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Revision History

Version | Author Last Modified Date | Changes
1.0 Chris Virtue 17 August 2010 NEW
1.1 Chris Virtue 11 October 2010 Update — link to the Data Centres and Communications

Rooms Handbook

Distribution List

Name Title Business Unit Responsibility

Mark Lyons Manager, Capital Works Group Property Owner

Mark Lyons Manager, Capital Works Group Property Reviewer

Mark Lyons Manager, Capital Works Group Property Approver
Glossary

See also the CBA on-line Glossary (http://commnet2.cba/kb/Glossary/Main/Pages/Home.aspx).

Term Meaning

DFS Door Forced Siren

DOTL Door Open Too Long

E3 Environment, Efficiency, E-community

EAS Enterprise Architecture Services

EWIS Emergency Warning and Intercommunication System (alarm network)
FFL Finished Floor Level

Final Completion

Final completion occurs after the Project Director's satisfactory final inspection that
defects have been rectified; and receipt of final invoices and as-built drawings from the
Construction Manager. Final completion should be within 12 weeks of practical
completion.

FM Facility Manager

GFA Gross Floor Area

ICS Indicative Contract Sum

ICT Information and Communication Technology
IDF Intermediate Distribution Frame

NLA Net Leasable Area

OUN Operational Unit Number
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Term Meaning
PDF Portable Document Format — Adobe Acrobat file format.
Practical Completion The stage when works have been completed in accordance with the contract and all

relevant statutory requirements (with the exception of minor defects or minor
omissions) and the works are reasonably suitable for occupancy.

The Construction Manager hands over possession of the building to the Bank with all
compliance certificates and the defects warranty period begins.

RCD Residual Current Device
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1. Introduction

1.1 Document Purpose

The purpose of this document is to detail the procedures, processes and specifications in Commercial Design and
Construction.

1.2 Target Audience

The intended audience for this document includes:
e Project Directors
e Technology Project Managers
e Project Administrators
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2. Roles and Responsibilities
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Role

With

Responsibilities

Project Director

Group Property

acts as the Group’s representative

overall project management

contactor management

internal client liaison

approving invoices for payment

receiving and issuing communications to the
Construction Manager

notifying the Construction Manager of issues
with leasing, site access etc that may affect
the project

accepting Handover, Practical Completion
and Final Completion Certificates

Construction Manager

External contractor

design and construction

project management

regulatory approvals

calling for tenders

selection of sub-contractors (with Quantity
Surveyor)

management of sub-contractors

site management

issuing Handover, Practical Completion and
Final Completion Certificates

Quantity Surveyor

External contractor

budget preparation

selection of sub-contractors (with
Construction Manager)

approval of invoices

capital dissection

Technology Project Manager

Group Property

(Note: may be performed
by the Business Unit,
especially for small
projects)

technology project management
collecting business requirements
liaising with vendors

relocations planning and implementation

Project Administrator

Group Property

setting up new projects in SAP
processing invoices
general project administration
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3. Process Description
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There are three phases in the Commercial Design Process:

e Approvals
e Development
e Completion

Key to abbreviations

Term Meaning

CM Construction Manager

LGA Local Government Authority
PA Project Administrator

PD Project Director

RA Regulatory Authority

TPM Technology Project Manager
TS Technology Services

Colour Codes

Project Director Cc;;structlon Business Unit
anager
RA Technology
Project Manager
Project

Adminstrator

Leasing

Other CBA
providers

Other external
providers

© Commonwealth Bank of Australia 2008 - ABN 48 123 123 124

Confidential

Commercial Design and Construction Process

Version 1.1 - Page 8 of 111




CommonwealthBank /

3.1 Approvals Phase

During the approvals phase, the project is set up and business and regulatory approvals sought.

1.1 Cap Ex approved
request received by
Group Property

v

1.6 Technology and
transition planning begins

1.2 Construction 1.8 Detail plans approved by
Manager appointed BU

1.9 Construction Manager

1.3 Concept design (concurrently)

applies for CC with
prepares ICS regulatory
authority

1.4 High level budget

Quantity
Surveyor
approved

1.5 CM seeks building

CC granted
owner approval

I
I
I
I
prepared |
I
I
I
I
I

1.7 Construction Manager
(concurrently)

Regulatory
Authority
approved

applies for DA

T

I
I
I
I
I
I
I
I prepares detailed plans
I
I
I
I
I
I

ICS within high-
level budget?

No

Group Property
approved

Yes

v

Authority to proceed [ afm—————"€S

T

calls for tenders

e e—— ——— —— —— — — — — — — — — —
|_ To Development Phase
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Stage

Description

Responsibility

Output issue to:

11

Capital expenditure approved project brief received at
Group Property.

Project Director appointed.

This is the formal commencement of the design process.

Outputs
e Project Brief - Commercial Premises form

1.2

Construction Manager appointed
The Construction Manager is appointed from the approved
panel, according the location and size of the project.

Outputs
e Request for Service (RFS)

e Project Brief - Commercial Premises form

1.3

Concept design

The Construction Manager consults with Project Director to
produce a preliminary design layout for Business Unit
feedback.

Outputs:
e Concept Plan

e Preliminary Scope of Works
e Site Audit Report with photographs

1.4

Concept Design Feedback
The Construction Manager reviews the concept design and
incorporates feedback from the Business Unit.

CM, PD

BU

15

High-level budget prepared
The Construction Manager and the Quantity Surveyor prepare
a high level budget for Business Unit approval

CM
Qs

BU
PD

1.6

Technology & Business Transition Processes
Technology Project Manager appointed who begins liaising
with architects, and ITC and electrical contractors.

Technology and business transition processes run in parallel to
other D&C processes. See the Technology & Business
Transition Processes chapter for more information.

Note: For smaller projects, this may be managed by the
Business Unit.

1.7

Building Owner’s Consent
The Construction Manager obtains the building owner’s
consent as it is required for LGA approval.

CM

PD
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Stage Description Responsibility | Output issue to:
1.8 Regulatory Approvals
The Construction Manager concurrently:
e applies for a Development Application, submitting design
layout and other supporting documentation
e prepares detailed plans for Group Property approval. Plans
include all detail required for the construction phase (e.g.
electrical, mechanical drawings etc)
e works with the Project Director to resolve issues with DA
approval
e calls for tenders
Outputs
o Development Application
e Detailed plans e CM e RA
e Owner’s approval e CM e PD
e Tender documents e CM e RA
e CM o Contractors
1.9 Detailed plans approved
The Project Director seeks Business Unit approval of the PD BU
detailed plans
1.10 ICS and Construction Certificate
After tenders close and DA granted, Construction Manager:
o works with Quantity Surveyor to prepare an Indicative
Contract Sum
e submits detailed drawings and supporting documentation
to obtain Construction Certificate from regulatory authority,
working with the Project Director to resolve any issues.
Outputs
e ICS
e Construction Certificate application
e CM,QS e PD
e CM e RA
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3.2

Development Phase — Parallel Activities

CommonwealthBank /

During the development phase, ongoing project management procedures are followed and invoices paid.

Project Director

prepares budget Project Director

approved by

for entry into SAP m———P» schedules
by Project meetings
Administrator
Ongoing processes
Payment Project

Administrator

4

Project Director

Program

Management,
client liaison etc

Comms room core

applies to Pos and
sends to Accounts
for payment

build

Stage Description Responsibility | Output issue to:
21 Project management set up PD PA

Project Director provides the Project Administrator with budget

and vendor information for setting up the project in SAP within

approved delegation authority.

Regular meetings are scheduled according to the size and

scope of the project

e adds the project to the Steering Committee’s agenda

e schedules a fortnightly Project Control Group meeting for

the project
e adds to agenda of the Program Review meeting for the
Business Unit.

2.2 Ongoing contractor management PD

Projector Director conducts site inspections as required to

monitor progress of work and satisfactory completion of project

milestones
2.3 Invoice processing PD

Invoices received and approved by Quantity Surveyor (within

delegation authority limits).
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Stage Description Responsibility | Output issue to:
2.4 Ongoing program management PD

Including client liaison, meetings, selection of finishes, colours,

furnishings
25 Comms room build TPM

For technology-related items.
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3.3 Completion Phase
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During the completion phase, occupancy certificates are obtained, relocations managed and project is wound up

with the property handed over to Property Management.

3.1 Practical completion —
Certificate of Occupancy

3.2 Final completion
diarised

3.3 Relocation processes |«

3.5 Final invoices received |«

3.4 Building owner notofied

3.7 Budget closed ¢

3.9 Final completion —
warranty period ends —

v

3.8 Accommodation change
request

A

hand over to Property
Management

3.11 Project Director

conducts post-occupancy i«
review with BU
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Stage Description Responsibility | Output issue to:

3.1 Practical Completion
Practical completion occurs when the Bank accepts occupancy
of the property and the warranty period begins. The
Construction Manager responsible for rectifying defects
Practical Completion is conditional upon:

e Occupancy Certificate from regulatory authorities

e approval of Project Director

Outputs:

o defects listed in the Defects Register

e Practical Completion Certificate e« CM e PD

e Practical Completion Form « CM e PD

e Asset list and tag number e PD e PA

e Occupancy Certificate e PD e PM
e RA e PD

3.2 Final completion diarised
On receipt of the Practical Completion Advice, the Project PA PD
Administrator sets up diary reminder for final completion and
capital dissection (practical completion plus 12 weeks).

If final invoices have not been received within 12 weeks of
practical completion, the Project Administrator notifies the
Project Director for follow-up with the Construction Manager
and Quantity Surveyor.

3.3 Relocation processes
Technology Project Manager raises IT Change Management TPM BU, PD
requests and liaises with Business Units to manage
relocations.

3.4 Lessor / Building Owner notified Leasing Team Lessor / Building
Leasing Team sends a copy of the Occupancy Certificate to Owner
the building owner.

35 Final invoices received
Within 12 weeks of practical completion. CM PD, QS

3.6 Capital Dissection process conducted in accordance with the
tax laws to apply expenditure for each element for depreciation | QS PD
and tax purposes. (or PD and CM
(Elements include carpets, window treatments, doors etc). for smaller

projects)

3.7 Budget closure
Project Administrator checks the final costs against the project, | PA Accounting Team
exhausts any remaining purchase orders and budget, hands
over to Accounting for asset tracking

3.8 Accommodation Change Request raised
Updates the Business Unit's rental particulars. PD

3.9 Final Completion Property
Warranty period ends. Hand over to Property Management. PD Management
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Stage Description Responsibility | Output issue to:
3.10 Project budget closed
Funds transferred to the depreciation account PD
Accounting
Team
3.11 Post-occupancy review
Conducted in the form of questionnaire to the Business Unit. PD
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4. Completion procedures

4.1  Practical completion

Practical completion occurs when the works have been completed in accordance with the contract and all relevant
statutory requirements (with the exception of minor defects or minor omissions) and the works are reasonably
suitable for occupancy.

The Construction Manager hands over possession of the building to the Bank with all compliance certificates and
the defects warranty period begins. Practical completion is conditional upon the following:

e site inspection by the Project Director

e occupancy certificate from the regulatory authority.

The Construction Manager provides the Project Director with a Practical Completion Pack that includes the
following:
e CBA Defects Register spreadsheets (using the standard CBA template)
e as-built drawings, specifications, key contacts etc as per the Project Director’s Practical Completion
Checklist on CD-ROM.

4.2  Final Completion

Final completion occurs when the Construction Manager has rectified all defects and forwarded final invoices to the
Project Director for payment. The property is then handed over to Property Management.

After final completion, the Project Director:
e uploads all documentation received from the Construction Manager into Documentum.
e hands the CD-ROM and checklist received from the Construction Manager to the Property Manager.

Note: All property managers are listed in Prima. See Looking up the property manager for instructions.
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5. Technology & Business Transition Processes

5.1 Process description

Technology and business transition takes place through all three phases of the Design and Construction process.

There are three overlapping streams:
e approvals
e core build
e business transition

Approvals Phase

PD provides TPM
with copies of
relevant
documents

Translates scopes

kP Of ito technology

requirements

Developments
comms room <
requirements

' Review and sign-
off d

Enterprise
Architecture <
Services approval

Core Build

. Tech plans sent to
pCM

High-level solution
developed

!

Quotes from
external providers

Construction ¢
phase

Nop Resolve budget

budget? issues

| e e e e e e —
Y;s I | Business Transition 1
| I I
Base build comms [ Business |
room < | | engagement |
' | |

[ - | I Set up internal &
____________ | external facilities | |
I I
I I

Develop churn

I sheets < I
I I
I I
| b)) Execute move I
I I
I I
____________ -
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5.1.1 Approvals phase
Stage Description Responsibility | Output issue to:
1.1 Technology planning begins:
Project Director provides Technology Project Manager with the | PD TPM
following documents:
o floor plans
e communications plans
e high-level building brief (including number of staff, job
types, business scope of works)

1.2 Communications rooms requirements developed for ICT TPM BU
engineers, including power requirements, air conditioning, UPS EAS
etc.

1.3 Business unit reviews and signs off. BU TPM

14 Enterprise Architecture Services and Data Cable Management | EAS TPM
Services review and sign off.

15 Approved technology plans forwarded to the construction TPM CM
manager.

1.6 During the construction phase, communications room are built. | CM

5.1.2 Core build

Core build begins during the construction phase and runs in parallel. By the end of this phase, an empty
communications room is built, with power and data connections in place

Stage Description Responsibility | Output issue to:
2.1 High-level solution developed
Building-dependent solution developed according to business TPM
requirements with reference to the Bank’s data centre
standards and master services agreements.
2.2 High level solution sent to suppliers on the panel for
quote. TPM Suppliers
Price book (volume-based pricing) to apply.
2.3 Quotes received by Technology Project Manager Suppliers TPM
2.4 Budget issues (if any) arising from quote resolved
TPM negotiates with BU and suppliers to bring costs into TPM BU
project scope. Suppliers
25 Base-build communications room
Core infrastructure installed (switches, PABX, etc) to a pre- TPM
user state.
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Business transition
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Stage

Description

Responsibility | Output issue to:

3.1

Transition planning

The Technology Project Management works with the
Accommodation Planning to develop a transition plan. For
large scale projects, this should start around 16 weeks before
the scheduled move date.

Relocation planning meetings chaired by the Technology
Project Manager and minuted.

TPM BU, PD

3.2

Business engagement

User by user analysis of every component of the business:
e technology (PCs, phones, printers etc.)

e business process flows

e churn sheets developed

TPM BU

3.3

Internal and external facilities set-up to relocation dates,
including

o fire wardens and first aid

e mail delivery

¢ milk, tea and coffee

Floor should be ready around two weeks prior to the scheduled

move date.

TPM BU

3.4

Execute move
Move takes place over a weekend:
e Friday:
o technology relocation
e Saturday:
o technology configuration
o personal effects relocated
e Sunday:
0 user acceptance testing
e Monday:
o first day of business in new premises

TPM
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6. Project Brief for Commercial Premises

6.1 Completing the Project Brief

The Project Brief form is to be completed by the Business Unit requesting major property works. The form and
attachments are to be sent electronically to applicable distribution.

Notes:
e Exercise version control rules when making changes to the form by updating the date and the version

number in the title block of the form.
e Save the filename with the following naming convention: Property brief_property address_ver number. For
example, Property brief Iv7 52Martin place_verl.xls
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6.2 Property Council of Australia - National office quality grade guidelines
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Grade

Size

Floor plate

Finish

Technical Services

Premium

Sydney / Melbourne CBDs
generally >30,000 m?.
Other CBDs generally
>20,000 m”

>1,000 m?, largely
column free

A landmark office building
located in major CBD
office markets that is a
pace-setter in establishing
rents and includes:

e ample natural lighting;

e good views and
outlook;

e prestige lobby finish;

e on-site undercover
parking;

e quality access to/from
an attractive street
setting;

e premium presentation
and maintenance.

State of the art technical services will typically include
the following:

Heating, Ventilation and Air-conditioning System:

e multiple zones of approximately 70 m? with around
25 watts per m? for tenant equipment;

e have a supplementary fresh air system,

e auxiliary condenser water loop for tenant use and
capacity for tenant exhaust risers.

Lifts:

e waiting interval not to exceed 25 seconds,

¢ handling capacity in excess of 15% and a high
quality ride with low noise,

e atleast one dedicated goods lift.

Power:
e minimum of 25 watts per m” load capacity,
e dedicated data risers should be available.

Lighting:
e high quality ultra-low brightness fittings

Building Intelligence:

¢ high quality building automation system,

e 24-hour access via card key,

e after hours air-conditioning dial-up, energy and
stand-by power management,

o staffed control room, perimeter security, and closed-
circuit TV.

Stand-by Power
o full power for all essential services and ventilation
and at least 50% power for lighting and lifts.
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Grade Size Floor plate

Finish

Technical Services

Grade A Sydney / Melbourne CBDs

generally >10,000 m? column free

>600 m* largely

High quality space

including:

e good views/outlook;

e quality lobby finish;

e on-site undercover
parking;

e quality access to/from
an attractive street
setting;

e high quality
presentation and
maintenance.

High quality technical services will typically include the
following:

Heating, Ventilation and Air-conditioning System:

e multiple zones of approximately 100 m* with around
15 watts per m” for tenant equipment.

e should have an auxiliary condenser water loop for
tenant use and capacity for tenant exhaust risers.

