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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.

VendorCafe® Doshboord  Client Profiles ~ Promote  Express  Q&A  Help -

Home | Werk Orders

Walker Asset Services Pty Ltd (033029 165811)

ndor Code v

Vendor Profile Overview Invaices Create/Upload Invoice

[ Work Orders

Awaiting Proposals @
Work Order Property Code & Property Name
73269 s001rt Tower One - Retail
733 €sD01rt Tower One - Retail

SubVendor  Ready For Approval

Purchase Order Service Controcts  Work Orders

‘Shaw Data For Call Date In Priarity
6 Months(180 Days)  ~

Assigned Work Orders @

Unit &

GOD2U046

GOO2U04E

Stotus # Priority &
Completed by Contractor Low
Completed by Contracter Low

Category &

General Repairs & Maintenance

General Repairs & Maintenance

B0 v | erries per poge

Work Order History @

Sub Category ¢

Brief Description &

TEST

Call Date &

10/21/2024

1022/2024

Walker Asset Services Py Ltd v

Rejected Proposals @
B o
Not To Exeeed & Due Date &
11100 1110872024
93900 117112024
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Work Order Dashboard

VendorCafe®  pashboord  CiientProfiles  Promote

Express Q&A  Help -

Home / Work Orders

o From the menu tabs — click on Work Orders Walker Asset Services Pty Ltd (033029 165811) o ST . i

‘Walker Asset Services Pty Ltd #
. . “w P Vendor Code : v0000071 06/26/2024
— note this will always default to “Awaiting
” Vendor Profile Overview Invoices Create/Upload Invoice Purchase Order Service Contracts Work Orders
Proposals” tab ———

‘ Data shown below is From 05/16/2024 To 11/12/2024 (6 Months(180 Days)). To view previous records please adjust the dates from Search Options.

o Click on “Assigned Work Orders” tab to get O WorkOrders e raperty v
all your work orders assigned to you

Unit Category Sub Category

Work Order History €

Awaiting Proposals € Assigned Work Orders @

Rejected Proposals @

Q_ Search o
o Work Order History will show all your

Work Order % Property Code & Property Name & Unit = Status % Priority * Category * Sub Category = Brief Description % Call Date * Not To Exceed & Due Date *
com p I ete d WOr k (0] rd ers s cs001rt Tower One - Retail G002U046  Completed by Contractor Low General Repairs & Maintenance TEST 10/21/2024 11100 11/08/2024
73331 50015t Tower One - Retail G002U046  Completed by Contractor Low General Repairs & Maintenance TEST 10/22/2024 939.00 11/11/2024

B0 ~  entries per page

3 walker



Work Orders

Dashboard Client Profiles

Promote  Express Q&A

Home / Work Orders

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

. Vendor Type Status Compliance Status
Woalker Asset Services Pty Ltd (033029 165811) Subvendor  Ready For Approval In Compliance Walker Asset Services Pty Ltd
‘Vendor Code - v0000071 06/26/2024
Vendor Profile Overview Invoices Create/Upload Invoice Purchase Order

Service Contracts Work Orders

Data shown below is From 05/16/2024 Te 11/12/2024 (6 Months(180 Days)). To view previous records please adjust the dates from Search Optiens.

X
WO No. Property Show Data For Call Date In Priority Unit Category
) Work Orders Select Property H 6 Months{180 Days) - - Select - - - Select - - More v m Clear
Awaiting Proposals @@ Assigned Work Orders € Work Order History @ Rejected Proposals @
Q, search o

Work Order % Property Code % Property Name &

Unit & Status & Priority & Category % Sub Category % Brief Description &
73269 €s001rt Tower One - Retail

Call Date Not To Exceed &
GO02U046  Completed by Contractor

Due Date %
Low General Repairs & Maintenance TEST 10/21/2024 11100 11/08/2024
73331 cs001rt Tower One - Retail G002U046 Completed by Contractor Low General Repairs & Maintenance TEST 10/22/2024 999.00 11/11/2024

