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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 .
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WELCOME TO DBE SERVICES

DBE Services has been supporting schools for over 60 years..

We are a group of six educational charities which have been supporting schools with capital, servicing and maintenance work for over half a century. In recent years, in response
to requests from schools, we have added numerous other services including; school improvement; energy and utility management; green energy solutions; IT Services; HR;
supply; recruitment; cleaning; payroll and finance; online live training courses and specialist training as required. In different ways we support over 1000 academies/schools.

DBE Services believes every schoolfacademy/free school is unique. Our services are tailored to meet your individual needs. As well as providing services to individual schools and
academies we work very closely with LAs, Dioceses, local and national educational bodies, academy chains, and other school providers.

TPM4 Schools

TPM4 Schools is DBE Services independent advisory service supporting schools in the management, maintenance and development of the buildings. It offers free independent
advice to all schools. It can offer a comprehensive range of services to meet all statutory, revenue and capital needs. For over sixty years we have been supporting and advising
schools about everything from moving a plug socket to building a new school. Whether it is a major capital project ; a minor repair to the boiler or a statutory service we have

It and cor ‘who can offer advice and guidance and who will seek the most cost effective way of dealing with your needs. We offer a one stop shop
pmwdmg head teachers and govemors with everything they need to maintain, manage , repair and develop their school building

Telephone: 01254 958850

Email: info@dbeservices.co.uk

Hide this content

Request A Job Planned Jobs Maintenance Requests Works Diary Edit Homepage content PPM Reports

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:



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/

L Tass Locin DBESErVI

Please enter your name and infranet password to continue

Username

Password

Note: The password is case sensitive.

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 2. Now input your username and password
Schools team. If you have not received this, provided by a member of the TPM4
please contact a member of the TPM4 Schools Schools Team and click ‘log in’. Please
team. note that this is case and space sensitive.


https://dbe.tabsfm.co.uk/IntranetMobile/

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.

# Reactive Maintenance

B Documents
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1.3 Changing your password
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WELCOME TO DBE SERVICES

DBE Services has been supporting schools for over 60 years...

We are a group of six educational charities which have been supporting schools with capital, servicing and maintenance workfor 1. TO Change paSSWOfd please click

to requests from schools, we have added numerous other services including; school improvement; energy and utility managemer on the ‘Change my password’

supply; recruitment; cleaning; payroll and finance; on-ling live training courses and specialist training as required. In different way . . .
option and follow the instructions.

DBE Services believes every school/academy/free school is unique. Our services are tailored to meet your individual needs. As v

academies we work very closely with LAs, Dioceses, local and national educational bodies, academy chains, and other school pr

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.



1.4 Logging out

To log out of the system, simply click on the following icon:
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WELCOME TO DBE SERVICES

DBE Services has been supporting schools for over 60 years._

We are a group of six educational charities which have been supporting schools with capital, servicing and maintenance work for over half a century. In recent years, in response
to requests from schools, we have added numerous other services including; school improvement; energy and utility management; green energy solutions; IT Services; HR;
supply; recruitment; cleaning; payroll and finance; on-line live training courses and specialist training as required. In different ways we support over 1000 academies/schools.

DBE Services believes every school/academy/free school is unique. Our services are tailored to meet your individual needs. As well as providing services to individual schools and

academies we work very closely with LAs, Dioceses, local and national educational bodies, academy chains, and other school providers.

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.



2.1 Maintenance

The Maintenance module has been created to allow schools to:

= Reguest 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.

IDBE services @s:ms A& HomePage | 3% Modules ~  Logged In As Admin & UserAdmin ~ O Logout
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To access this module,
click on ‘Maintenance’.

pee servicds @)=

WELCOME TO DBE SERVICES

DBE Services has been supporting schools for over 60 years..