Lifts:

¢ waiting interval not to exceed 30 seconds,
e handling capacity around 14 to 15%

e agood quality ride.

Power:
e minimum of 15 watts per m® load capacity.

Lighting:
o lower quality ultra-low brightness fittings.

Building Intelligence:

e direct digital controls,

e 24-hour access with card key and off-site alarm
monitoring,

e key switch after hours air-conditioning.

Stand-by Power:
o full power for essential services and full ventilation.
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Grade

Size

Floor plate

Finish

Technical Services

Grade B

Any size

Any size

Good quality space with a
reasonable standard of
finish and maintenance. \

Tenant car parking
facilities should be
available.

A basic standard of technical services that will generally
include most of the following:

Heating, Ventilation and Air-conditioning System:
e areasonable system with one controllable zone per
building face.

Lifts:
e waiting interval not to exceed 35 seconds,
e handling capacity around 13-14%.

Power:
e load capacity 10 watts per m*

Lighting:
e recessed prismatic fittings.

Building Intelligence:

e electronic controls,

e 24-hour access with key card,

e key switch for after hours air-conditioning.

Stand-by Power:
e none.
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7.
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Design Principles

7.1

Organising Principles

The overall organising principles are:

7.2
7.2.1

Customer Service: a service based culture

Community: a workplace that reflects CBA'’s values and engages all its people
Connectivity: a team based working environment

Collaboration: an atrium as the community’s heart

Equity: easy access to everything

Flexibility: choice of different ways of working

Simplicity: an uncomplicated workplace with atriums, bridges and lift cores as workflow organisers
Fulfilment: providing employees with the tools they need

Innovation: 6 stars ratings

Security: secure front door with free access internally

Sustainability: a healthy place to be

Value: value for money and demonstrates that employees are valued

Workplace Guidelines
Key Base Building Attributes

The buildings should recognise the relationship between the internal workplace environment, the architectural
envelope and the surrounding external community

Building Layouts
Building Layouts should:

have regular layouts and generous size, ideally ranging from 1,500m2 (min) to 3,500m2 (max).

have maximum access to natural light — approx 95% within 12m to 14m of the facade.

be situated for optimal orientation of the buildings. The building be fully integrated with the surrounding
amenities and landscaping.

have compact and efficient cores to help maximise floor plate efficiency — 85 to 90% NLA / GFA.

have amenities and services designed for a density of one person per 10m®.

Atriums, Wintergardens and Link Bridges

Atriums and “wintergardens” should be incorporated to provide visual connectivity across floor plates and
to adjacent levels to help provide a vibrant and interactive work environment.

There should be staircases within atriums to help promote interaction between floors and to provide vertical
links in buildings.

Link bridges should be incorporated to help provide horizontal linkages across atriums and between
buildings.

Design elements should be incorporated into the building design to provide focal points that can be used to
help drive interaction and communication.

Environmental Issues
Building should be designed to achieve best practise certification for Australian commercial buildings: a minimum
Green Star rating of six stars and an ABGR (Australian Building Greenhouse Rating) of five stars.
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7.2.2 Work Space
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Workspaces should be designed to provide an efficient and supportive environment that promotes visibility, team

building and a sense of well being for individuals.

Workstations should be uniform.

The work space ratio should be 80% of NLA for all business units.
The office free policy is to continue (i.e. no internal walls).

People with special needs should be catered for within the workspace.

Executive General Managers are to be provided with a meeting space to adjacent to their workspace.
General Executives are to be provided with an integrated meeting reception and work area.

A percentage of work space should be utilised as project / growth space.

There should be an area adjacent to the atrium that is to be assigned as a “hot desk” area.

Note: “Hot desk” should not be counted for the density calculation.

7.2.3 Shared Space

Shared space should be designed from the perspective that it is the heart of the building where new ideas are

encouraged and knowledge shared.

e The shared space ratio should be 20% of NLA for all business units.
e Formal (client facilities) and large meeting rooms should be centrally located and managed; and should be

easily accessible from reception

e All meeting rooms should be able to be reserved under a central booking system.
e Informal meeting areas are be strategically located throughout the building and should support

collaboration, transparency and communication.

e Meeting spaces, (both formal and informal) should be located near vertical connections and nodes.

e There should some meeting space in the pods.

7.2.4 Work Space / Share Space Guidelines
There should be

e defining points of intersection and neighbourhoods

active workspace and circulation pathways
maximum available light and views
adjacent support areas for teams

active vertical circulation points

7.2.5 CBA Metrics

balconies and atriums that avoid ‘ownership’ issues

Use the following combination of key metrics to the support the Bank’s operational requirements and adapt them to

support specific business group requirements:

Item

Desired metric

Optimum workplace density

1 person per 10.0m?2

Target workspace: shared space ratio

80:20

Sustainability rating

5 green stars

Shared space allocation (20% of NLA)

Formal meeting areas (4 people per seat)

Informal meeting areas (3% of NLA)

Major hub (7.5% of NLA)

Minor hub

Tech nodes and support areas including compactus
units

Tea points per person: 1.5

Storage

3.0 linear metre per person
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7.2.6
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Vertical Strategy

There should be a whole of building approach to ensure a strong and lasting business and social community.
Design elements should include where appropriate:

7.2.7

employees and customers entering buildings through a single security point

the use of atrium floors to introduce customers to the client-facing facilities and views of parks

employees utilising lift bank to access other levels

“destinational” elements located at the intersection of the stairs and the bridges

major hubs alternating in size from floor to floor

shared spaces around the atrium edge varying in nature and location to provide visual interest and offering
different engagement models

hub facilities scaled to support atrium floor hubs on Level 1

Atrium Space

Atriums:

provide light, warmth and permanence around which a diverse business community can thrive

embody the majority of the organising principles

communicate an energetic, innovative community passionate about the Bank and its customers

link all shared facilities to reinforce a whole of business approach, and provide greater access to a wider
range of shared spaces, taking full advantage of the visual connection to these facilities

are the primary sources of activation are the employees as they move from place to place to socialise,
present, teach, learn and share their knowledge with each other.

These activities can be facilitated by providing the following base building and tenancy elements:

Pods: “destinational” elements for formal and informal requirements

Bridges: a means of improving circulation and creating a visually dynamic environment

Stairs: a means of quickly accessing multiple facilities

Shared spaces and hubs: multifunctional spaces to support various operational and social activities
Meeting rooms: acoustically treated with a degree of visual privacy for more formal occasions

Atrium design considerations:

7.2.8

Limited ‘full height’ activities can occur around the atrium edge so long as they are transparent.
Atrium edges should not be ‘owned’ by workstations, the exception being hot desks.

Visual barriers between the atrium and the workplace should be minimised.

Acoustic and glare considerations need to be integrated into the atrium.

Circulation can occur around the atrium edges, however a “race track” effect is to be avoided

Vertical Elements — Stairs

Stairs, bridges and pods should be utilised to improve circulation, enable quick access to a variety of facilities and
to create a visually stimulating environment.

7.2.9

Floors should be connected with an open stairs to promote a collaborative environment.

A single stair should be located close to the centre point of the atrium to serve the mid section of the
building.

Use fire stairs to serve either end of buildings.

On the upper levels, straight stairs can help reduce glare.

Staggering stair locations encourages movement around the atrium and helps promote social interaction.

Vertical Elements — Bridges

Use bridges to bind large floor plate elements and promote circulation and activity.
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7.2.10 Technology

In order to realise the full potential of the new work environment, technology must be closely integrated with the
physical space.

CommonwealthBank /

Employees should be able to work seamlessly from various locations within the building:
atriums and internal cafes become places to work and support meetings

teams should be able to form and disband with ease

meeting rooms are to be enablers of communication and collaboration for teams
“hot desking” and mobile working to be supported throughout the building

buildings to enable connectivity across the CBA corporate network

Technology should partner with the physical environment to support the Bank’s changing business needs.

7.2.11 Building Management

A simple, single, centralised point of support the businesses in the work environment.
End to end services to include:

central reception

visitor management system

meeting room management

space planning: stacking, project space, growth space, and churn
hot desk and hotelling system

organising event and building activities

food offering and catering services

transport and parking management

on-site security and access control

main communications room supplier management
cleaning and maintenance

energy conservation and recycling policies

Ensuring the workplace continues to support business goals and employees’ needs long after the design is
finalised.
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8. Specifications

8.1 General Notes

All works shall comply with relevant Australian standards, building regulations, statutory authorities having
jurisdiction and local council.

All areas affected by demolition and new works are to be made good.

Suppliers and sub-contractors shall provide all relevant as-built drawings, glazing, plumbing and electrical
compliance certificates upon completion.

All quantities notes are to be conformed prior to order or construction of items.

Fire sealing of any penetrations to fire-rated building elements with tested system in accordance with AS 1530.
Contractors are to provide certificate on completion.

All wet area details to proposed breakout areas are to be in accordance with AS 3740.
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8.2 Finishes Schedule
8.2.1 Floor Finishes

Rev. | Code | Location Specification Supplier/Manufacturer = Notes/Comments/Sample

A FCP1 | Throughout As per tendered specification | Feltex Carpets (Invicta)
unless — to be textured loop carpet
specified in dark grey colour
otherwise

A FCP2 Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Candied Cherry preparation to these areas. Refer to plan for location
tech node (Cherry Red)

A FCP3 | Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Shrinking Violet preparation to these areas. Refer to plan for location
tech node (Blue)

A FCP4 | Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Passion Play preparation to these areas. Refer to plan for location
tech node (Purple)

A FCP5 | Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Roasted Cashews preparation to these areas. Refer to plan for location
tech node (Sand)

A FCP6 Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Licorice Stix preparation to these areas. Refer to plan for location
tech node (Black)

A FCP7 Lift lobby Range: Colourbox Interface Note: This carpet is in tile format. Allow necessary floor
social hub Colour: Tangy Tangerine preparation to these areas. Refer to plan for location
tech node (Orange)

A VIN1 Social hub Range: Marmorette Armstrong Sheet format — 2.5mm thickness

Colour: 121-26 (Light Blue)
Code: 42121262
A VIN2 Social hub Range: Marmorette Armstrong Sheet format — 2.5mm thickness
Colour: 121-73 (Orange)
Code: TBA
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Rev.

Code

Location

Specification

Supplier/Manufacturer

VIN3

Social hub

Range: Marmorette
Colour: 121-28
Code: TBA

Armstrong

VIN4

Social hub

Range: Marmorette
Colour: 121-52
Code: TBA

Armstrong

VINS

Social hub

Range: Marmorette
Colour: 121-45
Code: TBA

Armstrong

AFV1

IT room

Range: Polyflor Antistatic
Colour: Silver Grey 5110
(Weld Rod 9120)

Polyflor

AFT1

IT room

Range: Fibrecore C25
‘standard duty’ bolted
stringer access floor system
Size: 600 x 600 x 25mm

Tasman Floors

nominated otherwise

CT1

Refer to plan:
floor tile

Range: Collezione Interni
Colour: RF Grigio

Finish: Textured (R10)

Size: 100 x 100 with a colour
matched grout

Refer below for 100mm high
coved skirt tile

Classic Ceramics

Cvl

Cove skirt tile
to be used in
conjunction
with CT1

Range: Collezione Interni
Colour: Grigio — cove

Finish: Matt Glazed

Size: 100 (h) x 200 (w) with a
colour matched grout

Classic Ceramics

100 (h) x 200 (w)
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8.2.2 Wall finishes
Rev. | Code | Location Specification Supplier/Manufacturer Notes/Comments/Sample
A P1 General paint Colour: Chalk U.S.A. Dulux — Master Palette Allow Wash and Wear acrylic
finish. Refer plans Code: 50YY 83/086
Finish: Low Sheen
A P2 Feature paint finish. | Colour: Moonstone Dulux — Master Palette Allow Wash and Wear acrylic (light green
Refer plans Code: 50YY 58/211 taupe)
Finish: Low Sheen
A P3 Feature paint finish. | Colour: Pecan Tree Dulux — Master Palette Allow Wash and Wear acrylic (neutral mid
Refer plans Code: 30YY 28/161 taupe)
Finish: Low Sheen
A P4 Door paint finish. Colour: Bronze Dulux — Master Palette Inclusive of all existing core and service
Refer schedule Code: 40YY 13/094 cupboard doors. (dark bronze brown)
Finish: Semi-gloss
A P5 Feature paint finish. | Colour: Sunlounge Dulux — Color Specifier Allow for coloured undercoat Allow Wash and
Refer plans Code: P10.H9 Wear acrylic (mid orange)
Finish: Low Sheen
A P6 Feature paint finish. | Colour: Poinciana Red Taubmans Allow for coloured undercoat Allow
Refer plans Code: T38-8R Ceramacoat acrylic (mid red)
Finish: Low Sheen
A P7 Feature paint finish. | Colour: Dress Blues Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 81BG 09/241 Wear acrylic (mid blue)
Finish: Low Sheen
A P8 Feature paint finish. | Colour: Pumpkin Face Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 00YY 34/562 Wear acrylic (yellow / orange)
Finish: Low Sheen
A P9 Feature paint finish. | Colour: Night's Edge Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 70BB 12/116 Wear acrylic (blue purple)
Finish: Low Sheen
A P10 Feature paint finish. | Colour: Cape Verde Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 90YY 23/273 Wear acrylic (dark green)
Finish: Low Sheen
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Rev. | Code | Location Specification Supplier/Manufacturer Notes/Comments/Sample
A P11 Feature paint finish. | Colour; Wax Way Dulux — Colour Specifier Allow for coloured undercoat Allow Wash and
Refer plans Code: P15.F5 Wear acrylic (yellow)
Finish: Low Sheen
A P12 Feature paint finish. | Colour: Shaded Fuchsia Dulux — Colour Specifier Allow for coloured undercoat Allow Wash and
Refer plans Code: P01.D8 Wear acrylic (red purple)
Finish: Low Sheen
A P13 Feature paint finish. | Colour: Zirkon Taubmans Allow for coloured undercoat Allow
Refer plans Code: T36-80 Ceramacoat acrylic (dark red)
Finish: Low Sheen
A P14 Feature paint finish. | Colour: La Mesa Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 30YY 55/151 Wear acrylic (light beige)
Finish: Low Sheen
A P15 Feature paint finish. | Colour: Ocean Floor Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 30BB 23/291 Wear acrylic (sky blue)
Finish: Low Sheen
A P16 Feature paint finish. | Colour: Duckweed Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 70YY 37/366 Wear acrylic (light green)
Finish: Low Sheen
A P17 Feature paint finish. | Colour: The Colour Purple Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 50RB 11/145 Wear acrylic (mid purple)
Finish: Low Sheen
A P18 Feature paint finish. | Colour: Orange Bowl Dulux — Master Palette Allow for coloured undercoat Allow Wash and
Refer plans Code: 47YR 24/626 Wear acrylic (dark orange)
Finish: Low Sheen
E P19 Skirting paint finish. | Colour: Raku Dulux — Colour Specifier Applied only to non heritage/non existing
Refer plans Code: PG2.C7 skirtings
Finish: Semi gloss
F CT2 Refer to plan: Range: Collezione Interni Classic Ceramics Or equivalent to approval 200 x 200mm
Wall tile Colour: In Ghiaccio
Finish: Matt Glazed
Size: 200 x 200 with white grout
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Rev. | Code | Location Specification Supplier/Manufacturer Notes/Comments/Sample
A CT4 Refer to plan Range: Vogue 200 x 200 Classic Ceramics Or equivalent to approval
Colour: White — semi-gloss
E F1 Operable walls & Range: Liquid Instyle (light beige with wavy line pattern)
acoustic panels to (Old range - Wave)
meeting rooms Colour: Paper
(Old colour-Linen)
E F2 Operable walls & Range: Liquid Instyle (mid beige with wavy line pattern)
acoustic panels to Colour: Formula
meeting rooms
E F3 Operable walls & Range: Liquid Instyle (dark grey with wavy line pattern)
acoustic panels to (Old range-Wave)
meeting rooms Colour: Lunch
(Old colour-Slate)
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Joinery finishes
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Rev.