50 v entries per page
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Work Orders

Ve n d (o] rCO'Fe - Dashboard  Client Profiles  Promote  Express Q&A

Home / Work Orders

o Contents of Work Order Record will then Walker Asset Services Pty Ltd (033029 165811) e omonal e s

Walker £
Vendor Code : v0000071 06/26/2024
Vendor Profile Qverview Invoices Create/Upload Invoice Purchase Order Service Contracts Work Orders
Work Order Property Nome Occupant Name Access Notes
74371 Tower One - Retail (cs001rt) Walker Asset Services Pty Ltd (t0000535)
Call Date
Brief Description Address Caller Name 11/11/2024
TEST Ground Floor - Suite 46, Walker_Asset_Services, Tower One - TEST CC

Retail, Melbourne, VIC, 3008
Proposal Status

Problem Description Caller Email Pending
TEST Froperty @gmail com
WO Status
Priority Floor Caller Phone Web
Low g002
OK To Enter
Category Unit No
General Repairs & Maintenance G002UD46
Asset
Sub Category Location
Vendor Proposul @Please upload attachments in order to Submit Proposal.
Bid Amount * Attachment *
200.00 Facility Manager Notifications.xlsx Browse
Scheduled Completion® Attachment Type
11/11/2024 & N
Attachments
Description £ Date ¢ Attachment & Type = Detach % Uploaded By &
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Actioning Assigned Work Orders

Work Orders will be assigned to contractors via
e Direct Assignment — where Walker Asset services directly assign the Work Order

* Quote Proposal — Work Order requests are sent to tenants for approval

6 walker



Work Orders Steps — Direct Assignment

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

o Loginto Vendor Café to look at any attachments

Vendor Update

1. Work Order Steps:— Vendor Café and update: - ‘ p .
i. “Scheduled — This is the default status that the work e
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. B
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 B
4. Click Save e

Walker Asset Services Pty Ltd (033029 165811) Sihanay  Raadyberdppul  inCamplonce

ceComrocts Work Onders

Once you have changed status, updated the notes and saved.

Walker Asset Services will receive a notification and action the = e
guote, 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

walker



Work: Ordars

Work Orders Steps — Quote Proposal i

R For Approve Camphance
o Work Order tenant quote proposal has been received via — A b
email to service department and technician - o
o Loginto Vendor Café to look at any attachments N A S
1. Work Order Steps:— Vendor Proposal section: - : .
i.  Bid Amount — enter estimated quote amount
ii. Scheduled Completion date — when work is completed — —
. ‘endorCafe Doshboard  Chentt Profles  Fromote  Fxpress  QEA  Help = - &
update the work order to this status. S—
2. Load any attachments eg. quotes etc olker Asset Services Py LA (033029 16581 s s e —
3. Check for attachments M —
4. Click Save L
5. Click Submit Proposal -
Walker Asset Services will receive a notification and action the S
quote, so it can be approved / declined directly by the tenant. |
D
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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

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

(YIS Help Tell me what you want to do

xXE g

& Junk- Delete Archive  Reply Reply Forward

[F2 Meeting
<
TR 9 Team Email v Done

Al BiMore™ |3 pini nataesF crmnsm s

Delete Respond Quick Steps
Mon 11/11/2024 3:35 PM

E ernesto.navas@walkercorp.com.au
° Work Order #74371 - Quote Aprpoved
To Collins Square - Accounts

@ We removed extra line breaks from this message

Dear Walker Asset Services Pty Ltd (033029 165811), This work order has been approved.

Work Order #: 74371
Description: TEST

Please proceed to Schedule works via the VendorCafe portal
Regards,

Facility Management

Work Order 74371 - Tower One - Retail - Low inbx

cdr@yardi.com

Status: Scheduied
Category: Genaral Repairs & Maintenance

Tenant Walker Asse! Services Ply Ltd
Probiem Description: TEST

cateloginAction do

taciMties Gcoinzzquara com au

Work Orders Disclaimer

Plase note that & Wark Order holds n commitment for payment. Should works be cutside your mantenance scope and.

