A% bt 4 5 38 4 (CMMS) {5 FERER

User Manual of Computerized Maintenance Management System (CMMS)

1. FBFEaZE®AAI https://cmms.um.edu.mo/helpdesk/login.aspx & A CMMS -

CMMS can be accessed through the website https://cmms.um.edu.mo/helpdesk/login.aspx

SE SR RS :
5 5%. B UNIVERSIDADE DE M%w Campus Management and Development Office BEE R R RS

2 ' 3 UNIVERSITY OF MACAU CMMS i ESEmEd
User Guide FHE#5R  Contact Us BESE 3

Welcome to Computerised Maintenance Management System (CMMS)
BOSAREEEEELR

PC-LAN User Login PC-LAN FIGE A

System Administrators

click here to log-in

This System is best viewed with Microsoft Intemet Explorer 8.0 or above.

##FE LiMicrosoft Intemet Explorer 8.0 L EHSEENSSE - Loodfieddae APHIEYS Fabl: D ERRIEA
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2. BRERARRFBWAERL - WRERR

BER - HRUNFEN - 72 "ENHFPER ) BE -

Users who are using CMMS for the first time are required to fill in their contact information.

For later updates, please access the

“Change User Particulars” page.

L

S WU

f_" =  UrERSIDADE DEMAcau  C@mpus Management and Development Office B EERIIEES
S CMMS RiEEEERR

UNIVERSITY OF MACAU

Check Works Requests Status &35

Logout Zit

Enter User Particulars B AFF &
= Mandatory Fields = LE==1
User Particulars FEEZEH
*1.  Username EEEH el
2 Name =E | | ‘
ame ¥E Give BF)

3 Unit = i

~

*4. Telephone No. EfE3E ‘ |

Campus 8 | —Select— ~
6 Building B8 | —Select- v|
7. Level 2B —Select- v |
om/Commo: L A —
5 Ectm ommeon Area &/ Selocis ~

Confirm &€

Reset 553

SEe oM R
3 == | UNIVERSIDADE DE MACAU
Al UNIVERSITY OF MACAU

ests Status

Campus Management and Development Office iEEERIEESE
CMMS & Eﬁ&&%ﬁﬂﬁﬁc
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3. HFERERTEE BERBRER "EXREERE . BE - EKREFACERNAFPEREBER
BEA - MAPMIBTEAEEAER -

After filling in the user information, the website will jump to "Make Repair Works
Request” page. At this moment, the user information filled in before will be loaded

automatically, and the information of the contact person can be further updated.

{5 oM K 5 :
% F umvms:mn:nm?i\u Campus Management and Development Office {EIESRRE R

UNIVERSITY OF MACAU CMMS B EER RS

Check Requests Status i35 iRFEHAA Change User Particulars S FiEZEH Logout &}

Maintenance Requisition #ERF550:2

Login User: p1 User Guide BEESE  Contact Us BERH
Requestor Particulars EEE

*UserID (Email) Office Location s *Tel.No.

EEEH (ZH) 1 @um edu mo se T ey NO06-03-013 == 8474
*Ni T Unit
g%”'e [Mr %% v| Admin 1 gﬁggj

i r 75 ~||Admin | i leis
K(_Ioglkact Person &= HAd F E(ETTEITS\ 2472
OF i /. . P S\ =an
Location [IE
mmpy  (CSgerc v e Sy oo (S )
Additional Location Info T — e JrEE T o
EorEEn [Such as public area, corridor, tollet etc_ MM, EB |
*Works Description EBIZEiE
Category ‘ po
Bl

Other Information ==

Attachment(s) B tF
(Only 3 attachments are allowed; the file size of each aftachment must not exceed 3 MB. &% 0] &3 &, SEAME A FBEIMB ¢« )

| Choose File | No file chosen Preview % | [ Add 1A |

‘ ‘ Delete Item Bz EZHIBE ‘

[J Agree maintenance technician to enter with accompany of Security Staff when the room is unoccupied
NEARERR BEELE A \EBRZAEREEAZMEEE

O Maintenance Appointment * TEZ0#1E *

Remark f&5&F

‘ 4

Submit E3E Reset £if
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AP R AR ENSBERER - BRI MABANG - BRI/AOIR "EIMERAE" =X
"R —HINABRINE R LA -

Users can select suitable options according to the locations and categories of the maintenance
request, photos can be added as attachments as well. Further information can be fill in at the

"Addition location info.” and “Remark” field for description.

Location =

Building Level Room ——————

may (oo v wg  Seecv]  Su [Seec ]
Additional Location Info. —— e - TS T T Room Type ———
o e S |Such as public area, corridor, toilet etc WAEWS T FEES | =EEa [All B2
"Works Description FRFZEEiE

Categol -

hEnJg Y v J Emergency £=

FRA

Other Information E &

Attachment(s) B
(Only 3 attachments are allowed; the file size of each attachment must not exceed 3 MB. &% o] tE3E &, SEME A/ Fal@EBE3IMB =)

| Choose File | No file chosen Preview % | [ AddmA |

MEMFENHEE - HPARSMEEREGINARERATEL -

If users select maintenance appointment, available appointment dates and timeslots must be

checked before submission.

Maintenance Appointment * FEZ#EE *
|22 Time ER] v|

Check
{“‘ Maintenance appoimment is Gnly availabte 24 hours after submissiﬂn DQ:GD - 18:00, Monday to Friday)

477




sx i E R %4 (CMMS) (&R

User Manual of Computerized Maintenance Management System (CMMS)

4 BANEARTRE BB EX BIHSEARIEE - WRENITRERELER -

After all information has been filled in, clicking the “Submit” button will enter the

confirmation page, at this moment users can return and edit the information again.

