aw

< Safety Training & Certification

2roWs 2 groups

Employee Course Provider
Khalid Al-Kuwari Hot Work Safety & Fire Watch
srlall Jasd bsall e dilaslly Sladisell Gle Joall

Notes

1. A blank expiry means the certificate does not lapse.

Doha Safety Training Centre

ol e aall dgall 3Spe

Completed

15 Sep 2026

Expires

15 Sep 2027

Generated 26 Sep 2026 11:37

Days left

354

Figure 292 The Safety Training & Certification register showing each person's course and days left on the

certificate.

Click the arrow at the top left to go back to the Report Centre.
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Brand your reports

Who: FM Administrator (settings module)
Where: Sidebar -> SYSTEM - Report Branding

Report Branding sets what every printed report carries: your company name in English and Arabic, your
legal name and commercial registration number, your logo, and the page settings. The Live preview on
the right redraws a sample report as you change things. Choose a template (Register, Record, Executive,
Statement, Labels, Calendar) and a language (EN or AR) to preview it.

1 On the Identity tab, check Company name (English). It is printed in the header of every
report.

2  Enter Company name (Arabic), for example a1 .01 5,15y i»1 .31 . Itisusedon

Arabic reports.
3 Enter the Legal name and CR number. They are printed in the footer.
.  Click Save. The preview shows the new names.
@ Oasis Facllities Management @ 8

= system > Report Branding Q ¥ English ~ & Dark

Oasis Facilities Management Report Bl’anding
Your logo, name and page furniture on every printed report.

(© Shifts

(3} Your company name and logo appear on every report. Custom calours, letterhead mode, footer text and signature blocks are part of the custom-branding module.
% Roster
X Leave Management b Mtk P

Identity Marks Fage v Register Record Executive Statement Labels Calendar
~ 2 o Live preview s =
) Roles & Permissions . P e ™

Company name (English) [ EN AR )

P Organisation & SLA

Oasis Facilities Management

Printed in the header of every report

WORKPLAGE Company name (Arabic) dosll satune dx3Uisly Josllsolgh plial iball bl il
39151 B)la3d dxlgll "
51 Space Bookin -
P 9 Shown on Arabic reports
= Legal name |5 s ToweRA
O Waste Management
Oasis Facilities Management S ey [repre— I -
3 Documents Printed in the footer —— e
CR number s =
184522 oo P
[ Notifications MSHEIRER PLAZA
we e | "
B Messages v 7

@2 Settings

[=] Report Branding

ty Journal Export

[ Build

Aol sgiame &.3IL Jasl polsl plid @ilpall bylad dolghl

0% Intearation

@ Omar Al-Mansouri
e i ores

Figure 293 The Identity tab with the company's English and Arabic names and the Arabic preview.
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1 Onthe Page tab, choose the Paper size and click Save.

CAFMWay = system > ReportBranding  Q Search work orders, as: % Englsh + G Dark | @ Ossi Faciltios Management | () £

Oasls Facllities Management Report Branding

Your logo, name and page furniture on every printed report.

@© Shifts

(] Your company name and logo appear on every report. Custom colours, letterhead mode, footer text and signature blocks are part of the custom-branding module.

o Roster

% Leave Ma
Leave Management Identity Marks

v Register Record Executive Statement Labels Calendar
- Live preview .
(J Roles & Permissions P Y
[ EN AR )
Organisation & SLA )
Letterhead mode (module required)
LACE 5 sl sptune duBlisl Jasl palsl alisl Gilpall bylad dolghl
Space Booking Paper size =
Ad it |
Waste Management - Gl
= o =] | =
Documents S i )
A Notifications |3 [——,
W | ety Baised Nepomne e | =
Messages [re— [ —— . S— e
p— e
81 Settings g i
[=] Report Branding
Journal Export
[} Build
oaill Spiune Lu3SL Jas solgl alil ilaall bylad dslgll

Intearation

Omar Al-Mansouri
Fm Admin

Figure 294 The Page tab: paper size is editable; colour, letterhead mode and footer text need the custom-
branding module.

r
NOTE
Uploading a logo on the Marks tab is not working yet: the upload is refused. Company stamp,
authorised signature, primary colour, letterhead mode, confidentiality line, footer text and the
"Powered by CAFM Way" line are part of the custom-branding module and are locked without it.
.
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Settings, custom fields and audit

System settings

Who: FM Administrator
Where: Sidebar - SYSTEM - Settings, or the gear icon in the top bar

System Administration gathers the company-wide settings and points to where the rest are kept.

