
Work Orders



Work Orders Overview

Walker Asset Services will be using Work Orders to track
maintenance and service requests.
VENDORCafé is used for vendors to view and respond to the work
orders assigned to them.

Work Orders will be assigned to the contractor and an email
notification can be setup to go to the technician, service
department and any other person in your organisation who looks
after allocation of jobs. The work order will also be visible in
VENDORCafé.
Please note that access to Vendor Café is required to update and
complete work order status.

Please note that work orders alone are not a financial
commitment from Walker Asset Services, a Purchase Order is
required for invoicing.
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Work Order Dashboard

o From the menu tabs – click on Work Orders
– note this will always default to “Awaiting
Proposals” tab

o Click on “Assigned Work Orders” tab to get
all your work orders assigned to you

o Work Order History will show all your
completed work orders
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Work Orders

o You can review a work order by clicking
on work order number hyperlink
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Work Orders

o Contents of Work Order Record will then 
appear
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Actioning Assigned Work Orders 
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Work Orders will be assigned to contractors via  

• Direct Assignment – where Walker Asset services directly assign the Work Order

• Quote Proposal – Work Order requests are sent to tenants for approval 



Work Orders Steps – Direct Assignment 

o New Work Order received via email to service department and
technician

o Log into Vendor Café to look at any attachments

1. Work Order Steps:– Vendor Café and update:

i. “Scheduled – This is the default status that the work
order will appear and will be based on the date that
the service department has assigned the work order.
Update any notes applicable in “Technician Notes”.
Include costs if applicable.

ii. “Completed by Contractor” – when work is completed
update the work order to this status.

2. Load any attachments eg. quotes etc
3. Check for attachments
4. Click Save

Once you have changed status, updated the notes and saved.
Walker Asset Services will receive a notification and action the
quote, issue a Purchase Order or complete the work order as
required.

DO NOT ATTACH YOUR INVOICE TO A WORK ORDER. THIS CAN
ONLY BE DONE THROUGH A PURCHASE ORDER
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Work Orders Steps – Quote Proposal

o Work Order tenant quote proposal has been received via
email to service department and technician

o Log into Vendor Café to look at any attachments

1. Work Order Steps:– Vendor Proposal section:

i. Bid Amount – enter estimated quote amount
ii. Scheduled Completion date – when work is completed

update the work order to this status.
2. Load any attachments eg. quotes etc
3. Check for attachments
4. Click Save
5. Click Submit Proposal

Walker Asset Services will receive a notification and action the
quote, so it can be approved / declined directly by the tenant.
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Work Orders Steps – Quote Proposal 
cont

o Once tenant has reviewed the quote proposal.
Walker Asset Services will action accordingly and
you will receive an email Notification advising that
the Work Order has been approved or rejected

9

o Email Notification marking the Work
Order as Scheduled will be sent out to
the contractor



Work Orders Steps – Quote Proposal 
cont

The approved WO proposal will now appear in the 
Vendor’s Assigned Work Orders
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The status will appear as Scheduled



Work Orders Steps – Quote Proposal 
cont

Once Vendor has finalised works they must:
o Update status to Completed by Contractor
o Enter Actual Cost amount (*Amount cannot exceed 

Bid amount)
o Click Save

Once you have changed status, updated the notes and
saved. Walker Asset Services will receive a notification
and action the quote, issue a Purchase Order or
complete the work order as required.

DO NOT ATTACH YOUR INVOICE TO A WORK ORDER.
THIS CAN ONLY BE DONE THROUGH A PURCHASE
ORDER
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Purchase Orders



Purchase Orders

o Purchase Orders:– Adhoc: will be provided for all work orders
that have been completed and has a charge attached to it

o Service Contract purchase orders will be available in Vendor
Café at the beginning of the month, and invoices should only be
loaded once the PPM is completed

o The Purchase Order screen shows all PO’s that is still open and
needs invoices uploaded.

o Click on the hyperlink to drill down into a PO

o The date range can be changed to bring up all PO’s

NOTE: YOU WILL NOT BE ABLE TO LOAD ANY INVOICE INTO THE
SYSTEM WITHOUT A PO
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Purchase Orders

o Walker Asset Services issues contract PO’s on the
1st working day of every new month. Ad-hoc PO’s
are issued as and when required. These will
appear on Vendor Café on a table as shown

o The correct billing entity is shown as highlighted

o If unsure of entities, please refer to Billing Entities
on Page 19

o If the correct entity is not billed then your invoice
will be rejected – Refer to “Rejected Invoices” to
follow-up.

o The tower reference is on the Property Name
column
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Splitting Purchase Orders

o You are able to split a purchase order, over
two or more invoices if required. However,
the invoice numbers will have to be different
to upload to the same PO

o To do this:
I. Change the amount as shown on the

body of the PO
II. This changes the Invoice Total and

the Item total which then allows you
to upload your invoice
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Splitting Purchase Orders

o You will then have the “PO pending amount” for the
next invoice

o As noted previously, please make sure the invoice
number is different to the first one, otherwise you will
get a duplication error and will not be able to upload
that invoice
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Multi Line Purchase Orders