Y1 Facilities Manager (3 To Manager

Vo ERules~ E‘w

0 OneNote
Move ~_ Mark Categoriz &, - Deieie Archive
- [EPActionst  nread >
Deete
Move Tags .

E

+ Dane

G steps ] e Toas G Edting  Soeech  Zoom  Phishilam -

Ooar Walker Assat Services Pty Ltd (033025 165611), Thank you for your quots for WO # 74371, Unfortunataly, your sstimate was not approvad,

1fyou have questions, please cantact Faciities Management

chargeable please request a Purchase Ordsr o be issued for warks to proseed.
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Work Orders Steps — Quote Proposal

cont

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

The status will appear as Scheduled

eNdOrCafe”  ombwad CioniPufies Pomols  Gg QUA Hen-

e | Wok rders
Walker Asset Services Pty Ltd (033029 165811) R s

Vendor Profie  Owrvew  lwsices  Creteplood Inveice  PurchaseOrder  Service Comtracts Wk Orders.

Dt shown bolow is From 031372024 To DS/DS/3024 (6 Months{ 180 Darysil. Ta wiew provieus records plecso adjust the dates from Search Options,

e S Dot orColl Dt i = s oy
[ Work Orders Select Fropary | GMonteonam - P
Auwaiting Proposals @) Assigned Werk Ordars. @ Work Ordar Histary )
= o
WorkOwder & PropertyCode & ProparyName & Unit & Sems & Provy & Comgory # SubComgory & et Description CallDone &
e e TowerGne-Retwl  GOIUO4E  Schedded  Lrgent Ganars Aapais & Watanance

VendorCafe® bpohbood CientProfies  Promote Fxpress Q&A  Halp -

Heme / Work Orders

Walker Asset Services Pty Ltd (033029 165811)
o

Sub-Vendor Ready For Approvel

Vendor Code - v0D0O
Vendor Profile  Overview  Inwoices  CreatelUpload Invoice  PurchaseOrder  Service Contracts  Work Orders
Work Order Details
siork: Oude Froperty Nome
71973 Tower One - Retail {cs001rt)

— address
Taostis Maching Not Working Ground Floar - Suite 46, Walker_Asset_Sarvices, Towar Ona -
Retoil, Melbourne. VIC. 3008

e

Toastie Machine Not Working pleose investigate Property
High 9002
General Repairs & Momtenance GO0D2U04E
Vendor Update
totus * et Cost
Scheduled x -
200.00 ®

10

Toastis Mochine Foulty 81092024

In Complionce
06/26/2024

Walker Asset Services Pty Ltd {t0D00S35)

TESTCC

emnnavasBgmail com

anackment

Choose file

Attachenent Typs

b @ o @

Walksr Astat Seevices Py L1d %

* Morew ear

fsjected Propasols @

B]&)z]

Mot Ta Exzeed & DusDae &

Browse
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Work Orders Steps — Quote Proposal

cont | _ ]
VendorCafe®  owhiad  Cientproes  Promote  Express Q&A  Holp~
Once Vendor has finalised works they must: p——
o Update status to Completed by Contractor Walker Asset Services Pty Ltd (033029 165811) il miyrnomons  ncomios e s
o Enter Actual Cost amount (*Amount cannot exceed =~ e e e e
Bid amount)

o Click Save

Vendor Update

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 J—
complete the work order as required.

UploadFremVC-Toastie machine jpg

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

13

Click on PO to
upload an invoice
PO N PO Descrip
150

261212018

26/03/2019

Click on dates
below to change
date range




Purchase Orders

Walker Asset Services issues contract PO’s on the
15t 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

The correct billing entity is shown as highlighted

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

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

The tower reference is on the Property Name
column

@ Purchase Orders

[

Q, Inspections
© Help
® FAQ

# Video Tutorials

@ Sign Out

Al approved PO's from the Property Management Company between 31/03/2019 and 28/06/2019 will appear below. To view previous records please adjust the dates below in Search Options panel

Search Options

PO No.