Code

Location

Specification

Supplier/Manufacturer

Notes/Comments/Sample

A

L1

Joinery and work surfaces

Colour: Parchment
Finish: Flint
Code: 202

Laminex

L2

Tambour door end unit and free-
standing storage unit bench finish

Colour: Jute
Finish: Flint
Code: 357

Laminex

L3

Meeting tables

Colour: Curly Birch
Finish: natural
Code: 639

Laminex

L4

Utilities joinery under bench cupboards

Colour: Iron Ore
Finish: Velvet

Formex

L5

Full height storage

Colour: Paperbark
Finish: Flint
Code: 449 Laminex

L6

Refer drawings

Colour: Eggplant
Finish: Natural
Code: 483

Laminex

L7

Refer drawings

Colour: Zinc Lustre
Finish: Natural
Code: 749

Laminex

L8

Utility joinery below bench

Colour: Marigold
Finish: Velvet
Code: N/A

Formex

Bright Orange

L9

Utility joinery below bench

Colour: Memphis Red
Finish: Velvet
Code: N/A

Formex

Bright Red

L10

Utility joinery below bench

Colour: Tourmaline
Finish: Velvet
Code: N/A

Formex

Dark Burgundy
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Rev. | Code | Location Specification Supplier/Manufacturer | Notes/Comments/Sample
A L11 Refer drawings Colour: Empire Laminex Yellow
Finish: Flint
Code: 374
A L12 Refer drawings Colour: Olive Laminex Olive Green
Finish: Natural
Code: 406
A L13 Refer drawings Colour: Royal Laminex Navy Blue
Finish: Natural
Code: 749
A L14 Refer drawings Range: Colourcore Laminex White
Colour: White
Code: 200
A PB1 Pin board to utilities Forbo Krommenie Bulletin Board | Durloid
Code: 2182
C MRB1 | Social hub tea area. Refer drawings Range: Marblo Marblo Marblo to be 26mm thickness in
Colour: Refer to drawing all applications.
Allow to polish and ariss edges
C MRB2 | Social Hub tea area Refer drawings Range: Marblo Marblo Marblo to be 26mm thickness in
Colour: Refer to drawing all applications.
Allow to polish and ariss edges
C MRB3 | Social Hub tea area Refer drawings Range: Marblo Marblo Marblo to be 26mm thickness in
Colour: Refer to drawing all applications.
Allow to polish and ariss edges
B GL1 Social Hub tea area Refer drawings Code: To colour match a paint Aussie Glass
code
Colour: Refer to drawing
(Opaque colour-backed glass)
B GL2 Social Hub tea area — refer drawings Code: To colour match a paint Aussie Glass

code
Colour: Refer to drawing
(Opaque colour-backed glass)
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Rev. | Code | Location Specification Supplier/Manufacturer | Notes/Comments/Sample
A GL3 Lightbox detail — refer drawings Code: GGA-475 Graphic Glass
Colour: Semi-opaque white
A GL4 Conference room Colour: “Starphire” White colour | Grosvenor Glass
backed glass
F ST1 Refer to plan: Bathroom Vanity top Range: Reconsituted Quartz Rocks On Or equivalent to approval

Code: RXTS-4350
Size: 25mm Thick
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8.2.4 Loose furniture

Rev. | Code | Location Specification Supplier/Manufacturer Notes/Comments/Sample

A F4 Meeting chairs Range: Union Code: 295-22 Woven image Red /orange

E F5 Workstation Spine Screens Range: Ice (Old range — Drift) Instyle Silver
Colour: Age (Old colour-Tunrda)

E F6 Workstation Wave Screens Range: Ice (Old range — Drift) Instyle Grey
Colour: Cube (Old colour-Granite)

E F7 Workstation Wave Screens Range: Ice (Old range — Drift) Instyle Green
Colour: Over (Old colour-Olive)

E F8 Workstation power blades Range: Ice (Old range — Drift) Instyle Orange
Colour: Breaker (Old colour-Uluru)

E F9 Workstation power blades Range: Ice (Old range-Drift) Instyle Dark plum
Colour: House (Old colour-Plum)

A F10 Task chairs Range: Think Instyle Black + White
Colour: Tank

A F11 Lounge chairs — entry area and hub Range: Raw Red
Colour: Passion / 2 Instyle

A F12 Lounge chairs — entry area and hub Range: Raw Instyle Dark Brown
Colour: Hide / 2

A F13 Lounge chairs — entry area and hub Range: Raw Instyle Dark Purple
Colour: Beauty / 2

A F14 Lounge chairs — entry area and hub Range: Raw Instyle Brown Yellow
Colour: Sugar /2

A F15 Lounge chairs — entry area and hub Range: Raw Instyle Brown Orange
Colour: Ambition / 2

A F16 Lounge chairs — entry area and hub Range: Macrosuede Warwick Wine

Colour: Port
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Rev. | Code | Location Specification Supplier/Manufacturer Notes/Comments/Sample

A F17 Lounge chairs — entry area and hub Range: Macrosuede Warwick Rust
Colour: Red Gum

A F18 Lounge chairs — entry area and hub Range: Macrosuede Warwick Pink
Colour: Magenta

A F19 Lounge chairs — entry area and hub Range: Macrosuede Warwick Blue
Colour: Storm

A F20 Lounge chairs — entry area and hub Range: Macrosuede Warwick Orange
Colour: Mandarine

A F21 Lounge chairs — entry area and hub Range: Macrosuede Warwick Dark wine
Colour: Mulberry

A F22 Lounge chairs — entry area and hub Range: Macrosuede Warwick Yellow green
Colour: Cornmeal

A F23 Lounge chairs — entry area and hub Range: Raw Instyle Navy Blue
Colour: Spirit

A F24 Lounge chairs — entry area and hub Range: Raw Instyle Brown Grey
Colour: Wit/ 2
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8.2.5 Graphics
Rev. | Code | Location Specification Supplier | Notes/Comments/Sample
A A,B,C | Refer to drawings Wall Print Graphics Trannys Blue/Orange
Suite 1 — ‘Water’
A - Blue Water - ‘Energise’
B - White Water - ‘Imagine’
C - Orange Water -‘Innovate’
A D,E,F | Refer to drawings Wall Print Graphics Trannys Red/Blue
Suite 2 — ‘Sea Life’
D - Green Seaweed-‘Emerge’
E - Shell -‘Aware’
F - Sea Urchin - ‘Challenge’
A G,H, | | Referto drawings Wall Print Graphics Trannys Green/Blue
Suite 3 — Vegetation
G - Green Leaf - ‘Focus’
H - Green Fern - ‘Growth’
| - Venus Fly Trap - ‘Evolve’
A J, K, L | Refer to drawings Wall Print Graphics Trannys Pink/Yellow

Suite 4 — Floral

J - Pink Flower - ‘Create’

K - Yellow Flower - ‘Generate’
L - White Lily - ‘Inspire’
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Rev. | Code

Location

Specification

Supplier/Manufacturer

Notes/Comments/Sample

A BL1

Perimeter glazing — to all facades

Sunscreen /.glare blinds —mermet
‘T-screen’

Colour: M81 (linen-pearlgrey)
Roller blind system with side chain
control — manual operation

Harvey Blinds

A BL2 16

Person meeting room

Blackout blinds Mermet Flocke
Colour: Loutre #609

Roller blind system with side chain
control — manual operation

Harvey Blinds
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8.2.7 Finishes supplier contact details
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Supplier/Manufacturer

Phone

Fax

Armstrong

1800 632 624

02 9604 3278

Aussie Glass

02 9280 3175

02 9603 8245

Classic Ceramics

02 9550 9382

Durloid

1800 066319

Durloid

1800 066319

Feltex Carpets (Invicta)

1800 801 712

02 9572 8911

Formex

1300 731 100

1300 550 003

Graphic Glass

02 9525 7322

Grosvenor Glass

02 9559 8233

02 9559 8244

Harvey Blinds

02 9698 9955

02 9698 9381

Instyle

02 9557 8755

02 9557 7877

Interface Ph:

02 9698 3303

02 9698 3396

Laminex 02 9552 4001 02 9552 4945
Marblo 02 9687 6666
Polyflor 01800 777 425 02 9632 8599
Rocks On 02 9331 8340

Tasman Floors

029728 4111

02 9728 3088

Trannys

02 9436 0988

02 9437 5552

Warwick

02 9518 8688

02 9518 8699

Woven Image

02 9326 0433

02 9326 0316
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Furniture Specifications
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Item Type

Description

Fabric or Finish

Waiting area table

Base:450mm high quadro polished stainless steel
Top: 800 x 800 x 25 mm ‘EO’ board
Finish: Laminate with ABS edging

Laminex Curly Birch
Natural finish 639

Meeting room
coffee table

Quest coffee table

Top: 450 x 450 x 25 mm laminated HMR board with
match 2 mm PVC edge

Legs: 500 mm high chrome square

Laminex Curly Birch
Natural finish 639

Meeting room table

720 mm high table

Base: balance 7200 ‘T’ chrome finish

Top: 1200 x 2500 x 25 EO board with laminate finish
and ABS edging

Laminex Curly Birch
Natural finish 639

Meeting room table
(round)

720 mm high table

Base: balance 7400 (4-way) chrome finish

Top: 1050 (diameter) x 25 EO board with laminate
finish and ABS edging

Laminex Curly Birch
Natural finish 639

Meeting room table

720 mm high table

Base: balance 7200 ‘T’ chrome finish

Top: 1000 x 2000 x 25 EO board with laminate finish
and ABS edging

Laminex Curly Birch
Natural finish 639

Power box
(for meeting table)

Hinged flap 300 x 150 with 4 x GPOs and data/AV
holes

Meeting room table

720 mm high table

Base: balance 7200 ‘T’ chrome finish

Top: 1000 x 2000 x 25 EO board with laminate finish
and ABS edging

Laminex Parchment Flint
Finish 202

Hot desk 1500 x 750 mm refer to GGI Office Systems for Laminex Parchment Flint
details Finish 202
1 x mobile pedestal per desk

Waiting area chair | Quadro single seater (Generally)

Instyle source 24 Joy back and seat
cushion
Instyle bold 6 character

Meeting room chair

skin chair with black base, height adjustable with
fixed arms

Standard black mesh back
Instyle source 7 origin seat

Workstation chairs

Renaissance task chairs
High back

Black five-star base

No arms

Gas height adjustment
Synchro mechanism

Instyle Think Tank 3

Break room chair

Joi chair (stackable)

Polypropylene chair
Colour: white

Breakout area stool

Lynx high stool to suit 1060 mm bench top

JR Weave Falcone Midnight

Filing cabinet

900 mm wide x 500 mm deep Infinity Lateral 3-
drawer

Standard silver finish
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Item Type

Description

Fabric or Finish

Workstations

ViSi eX3 Workstations 1400 x 1400
1 x mobile pedestal per workstation
1 x shelf with dividers per workstation

Laminex Parchment Flint

Finish 202

Instyle flash light 1 fabric to spines
Instyle ice snow fabric to ends

Workstation tops

Laminated MDF top 1630 x 300

Laminex Parchment Flint
Finish 202

Storage units
(workstation end)

900 mm wide x 500 mm deep infinity lateral 3-
drawer

Standard silver finish

Open shelving

1200 mm x 500 mm

Standard silver finish
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8.4 Door Hardware

8.4.1 General
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e All doors in paths of travel are required to able to opened at all times without the use of a key from the side
that faces a person seeking egress by a single-handed downward or pushing action, located in a single
device between 900 and 1200 mm from FFL.

e Door furniture to comply with Building Code of Australia specification D2.21 (2006)

8.4.2 Specifications

Item Type

Description

Hardware

Entry door

If existing, recombinate (is that a word?) front door
lock cylinder, 36 NO. keys

Internal hinged
doors

refer to ASSA Abloy door hardware schedule no.
09VICHSO046 for details

Internal sliding
doors

Full height 1200 wide fully glazed sliding door with
Capral series 275 natural anodised aluminium frame
(113.5 mm wide still option) with sliding door
interlock EL5387.

Glazing in accordance with relevant Australian
standards

e Madinoz MD2 6200/D 25mm
TM fix SSS 2100 mm width (1
pair)

e 1 x Henderson 180/30 door
track 3000 mm

e 1 x Henderson 180DS track
stops

e 1 x Henderson 57GN hangers

e 1 x Henderson 106E/94 door
guide

e 1 x Henderson 94PA/20 door
bottom channel

e 1 x Henderson 94p/20 nylon
inner bottom channel

Notes:

1. 94 channel to be recessed into
bottom of door

2. Track to finish flush with ceiling
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8.5 Joinery
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Item

Notes

Carcass

Carcass is to be white 18 mm Melamine board to hidden areas. All exposed joinery,
including doors, drawer fronts and kickboards, are to be 18 mm prefinished laminated MDF
in colour as specified.

Doors and drawers are to have 2 mm think ABS edge strip in matching colour.

18 mm Melamine adjustable shelves are to be in all cupboards with chrome plate angle
shelf supports.

Bench top

Bench tops should be 32 mm thick laminated HMR board in selected colour laminate finish
with matching colour 2 mm ABS toughened edge strip.

Handles

All handles are to be Madinoz Architectural Hardware satin chrome finish MDZ 144/32 SSS
to all drawers and under bench and overhead cupboards.

Cupboard doors: positioned horizontally 50 mm from top and 30 mm from side on cupboard
doors.

Fixings

All fixings are to be concealed.

Hinges are to be fully concealed self-closing metal with a minimum 120° opening.
Drawer runners are to be concealed metal full extension to suit size and weight of the
drawers.

Corner cupboards to have continuous piano hinges.
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8.6  Security System

Item Notes
Access Access is to via a proximity card reader.
Egress Push-button with exit delay.

External doors

External doors to have a reed switch mounted in the top of the door frame with door forced
siren.

Other doors

DOTL (door open too long) sounder to be mounted on ceiling clear of door swing, taking
signal from the strike or a reed switch as available.

Failure of a door to fully close is initiate the DOTL sounder.

Opening a door without a valid entry or exit is to initiate the DFS (dor forced siren).

Sirens

DOTL: repeating beep
DFS: continuous wail.

Remote monitoring

Back to base alarm monitoring via a Tecom Challenger (or similar) with passive infrared
detectors near front entry, meeting rooms and main office space.

Testing Project architect to attend and inspect testing procedures.

Cards Cards to be provided according the staff list for the site with sufficient spares for new and
temporary staff.

Documentation Documentation to include:

updates site manuals and system description

operation instructions

maintenance manual

equipment schedule

manufacturer’s literature

commissioning and test results

as constructed drawings (three paper copies and electronic copies in both CAD and
PDF).

8.7 Emergency and Exit Lighting

Emergency and exit lighting is to be installed and certified in accordance with the following standards:
e AS/NZS 3000: 2007
e AS/NZS 2293-1: 2005

8.8 Structural Standards

Materials, workmanship, manufacture, fabrication and erection are to be in accordance with the following

standards:
Iltem Notes
Concrete Materials and workmanship: AS3600
Steelwork Manufacture, fabrication and erection: AS4100
Bolts: AS1511
Bolts for handrails, ladders, purlins: AS1111
Structural steel finishes and galvanized coatings: AS1627
Brickwork AS3700
Timber AS1684 and AS1720
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8.9 Electrical

CommonwealthBank

Electrical installation is to be certified in accordance with the following AS/NZS 3000: 2007.

/

Item

Notes

Lamp Testing

Lamp testing is to be in accordance with AS 1202 with the following mortality figures:
e 5000 hours: maximum .01% failure

e 6000 hours: maximum 5% failure

e 8000 hours: minimum average life

Circuit Breakers

Merlin Gerin RCBO or similar.

Television e TV outlet to match power points

e to comply with CBA TV requirements

e comply with CBA Cat 6 Cabling Standards
Meter Box Meter box:

e to have 125A per phase meter
e to be connected to main site by building owner
Tenancy switchboard:
e to be supplied by the building owner
e to have
0 3-phase surge protection on the first pole group
0 circuit breakers and RCDs as appropriate
o leftover poles to have pole fillers

Skirting Ducts

aluminium construction, centre-mounted with two compartments
black powder-coated

separate power outlet sections

neatly finished with end caps and segregated sections as required

Power sockets

Power starter sockets to be on skirting duct adjacent to workstation spines

Soft-wiring equipment to be provided by the workstation sub-contractor to the electrical sub-

contractor for installation, testing and commissioning
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8.10 Data and Communications

For full data centre and communications room specifications, see Data Centres and Communications Rooms

Handbook.

(http://commnet2.cba/Main/IT/Services/DataCentreManagement/Documents/Commonwealth_Bank _Group_Data
Centres_and_Communications_Rooms_Handbook.pdf)

Item

Notes

Data Cabling

Generically structured, horizontally cabled
Cat 6 as per the CBA'’s cabling standards

Connectors, points

e RJ45 Cat 6 as per the CBA’s cabling standards

and plates e Function of a point (i.e. data, voice, printer etc) to determined at the patch panel
e Plates to be Clipsal 2000 series (or similar)
Switches Switches are to:

e comply with TIA/EIA 56BB.1 standard
e support line speeds in excess of 1Gb
e be back compatible with Cat 5, Cat 5e and Cat 3 chords and cables

Communications
Racks

Communications Racks:

¢ final assembly to be in-situ and secured with bolts to the plinth or floor

e to have a separate and dedicated protective earth (6 mm? cable), connect to the metal
of the rack via tags

e rack earth to connected to the earth at the tenancy switchboard

e to have a separate telecommunications earth from the floor IDF

e have sufficient patch panels complete all wiring and connections

8.11 Glass and Glazing

All glass and glazing is to conform to AS1288: 2006.

8.12 Fire Testing

All finished are to com

ly with the following standards:

Item

Notes

Carpet

AS 1SO 9239.1: 2003
AS/NZS 1530.3: 1999

8.13 Access Ladders

Item

Notes

Access ladders

Access ladders are to be of fixed steel and to comply with AS 1657.

Pull-down ladders

Pull-down ladders are to comply with BCA Technical Assessment 307.
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9. Programme Management

9.1 Programme Establishment Checklist

The Design and Construction Strategy Checklist is to be completed by the Project Director at project establish.

9.2 Contractor Checklist

e Certificates of insurances as per contract held on file

9.3 Client Liaison and Meeting Schedules

Client liaison is maintained via regular scheduled meetings. The frequency and attendee list of these meetings is
determined by the size and scope of the project.