2 UN,},ER;:D:; Mf’fm Campus Management and Development Office REEEREES
UNIVERSITY OF MACAU CMMS ZIGH-EEERG

Change User Particulars £ =to Logout FH

Confirmation of Work Request(s) iEE £ EREEF

Login User: rp1 Contact Us Bi55
Requestor Particulars BEE&E#

UserlD EE&E m1

Username EE#S reporter 1

Unit 37F3 [EMS] ELECTRICAL AND MECHANICAL SECTION #E=
Telephone No. 8474

Office Locatio N0G-03-019

Contact Person & reporter 1

Contact Person Telephone No. Biz / 8474

Works Description FEiZ5siE

Campus 5 HQ

Building 22247 NOG-CAB

Level = 03

Reom/Common Area B/ ’,i‘fﬂt* NO06-03-019
Location Add. Info. 1 5
Works Request FRFZE %
Other Information Efth=#l
Attachment(s) i+
Accompany by Security (when unoccupied) FEER(ENEA) N
Maintenance Appointment FE#7#& 5

Remark £33

Lighting fixture 828552 E —Long flucrescent light tube £4F - Flashing 75

Confirm & Back &E

5. WRRERLIEER  AHHRHINERER - BPUIELIFEBRBBEMBESRE -

After confirming work order submission, “submission successful” message will be shown.

Users can print the work order or submit another maintenance request.

! % u»ﬁs:;jn:; Mjif,\u Campus Management and Development Office KEIEERZERELR
UNIVERSITY OF MACAU CMMS R4S EE RS

Check Requests S BREEAE Change User Particulars £ =to Logout FH

EHIRIE AT AUERE - S EHHER10433606 - MUSTHAMRERR - AR "RRRERE, 5E 8% -

Your request has been sent submitted successfully and the reference number is 10433605. Should you have any queries regarding the status of the request, please click the
“Check Request Status” page, thank you.

Print/ Save FIE1/ Fig

Make Another Repair Works Request %5 —=iSif
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6. AFOR "BMERBFER" RECEXWIIFERMNRRE - MINLSHELIFE - aREBEUE -
HE - #BIA B FETEE -

Users can review the submitted work order status through “Check Request Status” page.

Specific work orders can be filtered through location, date, work request, etc. fields.

Saay.  cE Py K 5
: ‘% - ¥ ol B Mjif w Campus Management and Development Office R SRR ERES
L1 UNIVERSITY OF MACAU CMMS R4S SRR

User Particulars Er{

Sgalc R o K 8 )
i i%i F uvatRsmADEDEMfi\u Campus Management and Development Office KEIEIERERESD

UNIVERSITY OF MACAU CMMS B EEERS

Make Repair Works Request(s]

Maintenance Request Status 4 S IRISHT

Reference No.

Eamptls [~select-- ~]|
#E

[10433605

Building
ey |-Select-- |

Level m——— Room/Common area B —
e [-Select-- v SR TS [-Select- v

Work Request
#IFIEE | |

Date of Request o
Submitted From B315-12-2022  |R To F1503-2023 |R
ERBERNBE
Status

#7 L~

In order to optimize system performance, when searching work orders

Reference No|Date and Time Submitted| Campus Building Level| RoomiArea Work Request
SERR EZHHEER wE HEEY #BE | ERS RIBEF

Details 10433605 15-03-2023 17:06:21 [NO6-CAB] Administration Building(TTEii¥) 03 N08-03-019 Long fluorescent light tube £ 72 %= - Flashing B INIT \ Cancel |

Status | egend #fTERER
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PO E "Details” KR TIFEFMER - WFSIEITIFHEE "FIED" 1%EH -

User can view the detail information of the work order by clicking the "Details” button.

It can also be printed by clicking the “Print” button.

Reference No|Date and Time Submitted campus Building Level| Room/Area Work Request
EL EBMERE Bw®m #E | BEREmA BHER
Details 10433605 15-03-2023 17:06:21 [NO6-CAB] Administration Building(fTExi8) 03 N06-03-019 Long fluorescent light tube £ & - Flashing 5 INIT Cance
UNIVERSITY OF MACAU 3 F§ X 2
CAMPUS MANAGEMENT OFFICE 7z E & = &
Maintenance Requisition Record {3 iR#5 65550
Username: rp1
Print Date $TF0HES:  15-03-2023
Reference No. ££&3% : 10433605
IMaintenance Requisition Details (/252 2EH Service Survery R SRS
[Date and Time of Request Submitted 3
22 R ER M BERRR [ -
Requestor Name S35 AEE Vr 255 reporter 1 [ E:
Telephone No. E:555%8 474
Unit 279 EMS
Office Location 282212 INOE-03-019 Eogment
Contact Person Bizg A Mr 2545 reporter 1
Contact Person Tel. B8 AZERE  p474
New Campus [FTH:E],
L ocation of Works RIS #hES [NO6-CAB] Administration Building(77E7iZ),
03,N06-03-019
e _—— Category Y2dA¥ : Lighting fixture B2EREE
ork Description T{F&30 Long flucrescent light tube £ - Flashing 5
Maintenance Appointment 758
attachment(s) B 15
Remarks £3
IStatus #57 INIT
Office Comment £ 15 E2EE2
Person-In-Charge S5 A
| Print 520
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