‘We are a group of six educational charities which have been supporting schools with capital, servicing and maintenance work for over half a century. In recent years, in response
to requests from schools, we have added numerous other services including; school improvement; energy and utility management; green energy solutions; IT Services; HR;
supply; recruitment; cleaning; payroll and finance; on-line live training courses and specialist training as required. In different ways we support over 1000 academies/schools.

DBE Services believes every schoolfacademy/free school is unique. Our services are tailored to meet your individual needs. As well as providing services to individual schools and

academies we work very closely with LAs, Dioceses, local and national educational bodies, academy chains, and other school providers.

TPM4 Schools



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).

IDBE Serv?{:‘e‘é @me # Home Page 22 Modules ~ Logged In As Admin
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Jobs

.
E 1. Click on ‘Request a Job’.

Year Planner
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ﬂ RequEsT A HELPDESK JoB

Request A Job Search and View Helpdesk Planned Jobs PPM Reports Maintenance Requests Works Diary

A User Admin ~ @ Logout

DBESErvices

2 UserAdmin ~ O Logout

Requestor Name Email Address
I Admin ] peter@dbeservices.co.uk
Phone Number Client . .
I ] [ Sehoal Of Outhack 2. Plegse completg the information
box with the following:
Building o Moot e ‘Work Type’ select from the
| School Of The Quthack - [ Select Floor drOdeWn list a description of
- the closest work type to the
NOTE. Red text will ":’;“’:’f;"e{ — | [""S':Tf:m job — i.e. ‘Boiler for broken
Inform you What |S 1 ode escription, - elect 0l ypes b0||er
missing before allowing e  Job Description’ will need to
you to submit. fion . ] be selected from the pre
options available which are
Job Informacen similar to the ‘Work Type’

e ‘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.

Attach Files to Request e ‘Priority Required’ should be
Click the browse button to select a file and then click "Upload'. 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.



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.

IDBE Serv?&.e.é @s:-—ml: # Home Page I8 Modules ~  Logged In As Admin

Q MAINTENANCE

Request A Job Search and View Helpdesk
Jobs

Tabs .

A& Home Page

2 Modules ~

=

Planned Jobs

PPM Reports

Maintenance Requests

1. Click on
‘Works Diary’.

Logged In As Admin

2 User Admin ~

O Logout

pae services @

Works Diary

& User Admin ~

O Logout

Note: Please ensure the reported
WoRrks DiaRY o L Tabs @
by field is blank as this will
Reported By b1, ENSUTE all jobs for th(_a school are
- 4., Shown on the diary view. H([war_~[[2020 v]»
(o]}
Completion status Worker Group Mon [Tue Wed Thu Fri Sat Sun
Show All - Show All - 1
Worker Work Type 2 3 i 5 B i B
Show All h Show All - 9 10 11 12 13 14 15
Region Job Description 16 17 18 19 20 21 22
Show All - Show All -
23 24 [25 26 lZT 28 29
Client Building
30 31 i i
School Of Qutback - School Of The Qutback d The Works dlary month view

Priority

Nothing selected -

Show All -

Status Level

3. You can use the drop-down

boxes here to shortlist specific

jobs only for example.

types of works such as reactive

© Select a date to display j

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.




Tabs A Home Page 52 Modules - Logged In As Admin # UserAdmin » O Logout

Q Works Diary Tabs @

Reported By Job Type
“[Mar_v|[2019 v|w
Show All -
Completion status Worker Group Mon Tue Wed Thu Fri Sat Sun
1 3
Show All - Show All -
Worker Work Type 4 o b u 10
Show All v Show All - " 12 3 14 15 6 17
Region Job Description 18 19 20 21 3 24
Show All - Show All
25 ’26 27 28 0 £
Client Building
A ————— I
T o ~ " -
Priority Status Level @ Viewing 2 Jobs with a scheduled start date ot'22 March 2019
Show All -
Job No Description Complete Worker Client Building
PM67631  M13 Heating Controls Yes I o
PME7630 MO7 Gas Soundness Testing Yes ]

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

Figure 10

os = Logged In As Admin

R: PM67631

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.