If you have separate invoices for different line
items on one PO:

o You can do this by selecting the relevant lines
and following the same steps as “Create
Invoice” to upload your invoice

o For the remaining lines, the invoice will have
to be a different number for the system to
allow you to upload.
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Billing Entities Cont’d

o Our Billing Entities also appear in
Vendor Café for Service Contracts as
shown on the table

o CS007CM-TOWL-01 is our internal
reference

o 6/2019 is the month the PO relates
to

o Entity name as displayed eg. Walker
Collins St Good Shed Pty Ltd
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Billing Entities
Our Billing Entities are separate for each Building. Invoices should be addressed to the correct entity for it to be processed and paid. 
Please refer to list for the correct entities.
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FESTIVAL CARPARK

Building 

Identification
Street Address Entity Name for Invoice ABN/ACN Billing Address

Festival Tower 

Carpark

1 Festival Tower, Festival 

Plaza
Walker Riverside (Carpark) Pty Ltd

54 512 659 824/

609 007 383

1 Festival Tower, Festival Plaza

Festival Tower
1 Festival Tower, Festival 

Plaza
Walker Riverside (Office) Pty Ltd

70 718 795 036/ 

609 975 397

1 Festival Tower, Festival Plaza
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Invoices



Invoices Dashboard

Pending Invoices

Pending Approval
o Means invoices have been

submitted to Walker Asset
Services and is in the workflow
for approval

Payment Pending
o Means it is fully approved and

will be paid in the next payment
run

NOTE: It is a good idea to check this
section before calling Walker to find
out where your invoices are at in
regards to your payment
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Invoices Dashboard

Payment Register

o All your paid invoices are shown in
this section
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Invoices Dashboard

Rejected Invoices

o Any rejected invoices will
appear in this tab

o To upload the replacement
of the “Rejected Invoices”
you will have to go through
the same process as
uploading invoices as the PO
will be open again
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Invoices Dashboard

Unsubmitted Invoices

o Any invoices that you have
uploaded and saved and not
submitted to Walker Asset
Services sits in this tab

Please make sure you check this 
field if you get an error message 
when uploading a PO which says 
“Invoice exceeds PO value”

You may have loaded the invoice 
and not submitted it.  You will 
need to delete this transaction 
and start again via 
“Create/Upload Invoice”
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Invoices Dashboard

Invoice History

o List of all invoices that has
been processed through
Vendor Café – you can
increase the date range via
the dropdown menu

NOTE: Refer to this section for 
all Invoices that has been 
processed.  If you need to know 
if this invoice has been paid 
refer to the “Payment Register”
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Create Invoices

There are two ways you can go in and upload your
Invoice:

a) Through Create/Upload Invoice
b) Through drilling down from the PO:-

both take you to the same screen

1. Click on the Load POs hyperlink to open up the
Purchase Order screen – Click on the list and OK
to bring the PO to the Create Invoice screen

2. The left side will be all the PO details and the
right side “highlighted” fields will have to be
filled

3. When entering the amount of the Invoice only
put in the ex gst figure and “0” the “Tax Total”
field.

4. Once the Sub Total agrees to the Invoice Total
and Item Total then you can Save.
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Create Invoices Cont’d

5. If you need to attach a backup to the invoice
or a Service Report please use the “Add
Additional Attachment” button.

Do not add any other attachment to the invoice,
unless it is part of that invoice. Any extra backup
should be added through the “Add Additional
Attachment”

6. Click “Submit” for invoice to come to Walker
for processing.



Rejected Invoices

o There are a number of reasons why your
invoice maybe rejected by Walker.

o Rejected Invoices will appear in the “Invoices”
section under the tab “Rejected Invoices”

o The reason for the rejection will be noted on
the tab “Reject Reason”

o Our FM’s will get in touch to advise you of a
Rejected Invoice, but it is advisable to check
the Rejected Invoices section in a timely
manner so that you can upload that invoice
again.

o When Walker rejects an invoice the
corresponding PO will be re-opened and will
again appear under “Purchase Orders”

o To re-load that invoice, go through the
Purchase Orders or Create/Upload Invoice and
follow the same steps
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Invoice Trouble Shooting

If you get an error message – “invoice
amount cannot exceed by 10% in addition
to PO amount”. This means that the
invoice has been entered and saved but not
submitted.

o Check the unsubmitted invoices

o If the invoice is sitting there, then
either click on it and submit

o If you want to do any changes, then
delete that invoice, and upload again
using the PO

o If your invoice is higher that 10% please
contact Walker Asset Services for
review
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Credit Notes

We do not yet have the facility to load credit notes in Vendor Café

o In the case that an invoice has a credit note, please upload the
invoice as per normal.

o In the Invoice Description please note the credit note number
and email the credit note to:

➢ Festival Plaza - facilities@festivalcarpark.com.au
➢ Collins Square - facilities@collinssquare.com.au
➢ Parramatta Square - facilities@psq.com.au
➢ Western Sydney University (Bankstown) -

facilities@wsubcc.com.au
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Payments

Walker has a payment twice a month:

o Mid month
o End of month

If you have any queries regarding payments, please check Vendor Café in the first instance

If unsure or you have any other enquiries, please email:
Festival Plaza: facilities@festivalcarpark.com.au
Collins Square Precinct: facilities@collinssquare.com.au
Parramatta Square Precinct: facilities@psq.com.au
Western Sydney University (Bankstown): facilities@wsubcc.com.au
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