Tab What it holds

General Company Profile (company name and plan), System Preferences (Dark Mode), and
Configured elsewhere, which tells you where priorities and SLA targets, depreciation
methods, logo and report headers, and language are set.

Notifications = Where your notifications appear (the bell and the Notifications page; push notifications
on phones once signed in to the mobile app).

Integrations Links to Integration (ERP connectors) and Journal Export.

Security Active Sessions: each signed-in browser or device with its IP address and last-seen
date, with Revoke to sign it out. Who did what links to the audit trail and to users and

roles.

Billing Your plan; seats, invoices and payments are on the Subscription page.

Approvals Which documents need approval before they take effect (see the approvals part of this
guide).
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= system » Settings Q arch work t F English = & Dark ® Oasis Facilities Management @ 8

Oasis Facilities Management ~ ~ CAFM > Sys d a
System Administration
Shifts Tenant configuration, integrations, and system preferences
o Roster eneral Notifications Integrations Security Billing Approvals
Leave Management
Company Profile System Preferences
Roles & Permissions
Organisation & SLA Company Name Dark Mode @
Oasis Facilities Management Apply the navy operator theme across the dashboard
E
Plan
Space Booking professional
Configured elsewhere
Waste Management 9
Documents
Priorities, SLA targets and business hours Organisation & SLA
Depreciation methods Depreciation
Natifications Logo, colours and report headers Report Branding
Language The language button in the top ba

Messages

Settings

Report Branding

Journal Export

Build

Intearation

= system > Settings Q rch work orders, asse ¥ English ~ & Dark ® Oasis Facilities Management & e
Qasls Facllities Management CAFM > Syst: linistra
System Administration
Shifts Tenant configuration, integrations, and system preferences
5 Roster General Notifications Integrations Billing Approvals

Leave Management

Active Sessions
Roles & Permissions
Organisation & SLA b-127.0.01

Co 'l”e 2 Revoke

3
web - 127.0.0.1 ~
Space Booking Lo Last seen 20 Revoke
Waste Management o web - 127.0.0.1 Revoke
Last seen

Documents

Who did what
Notifications
Messages Every sign-in and change Audit Trail

Roles and permissions Users & Roles

Settings

Report Branding

Journal Export

Build

Intearation

@ Omar Al-Mansouri
Fm

Figure 296 Settings, Security tab: active sessions with a Revoke button on each.
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CAUTION

Revoke signs that session out immediately. Check the device and IP address before you use it.
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Add your own fields (Build)

Who: FM Administrator (settings module)
Where: Sidebar - SYSTEM - Build

Build lets you add your company's own fields to the standard forms, for example the refrigerant type of a
chiller. The fields belong to your company only and appear on its forms in the dashboard and in both
mobile apps.

1 Open Build. The tiles show how many forms you have extended, how many custom fields
exist, and how many forms are available. Search for a form with Search a form or module,
or tick Only forms I have extended.

2  Click the form, for example Asset.
3  Click Add field.

5 Enter the Label people will read, for example Refrigerant type . The Stored name fills
in from the label (lower case, digits and underscores); it cannot be changed later.

5 Choose the Type: Yes / No, Amount, Short text, Date, Date & time, Decimal, Whole
number, Percentage, Choice list or Long text.