Custormer Order Number
Locabon Descrigtion

;

Workes Name.
Curront Siatus ‘Gomplota (Hstonc Joo)
Detault

Figure 11

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.

2.1.3 Planned Maintenance Report
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O Logout
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Request A Job

Search and View Helpdesk
Jobs

Planned Jobs PPM Reports Maintenance Requests Works Diary

Year Planner

1. Click on ‘Planned Maintenance
Report’.

== Modules ~ 2 User Admin ~

pe services @)=

O Logout

Logged In As Admin

lDBE s.erv‘iﬁ?e'é@ms A Home Page

Q PLANNED MAINTENANCE REPORT

Client Building
School Of Qutback - School Of The Outback -
Start Date Stop Date

Generate report |

Figure 13

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.

Service Interval Last Tested Next Inspection Due

PPM Group ID Worker Contractor

11.1 Emergency Lighting Tests 6 Monthly repetition 18/02/2020 01/04/2020 1081 TPM4 Contractor
12.1 Boiler Servicing and Inspection 12 Monthly repetition No past jobs found 01/07/2020 1084 TPM4 Contractor
12.3 Calorifier/ H Water Heater Service & Inspection 12 Monthly repetition No past jobs found 01/07/2020 1085 TPM4 Contractor
13.1 Gas Tightness Test 12 Monthly repetition No past jobs found 01/07/2020 1083 TPM4 Contractor
13.14 Food Waste, Storage and Removal (including cooker |12 Monthly repetition No past jobs found 01/04/2020 1168 TPM4 Contractor
hood filters)

13.3 Emergency Shut Off Valve Testing 12 Monthly repetition No past jobs found 01/07/2020 1082 TPM4 Contractor
13.4 Catering Equipment Inspections 12 Monthly repetition No past jobs found 01/04/2020 1088 TPM4 Contractor
13.5 Kitchen Hood, Filter & Extract Equipment 12 Monthly repetition No past jobs found 01/04/2020 1089 TPM4 Contractor
13.7 Kitchen Deep Clean (Inc. hood and filters) 12 Monthly repetition No past jobs found 01/04/2020 1090 TPM4 Contractor
13.8 Grease Trap Maintenance 6 Monthly repetition No past jobs found 01/04/2020 1811 TPM4 Contractor
14.1 Air Conditioning Inspection and Maintenance 12 Monthly repetition .No past jobs found 01/07/2020 1893 TPM4 Contractor
15.2 Portable Appliance Testing 12 Monthly repetition ‘l\. o past jobs found 01/08/2020 1791 TPM4 Contractor

2. Upon clicking ‘Generate Report’
an excel document will download
showing your planned maintenance
report. This can be stored or printed
off.

10



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.

IDBE SerV?E.e.é @Wﬂx A HomePage 22 Modules ~  Logged In As Admin 2 UserAdmin ~ @ Logout

Q MAINTENANCE

LR

Request A Job Search and Vlew Helpdesk Planned Jobs PPM Reports Maintenance Requests Works Diary

Year Planner 1. Click on ‘Year Planner’.

Figure 15
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Tabs @ # HomePage 22 Modules ~  Logged In As Admin

Q YEAR PLANNER

# UserAdmin + O Logout

Client Building

School of the Air - School Of The Air
Job Type Work Type

PPM Jobs Only - Show All
Job Description Year

Show All - 2019

I Complete With Attachment |:| Complete Without Attachment I Incomplete |:| Remedial job logged

718

Job Description Client

A
91y
9l
9|~
9|
]

21/01/20
04/0220
11/02/20

3111212
07/01/20

G15 Display Energy School of the Air School Of The Air
Certificates
E06 Emergency Lighting School of the Air School Of The Air
Annual
M04 Extractor Fan School of the Air School Of The Air
Maintenance
MO05 Air Conditioning Units ~ichool of the Air School Of The Air
Annual
(G13 Asbestos Annual School of the Air School Of The Air

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

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.
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Q JoB INFORMATION For: PM65470

Search for Jobs  Print New Job Sheet = View Works Diary =~ View Responses (0) 4. Upon CIICkIng 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

Reported By DBE Senvices Phone school to print this. If you wish to amend a

Department Mot Specified Date Time Created . . .

