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INTRODUCTION     

The Intranet System has been developed to help simplify property and compliance 

management for schools. The system provides schools with instant access to all their 

property compliance, maintenance and policy documentation as well as live year planners 

and job progress updates. Overall, the system offers schools: 

 

▪ Access and download of the latest compliance certificates, documents and 
reports.  

▪ Access to live year planner programmes for compliance and maintenance 
services. 

▪ Live status updates and progress reports for reactive and quoted services . 
 

 

 

This service guide will provide you with a basic understanding of how to access and use the 

system, however if you have any questions or queries, please do not hesitate to contact a 

member of the TPM4 Schools Team: 
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1 ACCESSING THE SYSTEM  

 

1.1 Accessing and logging in to the Online System  

The first step in accessing the System is to access the internet and type in the following 

into your internet address bar: https://dbe.tabsfm.co.uk/IntranetMobile/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

1. Following on from typing in the above link into 
your internet address bar you will be greeted 
with the above log in page to the system. Your 
username and password would have been 
provided to you by a member of the TPM4 
Schools team. If you have not received this, 
please contact a member of the TPM4 Schools 
team. 

2. Now input your username and password 
provided by a member of the TPM4 
Schools Team and click ‘log in’. Please 
note that this is case and space sensitive.   

Figure 1 

https://dbe.tabsfm.co.uk/IntranetMobile/
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1.2 Entering the Home Page  

Once you have input your username and password you will be greeted by the system 

homepage as set out below. There are two key modules shown in the drop down list: 

 

 

 

 

 

  

1. Maintenance – this module 
covers all your planned 
maintenance, compliance, 
reactive maintenance and 
quotation documentation and 
support services.  

2. Documents - this module 
provides instant access to 
the latest certificates, 
documents and quotations 
relating to your buildings.   

Figure 2 
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1.3 Changing your password  

 

 

 
 
 
The school’s password can be updated by using the icon highlighted above. Note, it is 
recommended that new schools change their password as soon as they log into the system.   

1. To change password please click 
on the ‘change my password’ 
option and follow the instructions.  

Figure 3 
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1.4 Logging out  

To log out of the system, simply click on the following icon: 

 

  

2 USING THE SYSTEM   

 

As outlined in section 1 the system has two key modules: 

 

1. Maintenance  
2. Documents  

 

This section will guide you through the specific details on how to use each one of these 

modules.  

  

Log off.  

Figure 4 
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2.1 Maintenance  

The Maintenance module has been created to allow schools to: 

 

▪ Request maintenance jobs through the system. 
▪ View all jobs that are planned to take place in the upcoming months. 
▪ Generate and download a planned maintenance report. 
▪ Access the schools annual year planner which shows all of the jobs that have been 

completed during the calendar year and all jobs that are planned for the remainder 
of the year. 

 

This module therefore provides the school with a real-time view of all planned and reactive 

maintenance services that are due to take place.  

 

 

 

 

 

 

 

 

 

 

 

 

  

To access this module, 

click on ‘Maintenance’.   

 

Figure 5 



 

7 

 

 

2.1.1 Request a Maintenance Job  

This allows the school to log a maintenance job via the System rather than telephoning or 

emailing a member of the DBE team. This should be used for any non-urgent requests. If 

the school has an urgent or technically complex request, they should contact a member of 

the TPM4 Schools team on 01254 955580 (the OOH phone number is 01254 958858).  

 

 

 

1. Click on ‘Request a Job’.  

 

2. Please complete the information 

box with the following: 

• ‘Work Type’ select from the 
dropdown list a description of 
the closest work type to the 
job – i.e. ‘Boiler’ for broken 
boiler.  

•  Job Description’ will need to 
be selected from the pre 
options available which are 
similar to the ‘Work Type’ 

• ‘Job Information’ is a free 
type box were specific 
information on what the 
helpdesk job relates to can 
be added – i.e. boiler 
number 2 is broken in the 
technology block.  

• ‘Priority Required’ should be 
the preferred timeframe in 
which the job needs to be 
resolved.  
 

3. Once this has been completed, 

please click on ‘Submit Request’. 

Your job will then be sent to a 

member of the reactive team.  

Figure 6 

Figure 7 

NOTE. Red text will 

inform you what is 

missing before allowing 

you to submit.   
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2.1.2 Works Diary Month View 

This allows the school to view all planned and reactive jobs that are due to take place each 

month of the year. This option also allows the school to access detail on what jobs are due 

to take place and gives the opportunity to amend these jobs through the System.  Please 

note that we recommend that at least 5 days’ notice is given prior to amending a job through 

the system.  

