71-75 Shelton Street
Convent Gardens
London

WC2H 9JQ

Authorisation on EWM System :-

Once a job has been logged and completed on EWM system for our customers this will go
into Authorisation Jobs, this is the process we will need to follow:-

1.) Go to Jobs and select Authorisation Jobs. This will take you to this page:-

2.) You must go on the authorisation job list from bottom to top; this is where you will find
the most recents at the top which can be done closer to the end as they will have just
been “completed”.

3.) You are now in the job (e.g. 267597)- you must check that the following details are
inputted correctly:

- The short description and long description match with the job.

- The prices are correct on the products and they match with the approved quote and
the invoice from the operative.
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- The managers notes are all filled in correctly explaining the findings and the outcomes.
(E.g. found toilet blocked, unblocked toilet, all ok) - keep it sweet, short and simple.

- Make sure there is a tenant signature (This is to ensure that the tenant is happy with
the job completed and there are no problems and so the customer can pay the
invoice).

If there is no signature from the tenant please make sure this is done before
authorising any jobs on the system.

To make sure we get the tenant's signature, you would go into the Appointment
and select the “A” Where you will send the SMS to the tenant and get the
signature completed. This “A” will go Green.

- Make sure there are pictures/certificates on the jobs for the works which are completed
- we like to make sure there are BEFORE and AFTER photos. If this is an EICR, the
satisfactory/unsatisfactory report is attached for the customers.

- Make sure expenses are filled in, this is where you would put the cost of the
operatives' work so any invoices from them which we would pay.

When putting invoices into expenses, we always make sure that this is called
“‘CONTRACTOR INVOICE”, Select UNBILLABLE, unticked (This is important!), and
authorise this if the prices are correct and click not paid if they haven't been paid yet.

Once you have all of the above products select - SEND FOR INVOICING.

Once this has been saved and selected to send for invoicing you would then move onto your
next job on the list and carry out the same procedure through.
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