Show

Property Name

Billing Entity

10 = entries

PO No.

8664

PO Description PO Amount Pending PO Amount Invoice Amount

CS007CM-TOWL-01 : 6/2019
Walker Collins St Good Shed Pty
Ltd Monthly Contract Towel
Services

754.00 754.00

CS001-CM-TOWL-01 - 6/2019
Walker Collins St Building 4B Unit
Trust Monthly Contract Towel
Services

2,240.00 2,240.00

CS002CM-Te
Walker Collins St Building 4D Unit
Trust Monthly Contract Towel
Services

OWL-01 : 6/2019 3,819.00 3,819.00

3

=3

Order Date From

31/03/2019

Order Date To

Property Name

Goods Shed

Tower One -

Tower Two

20/06/2019

Tower Number

n | Search.
=/ B

Property Code

cs007cm
cs001em

Commercial

cs002cm

Unit

Order Date

01/06/2019

01/06/2019

01/06/2019

14
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Splitting Purchase Orders

e/uplioad Invoice
Vendor Name :Automatic Fire Protection P/L (v0000036)
VENDORCalé | CreatelUpload Invoice

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

to upload to the same PO n Caegny F— st CSv v

@ Contacts

Delete Add Additional Attachment EILLUE Your invoice has not been submitted, please click on Submit Button
© Review and Submit

1 .
O IO dO tl “S 4 Vendor Ledger .
. 3 D: Automated Inv 17180558 pdi
SOTEIETE Walker Group Holdings Pty Limited PDF Image i (5

Q Inbox

Type Invoice x

l. Change the amount as shown on the
(# Create/Upload Invoice
body Of the PO B Invoices Vendor Code v0000036 Dwiceio Test 26/3/19

/endor
Vendor Name Automatic Fire Protection P/L

Il.  This changes the Invoice Total and 0 Purcrsse s Testfor st PO
Port Melboume, VIC 3207
H nvoice Date 96/03/2019 ]
the Item total which then allows you ’
1 1 PO N 1061 Sub Total —
to upload your invoice Ep— :
@ Hep PO Amount 1,000.00 Tax Total 0.00
PO Pending Amount 1.000.00 nvoice Total 500.00
ltem Total 500.00
® SignOut Change the amount
Del Property Name Code Item Description at this line level Amount
a Tower Four - Commercial cs004cm Test 26/3/19 500.00

walker
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Splitting Purchase Orders

Purchase Order Details

o You will then have the “PO pending amount” for the vendorName  Automatic Fire Protection P/L Vendor coge v0000036
next invoice PO No. 1061 Payment Due
. . . PO Description Sched. Deliv.
o As noted previously, please make sure the invoice Test 2613719
number is different to the first one, otherwise you will PO Amount 100000  OrderDate 26/03/2019
get a duplication error and will not be able to upload _ _
. . PO Pendlng 500.00 Requwed B\l' 26/03/2019
that invoice Amount Date

COo# Property Name Code Unit Item Description Pending Cost Status
Tower Four - cs004cm Test 26/3/19 500.00 Open
Commercial
Showing 1 to 1 of 1 entries Previous Next
Close

16 walker



Multi Line Purchase Orders Purchase Order Details

If you have separate invoices for different line Vendor Name Vendor Code v0000167
items on one PO: _
PO No 8900 Payment Due 01072019
o You can do this by selecting the relevant lines PO Description CS028AD-HYD-01 - 712019 Col Sched. Deliv.
and following the same steps as “Create
Invoice” to upload your invoice PO Amount 3,150.13 Order Date 01/07/2019
L. . . . . PO Pending 3150.13 Required By 01072019
o For the remaining lines, the invoice will have — -
to be a different number for the system to
allow you to upload. :'f"-'tf Contract 395
Solect COF Property Mame Cod Unit  Item Description :'.' ’ Samtus
;
ﬂ 4 el F
;
ﬂ 3 ¥
- :
K -