 

 

 

 

 

 

 

2. The works diary month view 
allows the user to see all planned 
and reactive jobs that are being 
undertaken in the relevant month. 
By selecting the date at the top of 
the page, you can change the 
month which allows you to look 
forward or backwards in the year.  

3. You can use the drop-down 
boxes here to shortlist specific 
types of works such as reactive 
jobs only for example.   

Figure 9 

2

 

Note: Please ensure the reported 

by field is blank as this will 

ensure all jobs for the school are 

shown on the diary view.  

Figure 8 

2

 

1. Click on 

‘Works Diary’.  
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2.1.3 Planned Maintenance Report  

This allows the school to view all planned and reactive jobs that are due to take place in the 

month. This option also allows the school to access detail on what jobs are due to take 

place and gives the opportunity to amend these jobs through the system.  Please note that 

we recommend that at least 5 days’ notice if given prior to amending a job through the 

system.  

4. To see the specific details of jobs, click on 
the highlighted date in which the jobs are 
showing, and the system will show a 
broken-down list at the bottom of the page.     

Figure 10 

Figure 11 

5. If you click on any job within the list shown above 
this will open a job summary page as shown 
here. This provides the school with information 
and updates on the status of the job. You can 
print this using the buttons at the top of the page.      
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1. Click on ‘Planned Maintenance 

Report’.  

 

2. Your client and building will 

automatically populate. You can 

then choose to select start and end 

dates or simply click ‘Generate 

Report’ to download your Planned 

Maintenance Report.  

 

2. Upon clicking ‘Generate Report’ 

an excel document will download 

showing your planned maintenance 

report. This can be stored or printed 

off.  

 

Figure 12 

Figure 13 

Figure 14 
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2.1.3 Year Planner  

This page allows the school to view their bespoke annual plan showing all planned and 

reactive maintenance dates. This document is in real-time.   

 

 

 

 

 

 

1. Click on ‘Year Planner’.  

 

Figure 15 
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Please note that you will need to use the ‘year’ filter on the right hand side of the page to access 

jobs from previous years, the year planner defaults to the current year but all previous years can 

easily be accessed via the filter options.   

 

2. Upon clicking ‘Year Planner’ your bespoke annual planned 

maintenance programme will show on the screen. This programme 

will also incorporate any reactive helpdesk jobs that have been 

logged and planned. This document is live and will immediately 

update following on from logged, completed or cancelled services. 

Jobs can be shortlisted if required by using the job type field.  

Please note that you will need to use the scroll bars on the right-

hand side and bottom of the table to see the whole year of jobs. 

 

3. You are also able to click on any coloured 

boxes shown in the year planner to 

understand what specific services are due to 

be undertaken that day. The colour system 

shows whether a service is outstanding 

(red), has been undertaken but no 

paperwork has been received (orange) or 

complete with paperwork (green).    

 

Figure 16 
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4. Upon clicking the relevant coloured box, 

the following general information data sheet 

will appear on the screen. This will provide 

specific details about the job and allow the 

school to print this. If you wish to amend a 

planned job shown in this box, please 

contact a member of the servicing team.       

 

Figure 17 

Figure 18 

4. Please click on attached documents and a 

dropdown will then appear of any uploaded 

documents. You will then be able to easily 

download any attached job sheets with one click.  
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2.2 Documents  

The Documents module allows the school to access their latest statutory compliance, 

maintenance and quotation certificates and documentation. This avoids the need for 

schools to keep hard copies on site as access to the system can be undertaken at any 

time. Please note however, that services not undertaken by will not be available on the 

system unless sent to a member of the servicing team to upload.  

 

 

 

 

  

To access the module, click on 

‘Policy Documents’.  

 

Figure 19 
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2.2.1 Documents Overview  

The documents overview allows you to access the school’s latest statutory compliance, 

maintenance, and quotation documentation. You are then able to download and view this 

documentation as needed.  

 

 

 

 

 

 

 

  

Upon clicking ‘Policy Documents Overview’ a full list of school 

specific documentation will appear.   

This will include: 

• All compliance and planned maintenance certificates 
and documentation  

• All reactive maintenance job sheets  

• Any quotations requested.  
 

To open a document, click 

‘open’ and the document will 

automatically download.  

 

Figure 20 



 

16 

 

 

3. QUESTIONS AND QUERIES  

 

The system has been developed to be user-friendly, however if you have any further 

questions or queries then please do not hesitate to contact a member of the TPM4 Schools 

Team as below: 

 

E:   info@dbeservices.co.uk  

 

 

 

 

 

 

 

 

 