Start Date 0110172019 000000 planned job shown in this box, please

Email Address test@test.com contact a member of the servicing team.

Est. Completion Date/Time 01/01/2019 00:00 Cost Code

Est. Respond to Date/Time Mot Specified Building

Created By TabsAdmin Job location

Client School of the Air Location Code ot Speciiied

Tranquility Base Sea of Tranquility Moon

Customer Order Number Mot Specified

Location Description Mot Specified

Job Details

Worker Name Local Authority

Current Status Complete (Historic Job) Work Type Display Energy Certificates

Priority Default Job Description G15 Display Energy Certificates

Complete Yes Asset Code 1

Cancelled No Asset Details No asset details exist for this job

Asset Serial Number NIA Completion Date 01/01/2019 00:00:00

Comments MNone

Figure 17
IDBE se N]E'e'g @.«nm # Home Page Bl Modules -  Logged In As Admin & User Admin - (9 Logout

Q JoB INFORMATION For: PPM60161

Print Mewr Job Sheet | View Works Diary | View Responses (3)

General Information

Reported By DBE FRIMARY SCHOOL EXAMFLE Fhone
Department Mot Epecified Date Time Created
Start Date 18/04/2023 00:00:00
Email Address Mot Specified
Est. Completion Date/Time 3 2023 13:30 Cost Code
Est. Respond to Date/Time 2023 14:00 Building
Created By Admin Job location
Client DBE PRIMARY SCHOOL EXAMPLE Lecation Code
SLACKBURN
Customer Order Mumber Mot Specified
Location Description Mot Specified
Waorker Name DBE Test Contractor
Current Status Complets - Awaiting Invoice Wark Type Flannsd Mainsznance
Priority Default Job Desgpimtion - - -
Complete REE Asset Co
Caneelled e #s=t07 4. Please click on attached documents and a
Asset Serial Number MiA Sempleti
Comments Survey to be completed as scon as geeetlie drOdeWn will then appear of any Uploaded

documents. You will then be able to easily
download any attached job sheets with one click.
Document Name Deseription
Iconic-image jpg ‘ ‘

Flgure 18
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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.

lDBE SerVT(‘:.e.é @-‘xmd& A Home Page 22 Modules ~ Logged In As Admin 2 User Admin ~ ® Logout

/ Reactive Maintenance

‘ ﬁ TABS INTRANET HOME B Documents

WELCOME TO DBE SERVICES

To access the module, click on

‘Policy Documents’.
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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.

IDBE Serv?"e.é schooks| A Home Page 2= Modules ~ Logged In As Admin 2 UserAdmin ~ @ Logout

Q’ PoLicy DocUMENTS OVERVIEW DBE SErvicas @ms

Client Building
School Of Qutback - School Of The Qutback -

Sort Results By Sort Order

Title - Asc -
To open a document, click

‘open’ and the document will
Title Client Building Administrative - Jptions automatically download.
8] Test School Of Outback School Of The [
Qutback
£ Title in Here View
Figure 20

Upon clicking ‘Policy Documents Overview’ a full list of school
specific documentation will appear.

This will include:
e All compliance and planned maintenance certificates
and documentation
e All reactive maintenance job sheets
e Any gquotations requested.
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3. QUESTIONS AND QUERIES

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

guestions or queries then please do not hesitate to contact a member of the TPM4 Schools
Team as below:

E: info@dbeservices.co.uk
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