9.3.1 Meetings Overview

Steering Committee

Purpose: High-level discussion on the progress of a range of large projects
Frequency: Monthly

Chair: Head of Property Design and Construction

Attendees:

General Manager Leasing

Client BU representatives

Project Directors

Technology Project Manager

Programme Control Group
Purpose: High-level discussion on the progress of a range of large projects
Frequency: Monthly
Chair: Project Director
Attendees:
e General Manager Leasing
e Client BU representatives
e Technology Project Manager

Site Meeting
Purpose: Discuss site-specific issues

Frequency: Monthly or as required
Chair: Construction Manager
Attendees: Contractors

Program Review
Purpose: Assess outcomes against at project goals and objectives
Frequency: At project completion
Chair: Project Director
Attendees:
e General Manager Leasing
e Client BU representatives
e Technology Project Manager

9.3.2 Minuting Meetings

All meetings are to be minuted with the standard Meeting Template and distributed to all attendees and interested
parties. For site meetings, the Construction Manager is to send a copy of the minutes to the Project Director.

Meeting minutes are to be filed with the other project documentation.
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9.4 Progress Payments

Refer to the contract for progress payment schedules.

The Construction Manager submits invoices to both the Project Director and the Quantity Surveyor. The Quantity
Surveyor will certify that the amount claimed is consistent with the contract schedule and the progress of the works.
If the Quantity Surveyor refuses to certify payment, or varies the amount of the invoice, then the Project Director is
to inform the Construction Manager under the terms of the contract.

9.5 Dispute Resolution

Dispute resolution procedures are outlined in the contract.
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10. Filing and Record Keeping

10.1 Introduction

All project-related correspondence and documentation is to be stored in an electronic format on the shared drive
under the project-specific folder. Examples of items to be stored include:
e emails between the Project Director and other parties, such as the Business Unit, Construction Manager
and so on
copies of approvals and certificates from regulatory authorities
budgets
operations and maintenance manuals received from the Construction Manager
invoices
drawings
reports

10.1.1 File formats

Where practical, all files should be stored in Adobe Acrobat format (PDF) as well as the source format where
applicable. Drawings, for example, when stored as PDF can be viewed by anyone, while the source files (DXF) can
only be opened in a tool for editing and creating drawings, such as AutoCAD.

10.1.2 File naming conventions

All files are to have meaningful names so that the nature of a file can be determined without having to open it. For
example, the copy of the minutes for a site meeting held on July 26, 2010 should be named
“site_meeting_minutes_26072010.msg".

10.1.3 File locations

All files are to be stored on the shared drive under the folder for the property. The full path to the project files is
\\naunsw002\ud_frmcs_promgmt_sy$\GROUP_PROPERTY\05 PROJECTS\COMMERCIAL\. Each property is to
have a standard set of folders under the property number as shown in the example below:

% X:\GROUP_PROPERTYM05 PROJECTSA\COMMERCIAL59284

File Edit Wiew Favorites Tools  Help '
) Back - ? | ? 7~ Search ‘IL- Folders x n EI‘
Address || ¥\GROUP_PROPERTY\0S PROJECTSYCOMMERCIAL\So284 w a Go
Falders x Mame
= ) GROUP_PROPERTY A || [ APPROVALS
|Z) 00 LEADERSHIP |[J)CORRESPOMNDENCE
[C3) 01 OPERATIONS [C)DESIGN
|2) 02 DOCUMENTATION |[CIFIMNANCIALS
|) 03 PROPERTY_STRATEGY [CIMANUALS
|Z) 04 PROPERTY_BUDGET [CIMEETIMGS
[= |[2) 05 PROJECTS |[)PROGRAMME
I ATM |[)SPECIFICATIONS
= 0 CoMMERCIAL
|2) 54554
3 59284
= ) 9197

) APPROVALS
() CORRESPONDENCE
() DESIGN
) FINANCIALS
) ManUALS
) PROGRAMME
() SPECIFICATIONS
[ 95206
[C3) INTERMAL_PROJECTS
) MINOR_WORKS

v |% ¥
] —ulal LINCRACRIT.
@ objects (Disk free space: 264 GB) 0 bytes \3 Local intranet
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Refer to table for the purpose of each folder and the types of files that are to be stored there.

Folder Purpose
APPROVALS e project and budget approvals from Business Units
e development application approvals
e construction certificates
e occupancy certificates
DESIGN e design briefs
e site audit reports and photographs
e architect’s drawings
e correspondence regarding design changes
CORRESPONDENCE e general correspondence that does not easily fit into the other categories
FINANCIALS e capital dissection reports
e purchase orders
PROGRAMME e project management files
SPECIFICATIONS e engineer’s specifications
e IT requirements
MEETINGS e minutes of meetings held
MANUALS e Operations & Maintenance manual received from the Construction Manager
e warranty documents
e as-built drawings
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10.2.1 Creating project folders
Follow the steps below to create project folders:
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Step Action
1 Open the Windows Explorer and browse to
\naunsw002\ud_frmcs_promgmt_sy$\GROUP_PROPERTY\05 PROJECTS\COMMERCIAL\.
&% X:\GROUP_PROPERTYAO5 PROJECTS\COMMERCIAL (=13
File Edit ‘Wiew Favorites Tools  Help i ,'
e Back - J l.@ /:\J Search i Folders &5 (B x n v
Address |E} $HGROUP_PROPERTY0S PROJECTS\COMMERCIAL M | Go
Mame Size  Type Date Modified
94197 File Folder 16/12/2009 07:35
make_FoIders 1KE ‘Windows NT Comm..,  16/12/2009 10:05
2 objects 308 bytes \ﬂ Local intranet
2 Double-click make_folders.
& X:\GROUP_PROPERTYA05 PROJECTS\COMMERCIAL =3
File Edit Yiew Favorites Tools  Help i ,'
e Back - J l_@ /I__\J Search W= Folders = ¥ x n v
Address |E} %i\GROUP_PROPERTY|0S PROJECTS\COMMERCIAL N | Go
Mame Size  Type Date Modified
512419 File Folder 16/12/2009 07:35
[Fmake_folders | LKE Windows NT Comm...  16/12/2009 10:05
2 objects 303 bytes ‘ﬂ Local intranet
A new set of folders is created.
3 Rename the folder PROPERTY_No with the property number for the project.
Marme Size | Type [rate Moditied
4197 File Folder 16/12/2009 07:38
[ZaERE 1KB windows NT Comm...  16/12/2009 10:08
& X:\GROUP_PROPERTY\05 PROJECTS\COMMERCIAL
File Edit Yiew Favorites Tools  Help
e Back - J l_@ /I__\J Search 0= Folders |'$ Lj'; x n v
e \ Address |E} %H\GROUP_PROPERTY|0S PROJECTSICOMMERCIAL
Marne Size  Type Drake [
94197 File Folder 16/12f
] 1KE  Windows NT Comm...  16/12f
File Folder 16/12]
Hint: To rename the folder, click on it, press [F2] and type in the new name.
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Step

Action

Expand the new property folder to see the full set of folders underneath it.

@ X:\GROUP_PROPERTY05 PROJECTSVCOMMERCIALY95206

File Edit Yiew Favorites Tools Help

@ Back - \J l.ﬁ /':_\J Search H’:‘ Folders

> ¥ X V9 m-

Address |E] #\GROUP_PROPERTYI0S PROJECTS\COMMERCIALYSS206

Falders x
[C3) 04 PROPERTY_BUDGET ~
= (C3) 05 PROJECTS

) ATM
= £5) COMMERCIAL
I2) 94197

() APPROVALS
() CORRESPONDENCE
| DESIGN
IC5) FINANCIALS
[T MANUALS
[5) PROGRAMME
[ SPECIFICATIONS
() INTERMAL_PROJECTS
(£ MINOR_WORKS
IC5) PROCUREMENT
IC5) RETAIL

Mame
I APPROVALS
[C5) CORRESPOMDENCE
[CS)DESIGN
[COIFINANCIALS
[CSIMANUALS
[CIPROGRAMME
|LZ)SPECIFICATIONS

|~

7 objects (Disk free space: 264 GE)

0 bytes

‘ﬂ Local intranet

10.2.2 Saving emails

Follow the steps below to save email messages:

Step Action
1 Select the email to save.
2 Select File -> Save As...

[ Process Review (Ian) - Microsoft Outlook
EEiIe Edit View Go Tools Acdions Help

(4 Reply to Al

-

Mew

3 Foruard | 53

—j Send/Receive « [/

Open 3 =
| Closg All Ttems

HE save As..

Save Attachments 3

|1 Process Review (Ian)

P~lx

Ealder

; Arranged By: Date Mewest on top | -

- Data File Management... 15 Last Month

Steering Comm
Tierney, Ian

Sent: Tue15/12/2009

Lawrence, Lina
Deepak, Krush; \

Impart and Expart... (=1 Tiemey, Ian

Archive..

Steering Committee ., @

16/12/,2009

i\~ Tierney, Ian
Page Setup

-

steering Committee ., 0

15/12/2009

Print Preview =] Tierney, lan

b e

Print... Ctri<P

Cached Exchange Mode 3

Wark Offline

Exit

w

=l 4 Projects
[ Commercial Property
[ DMS (Krushj
|1 Process Review {lanj
[ Property Maintenance
() Rss Feeds
L;] Sent Items

(A Caarrh Brldare

Property Systems

7

009

1= Message | 1ER0s

Hilina,
As requested the

Schedule Status:
Interview Status:

Available Interviey
Matarial
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Step Action

3 On the Save As dialogue box:

e Browse to the correct folder for the project.
¢ Give the message a meaningful name.

e Save the as an Outlook message (.MSG).

Save As EJE‘

Savein: | () CORRESPONDENCE

3 My Recent
Documents

(&) Desktap
=y My
B preumants

4 virtuech on
W30486394

My Network
Places

File name: |Steering_Cammittee_Update msg B |

Save a5 bype: [T

(o=
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11. Project Administration Procedures

11.1 Project Set-up

When a new a project has been initiated, the Project Director completes a SAP Project Set-up form with
information about the project’s. The form is entered into SAP by the Project Administrator.

Note: For projects with a budget under $30,000, an SAP Project Setup form is not required. The required
information will be on the invoice.

There are four tasks required:

e Creating the new project in SAP
e Entering the budget amounts

e Raising purchase orders

e Releasing purchase orders

11.1.1 Creating a new project in SAP
Follow the steps below to set up a new project in SAP.

Step Action

1 Check the SAP Project Set-up form has been completed correctly:

o all fields in the top section have been completed

e the total of budget breakdown section tallies with the Total Cost Approved
e it has been authorised by the Project Director
[ ]

if the Total Project Cost is $100,000 or greater, the form has been counter-signed by the National
Project Manager.

Has the form been completed correctly?

If: Do this:
yes go to the next step.
no Contact the Project Director if you cannot complete the missing items
2 At the SAP Easy Access menu, double-click CJ02 — Project Creation -> Change Work Breakdown
Structure

Menu  Edit Favorites

JHIe@s BHB ahoan FE
SAP Easy Access - User menu for Wilma Wyled
B = | 5| B 5@ 2|+ =~

= & Favotites
CJ01 - Project Creation -» Create Work Breakdown Structure

— g et ettt areser el A U 1/ C om mit
&l C0Z - Project Greation == Change Work Breakdown Sircture ]

T i

MEZ21M - Purchase Crder Create -= Create Purchase Order

MEZJ - Purchasing Group Reports -= Purchase Orders for Project

MEZ8 - Release Purchase Orderr -» Release Purchase Order
ZRE_DEWVIOAA - Verify Vendor Invaice Upload -= Invaice Verification Mo Po
FBLTM - Finance Reporing -= Accounts Payahle -= Vendar Line lterm Report
FBO3 - Finance Reporting -= Accounts Payable -= Display Document
Y_CA7_89000071 - Work In Progress Report

Y¥_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
CJI3 - Project Systern -= Financials -= Line lterms -= Actual Costs/Revenu

The Change Project: Initial Screen displays.
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3 At the Change Project: Initial Screen, type the budget number in the Project def field and then press
[Enter]002E

HICaQ CEE H0o0 EE | &
Change Project: Initial Screen

&)@

The Change Project: WBS Element Overview screen displays.

4 Refer to the SAP Project Set-up form and complete the following columns on the next blank line on the
Change Project: WBS Element Overview screen:

Lev Type the next increment in the for the Pl number.

WBS element Type the Pl number and the next breakdown number. For example, if the PI
number was ‘12345’ and this was first the entry, type ‘PI-12345-01".

Description Type the property address and a brief description of the works to be
performed.

Change Project: WBS Element Overview

WEALTH MANAGEMENT

n
EALTH MANAGEMENT
52 Martin Place
PI-14891-01 L29 & 30 52 Martin Place Yarious MW Jobs
Fl-14592 Ferth
Pl1424 Pathways
Pl-14993-01 ) Unley Suite 1, L1, 16-18 Unley Rd Fitout

Double-click the newly added Pl number when finished.
The Change WBS Element box displays.
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Step

Action

Refer to the SAP Project Set-up form and complete the following fields on the Change WBS Element

box:
Field Particulars
Proj.type Select from the drop-down list.
Respons.person Click in the field and then select the Project Director from the list.
Req.cost.center Type the OUN number.
Profit center Type the property number
Building Type the property number

Basic Data

Projtype

Change YWBS Element

Fitout

&  ShotID 149493

Status
System status
User status

REL
WODR

lF

Click here when finished.

Responsibilities
Respons.person
Applicant no
Reqg.cost center
Req. co.code

elelelele)
1aa

063 Jennifer Saiz
CFSP
139686

Organization
Profit center

094187

General fields
Address

City

Building

Region

¥ M4

94197

Settle

Mumeric fields
Trans Chg Walue
Trans Chg %

mentrule | Investment program | 3

10|

When you have finished, click the button next to the System status field.

The Change Status screen displays.
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Step Action
6 On the Change Status screen, select 50 PRAC Practical Completion and then click [Go Back] on the
tool bar.
Edit Gota
@ A E(CGQ@ I EHE a0a8 I BE @b
e
Change Status
Froj.der. WM1ooet WEALTH MANAGEMENT
WEBS elern.  PI-14993-01 Unley Suite 1, L1, 16-18 Unley Rd Fitout
Respons. 63 Sue Ingram
Projtype 07 Fitout
Status k Business processes
Systern status Status with status no.
Stat Text No Stat Text
[VIREL Released ) 108 CRTD Planning [
() 20 WODR Docurnentation @
() 30 TEAC Tender Acceptance
< 50 PRAC Practical Completion
Btatus wio status no.
Active status
[¥] ChangeDocuments Stat prof. CEADOERT CBA-User Status for WBS
The Change Project: WBS Element Overview screen redisplays.
7 At the Change Project;: WBS Element screen, click the tick then click [Save].
FProject Edit Goto WBS element _Details  Exras  Sys Help
@) (B)ece CHE DDon BE @6
Sl T
Change Project: WBS Element Overview
B s & = =S
The Change Supplement: Initial Screen displays with the Pl number in the Proj.def field.
8 " - &
On the Change Supplement: Initial Screen, click [Go Back] .
- ) -
Change Project: Initial Screen
OH F
Project def. WM1ABE1
WHBS element
The SAP Easy Access menu redisplays.
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Step

Action

Go to Entering the budget amounts.

11.1.2 Entering the budget amounts
Follow the steps below to enter the budget amounts for the newly created project.

Step Action
1 At the SAP Easy Access menu, double-click CJ37 — Project Creation —> Budget Supplement in
Project.
SAP Easy Access - User menu for Wilma Wyled
™| 5| e B2 | |-
= 0 Favorites
CJ01 - Project Creation -= Create WWork Breakdown Structure
S_ALR_87013558 - Project Reports -= Budget based -= BudgetiActual/Commit
R T = FITET T ST a T == T
{8l CJ3T - Project Creation-= Budget Suppiement in Project |
P T T =1 b ol + 4o O b "
MEZJ - Purchasing Group Reports -= Purchase Orders for Project
MEZ28 - Release Purchase Orderr -= Release Purchase Order
ZRE_DEVO0S9A - Verify Vendar Invoice Upload -= Invoice Yerification Mo Po
FBL1M - Finance Reporting -= Accounts Pavable -= Yendaor Line tern Repart
FBO3 - Finance Reporting -= Accounts Payahle -= Display Document
¥_CHZ_89000071 - work In Progress Repart
Y_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
CJI3 - Project System -= Financials -= Line ltems -= Actual CostsiRevenu
The Change Supplement: Initial Screen displays with the budget number in the Project.def field.
2 On the Change Supplement: Initial Screen, press [Enter].
The Change Supplement: WBS Element Overview screen displays.
3 On the Change Supplement: WBS Element Overview screen:
e check that the correct Pl number is in the bottom row in the WBS Element column. (If it is wrong,
then go back to the previous procedure and correct it.)
e type the total project budget in the Supplement column
. oo
e click [Balance] on the toolbar
Note: If there are problems with the amount entered, an error message will display. Check your
input and refer to the Project Director if necessary.
, =l
e click [Save]
The Change Supplement: Initial Screen redisplays.
4 At the Change Supplement: Initial Screen, click [Go Back].
The SAP Easy Access menu redisplays.
5 Go to Raising purchase orders.

© Commonwealth Bank of Australia 2008 - ABN 48 123 123 124

Confidential

Group Corporate Services Property

Commercial Design and Construction Process
Version 0.1 - Page 61 of 111




11.1.3 Raising purchase orders

CommonwealthBank /

Follow the steps below to raise purchase orders for the newly created project.