6 ForacChoice list, type the Choices, one per ling, at least two.
7  Optionally group fields under a Section, set the Order, and add a Placeholder or Hint text.

g Turnon Required if the record cannot be saved without the field, or Read-only if people
may see but not type into it. Shown on the form is on by default.

g Click Add field.
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Add a field to Asset
Label
Refrigerant type

What the person filling the form reads
Stored name

refrigerant_type

Lower case, letters, digits and underscores. Cannot be changed later.
Type
Choice list

Choices

R-134a

R-410A

R-32

R-1234ze

One per line. At least two
Section

HVAC data

Optional grouping

Placeholder (optional)

Hint text (o
[As shown on the unit nameplat#

Required

The record cannot be saved without it

Shown on the form ()

Read-only
Visible but nabody can type into it

Add field

Figure 297 Adding a Refrigerant type choice list to the Asset form.

CAFMWay = system > Build Q. Search work orders, assets, tick. ¥ English ~ & Dark ® Oasis Facilities Management @ :::‘;3 0

Oasls Facllities Management -
o Asset + Add fiel
Your company's own fields on this form

@© shifts
Refrigerant type 7 5
refrigerant_type - Cholce list - Section: HVAC data - R-134a / R410A/ R-32 / R-1234ze
s pand 31 gyl # -

last_leak_test - Date - Section: HVAC data

tting
[= Report Branding
h Journal Export
Build

Intearation

Omar Al-Mansouri

Figure 298 The Asset form's custom fields: refrigerant type and last leak test date.
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The new fields appear on the asset's Overview tab under Additional fields. Fill them in and click Save.

ties > Asset Management F English ~ & Dark ® Oasis Facilities Management @ @

> Chiller CH-01 — Tower A Roof

operational critical

Chiller CH-01 — Tower A Roof

Carrier 30XA-402

3 Export @ Link WO < Share

Asset ID

(5} Location
‘0B-5140-AR1-B1-HVC-CHLOO1

North Campus > Tower A

Asset Management

Last Maintenance Next PPM Due

5 Operational

Open Work Orders Status

Locations & Spaces

Equipment

Details Lifecycle Work Types Monitored Values Documents Events Schedules

Fleet & Vehicles

Linear Assets = Additional fields

v Predictive Maint HVAC DATA
Refrigerant type

R-134a
As shown on the unit nameplate
s pand 321 sl

2026-08-20

Grgall Oputll jand d3lad s

Technical Specifications

QR Code
Category HVAC
Sub-category Chiller
Omar Al-Mansouri Manufacturer Carrier
. Mandal anva_ann

Figure 299 Chiller CH-01 with its refrigerant type and last leak test date filled in.
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@Bgummy

Oasis Facilities Management

@ Sshifts

£3 Roster

% Leave Management
Roles & Permissions
Organisation & SLA

WORKPLAGE
Space Booking
Waste Management

Documents

Notifications
Messages
Settings
[=) Report Branding
) Journal Export
! Build

0t Intearation

@ Omar Al-Mansouri
Fm Admin

Figure 300 The Build screen listing the forms that can take custom fields.

NOTE

= system > Build Q

Build

Add your own fields to the standard forms

. Fields you add here belong to your company only. They appear on your forms in the

. 0

Custom fields

Q  Search a form or module Only forms | have extended

Asset

assets

Asset Category

assets

Asset Document

assets

Asset Failure

assets

Asset Schedule

assets

Condition Reading
assets

Condition Threshold

assets

Linear Asset

assets

Audit Trail

compliance

¥ English ~ & Dark ® Oasis Facilities Management
, the app and the requestor app — and on no other company's

Forms available

O %

Custom fields are shown on asset and work order details. A field has one label, shown the same

in both languages, so choose wording that suits both teams.
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Audit trail

Who: FM Administrator, auditor (compliance module)

Where: Sidebar - SYSTEM - Audit Trail

The audit trail records who did what and when: record changes, status changes, sign-ins and profile

updates. Records in the audit trail cannot be changed.

1 Open Audit Trail. The tiles show Total Events Today, Approvals, Deletions and Failed

Logins.