17 walker



Billing Entities Cont’d

@ Purchase Orders All approved PO's from the Property Management Company between 29/03/2019 and 2770672019 will appear below. To view previous records please adjust the dates below in Search Options panel A

B Invoices

/& Work Orders Search Options O

(@ Create/Upload Invoice

@) O ur B i I I i ng E ntities a | SO a p pea r i n & Service Contracts s Property Name Order Date From

29/03/2019
Vendor Café for Service Contracts as Q inspections ‘ N N
shown on the table o e 2710672019

o FAQ

# Video Tutorials

o CS007CM-TOWL-01 is our internal o sanou
reference

o 6/2019 is the month the PO relates
to

| Search
= B

%+ PO No. PO Description PO Amount Pending PO Amount Invoice Amount Property Name Property Code Unit¥ Order Date

@ 8664 CS007CM-TOWL-01 : 6/2019 754.00 754.00 0.00  Goods Shed cs007em 01/06/2019
Walker Collins St Good Shed
Pty Ltd Monthly Contract
Towel Services

o Entity name as displayed eg. Walker
Collins St Good Shed Pty Ltd

@ 6 2,240.00 2,240.00 000  Tower One - cs001cm 01/06/2019
Commercial
X 86 3,819.00 3,819.00 0.00 Tower Two cs002cm 01/06/2019




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.

FESTIVAL CARPARK

Buildin
. g Street Address Entity Name for Invoice ABN/ACN Billing Address
Identification

Festival Tower 1 Festival Tower, Festival . . 54 512 659 824/ 1 Festival Tower, Festival Plaza
Walker Riverside (Carpark) Pty Ltd
Carpark Plaza 609 007 383
70 718 795 036/ 1 Festival Tower, Festival Plaza

. 1 Festival Tower, Festival . . .
Festival Tower Walker Riverside (Office) Pty Ltd

Plaza 609 975 397




COLLINS SQUARE

Building
Identification

Goods Shed
South
Shared Services

Goods Shed
North - 710
Collins Street

Street Address

727 Collins Street,
Melbourne VIC 3008
727 Collins Street,
Melbourne VIC 3008
737 Collins Street,
Melbourne VIC 3008
737 Collins Street,
Melbourne VIC 3008
707 Collins Street,
Melbourne VIC 3008
727 Collins Street,
Melbourne VIC 3008

710 Collins Street
Melbourne VIC 3008

Entity Name for Invoice
Walker Collins St. Building 4B Pty Limited
Walker Collins St. Building 4D Pty Limited
Walker Collins St. Building 4C Pty Limited
Walker Collins St. Building 4E Pty Limited
Walker Collins St. Goods Shed Pty Limited

Villdock Pty Ltd

AW 710 Collins Street Pty Limited

ABN

39584072937

13 937 361 681

37 764 162 545

81 698 843 150

78 661 225 715

95 599 070 663

46 163 790 196

Billing Address

727 Collins St DOCKLANDS VIC 3008

727 Collins St DOCKLANDS VIC 3008

727 Collins St DOCKLANDS VIC 3008

727 Collins St DOCKLANDS VIC 3008

727 Collins St DOCKLANDS VIC 3008

727 Collins St DOCKLANDS VIC 3008

710 Collins Street, DOCKLANDS VIC 3008

walker



PARRAMATTA SQUARE

L sweanddws  GuyNemelormoke  ABVAN  limgaddes
Identification

3 Parramatta 153 Macquarie Street, p tas No.3 P ot inited 12875351004 12D Stract B tta NSW 2150
: , Parr
i Parramatta NSW 2150 arramatta Square No roperty Pty Limite o aois arcy Street, Parramatta
84 103 324 234
4 Parramatta 12 Darcy Street, o
Y Parramatta Square No. 4 Property Pty Limited 12 Darcy Street, Parramatta NSW 2150
Square Parramatta NSW 2150 608 365 457
12 Darcy Street, e
Parramatta Square Property Pty Limited 12 Darcy Street, Parramatta NSW 2150
Parramatta NSW 2150 608 898 611
6&8 Parramatta 10 Darcy Street, 68155070551
Square Parramatta NSW 2150 Parramatta Square No.6 Property Pty Limited s 12 Darcy Street, Parramatta NSW 2150