Step

Action

1

At the SAP Easy Access menu, double-click ME21N — Purchase Order Create —> Create Purchase

Order.

SAP Easy Access - User menu for Wilima Wyled
IS IPARE

= Y Favarites
01 - Project Creation -= Create Work Breakdown Structure
S_ALR_87013558 - Project Reports -= Budiet based -= BudgetiactualiCornmit
CJ02 - Project Creation -= Change YWark Breakdown Structure

Taar - CTOIECL CTEaua - = oy
MEZ1M - Purchase Crder Create -= Create Purchase Order; I
[:arﬁln PSS O SRPIRTETY Y
MEZ25 - Release Purchase Orderr-= Release Purchase Order
ZRE_DEVO09A - Werify Vendar Invoice Upload -= Invoice Yerification Mo Po
FBEL1H - Finance Reporing -= Accounts Payahle -= “endor Line ltem Report
FBO3 - Finance Reparting -= Accounts Payable -» Display Docurment
Y_CB2_88000071 - Work In Progress Repoart

%_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
[l CJI3 - Project System -» Financials -» Line ltemns -= Actual CostsiRevenu

The Create Purchase Order screen displays.
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Step

Action

Refer to the SAP Project Set-up form and complete the following fields on the Create Purchase Order
screen:

Field

Particulars

Vendor

Type the vendor number.

Iltem

Type the number in the sequence, incrementing
by 10. For example, if the last item number was
20, the next one will be 30.

Short text

Type the property address and brief description
of the service to be performed.

PO quantity

Type the budget amount for the item.

OUN

Type ‘$'.

Net price

Type ‘1.

OPUN

Type ‘$".

Field

Particulars

m Help

eOe DHE hhosn [ OB

Create Purchase Order

Document overviess on ‘ O & Hoid ET:‘ (3 Printpreview  Messages [H Help | ¢ Personal sefting

EE

Standard PO o] Vendar 78644001 BRIMBLECOMBE BUILDE Daoc. date 26.11.2009
E Deliveryfinvoice h Conditions h Texds k Partners k Additional data h Orgdata  Stalus
Material group (1) 23 Enries found
L3 Motyetsent Qrdered B.08 AUD Restiotions ‘
B& Mot delivered Delivered 0.00 AUD — ————
= Motinvoiced Still to deliv. 0.00 AUD —
i 0.00 A
B s 0.00 AUD Matl group “{Matl grp description
AUTODOORSE Auta Doors
PO quantity C|Deliv. date et price p=iGurr... [Per @ [Matl group [Pt gﬁTSERING Z:zt:r:mg Systerns
10 | [juniey-Fiout || | EZEE 3| | 1frpe |8 Jlerecoum eommom[=I ] cuie C\eamngg Senices
= = o =IPrajects - R., Nad MELIANE il
auD Projects - R.. Commoml Sl ~pEcanmm ]
D Projects - R... Cormrmon ACoCTaL D FYSIr=PYINT]
AUD Projects - R.. Cormmant CRESTATE  Projects - Stats Ops
AUD Projects - R.. Cormmar DEMAND Demand Maintenance
D Projects - R.. Common ELECMAINT  Electrical Maint
AUD Projects - R.. Comman ELECSUPPL Electricity Supply
U Projects - R... Common FIRE Fire & Safaty
aUD Prajects - R.. Commar FURNITURE Furmiture
AU Projects - R... Common GLAZING Emergency Glazing
aUD Prajects - R.. Commor GROUNDS  Ground Maintanance
auD Projects - R_..[Cornmont GUARDS Guarding Services
auD Projects - R.. Comman HYGIENE Hyaiene Services
U Projects - R Commor LIFTS Lift Contractor
a0 Frajects - R [Gormmon] MECHSERVE Machanical Services
D Projects - R..|Common 23 Entries found
AuD Projects - R..|Common
AU Projects - R.. Commom
D Praiacts - R ICammnm

Press [Enter] when finished.
The lower part of the screen expands to display the item account details.
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3 Complete the following fields on the lower part of the screen:
GL account no. Type 1190424,
Profit center Type the property number.
WBS element Type Pl number.
Recipient Type the OUN number.

| | [ R e e T R

[ ) T

] Unley - Fitout

(@I 112 Accasscat Project @ Distribution @ CoCode Commonwe..
Retipient 13988
GIL account no. 1190424

CO area

94187
pi-14993-m

Profit center
WHS element

Click [Save] when finished.
The item account details closes with the purchase order number displayed at the bottom of the screen.

4 Was this error message displayed?

Yes Go to the next step.
No Goto Step 7.
5 Click [Edit] on the message box.

The Message Text box will display.

Note: If there are any messages in red, it is because the total of the purchase orders raised for the
project has exceeded the budget allocated to it.
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6 Are there any messages in red?

Yes Close the box and check your input. If you are unable to clear the box, refer to the
Project Director.

K
v SEn @é WD N TFEFE agil

No e Click the green tick
QNntvetsent Ordered 9,886 § 9,886.00 AUD
1A |Availability control
[ [Item 010 WBS element PI-14993-81 budget exhausted )
] [Item 10 Sched.line 1
[1& [Can delivery date be met?

()
Eit @& M (PN FAFEDIROMNEG 80 02 82 Hx

e Then click [Save].

Delivered

7 Write the purchase order number on the form.

[ 1 P

7

; start @ calendar - Mi... B RE: PI-1480... B RE: PI-1469... B path

8 Click [Go Back].
The SAP Easy Access menu displays.

9 Are there more purchase orders to raise?

Yes Go back to Step 1 and raise the next purchase order.

No e Advise the National Project Director of any purchase orders of more $100,000.
e Go to Releasing purchase orders.
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11.1.4 Releasing purchase orders

The Project Administrator can release purchases orders of up to $100,000. Purchase orders over $100,000 can
only be released by the National Project director.

Follow the steps below to release the newly raised purchase orders.

Step Action
1 At the SAP Easy Access menu, double-click ME28 — Release Purchase Order —> Release Purchase
Order.

SAP Easy Access - User menu for Wilma Wyled
™| S| |[~]

= 2 Favorites

CJ01 - Project Creation -= Create Work Breakdown Structure
S_ALR_87013558 - Project Repoarts -= Budget based -= Budget&ctual/Commit
CJ02 - Project Creation -= Change YWark Breakdown Structure
CJ3T7 - Project Creation -= Budget Supplement in Project
MEZ1M - Purchase Order Create -= Create Purchase Order

e T

o
MEZ28 - Release Purchase Orderr -= Release Purchase Order

FBL1M - Finance Repaorting -= Accounts Payvable -= Vendor Line Item Repart
FBO3 - Finance Reporting -= Accounts Payahle -= Display Document
Y_CB2_89000071 - Work In Progress Repart

Y_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep

[l ma - Praiect Svaterm <= Financiala o= 1 ina ferms o= Artnal CnstelR e

The Release (Approve) Purchasing Documents screen displays.

2 On the Release (Approve) Purchasing Documents screen:
e type ‘e’ in the Release code field
e click the clock button on the tool bar.

@l ald@l&@@l@fﬂﬂl@ﬁ@ﬂll}

Release (Approve) Purchasing Documents

Click here when finished.

The Release Purchasing Documents with Release Code E screen displays.
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Step Action

For each purchase order to be released:
e click the purchase order
e click [Release].

Release Purchasing Documents with Release Code E

Note: You cannot select multiple orders. Each order must be released individually.

Release Purchasing Documents with Release Code E

&' Release | Cancel release Release stral. | Release + save | ¢ Print preview & Release | Cancelrelease Release stral. | Release + save | |5 Print preview
| —

PO Tvpe Yendor Nane FEp Order date PO Type Vendor Name PEp Order date

Release strategy Release indicator Release option Release strategy Release indicator Rkelease option

4500024712 NB 52281801  MER FERLAN PTY LTD 81 25.11.2009 4500034712 NB 52201001  MSR FERLAM PTY LTD 81 25.11.2009

B1/55 Projects < 180k Z PO Blocked Release possible B1/55 Projects < 1080k 2 PO Blocked Release possible

45000834713 NB - 52201001 MSR FERLAM PTY LTD 81 25.11.2008 4500834713 KB 52281001 MSR FERLAM PTY LTD 81 25 11 2009

B1/55 Projects < 1808k Z PO Blocked Release possible B1/55 Projects = 1080k Z PO Blocked Release possible

4500034714 NB 67385801  GGI OFFICE SYSTEMS PTY LTD 81 25.11.200%9 QAg34714 NB 67385001 GBI OFFICE SYSTEMS PTY LTD &1 25.11.2009

01/55 Projects < 180K £ PO Blocked Release possible acts © 100K Z PO Blocked Release possible

4500834715 NB 67385001 GGI OFFICE SYSTEMS PTY LTD at 67385001 GGEI OFFIGE GYSTEMS PTY LTD 81 2511 2009

B1/55 Projects < 1680k £ PO Blocked Release possible Z PO Blocked Release possible

4500834716 NB 67385001 GGI OFFICE SYSTEMS PTY LTD al GEI OFFICE SYSTEMS PTY LTD 81 25.11.2009

01/55 Projects = 100k Z PO Blocked Release Z PO Blocked Release possible

4500834717 NB  522A1001 MER FERLAM PTY LTD MSR FERLAM PTY LTD 81 25.11.2009

01/55 Projects < 100k Z PO Blocked Release Z PO Blocked Release possible

45000834718 NB 522081001 MER FERLAM PTY LTD MSR FERLAM PTY LTD 81 25.11.2009

01/55 Projects < 100k Z PO Blocked Release Z FO Blocked Release possible

45000824719 NB 52942001 A & P PARKES CONSTRUCTIONS PTY 2009 4500034719 A& & P PARKES CONSTRUCTIOWS PTY LIM 81 25.11.2008

B1/55 Projects < 180k Z PO Blocked Release p0 Blocked Release possible

45000834720 NB 52942001 A & P PARKES CONSTRUCTIONS PTY 2008 & P PARKES CONSTRUCTIONS PTY LIM 81 25.11.2009

B1/55 Projects < 1808k Z PO Blocked Release B1/55 Projews 2 PO Blocked Release possible

4500834721 NB 529420801 4 & P PARKES CONSTRUCTIONS PTY 2009 45000834721 NB A & P PARKES CONSTRUCTIOWS PTY LIM 81 25 11 2009

01/55 Projects < 180K £ PO Blocked Release B1/85 Projects Z PO Blocked Release possible

4500834722 NB 52942001 A & P PARKES CONSTRUCTIONS PTY 2009 4500834722 KB 5282001 A & P PARKES CONSTRUCTIOWS PTY LIM 81 25 11 2009

B1/55 Projects < 1680k £ PO Blocked Release possible B1/55 Projects = 1080k Z PO Blocked Release possible

4500A34723 NB 52942001 A & P PARKES CONSTRUCTIONS PTY LIM &1 25 11 2009 4500834723 NB 52942001 & & P PARKES CONSTRUCTIOWS PTY LIM 81 25 11 2009
T o O F-Brocicet fretes 1 A B1/55 Projects = 100k Z PO Blocked Release possible

Hsoap34724 NB 73644081 BRIMBLECOMEE BUILDERS PTY LIMITED 6o 2611 2009 4500034724 NB 72644001 BRIMELECOMBE BUILDERS PTY LIMITED 6O 26.11.2009
T o i F-Erooicet fretes T it 01/55 Projects = 100k Z PO Blocked Release set

45000834726 NB  G4BGLE01 ANZ DOFFICE FURNITURE B 26.11.2009 4500034f25 NE  G4BG5001 BNZ OFFICE FURNITURE 6B 26.11.2009

01/55 Projects < 100k Z PO Blocked Release possible 81/55 Projects < 100k Z PO Blocked Release possible

When you finished selecting orders to release,

click

[Save].

e
8| Release Purchasing Documents with Release Code E

" Release | Cancel release Release strat

Release + save

¢ Print preview

PO Type ¥endor Name PGp Order date
Release strategy Release indicator Release option

4500034712 NBE 522018681 MSR FERLAN PTY LTD 81 25.11. 2809
01/59 Projects < 100k Z PO Blocked Release possible

4500034713 NBE 522018681 MSR FERLAN PTY LTD 81 25.11.2809
01/55 Projects < 100k Z PO Blocked Release possible

4500034714 NB 673850081 GGI OFFICE SYSTEMS PTY LTD 81 26.11.2009
01/55 Projects < 100k Z PO Blocked Release possible

4500034715 NB 67385001 GGI OFFICE SYSTEMS PTY LTD 81 26.11.2009
01/55 Projects < 100k Z PO Blocked Release possible

4500034716 NB 67385001 GGI OFFICE SYSTEMS PTY LTD 81 25.11.2009
01/85 Projects < 100k 7 PO Blocked Release possible

4500034717 NB 52201001 MSR FERLAM PTY LTD 81 25.11.2008
01/55 Projects < 100k Z PO Blocked Release possible

4500034718 NB 522018681 MSR FERLAN PTY LTD 81 25.11. 2009
01/55 Projects < 100k Z PO Blocked Release possible

4500034719 NB 529428681 A & P PARKES COWSTRUCTIONS PTV LIM 81 25.11.2808
01/55 Projects = 100k Z PO Blocked Release possible

4500034728 NBE 529420681 A & P PARKES COWSTRUCTIONS PTY LIM 81 25.11.2809
01/59 Projects < 100k Z PO Blocked Release possible

4500034721 NB 52042001 A & P PARKES COMSTRUCTIONS PTY LIM 81 25.11.200Q
01/55 Projects < 100k Z PO Blocked Release possible

4500034722 NB 52042001 A & P PARKES COMSTRUCTIONS PTY LIM 81 26.11.2009
01/55 Projects < 100k Z PO Blocked Release possible

4500034722 NB 52042001 A & P PARKES COWSTRUCTIONS PTY LIM 81 26.11.2009
01/55 Projects < 100k 7 PO Blocked Release possible

4500034724 NB  7BE44001 BRIMBLECOMBE BUILDERS PTY LIMITED 50 26.11.2009
01/85 Projects < 100k 7 PO Blocked Release set

450003425 NB  G4065081  ANZ OFFICE FURNITURE 50 26.11.2009
01/55 Projects < 100k Z PO Blocked Release set

The Release (Approve) Purchasing Documents screen redisplays.
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Step Action

5 On the Release (Approve) Purchasing Documents screen:
e type ‘f" in the Release code field

e click the clock button on the tool bar.

e click [Go Back] when finished.

Edit

Program

Q@

PO ICHEB BDOaDIE
Release (Approve} Purc hasfn‘g_'Doc uments

©

Click here when finished. | @ o

[

[]zancel release

Release prerequisite fulfilled
[ Listwith items

Scope of list BEST
Puchasing documment category F to
Furchasing organization to

Daocument number ]

The Release Purchasing Documents with Release Code F screen displays.

6 For each purchase order to be released:
e click the purchase order
e click [Release].

Note: You cannot select multiple orders. Each order must be released individually.

7 When you have finished selecting orders to release, click [Save].

List Edit Goto Environment Help

s dB CcEe SHE ODL0 BE @B
z| Release Purchasing Documents with Release Code F

=" Release ancel release Release strat. | Release + save (3 Print preview

System

FO Type Yendor Name FGp Order date
Release strategy Release indicator Release option

4500034724 NBE  7E644001 ERIMBELECOMBE BUILDERS PTY LIMITED 50 26.11.2009

01/55 Projects < 100k R PO Release Release set
45000E4725 NE 64065001  ANZ OFFICE FURNITURE 50 Z26.11.2009
01/55 Projects < 1008k R PO Release Release set

The SAP Easy Access menu displays.

8 When you have finished raising purchase orders, save the SAP Set up form and any attachments to
G:\GROUP_PROPERTY\05 PROJECTS\COMMERCIAL BAU\SAP Set Up Forms.
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11.2 Invoice Processing

Invoices must not be processed unless they have been approved by the Project Director. If the invoice has not
been raised against a purchase order, check that there is sufficient budget available before sending for payment.

There are five tasks required:
e Checking the invoice.
Checking the budget (if the invoice does not have a matching purchase order)
Raising and releasing a purchase order (if the invoice does not have a matching purchase order)
Uploading invoices to Accounts Payable
Filing the paperwork.

Process flow

Invoice received by
Project Admin

Vendor

N0—> maintenace

process

Existing
vendor?

Invoice checked

PO raised? No=——p ~ Raiseand

release PO

Yes

v

Check PO

Check and stamp ‘
invoice
Add invoice details
to upload
spreadsheet

Verify upload

Email upload
spreadsheet and
invoices to
Accounts

A\ 4

File paperwork
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11.2.1 Checking the invoice
All invoices are to be approved by the Project Director.

Follow the steps below to check the invoice.

Step Action
1 Has the invoice been approved by the Project Director?
If: Do this:
yes go to the next step.
no return the invoice to the Project Director for approval.
2 Stamp the invoice and complete the fields on the stamp.
If the vendor number is not on the invoice, see Looking up a vendor number.
3 Is the invoice from an existing vendor?
If: Do this:
yes go to the next step.
no e request that Vendor Management set up the vendor — see Setting up a new vendor
o file the invoice in the Pending folder
e go back to Step 1 and move on to the next invoice.
4 Is there a purchase order number on the invoice?
If: Do this:
yes go to Checking the purchase order
no go to Checking the budget.
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11.2.2 Checking the purchase order

/

Although there may be a purchase order number written, you need to check that it has been raised for vendor and

that there is enough available to pay the invoice.