2 Pick the day with the date button.

3 Narrow the list with Search user, action, module... and the All Modules, All Users and All

Actions filters. Clear removes the filters.

L Click a row to see the event: who, when, the IP address, the module and the full

description.

CAF = system > AuditTrail Q

Oasls Facllities Management ~ ~ CAFM > Compliance > Audit Tra

- Audit Trail

Complete system activity log — every action, every user, every change

v Predictive Maint.

Q_  Search user, action, module All Modules All Users - All Actions
Total Events Today Approvals
Time User Action / Detail
[l Notifications
11:28:55 @ Omar Al-Mansouri "7 User Omar Al-Mansouri updated by Omar Al-Mansouri
Messages
11:28:55 @ Omar Al-Mansourl r_updated  Omar Al-Mansouri Updated Own Profile
9% Settings
Report Branding 11:28:50 @ Omar Al-Mansourl “P User Omar Al-Mansouri updated by Omar Al-Mansouri
Journal Export 11:28:50 @ Omar Al-Mansour! pdated  Omar Al-Mansouri Updated Own Profile
& Build ;
11:28:44 o Omar Al-Mansour] “P¢ User Omar Al-Mansouri updated by Omar Al-Mansouri
(! Integration
11:28:44 @ Omar Al-Mansouri sr_updated  Omar Al-Mansouri Updated Own Profile
o Audit Trail
11:28:35 @ Omar Al-Mansouri UPéste  Service Request SR-2026-0002 updated by Omar A-Mansouri
B3 Subscription
Reports 12038 0 Omar Al-Mansouri “'3tus-changed - Status changed to completed
/ A s
) Approvals 11:28:14 @ Omar Al-Mansourl te User Omar A-Mansouri updated by Omar Al-Mansouri
11:28:14 @ Omar Al-Mansouri updated Omar Al-Mansouri Updated Own Profile

@ Omar A-Mansouri
Fm admin 11:28.06

Figure 301 The audit trail for today, newest events first.

™) omar AlMansouri “Pdete  User Omar AbMansouri updated by Omar A-Mansouri
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Fa English ~ & Dark @ Oasis Facllities Management

[ 26 Sep 2026

0 A0

Deletions " Failed Logins

Module

User
System

User

System

user

System

Service Request
Service Requests
User

System

User

@

IP Address

127.0.0.1
127.0.0.1
127.0.0.1
127.0.01
127.0.0.1
127.0.0.1
127.0.0.1
127.0.0.1
127.0.01
127.0.0.1

127.0.0.1

e
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@ update User
Omar Al-Mansouri

Time 1P Address

© 265ep2026 112855 @ 12700
Event DEEC”D"Q'\

User Omar Al-Mansouri updated by Omar Al-Mansouri

@ Audit records are immutable and cannot be modified

Figure 302 One audit event opened, showing the time, IP address, module and description.

NOTE

Search and the filters work on the latest events loaded for the day. For a full history over a
period, run the Audit Trail by User or Audit Trail by Module report in the Report Centre.
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Subscription

Your company's subscription sets how many people can sign in and how many areas, buildings and open

spaces you can manage. You can see it and ask CAFM for more at any time.

Your subscription

Who: FM administrators

Where: SYSTEM - Subscription

The Overview tab shows:

e the current plan, the annual amount, the next payment date and the status

e User Seats: seats used out of seats paid for, and who is using them by role. Contractor

responsible persons use seats too.

¢ Facilities: buildings and open spaces used out of those allowed

A Finish setting up your workspace banner lists anything left from the first-time setup. Continue setup

opens the setup wizard.

=

Oasls Facllities Management

Aanagement

Per

2 Notifications

= M

o3 Settings

=] Report Branding

1y Journal Export

} Build

I Integration

=Q  Audit Trail

Subscription

= system > Subscription Q  Search work orders, assets

CAFM > Admin > Subscription

Tenant & Subscription

Oasis Facilities Management - Plan: professional - Billed annually - Next payment Sep 26, 2027

Overview Requests

Finish setting up your workspace
= still to do: add your team and add your facilities. 11 seats and 0 buildings left on your plan.