WESTERN SYDNEY UNIVERSITY (BCC)

74 Rickard Road, . 74 Rickard Road, Bankstown NSW
Bankstown NSW 2200 Walker Asset Services Pty Ltd 60 150 377 334 2200

21 walker



Invoices
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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

VendorCafe*

Mavigation

& Vendor Profile
o Q&A

@l Purchase Orders

B Invoices

#& Worl

& Service C
© Help
o FAQ

# Video Tulorials

& Sign Out

B Invoices

VendorCafe /

Data sh

Rejected Invoices

Search Options

nvoice No

Invoices /

Pending Invoices

Pending Invoices b

own below is From 03/12/2019 Te 02/03/2020 ( Last - 3 Months{90 Days) ) . If an

Payment Register Rejected Invoices

Property Name

Property Code

nvoice that was submitted within th

@~ & JanePham ~ () sSupport ~ BA

Vendor Name

Unsubmitted Invoices

Show Data For Invoice Date In

Last - 3 Months(90 Days)

Walker Group Holdings Pty

PO /WO / Contract

PO# 12018

PO# 12017

PO# 12019

PO# 11995

PO# 11902

Invoice Desc Invoice Amount

Found pair of frameless glass
doors would move away from
the maglock when you swiped
the card.

Call Out - Found unit turned off
turned unit back on and found
door holding open

Door not closing properly

v | Search
@J -’J

Invoice Date Status

214.50  26/02/2020

214.50 | 27/02/2020

nvoice History

e date range does not appear here, please check Payment Register and

214.50  27/02/2020

214.50  25/02/2020

il

858.00  17/02/2020

23
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Invoices Dashboard

Vendorcc:]fe = v @+ & JanePham ~ {3 Support v B wa ker Group Holdings Pty Limited ~

ation

Payment Register B Invoices

# Dashboard

Pending Invoices

& Vendor Profile

o All your paid invoices are shown in

o Q8A . - i
nis secti =
t IS section il Purchase Orders

Unsubmitted Invoices nve

=]
[
L
7
=}

‘ Invoices Data shown below is From 03/12/2019 To 02/03/2020 ( Last - 3 Months{80 Days) ) . If an invoice that was submitted within the date range does not appear here, please check Payment Register and
#& Work Orders TS
[ Create/Upload Invoice
- - Search Options
4 Service Confracts & =
@ Help
nvoice No Property Name Show Data For Invoice Date In
© FAQ Last - 3 Months(90 Days)
# Video Tutorials
® Sign Out
Show 10 entries 7 | Search
@J q‘ﬂ
Check No. Check Date Check Total Payment Method Invoice No. Property Name Notes Check Amount
414 11/122019 8,765.39 EFT 70378347 Ton - Commercial =~ ATO cleared guard
Sa

Tower Three - Commercial

519139 Tov - Retai

walker




Invoices Dashboard

Vendorcafe = v @+~ & JanePham v () support ~ R Walker Group Holdings Pty Limited v
Rejected Invoices Navigaton

# Dashboard

o Any rejected invoices will @ Vendor Profil

eppearin s ab . | mme=
Pending Invoices Payment Register Unsubmitted Invoices nvoice History

Purchase Orders

1

B Invoices Vendor Name:

C

VendorCafe nvoices / Pending Invoices

©) TO u pload the re placement Invoices Data shown below is From 03/12/2019 To 02/03/2020 ( Last - 3 Months{30 Days) ) . If an invoice that was submitted within the date range does not appear here, please check Payment Register and
of the “Rejected Invoices” Work Orders Rejected Invoices.
you will have to go through + Create/Upload Invoice
the same process as
uploading invoices as the PO