Follow the steps below to check the purchase order:

Step Action

Orders for Project.

Menu  Edit Favarites

HIE em  Help

BldH @0 EEE Do
SAP Easy Access - User menu for Wilma Wyled

BE S EB 2| v -

= &F Favorites
CJ01 - Project Creation -= Create YWork Breakdown Structure
S_ALR_8T013558 - Project Reports -= Budget based -= BudgettActualiComm
CJ02 - Project Creation -= Change YWoark Breakdown Structure
CJ37 - Project Creation -= Budget Supplement in Project

et

Cupele

BACAnL Dy fat| 4, St Do

FRE_DEWOD9A - Verify Wendor Invoice Upload -= Invaice Verification Mo Po
FBL1M - Finance Reparing -= Accounts Payahle -= Vendor Line Item Report
FBO3 - Finance Repoting -= Accounts Payable -= Display Docurnent
Y_CB2_89000071 - Wark In Progress Report

Y_CB1_897000036 - Real Estate Reports -= Building -= Building Profile Rep

[l 02 Deaicet Cumtara w Cimmaeiale o @ imn boaene o Sehial CaetedDaosmen

The Purchase Documents per Project screen displays.

1 On the SAP Easy Access menu, double-click ME2J — Purchasing Group Reports -> Purchase

2 On the Purchase Documents per Project screen:
e type the Pl number from the invoice in the WBS Element field
e click the clock icon when finished.

Edit

em Help
B dH @ SHE DDOo0 AR @
Purchasing Documents per Project

[% )=( & DBprofile | G5 DB profile | 4 Status

Goto Sy

Erogram

Project infoMystem (DB profile: 0000000000013
Project \
\
WHS element ( PI-14795-02-1 ) to
Metwarkiorder ta
Activityioperation to
Additional WBS element criteria
Leweal 1 to 99
A list of related purchase orders displays.
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Step Action

3 Check the following:
e the purchase order on the screen matches the invoice
e that the Still to be invoiced amount is greater than or equal to the invoice amount

List Edit Goto Environment

A H @@ CHE DDon HFE @0
Purchasing Documents per Project

&1 @A Print Preview PO history Changes Schedule lines Activities

PO Type Yendor Name PGp Order date
Item HMaterial Short ftext Mat. group
DI & PInt SLoc Order gty. Un WNet Price Curr. per Un
4500031948 NEB BESY 3002 BOWIS LEND LEASE 14  20.04. 2009

neatn Claim 04 March B9 CRECOMH
P CEQ1 CEE1 370,013.020 % 1.600  AUD 1%
51911 to be delivered B % o.og  AUD o600 %
5ti11 to be invoiced [ o.og AUD o600 %
4500034287 NEB BESY 3002 BOWIS LEND LEASE B0 12.10.2009

fe]eleh el Design & PM Fee CRECOMM
P CEQ1 CEE1 355,232 800 % 1.600  AUD 1%
S5till to he delivered [ o.og AUD o.ee %
5ti11 to be invoiced [ o.og AUD o600 %
4500034728 WB 56573002  BOWIS LENWD LERSE 50 26.11.2009

neatn Darling Walk Fitout -Claim 11 CRECOMAH
P CBEO1 CEGM 429,374,620 § 1.00 AUD 1§
51911 to be delivered B % o.og  AUD o600 %
ﬁ' to he invoiced [ o.ea  AUD o600 %
'45999348?4 B BESY 3002 BOWIS LEND LEASE 0 08.12. 2009
Darling Walk~RFI Dated 9/10/09 CRERETAIL
P CEQ1 CEE1 517,500.170 % 1.600  AUD 1%
Sl e G il s o.og  AUD o600 %
( 5ti11 to he invoiced 517 ,5008.170 ]$ B17,500.17 AUD  100.08 %

Does the invoice pass both of these checks?
If: Do this:
yes e place the invoice to one side for adding to upload spreadsheet later

o if there are more invoices to process, go back to Checking the invoice to work with the
next invoice, otherwise go to Uploading invoices.

no Go to the next step.

4 Refer to the Project Director for instructions.

What were the Project Director’s instructions?

If: Do this:

increase the go to the next step.

purchase order

amount

refuse payment leave the invoice with the Project Director to follow up with the vendor.
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5 On the Purchasing Documents per Project, double-click the purchase number order to increase.
List Edit Goto Environment
2dH CEQ SRE aDon HE @I
Purchasing Documents per Project
&1 @ Print Preview PO histary Changes Schedule lines Activities
FO Type Yendor Name FGp Order date
Item Haterial Short text Mat. group
DI & PInt Sloc Order gty. Un MNet Price Curr. per Un
4EBBBESBSB NE R2O21081 CROSIER SCOTT & ASSOCIATES PTY LTD 50 11.08. 2009
InTnlnENnl Ind mlnh I Y Yt R Pat  11T 1 = 3 CcoCoCTOTl
P CEQ1 CEE1 634,094 610 % 1.60  AUD 1%
5ti171 to be delivered 0 % o6 AUD o.60 %
5ti11 to be invoiced 31,540.750 % 31 ,540.75  AUD 4. 61 %
PO Type Yendor Name PGp Order date
Item HMaterial Short text Mat. group
DI & PInt SLoc Order gty. Un WNet Price Curr. per Un
4500034873 NB R2258001 MDA BUSTRALIA PTY LTD 0 08.12. 2009
ooe1e Afrmidale - Prof Fees CRECOMM
P CEQ1 CEE1 4,105.150 § 1.60  AUD 1%
5ti11 to be delivered [ o6 AUD o600 %
5ti11 to be invoiced B % o6 AUD o.60 %
The Standard PO screen displays.
6

<

On the Standard PO screen, click [Edit] ( ).

Edit

Goto

Enviranment

aldH @@ SHE IO DLN RE @ m

order

Standard PO 4500033650 Created by Wilma Wyled

o i | d Frint preview | Messages Help Personal setting
g
m Standard PO E 4500033650 Yendar 52021001 CROSIER SCOTT &ASSO ..

= . Condiions | Tests | Communicalions data | Pariners | Additionaldata | Orgdata | Status

Document averdew on |

Dac. date 11.68.2009

" Release strategy

Release group 81 Release Group far CP Code |Description Release options
Release strategy 57 Projects 500-1m E Fraj Administratar o
H Exec Mar - GP
Release indicatar R PO Release I GM CP L
. Exec G CFSP
MIEs. iterm & [Material Shor text FO guantity 0. |C|Deliv. date  |Met price Curr... |Per C
10 P Camphelifield-Constructi.. 624,094 .610% |D(11.08.2009 1.eEaul 1 ]

The purchase order amount becomes editable.
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7 Adjust the purchase amount as required and then click [Save]
Edit  Goto Help
[ ) s e s e e s
ol .
Standard PO 45000336&0 Created by Wendy Wilma Wyled
Docurnent overview on | O % of ga Print preview | Messages Help Personal s
m Btandard PO B 4500033650 vekdor 52021001 CROSIER SCOTT &£ A550.. Dac.
E - Conditions k Texts k Partners k dditional data k Org.data k Status ' Release str:
Release group 01 Release Group for'gP Code |Description Rele
Release strategy 57 Projects 500 - 1t E Praoj Administratar
H Exec Mgr- CP
Release indicatar R PORelease I GM CP
J Exec GM CFSP
BslENS. [itern  [A [Material Short text O gquantity 0.} |C|Deliv. date  |Me
10 P Camphellfield-Constructi.. 34,094 610§ | |0[11.08.2009
F
F
F
F
Click [Yes]
Short text PO guantity 0. |C|Deliv. date  |Met price
Campbellfield-Constructi .. 692,349.970)% D [11.08. 2009
B = ccitcocument ]
Lo you wwant to save the
document first?
( Yes J) Mo HR Cancel |
— 1]
| L1 |
Then click [Save].
Short text PO guantity ... |C|Deliv. date  |Met price Curr..
Carnpbellfield-Construct 692,349.970)f D|[11.08.2009 1.08RUD
AUD
document —
aUD
[ Systern messages issued wun
| wuD
" Do youwantto save document or process data? D
It pup_
[ Save ) | Edit | |3€ Cancel AD
e - aUD
— | | [ |
| [ 11 | AUD
A message is displayed at the bottom of the screen to indicate that the purchase order has been
changed.
8 Click [Go back] to return to the Easy Access menu.
9 The modified purchase order has to be rereleased. See Releasing purchase orders for more
information.
10 After releasing the purchase order:

e place the invoice to one side for adding to upload spreadsheet later
e if there are more invoices to process, go back to Checking the invoice to work with the next
invoice, otherwise go to Uploading invoices.
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11.2.3 Checking the budget
Follow the steps below to process an invoice:

Step

Action

1

On the SAP Easy Access menu, double-click S_ALR_87013558 - Project Reports -> Budget based -
> Budget/Actual/commit.

Menu  Edit Eavo wras n
& adHCaa SHE BNon AR @0
SAP Easy Access - User menu for Wilma Wyled
b= & e 2 >«

= {3 Favorites

' 5_ALR_87013558 - Project Reports -= Budget hased -= Budgetihetual/Commit ]

= R T e T e T == T T T BT e e T ST e
CJ37 - Project Creation -= Budget Supplement in Praject

MEZ21M - Purchase Order Create -= Create Purchase Order

MEZ2.J - Purchasing Group Reports -= Purchase Orders for Project

MEZ8 - Release Purchase Qrder

ZRE_DEY009A - Verify Vendor Invaice Upload -= Invoice Verification No Po
FBL1HM - Finance Reporting -= Accounts Pavable -= Yendaor Line term Report
FBO3 - Finance Reporting -= Accounts Payable -= Display Document
Y_CB2_838000071 - Work In Progress Report

Y_CB1_87000036 - Real Estate Reparts -= Building -= Building Profile Rep
CJI3 - Project Systerm -= Financials -= Line Items -= Actual Costs/Revenu

The Selection Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview screen displays.

On the Selection: Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview screen, type the Pl number
in the WBS element field and then click the clock icon.

Program  Edit Goto  Systern Help

afd B Iea@  CHE B DOaN | EEI@L
Selection: Budget/Actual/Commitmt/Rem.Plan/Assighed
(=[5} &8  # DB profle | &Y DB profile | 4f# Status

Froject infoM’ n systermn (DB profile: 000000000001

FProject to

\
WHS element PI1-15045
Metwarkiorder ta

Activiteoperation to
aterials in netwark to

| Report selections |

The Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Detail screen displays.
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Step Action

On the Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Detail screen click [Overall View] (ﬂoa.)
then click Object.

Report Edit Goto Mavigate Ex ettings I
& BB Ca@ DHE DDhoan BHE @0
Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Detail

[ In TF &5 F  Number format...

Budget/Actual/Commitmt/Rem. Plan/hssiagned
Plan wersiaon FRE Preliminary Cost Estimate
— igatianm
{0bject s
“Categ .
Periaod!year .
r
Lead column Budget Ahetual Commitment RemOrdPlan hssigned Ivailahle
Overall values 8,060, aon 71,610 ar, 200 o 158,810 7,841,180
Previous years o o o o o o
2010 2] 71,618 87,200 2] 158,810 158, 8160-
26811 o} o} o} o} o} o}
2012 o o o o o o
2013 and following o o o o o o
Total of wears o 71,610 ar, 200 o 158,810 158, 810-

The Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview screen displays.

4 Match the invoice to the budget element. Is there enough budget for the invoice?

[} 3 JB 8@ DHE HOLD AR @@

Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview
HEETET @ M4 P& [ Numberoma

Budget/Actual/Comnitnt/Rem Plan/Assigned
Plan version PRE Preliminary Cost Estimate
[Navigatiom
val.category
Period/year
Trans . currency
Bus transaction
e x 0
Overall values
Object Budget Actual Commitment Assigned Available
<= WBS PI-15B45 Talstra Ruilding Remediatinn ¥ork. uR A06_ABA. 1 _f18 - Z_200 15i 1A ° 141 196
GE' WBS PI-15045-01 (Prnnram & Project Mgt 500,080 71,610 7,200 78,818 421,190 ]
of-+ UBS PI1-15045-02 TIOK B, 000 T B0 000 B 000 L]
[+ WBS PI-150845-83 Technology 5,000,080 L] a 8 5,080,000
<> WBS PI-15845-D4 Other 500,080 L] o 8 560,000
ob-» uBS PI-15045-05 Contingancy 1,920,000 1] a [] 1,920,000
#» Result 8,000,000 71,610 87,200 158,810 7,841,190
If: Do this:
yes Go to Raising and releasing purchase orders.
no Go to the next step.
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Step

Action

Print the screen and contact the Project Director requesting instructions.

What were the Project Director’s instructions?

If: Do this:

increase the budget | ¢ click [Go back] to return to the Easy Access menu.
e Qo to Increasing the budget

refuse payment leave the invoice with the Project Director to follow up with the vendor.

11.2.4 Increasing the budget
Follow the steps below to increase the budget:

Step

Action

1

On the SAP Easy Access menu, double-click CJ37 — Project Creation -> Budget Supplement in
Project.

Menu Edit Favarites Exiras Sy

3 dH C@a SHEBE hthan BE
SAP Easy Access - User menu for Wilma Wyled
BE S HEB 2| v -

em Help

= &F Favarites
CJ01 - Project Creation -= Create York Breakdown Structure
S_ALR_BT013558 - Project Reports -= Budget based -= BudgetidctualiCammit
) P T T T T e T T e T B TE R RIS e

"
L@ME’MM =T Qo Ceo ot Cipmato Diecl fari

MEZJ - Purchasing Group Repoarts -= Purchase Orders for Project

MEZ28& - Release Purchase QOrder

ZRE_DEYOO9A - Yerify Wendar Invoice Upload -= Invoice Verification MNa Fo
FBL1M - Finance Repaoring -= Accounts Payahle -= Vendor Line ltem Report
FBO3 - Finance Reporing -= Accounts Pavable -= Display Document
Y_CHB2Z_89000071 - Wark In Progress Report

Y_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
CJI3 - Project Systemn -= Financials -= Line ltems -= Actual Costs/Revenu

The Change Supplement: Initial Screen displays.
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2 On the Change Supplement: Initial Screen, type the Pl number from the invoice into the WBS element
field and then press [Enter].

0 Q@@ SHE aDo0 DR @m

Change Supplement: Initial Screen

Supplement

©
PI-14989

Cueney

The Change Project: WBS Element Overview screen displays.

3 On the Change Project: WBS Element Overview screen:
¢ highlight the budget number in Project.def field

e press [Control]+[c] to copy it to the clipboard

e click [Go back] to go back to the previous screen.
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4 On the Change Supplement: Initial Screen:

e click in the Project.def field

e press [Control+[v] to paste the budget number
e press [Enter].

S G@ @ 2 EE S0 4a) EE @
Change Supplement: Initial Screen

Cureny

The Change Project: WBS Element Overview screen displays.

5 On the Change Project: WBS Element Overview screen:

e scroll down to the Pl number

e type in the amount to increase the budget by in the Supplement column
e click [Balance].

Change Supplement: WBS Element Overview

(o )z

e [Joea z[-]

I
M
I
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6 Type the amount to increase the budget by in the Supplement column next to the element and click
[Balance].
Lridrnyge suppierrnerii: vvoo cierrnernit vverview
P
[~ Jowl B[]
plues
VWS Element Supplemeant Tran... |Current budget |Distributed Distributable
4 | Pi4814-03-2 AUD | 76,180.61 76,180 .61
2 [Pr1dp18 AUD | 74,576.00 74,576.00
R AUD | 476,960.00 476, 96000
Elz |Pri4azy AUD |.271,935.00 |.271,035.00
3 [ Pr1sazsy AUD |.249,631.79 249,631 .79 |.080
3 | PL14929-24 hUD | 22,393.21 22,303.21 | 22
Elz |prasan § AUD | 220,666.00 | 214,869.00 §,797.00 5
3 | PL148301 AUD | 212,319.00 212,319.00 | 159
3 [Prgaaz | AUD 2,550.00 2,550.00
=2 |Pr14931 LY AUD | .602,233.00 |.662,233.00
3 | Pr14831-1 \ AUD |.560,448.22 5B, 448 .22 |.560
3 | Pl14831-2 \ AUD | 24,875.74 24,075.74 | 24
3 | Pl14931-3 \ AUD | 11,764.50 11,764.50 | 11
3 | Pl14931-4 AUD
3| P114831-5 AUD
3 | PL149316 AUD
3| Pl149317 AUD 5,952 .54 5,052.54 5
Elz  |PL14832 AUD | 563,494.00 | 563,434.00
3 | 1483241 AUD | 550,442.75 550, 442,75 2
3 | Pl14932-2 AUD | 13,851.25 13,051.25 B
" |Elz [Pr1493s \ AUD | 34,275.11 | 34,275.11
3 | PL14938-01 3 AUD | 34,275.11 34,275.11 | 34
PI-14389 2 784,825, 784 82536
PI-14888-02
|Q | ol 44000 N2
7 Click the tick on the message box and then click [Save].
: utable  |As:
| |T¥i [Messame text | (180,61
- | @ |Availability control: 576.00
| | A [Item 808 WBS element PI-14989-81 budget almost exhausted @ 96093 | 4
[ i
I G MDD HFEFTEEHE @ w0 o1 @1
FTHII0-T FULT [ 2T 3T 00 1
3 Mag0-2 2,550.00
Flz [Pr14831 " B
e |5
3 | PL14931-2 I
3 | Pr14931-3 I
2 | PL14831-4 T
3 | PL14931-5 I
3 | PH14931-6 B
8 Go to Raising and releasing purchase orders.
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11.2.5 Raising and releasing purchase orders

Follow the steps for raising and releasing purchases under New Project Set-up. When you have finished, go to
Uploading invoices.