CURRENT PLAN

Professional

Company: Dasis Facilities Management - CR 184522

14/25 153MB 0

Active Users Storage Used API Calls

® Upgrade in progress — 1 user

Submitted Reviewed

Walting for the CAFM team to review your request

User Seats

Contracter responsibles sign in as users, so they use a seat too.

SUB-2026-0008 — offer sent. Check your email for the payment offer.

Figure 303 The subscription overview
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T English ~ & Dark | ® Oasis Facilities Management n  © 0

Manage Billing

{

USD 1,100,

Next payment Sep 26, 2027

SUB-2026-0008

Offer sent Paid & activated

Facilities

What your subscription covers.

Buildings 100%
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Request more user seats

1 Click Request more user seats.
2>  Enter how many more people need to sign in, and optionally a note for the CAFM team.

3 Click Send request.

*aw

Request more user seats

How many more peaple need to sign in? Facilities are no longer asked for here —
add them under Locations & Spaces and submit them from the Requests tab

22, Users 140f 25 in use

+1

month!

Note for the CAFM team (optional)
(Ten more technicians join the maintenance team next

CAFM reviews the request, emails you a payment offer, and activates the exira users
and facilities once the payment is confirmed. Nothing is charged now and no price is
shown until you are quoted

Figure 304 Asking for 10 more seats

CAFM reviews the request, emails you a payment offer, and raises your seat limit once the payment is
confirmed. The button shows Request pending meanwhile.

BUSINESS RULE

Only one request for additional users can be open at a time.

CAFM Way User Guide — CAFM Way Web App 357/359



Request more facilities

When you add an area, building or space beyond your limit (see Beyond your subscription), it waits on
the Requests tab until you send it.

1 Open the Requests tab. Facilities not yet sent are listed. The small bin removes one you
added by mistake.

2 Click Submit request, add an optional note, and click Send request.

CAFM = system > Subscription =~ @ Search work orders, asse T English ~ (& Dark @ Oasis Facilities Management n =

Oasls Facllities Management CAFM > Admin > 5C or

£2 Roster Tenant & Subscription [ Managesiling |
Oasis Facilities Management - Plan: professional - Billed annually - Next payment Sep 26, 2027

X Leave Management

Overview Requests @)
J Roles & Permissions

®§ Organisation & SLA
2 Nothing waiting to be submitted

Add areas, buildings or open spaces under Locations & Spaces. Anything beyond your paid allowance is created unusable and appears here to submit

ALREADY WITH CAFM

Building  Tower C 0B-5140-AR1-B3
Messages
8% Settings Request history
Everything you have asked CAFM for — seats and facilities
Report Branding
SUB-2026-0008  User seats Submitted
Journal Export 1 user
i} Build ,
! Integration
SUB-2026-0007  Facilities Submitted
za Audit Trail 1 building
Subscription = e
Reports SUB-2026-0005  Registration ENaE sl
nothing

@ Approvals
Paid — USD 1100.00

Omar Al-Mansourl
Fm Admin

Figure 305 Facilities waiting to be sent to CAFM
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*aw

Send these facilities to CAFM

You are submitting 1 building.

include it in our annual subscripiionl

Note for the CAFM team (optional)
{New office tower opening in November; please

CAFM reviews the request, emails you a payment offer, and the facilities become
usable across the web app, the requestor app and the technician app once the
payment is confirmed. Nothing is charged now and no price is shown until you
are quoted,

Once submitted you can no longer remove them yourself — ask CAFM to reject the

request if you change your mind.
Cancs!

Figure 306 Sending Tower C for pricing

CAFM prices the request and emails a payment offer. After the payment is confirmed, the new facilities
become usable across CAFM Way and an invoice is issued. If CAFM declines, the facilities come back to
you as drafts.
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