- - Search Options
» Service Contracis -

Help

H H nvoice No Property Name Show Data For Invoice Date In
will be open again ]
FAQ Last - 3 Months(90 Days)
# Video Tutorials )
D) | Eropery Coc WO No
@ Sign Out -
entries =@ 5 o Seart
PO /WO / Contract Invoice Desc Invoice Amount Invoice Date Status Reject Reason
PO# 10752,11427 Security Services 316.24 12/12/2019 Please invoice TOWER 2

wrong invoice entity

PO# 11470 PO# 11470 614.10 04/02/2020

ower 1
s Street Building

PO# 10752 11427 Security Services 316.24  12/112/2019 Please invoice Tower 2

PO# 11295 PO% 11395 742.96  04/02/2020

PO# 11394 PO# 11394 TRsE | olkzz00 t
Wn s Street Building

walker
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Invoices Dashboard

Unsubmitted Invoices
VendorCafe® = v @v & v 9 support v [EM Walker Group Holdings Pty Limited
o Any invoices that you have e = e ——
uploaded and saved and not * i:tpd ) VendorCafe / Invoices | Pending nvices
submitted to Walker Asset 2 Q&A B
Services sits in this tab Pt Oriers T A B
B Invoices D wn below is From 03/12/2019 To 02/03/2020 ( Last - 3 Months(30 Days) ) - If an invoice that was submitted within the date range does not appear here, please check Payment Register and
Please make sure you check this £ Work Orders Rejected Invoices
field if you get an error message @ Create/Upload invoice
when uploading a PO which says # Senvice Contracis Search Options _
“Invoice exceeds PO value” © Hebp e N o b
o FAQ Last - 3 Months(90 Days)
You may have loaded the invoice # Vo Tutorais . et oo
and not submitted it. You will & Seno
need to delete this transaction Contract No
and start again via
“Create/Upload Invoice”
Search

26



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”

VendorCafe"

Navigation

# Dashboard
@ Vendor Profile
Q QA

il Purchase Orders

B Invoices

#& Work Orders

@ Create/Upload Invoice
& Service Coniracts

@ Help

@ FAQ

/4 Video Tutorials

& Sign Out

By Invoices

VendorCafe / Invoices / Pending Invoices

Pending Invoices

below is From 03/12/2019 To 02/03/2020 ( Last - 3 Months(90 Days) ) . If an

Search Options
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Contract No
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Rejected Inveices Unsubmitted Invoices

nvoice that was submitted within the date range does not appear here, please check Payment Register and

Increase Date
Range if Required
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Property Code R
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Navigation

(&' Create/Upload Invoice

VendorCafe / Create/Upload Invoice

Vendor Name: Symmetry Commercial Pty Ltd (v0000185)

# Dashboard

There are two ways you can go in and upload your @ Vedor Proc
|nVOiC€' Q aga Data saved successfully
) il Purchase Orders
a) Through Create/Upload Invoice  Work Orders o e ] e T —
b)  Through drilling down from the PO:- @ CreatelUpload Invoice (2]
both ta ke you tO the Same screen & Service Contracts Company Name Walker Group Holdings Pty Limited PDF Image Invoice INV-16805 pdf
© Help VAT D Type Invoice
@ FAQ ce No 16805
1. Click on the Load POs hyperlink to open up the R Ve Cose e e
Purchase Order screen — Click on the list and OK @ Sgnou Ve Adress e Honily Hancyman Maters Jan 2020
to bring the PO to the Create Invoice screen a ot s =
PO No Load POs Sub Total 27514
2. The left side will be all the PO details and the PO PO wam Paemro  Toul . Peming  Unprocessedimocs © ..
right side “highlighted” fields will have to be jess 30265 s 026 nelee o 2
fi”ed Item Total 275.14
Del PO Property Name Code Item Description Amount
3- When entering the amount Of the InVOice Only B 11853 Tower Two cs002cm Monthly handyman BB materials - Jan 2020 27514
put in the ex gst figure and “0” the “Tax Total”

field.
m ‘Add Additional Attachment m Your invoice has not been submitted, please click on Submit Button