11.2.6 Uploading invoices

After the purchase order for the invoice has been released, the details of the invoice are added to a spreadsheet,
uploaded and verified in SAP.

Follow the steps below to upload and verify invoices:

CommonwealthBank /

Step

Action

1

Create a folder for today under \Corporate Portfolios\Project Services\Invoice Upload

Spreadsheets folder on the common drive.

@ T:\Corporate Portfolios\Project Services\Invoice Upload Spreadsheets\Jan 10)13 Jan

File Edit Yiew Favorites Tools  Help

eBack @ \_)' 1‘3: /.._\J Search = | x n v

HF" Folders

Address |@ T:\Corporate Portfolios\Project ServicesiInvoice Upload Spreadsheets!Jan 10413 Jan

Folders £

@ Insurance - Conskruckion L
= I3 Invoice Upload Spreadsheets
|5 Dec 09
= 3 Jan 10
I£3) 04 Jan
I3 05 Jan
I3 07 Jan
3 11 Jan
=}
1250 Mov 09
I3 oct 09
I Sep 09 3
s
|Z5) Lessors Contributions
[ Master Plans
I23) Minar Work
[ Monthly Payments 50
[C5) Monthly Payments ATMs
e o R

< ) »

0 objects (Disk free space: 45.8 GB) 0 bytes

‘3‘ Local intranet
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2 Copy and paste the spreadsheet file Upload Format from the Invoice Upload Spreadsheets folder to
newly created folder for today.
Qo - @ I Pseach [ roes | [ (3 X ) [F-
Address ‘Eﬂ Ti\Corporate Portfolios\Project ServicesiInvaice Upload Spreadshests A | Go
Folders B o
I3 Insurance - Construction - Dec 09 Ii) Jan 10
= 53 Invoice Upload Spreadshests
& 3 Dec 09 =i,
# Jan 10 Now 03 Il’J octng
1) Mov 09 |
B ) oct 09
Errors
_El D sepo9 Sep 09 Microsoft Office Word Document
= 13KB
153 Lessors Contributions =
I3 Master Plans T Inwoice Upload Monitoring = Upload Format
& 10 Minor Wark Microsoft Office Excel Warksh, Microsoft Office Excel Worksh, ..
& ) Monthly Payments 50 ke 105
= ) Manthly F - 2 r g
3 Monthly F % T:\Corporate Portfolios\Project Services\Mnvoice Upload SpreadsheetsiJan 10\ 3 Jan
# [ Overviewl| File Edt  View Favarites Tools  Help
< = — B
Type: Microsoft OFfice Excel Worl @ Back ¥ _) |ﬁ /— ) search I£_L Falders |'_Ek & x q - Z
Address |lh T:\Corporate Portfolios\Project ServicesiInvoice Upload Spreadsheats|Jan 10413 Jan
Falders %
|53 Doug's Emails ~
[# ) Exco Reports
[# ) Financial Reporting
|5) Formats and Forms Used in Project Processes
1) 1C5M
[c] @ Insurance - Construction
(= ) Invoice Upload Spreadsheets
) Dec 09
= 3 Jan 10 =
& () 04 Jan =
= () 05 Jan
& () 07 Jan
& [ 11 Jan
3 13 Jan
171 Mo 09 bl
< il | >
Type: Microsoft OFfice Excel Worksheet Size: 9,00 KB Date Modified: 8]12/2009 10:56 9,00 KB \j Local intranet
: , H th -
3 Rename the file to reflect today’s date. For example, if today was the 13" January, then name the file
13 Jan.
orporate Portfolios\Project Services\nvoice Upload Spreadsheets\Jan 10113 Jan |
File Edit Wiew Favorites Tools  Help a.
N T,
@ Back ~ () l.@ p Search E’T" Folders |'._:' ij"} x n v
Address ‘@ T:\Corporate PortfoliosiProject Services!Invoice Upload Spreadsheets!Jan 10013 Jan v | GO
Folders e
=] Invoice Upload Spreadshests »
= [ Dec 09
E] 1 Dec
E] 3 Dec
07 7 Dec
[C7) 8 Dec
= IC3) Jan 10
I5) 04 Jan
IC5) 05 Jan
I3 07 Jan =
I3 11 Jan
2 133an
[ Mo 09
= octo9
7 Sen 09 bt
< | >
Type: Microsoft Office Excel Warksheet Size: 9.00 KB Date Modified: 8/12/2009 10:56 9,00 KB ‘d Lacal intranet
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4 Open the spreadsheet:
e complete all columns for each invoice
e save the file when you have finished.
Note: If the vendor’s invoice number has a leading zero, ensure that the number is entered as text.
e Right-click in the cell.
e On the Number tab, select Text.
e Click OK
O DEHR9- - 2&&E 7
(Ea
Home Insert Page Layout Formulas Data Review View Add-Ins
T = i = o am | [
& Cut Calibri 1 - liEaEl= I‘@"| S Wrap Text General - H é L;h (
B = - {
Pasti - = ¥ 1 - - <0 .00 Conditi | F t Cell
T Fromatrainter | B LU i Merge & Center = | | 180n oo | S8 6] | 0T e - stpes -
Clipboard LF} Font (F} Alignment 7 Mumber ] Styles
| B3 - fx | 00000466
& 1301
| A | ] C D E F | G
1 |SAPWendor Number Vendor Inv Number Vendor[icSs ter Qty
2| 92241001 031209 G ARKLE 03/12/2) : - 100%  3,250.98
3 9298700100000466 20/10/] Mumber | Aligrment | Font | Border | Rl || Protection | 10 8 9,900.00
=
4 | 87509001 4908 19/11/9} | categary: 10§ 3,448.50
= | 90265001 114017538.HOS 09/11/7) | [General Sample 1005 358273
6 90265001 114038336.HOS 11/11/9) gﬂmgﬁ;y 00000466 10 $ 30.80
7 90265001 114017546.HOS 09/11/2) | |Accounting Texk format cells are treated as text even when a number is 10/ s 2,804.74
3 90265001 113925723.HOS 28/10/2) ?i‘:: inthe cell. The cell is displayed exactly as entered. 10/ $ 122.10
g 90265001 114017545.HOS 09/11/2) | |Percentage 0 s 735.19
| r Fraci
10| 30265001 114028097.HOS 10/11/3] | |cote 10/ $ 290123
11| 90265001 113585791.HOS 15/09/2f | I 0 s 160.82
12| 30265001 113563329.HOS 11/09/9 | | 103 14890
12| 90265001 113530690.HOS 08/09/2} 0 s 116.16
14 | 90265001 113508473.HOS 04/09/2) 10 % 237263
15| 90265001 113621023.HOS 18/09/2) 0 s 232.32
16 | 90265001 113257303.HOS 04/08/2) 0§ 138.82
17| 90265001 113049596.HOS 08/07/2) 0 s 237.60
18 | 90265001 112901993.HOS 18/06/2 0 8 132.28
19| 90265001 112901998.HOS 18/09/2) 0 s 5.17
20 | 90265001 112882204.HOS 16/06/2 0§ 318.73
21| 90265001 112848668.HOS 11/06/2) 0 s 135.63
22 90265001 112813066.HOS 05/06/2) 10 % 147424
I [0]4
23| 90265001 112746857.HOS 28/05/2) o ] 0 3§ 293.04
24 | 87074001 1195023 19/11/2009 S 1,460.80 2500034853 10§  1,460.80
R
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Step

Action

Save the file again, this time in CSV format.

Open

Save

Save As

Print

Prepare

Send

Puhlish

Excel Workbook
Save the workbaaok inthe default file
format.

Excel Macro-Enabled Workbook

Save the workboak in the XML-based and
macra-enabled file format,

o L

s 2. Click here |t

| X

Excel 97-2003 Workbook |
Save a copy of the workbook that is fully |
compatible with Excel 97-2003. I
PDF or XPS |
Publish a copy of the workbook as a PDF or 1
XPS file, I
|

DOther Formats

Alignment

;f

.Vendt-Jr It

Wr W N W N

Openthe Save As dialog b .
all possible file types. _l 3. Click here

[ £ Excel Options | |3 Exit Excel |I

IUZBSUUT 13530691, HUS TUSFUSF 2009
90265001 113508473.HOS 04,/09/2009
90265001 113621023.HOS 18/09/2009
90265001 113257303.HOS 04,/08/2009

R R TSR ¥y T VSR ¥ SR Wy SRR e AR
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6 Select CSV (Comma delimited) from the list and then click [Save].

Save in: |®13Jan V| @ @& X o B

B My Recent
= Documents

@ Deskiop

=y My
Documents

'_“ wirtuech on
W30486394

‘:‘J My Metwork
Places

File nare: 13,01

Save as bype:

Tools -

v
=

Click [Yes] to clear the message box.

13.01.csv may conkain features that are not compatible with CSY (Comma delimited). Do yvou want ko keep the workbook in this Format?

\}) « Too keep this Format, which leaves out any incompatible Features, click Yes.
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,

+ To see what might be last, click Help.

125 A3 ASNNN24R57 m < T35 A3 DITATRS_AK 1190424 CRO1

There are now two files in the directory.

@ T:\Corporate Portfolios\Project Services\nwvoice Lpload Spreadsheets\Jan 10\ 3 Jan

File Edit Yiew Favaorites Tools Help

@ Back - \_) l.@ /',__j Search

E—z‘_ Folders

F ¥ X Q|-

Folders £

13.01
= I3 Inwoice Upload Spreadsheets ~ El H | Microsoft Cffice Excel Worksh. .. El
=11l §

B [ Dec s 15 K8
£ 1 Dec
E]EDEC

I3 7 Dec
IC5) 8 Dec
= [ Jan 10
I3 04 Jan
I 05 Jan

07 an 8 This is the CSV file.

13.01
Microsoft Office Excel Comma ...
" ELG

I5) Oct 02
71 Sep 09
< >

|

Address ‘E) T:Corporate Portfolios\Project Services\Invoice Upload Spreadsheets|Jan 10013 Jan - | = I

2 objects (Disk free space: 45,7 GE)

16.5 KB &J Local intranst
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7 Return to SAP and on the Easy Access menu; double-click ZRE_DEVOQ09A - Verify Vendor Invoice

Upload -> Invoice Verification No Po.

Menu  Edit

B dEHC@n SHE aDhan BEE

SAP Easy Access - User menu for Wilma Wyled
BE & EB 2| v

= &Y Favoritas

C.JM - Project Creation -= Create Work Breakdown Structure
S_ALR_87013558 - Project Reports -= Budget based -= BudgetiActualiCommit
CJ02 - Project Creation -= Change work Breakdown Structure

C.J37 - Project Creation -» Budget Supplement in Project

MEZ1M - Purchase Order Create -= Create Purchase Order

MEZJ - Purchasing Group Reponts -= Purchase Orders far Project

\ ZRE_DEY0O0DS9A - Verify Vendor Invoice Upload -= Invaice Verification No Po} ]

R ey Tty Tt e
FB03 - Finance Reporting -= Accounts Payahble -= Display Document
Y¥_CB2_89000071 - work In Progress Report

Y¥_CB1_97000036 - Real Estate Reports -» Building -= Building Profile Rep
CJIZ - Project Systern -= Financials -» Line ltems -» Actual Costs/Revenu

The Vendors Invoice Verification - Verify Run screen displays.
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Step

Action

On the Vendors Invoice Verification - Verify Run screen:
e click [Browse]

@ Bl dH @@ S0 E O000 BE
Vendors Invoice Verification - Verify Run

File to be Uploaded

03.12.2083

Posting date
Tax code F1

e browse to the CSV file and click [Save]

Savein ) 2Dec LN 2 [ el

My Fecent Doc. . Type: Microsoft OFfice Excel Comma Separated Yaluss File
Size: 242 bytes
Date Modified: 3/12/2009 10:45 AM
Deskoy
> |
My Documents

wsutcliffe on ..
—

File name: 2 Dec CSY =] {’ Save D
fem -t
Save as lype: - 2 Cancel
My Network Pl

e click [Upload]

(RS NN s S N e NN e
Vendors Invoice Verification - Verify Run

File to be Uploaded HlcommonCorporate Porffalios\Project ServiceslUnvoice L.

Posting date 03.12.26809
Tax code P1

An on-screen report will display, showing any errors in the file.
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Step Action
9 Are there any error messages?
If: Do this:

Yes Check the data in your file and then go back to Step 5 to upload the file again.

Hints: Check the following:

o the format of the file is CSV text

e dates are in the form DD/MM/YYYY. For example 4" of January 2010 should be
04/01/2010. Try converting the field to text format

e numbers with leading zeroes are in text format

e there are no commas in the data.

No e Click [Go Back].

List Edit Goto

@ LoHR ODDhoaon BE @
Vendors Invoice Verification - Verify Run

System: CBZ ¢ 101
Report: ZRE_DEVBEAA_INWOICE_VER_MNOPOST

User: WYLEDWI Vendors Invoice Yerification - Werify Run

e (o to the next step.
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Step Action
10 Open the Excel version of the spreadsheet:
e total the Vendor Inv Amt and the Qty columns
e convert the Vendor Inv Amt and the Qty columns to currency
e check that both the Vendor Inv Amt and the Qty columns agree and adjust your input if necessary
o type the full path of the CSV file three rows below the last row of data.
e save the file.
DEHRY- > QEdES e - Microsoft Excel B
) Home Insert Page Layout Formulas Data Review View Add-Ins ‘.@
[ ¥ cut o S Rl = T = : = B ) - = AutoSum =
B o 2l ) | @ enera B B ] Bl Ar @
e = = . B || %0 o0 : &
P romraner 912 B ][00 A | et | i | St Fen O | e R e S R
Clipboard il Font = Alignment i Number & Styles Cells Editing
| A28 - S| x:\common\Carporate Portfolios\Praject Services\Invoice Upload Spreadsheets\Jan 10\13.csv
B 13015
,A B £ D E F G H 1 J K
1 |SAP Vendor Number Vendor Inv Number Vendor Inv Date Vendor Inv Amt Purchase Order Nu  Purch Order Line Iten Qty WBS Element  GLAcct CO Area Profit Cent
2 92241001 031209 G ARKLE 03/12/2009 S 3,250.98 4500034360 10 $ 3,250.98 PI-14811-74-9 1190424 CBO1 94197
3 BZBEPDUI'UUDUMEE 20/10/2009 S 9,900.00 4500034856 10 S 9,900.00 PI-14785-A) 1190424 CB0L1 83456
4 | 87509001 4508 19/11/2009 S 3,448.50 4500031973 10 S 3,448.50 PI-14785-07 1190424 CB0L 83456
5 | 90265001 114017538.HOS 09/11/2009 S 3,583.73 4500034857 10§ 3,583.73 PI-14783-AK 1190424 CB01 83456
6 90265001 114038336.HOS 11/11/2009 S 30.80 4500034857 10 S 30.80 PI-14785-AK 1190424 CB01 83456
7 90265001 114017546.HOS 09/11/2009 5 2,804.74 4500034857 10 S 2,804.74 PI-14785-AK 1150424 CBO1 83456
8 90265001 113925723.HOS 28/10/2009 S 122.10 4500034857 10 5 122.10 PI1-14785-AK 1190424 CBO1 83456
9 90265001 114017545.HOS 09/11/2009 S 735.19 4500034857 10 5 735.19 PI-14785-AK 1150424 CBO1 83456
10 90265001 114028097.HOS 10/11/2009 S 2,901.23 4500034857 10 S 2,901.23 PI-14785-AK 1190424 CBO1 83456
11 90265001 113585791.HOS 15/09/2009 s 160.82 4500034857 w0 s 160.82 PI-14785-AK 1150424 CBO1 83456
12 90265001 113563329.HOS 11/09/2009 k3 148.90 4500034857 w0 8 148.90 PI-14785-AK 1150424 CBO1 83456
13 90265001 113530690.HOS 08/09/2009 s 116.16 4500034857 10 S 116.16 PI-14785-AK 1190424 C801 83456
14 90265001 113508473.HOS 04/09/2009 s 2,372.63 4500034857 10 5 2,372.63 PI-14783-AK 1150424 CBOL 83456
15 90265001 113621023.HOS 18/09/2009 3 232.32 4500034857 10 S 232.32 PI1-14785-AK 1190424 CBO1 83456
16 90265001 113257303.HOS 04/08/2009 s 138.82 4500034857 10 S 138.82 PI-14785-AK 1150424 CBO1 83456
17 90265001 113049596.HOS 08/07/2009 s 237.60 4500034857 0 s 237.60 PI-147853-AK 1190424 CBO1 83456
18 90265001 112901999.HOS 18/06/2009 k3 132.28 4500034857 w0 8 132.28 PI-14785-AK 1150424 CBO1 83456
19 90265001 112901998.HOS 18/09/2009 s 5.17 4500034857 10 S 5.17 PI-14785-AK 1190424 CB0L 83456
20 90265001 112882204.HOS 16/06/2009 s 318.73 4500034857 10 S 318.73 PI-14785-AK 1190424 C801 83456
21 90265001 112848668.HOS 11/06/2009 s 135.63 4500034857 10 § 135.63 PI-14785-AK 1150424 CBOL 83456
22 90265001 112813066.HOS 05/06/2009 3 1,474.24 4500034857 10§ 1,474.24 PI-14785-AK 1150424 CBO1 83456
23 90265001 112746857.HOS 28/05/2009 s 293.04 4500034857 10 S 293.04 PI-14785-AK 1150424 CBO1 83456
24 87074001 1195023 19/11/2009 s 1,460.830 4500034859 0 s 1,460.80 PI-14785-Al 1190424 CBO1 83456
25 $ 34,004.41 S 34,004.41
26
27
28 X:\cummun\turéorak_ Portfolios\Project Services\Invoice Upload Spreadsheets\Jan 10\13.csv
29
Ready
11 Scan all the invoices and save them in the folder with the spreadsheet.
®% T:\Corporate Portfolios\Project Services\invoice Upload Spreadsheets\Jan 10113 Jan |’._||’E|rz|
File Edit Wew Favorites Tools Help -:,'
1 = Y L,
- ) =1 b -
e Back (<> | lm P Search ‘H_:_ Folders | |y |35 x n
Address |l’f} T:\Corporate PortfoliosiProject Services\Invoice Upload SpreadshestsiJan 10013 Jan
=
Folders 13.01
= 23 Invoice Upload Spreadshests ~ Microsoft Office Excel Worksh,..
= ) Dec 09 15 kB
I3 1 Dec
I3 3 Dec
I3 7 Dec
I3 & Dec
= £ Jan 10
I 04 Jan
I3) 05 Jan
I 07 Jan =
I3 11 Jan
129 13 Jan
I3 Mov 09
I3 oct o9
7 Sen 09 b
< | >
Twvpe: Adobe Acrobat Document Size: 1,11 MB Date Modified: 30/11/2009 21:40 1.11 MB H Local intranet
12 Email the Excel version of the spreadsheet and the scanned invoices to
AccountsPayable@cba.com.au.
13 Send hard copy invoices to accounts via the internal mail.
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11.3 Project Completion

11.3.1 Diarising Completion Events
Follow the steps below to diarise completion events

Step Action

1 At Practical Completion, the Project Director completes a Practical Completion Form and sends copies
to the following people:

e Quantity Surveyor

e Construction Manager

e Project Administrator

e Facility Manager.