4. Once the Sub Total agrees to the Invoice Total
and Item Total then you can Save.

Created By: Yardi Systems Inc.© 2018. All Rights Reserved DISCLAIMER COPYRIGHT INFORMATION PRIVACY POLICY TERMS OF US
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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.
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(&' Create/Upload Invoice

jorCafe / Create/Upload Invoice

Data saved successfully.

@ v & symmetry Commercial Ply Lid v

E Add Additional Attachment m Your invoice has not been submitted, please click on Submit Button

Company Name

PO A
PO PO Parent  Parent PO
NO. Amount PO# Amount
11853 302.65

Del PO Property Name
- 1853 Tower Two
Add Item

Walker Group Holdings Pty Limited

Load POs
Total Pending Unprocessed Invoice
Amount Amount Amount
27514 302.65
Code
cs002cm

(6

PDF Image

ype

Invoice No

Invoice Desc.

Invoice Date

Sub Tota

Tax Total

Invoice Total

Item Total

Item Description

Monthly handyman BB materials - Jan 2020

ﬁ m Your invoice has not been submitted, please click on Submit Button

Created By: Yardi Systems Inc.© 20

18. All Rights Reserved

ﬂ Support v

@ﬁ Walker Group Holdings Pty Limited w

Vendor Name: Symmetry Commercial Pty Ltd (v0000185)

Invoice INV-16805.pdf

Invoice

INV-16805

Monthly Handyman Materials Jan 2020

31/01/2020
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Rejected Invoices

O

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

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

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

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.

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

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

@ Vendor Profile

aQ QA

@ Purchase Orders

B Invoices

# Work Orders

(& CreatefUpload Invoice

& Senvice Contracts
Q Inspections

@ Help

® FAQ

# Video Tutorials

@ Sign Out

30

VEN

NDORCafé / Invoices / Rejected Invoices

agement Company.

Search Options

Click on Invoice
number to get the
corresponding PO

Payment Register

wn below is From 08/03/2019 To 06/06/2019. Invoices rejected by the Property

Invoice No. Invoice Desc

Property Name

Property Code

Invoice Amount

90072342 MATERIALS SUPPLIED 50 x HID I-Class Cards (12915-

Invoice Date

75.00 | 29/05/2019

Inveice History

reject reason is stated, please contact the Property

Invoice Date From

08/03/2019

Invoice Date To

06/06/2019

| Search
=3B

Status

Reject Reason

Please change billing entity to Walker
Collins St Building 4D Unit Trust




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 yourinvoice is higher that 10% please
contact Walker Asset Services for
review

| ]
(& Create/Upload Invoice

| Morthly Claaning Juna 2019 :
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Credit Notes

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

O

(@)

VVVY

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

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@psg.com.au

Western Sydney University (Bankstown) -
facilities@wsubcc.com.au

VENDORCafé / Create/Upload Invoice

Company Name

Vendor Name

Vendor Code

Vendor Address

PO No.

PO Amount

PO Pending Amount

Unprocessed Invoice Amount

Walker Group Holdings Pty Limited

Cirka Pty Ltd

v0000065

Level 40, 525 Collins Stret
Melbourne, VIC 3000

Upload a CSV Invoice

Upload PDF Inveice Image

PDF Password | essses

Type Invoice

Invoice No
Invoice Desc
Invoice Date dd/mmilyyyy
Sub Total

Tax Total

Invoice Total

Item Total

Choose File |No file chosen

NEU R e e R R vy

0.00

0.00

0.00

0.00
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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@psg.com.au

Western Sydney University (Bankstown): facilities@wsubcc.com.au
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