2 The Project Administrator diarises the following events in Outlook:
e Account Closure Date
e Final Completion Date

3 The Project Administrator advises the Project Director of the account closure date

4 When the Account Closure Date occurs, the Project Administrator emails all parties to remind them
that final invoices are due.
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11.3.2 Post-Capital Dissection Tasks

Capital Dissection of the project is to be performed as soon as practical by the Quantity Surveyor after the final
invoice for the project has been processed. Capital dissection is to be conducted in accordance with the tax laws to
apply expenditure for each element for depreciation and tax purposes. When complete, the Quantity Surveyor
emails the dissection report to the Project Administrator.

On receipt of the Capital Expenditure Dissection, the Project Administrator performs the following tasks:

1. checks that the total from the Quantity Surveyor tallies with the budget amount in SAP
2. updates the WIP report and the Completed Projects spreadsheet
3. checks that there are no outstanding purchase orders
4. checks that the budget has been exhausted
5. updates the practical completion date in SAP
6. files the paperwork
11.3.2.1 Checking the Capital Dissection
Follow the steps below to check the capital dissection:
Step Action
1 Open the Capital Expenditure Dissection form received from the Quantity Surveyor.
2 From the Excel menu:

e Select Add-Ins - Retail Pack - Cap-Ex Dissection.
e Clear each of the message boxes as they are displayed.

o) D EHR P YR c
_*_?/" Home Insert Page Layout Farmulas Data Review View Add-Ins
| Retail Pack " h 2
Budget
Contract Price 1

Final Account
Cap-Ex Dissection

Save As

3

Tax fields throughout the form are populated.

3 Ensure that the following fields are completed on the Tax 1 tab:
e OUN

e Project Number

e Property Number
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Step

Action

Switch to SAP and at the SAP Easy Access menu; double-click CJI3 — Project System —> Financial -

> Actual Costs/Revenu.

SAP Easy Access - User menu for Wilma Wyled
BE S EE 2| v a

= &Y Favorites
CJ01 - Project Creation -= Create Work Breakdown Structure
S_ALR_BY0135458 - Project Reports -= Budget based -= BudgetidctualiCammit
CJ02 - Project Creation -= Change YWork Breakdown Structure
CJ3Y - Project Creation -= Budget Supplement in Project
MEZ1M - Purchase QOrder Create -= Create Purchasze Order
MEZJ - Purchasing Group Reports -= Purchase Orders for Project
MEZE - Release Purchase Order
ZRE_DEVOD9A - Verify Vendor Invaice Upload -= Invoice Verification Mo Po
FBL1M - Finance Reporing -= Accounts Payahle -= Yendar Line ltem Report
FBO3 - Finance Reporing -= Accounts Pavable -= Display Document
Y_CB2_89000071 -Wark In Progress Report

[T I e T u u w et VUSSP O e EreLH Cloilolic o Doalo o

T

[ (J Finance Reporting

The Display Project Actual Cost Line Items screen displays.
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Step

Action

On the Display Project Actual Cost Line Items screen:
e type the Pl number from the form in the WBS element field
e click the clock icon.

bl — wm R W M) 1 e L3 L

T —_—

Display Project Actual Cost Line ltems

..

==t T @ & DBprofile &Y DB profile | 40 Status || )E[ Further selection crit
oy

Project inforfMetion system (DB profile: 0000000000013
Froject to
—
WES element PL-14593-06 o
Metwarkiorder ta H
Activityfoperation to E
Materials in network to
Costelements
Cost element 1190424 tn =
ar
Cost element group
Booking data
FPosting date O1.12.2800 to 3122009
Settings
Display variant fZCBR cha variant
| Further settings... ‘

e click Z Wendy WIP (this report should have a generic name)

Layout Layout description = 25| NE| =
{ZCBA cha variant | v
{ZCBAZ cha variant - jonas of| o
fZJONAS cap ex | v
{ZJRE CFSP  wariant | v
154P Doc.datefobject/cost element/value | v
25AP Doc./project/WBS element/cost element | o
35LF Project/WBS element/partner cost center (o«
& WENDY WIP art | ||
Z WENDY WIP {7 WIF Bendy+ || |
e}

o copy S & F H BT E X

The report displays.
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Step Action
6 Check that the Total on the Capital Dissection form agrees with the bottom figure on the Tax 4 tab of
the report.
List Edit i anment e Help
G JH @@ BHE Cnos R 2|
Display Actual Cost Line Items for Projects
& Dosument | & Masterrecord | [ | G E | & F 5E choose |misae || B % | TE T Ak
Display variant Z WENDY WI Z YIP Vendy+
Object WES PI-14593-06 19, 120 Pitt St Fir RECONCILIATION OF COSTS
Cost element 1190424 To 1190424 Work in Prog-Build
Posting date 01.12 2000 To 31.12 2009 Category Amount
Category of Costs Type@ {incl. GST)
Total for Integral ltems - §1.000 & Qver INT 112,296 60) T
Total for Integral ltems - Less than 51,000 0.00[ T
Total for Mon-Integral ltems - 51,000 & Qver M 000 T
Posting date | Object “Costelem. “[Cost elerent descr. E Walue TranCurr Total for Man-Integral Items - Less than §1.000 oool T
19.10.2006 |PI-14593-06 1190424 Work In Progress-Buildings 14,762.00 ) S
15,06 2007 Workin Progress-Buildings 14,702 00 Qther MNon-Building Expenditure SEN/SND 0.00 Tﬁ
19.06.2007 Work In Progress-Buildings 30,00 Structural Improvements (Mon-Building) SED/STD 0.00| TaF
08.08.2007 \WarkIn Progress-Buildings 97,229.00 Structural Waorks (Building Shell) SED/STD 0.00 TE
19.06.2007 Work In Progress-Buildings 60.00 B N ‘ StF
20,07 2007 Work In Fragress-Bulldings TEaaran ot Capital Expenditure 112.206.80( To
PI-14693-06 £, . 11230620, |Centralised Fixed Assets (CFA) ooof T
o, wo ( 112,20680 B e X,
—_— . . e e —
Total (Al inclusive)” See Note 1 '% ( 112,296.80] )
Do the figures agree?
If: Do this:
yes Go to Updating the WIP report and the Completed Projects spreadsheet.
no refer to the Project Director for instructions.
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Updating the WIP report and the Completed Projects spreadsheet
Follow the steps below to update the WIP report and the Completed Projects spreadsheet

CommonwealthBank

/

Step

Action

1

Update your most recent copy of the WIP report:
e click the Sorted by PC Date tab

e locate the project

e add a comment that capital dissection has been performed and the date.

o\ USHR 9 R e e WIP November 09 YTDxls [Compatibility Mode) - Microsoft Excel o= ox
J Home | Inset  Pagelayout  Formulas  Data  Review  View  Add-Ins @ - =
= % T = s = "=l e N e s Dok T AutoSum - %
Calibri -l A= \p}-- S Wrap Text General - = = H [ *m L i
s = | L B e e (] dr-  Z 4
Paste ([T | ey SH Merge & Center - ||| $ = % o |[%3 ;%8| | Conditional Formst Cell || Insert Delste Format | Sort & Find &
= « J M | £ Salll EyediEais |78 8] Formatting ~ as Table = Styles~ - - - {2 Clear ~ Filter = Select =
Clipboard Font = Alignment = Humber = Styles Cells Editing
| K61 .l fi| cap dissec 14/12/2009
&, D E F G H 1 J
53 |PI-14919 150 GEORGE STREET Gnd Floor, 150 George Sue Ingram 80863 01.10.2008  30/01/2009 273,102.69
54 PI-14914 150 ST GEORGES TCE Lvl 3, 150 5t Georges Philip Small 96650 01.07.2008  31/03/2009 400,440.98
55 PI-14921 100 KING WILLIAM ST 100 King William St Philip Small 94778 01.01.2009 29/05/2009 1,621,909.31
56 PI-14932 SUITE 1, 25 AUBURN S 25 Auburn 5t Moree Philip Small 96462 01.01.2009  30/05/2009 8,283.03
57 PI-14929 24 HONEYSUCKLE DRIVE Newcastle-Fitout of Philip Small 83500 01.01.2009 5/06/2009 1,092,681.86
58 PI-14811 Financial Management Branch Programme 08 Kelly Richards 94197 23.06.2008  30/06/2003 37,056,565.88
59 |PI-14876 Financial Management Commercial Activiti Jennifer Saiz 94197 01.07.2008  30/06/2009 5,503,532.93
60 | PI-14845 Financial Management External Upgrades D Kelly Richards 94197 30/06/2009 3,741,894.17
61 |PI-14307 Financial Management C8S Philip Small 94197 30/06/2009 2,693,054.86
62 PI1-14893 Financial Management Paint & Carpet Prog Raymond Yick 94197 24.07.2008  30/06/2009 2,015,995.19
63 PI-14844 Financial Management Area Office Consoli Kelly Richards 94197 30/06/2009 1,697,142.39
A4 PI-14R43 ement ATM BALL 08/09 . Neil Rennett 1625929 88
Modrob Sorted By Project Sorted By Amount{| Sorted By PC Date
Ready

Add the project to the bottom of the Completed Projects spreadsheet and complete the following

columns:

Column

Particulars

Date given to Finance

Type today’s date.

Pl

Type the Pl number.

Property

Type the property number.

Proj Completed

Type the practical completion date.

Amount

Type the total project budget.

PD

Type the name of the Project Director.

Save the file when finished.

I .5'1\ DEHR = A@&EaE ) Completed Listxls [Compatibility Mode] - Microsoft Excel s
—'y Home | Insert Pagelayout  Formulas Data Review  View Add-Ins @ - = x
_3 i Calibri ~lu -las L]l ] | SwmapText Date - PQ ;ﬁ;ﬁ \:_"ﬂl am :T'\L _:_] E: %? lﬁ
aste ¥ [B oz O~ E-|d A EEMerge acenter = | | § ~ % o [[%8 38|/ Conditional Format Cell Insert Delete Format _ Sort& Find&
- Formatting ~ as Table = Styles~ | - - ~ Filter~ Seleet -

Clipboard & Font iri Alignment ] Number {Fi Styles cells Editing

| ASO - ¢ £ 8/12/2009 ¥

A B C D E F G H
‘ ‘ 30 days date to close

1 Date given to Finance [Pl Property Proj Completed Amount PD project PO's |

66 2/11/2009[14819-AK Coffs Harour L1 8/10/2008| $ 15,140.40 | Phil small 30} 2/12/2003)v

67 2/11/2003[14813-AA Bankstown L1 22/07/2008| $ 1,357.30 [ Phil Small 30 2/12/2008)y

68 2/11/2008)|14819-93 Gosford 25/08/2009| § 3,327.26 | Phil Small 30 2/12/2008|Y

59 10/11/2009 14813-Al L5, 385 Bourke 5t 27/07/2008| $ 3,794.17 | Phil small 30 10/12/2009

70 10/11/200914654-02 363 Gerorge St VC 21/07/2007| $ 424,372.02 | Steve Gaynor 30} 10/12/2009

71 10/11/200914654-04 385 Bourke St VC 28/02/2007| $ 59,517.70 | Steve Gaynor 30 10/12/2009

72 10/11/2009[14654-05 150 5t Georges Tece VC 28/02/2007| § 110,424.15 | Steve Gaynor 30 10/12/2009

73 10/11/2009|14654-06 240 Queen StVC 28/02/2007 $ 12,323.90 | Steve Gaynor 30 10/12/2009

74 10/11/200914654-07 100 King William vC 28/02/2007| $ 14,551.90 | Steve Gaynor 30} 10/12/2009

75 10/11/2009|14654-08 L21 363 George 5t Com 18/01/2007 $ 31,350.00 | Sue ingram 30 10/12/2009

76 10/11/200914654-14 L6,7,8 101 George 30/06/2007| § 79,086.40 [ Alex Frankl 30 10/12/2009

77 12/11/2009(14819-AH L11, 385 Bourke St 11/05/2008| $ 147.00 | Phil small 30 12/12/2009

78 12/11/2003(14819-98 L15, 385 Bourke St 30/03/2008| $ 14,589.75 | Phil Small 30} 12/12/2003

79 17/11/2009|14748-12 IMoorabbin East 27/06/2008) § 13,904.00 | Sahn Millington 30 17/12/2009

80 [ 8/12/2003|14593-06 L9, 12 Pitt Street 26/03/2007| $ 112,293.80 | Sue Ingram 30 7/01/2010]

81 30

82| . 30]

4 4 » v| Sheetl ~Sheet2 ~Sheet3 %3 = m

Ready Aversge 1013/2026  Count 8 Sum: 2209/2534 | [ (0 W[ a00s6 (=)0 (F)

© Commonwealth Bank of Australia 2008 - ABN 48 123 123 124

Confidential

Group Corporate Services Property

Commercial Design and Construction Process

Version 0.1 - Page 95 of 111




CommonwealthBank

/

11.3.2.3 Checking for outstanding purchase orders
Follow the steps below to check for outstanding purchase orders:
Step Action
1 Return to SAP and on the SAP Easy Access menu; double-click ME2J — Purchasing Group Reports
-> Purchase Orders for Project.
Menu  Edit  Fav 3 'l
& B dH a0 BHE Bha
SAP Easy Access - User menu for Wilma Wyled
08/[= | & | &l ]2 | [~ |«
= &F Favorites
CJ01 - Project Creation -= Create York Breakdown Structure
S_ALR_87013558 - Project Reports -= Budget based -= BudgetActualiComm
CJ02 - Project Creation -= Change YWoark Breakdown Structure
CJ3T - Project Creation -= Budget Supplement in Project
ZRE_DEVOO9A - Yerify Wendor Invoice Upload -= Invaice Verification Mo Fo
FBL1M - Finance Reparing -= Accounts Payahle -= Vendor Line Item Report
FBO3 - Finance Reporing -= Accounts Payable -= Display Document
Y_CB2_89000071 - Work In Progress Report
Y_CB1_897000036 - Real Estate Reports -= Building -= Building Profile Rep
’I‘ D Deaimet Cucrtarn = Cinaneiale = L ima Bawaes = Aeboal Camde iDaomonn
The Purchase Documents per Project screen displays.
2 On the Purchase Documents per Project screen:

e type the Pl number from the invoice in the WBS Element field
e click the clock icon when finished.

Edit Goto

B d@ ea@ SHE anLa RE @ o

J2 & DBEprofile | GY DB profile &% Status

b
Project inforfestian system (OB profile: 000000000001}

Project \
o

WBS element Cp1-14503-08 ) to

Metwarkiorder 1o

Activityioperation to

Additional WBS element critetia
Level 1 ta 99

| Additional criteria for purchasing docurnents
‘ [v|Purchase arder

A list of purchase orders for the project displays.
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Step Action
3 Check that all purchase orders have been exhausted by ensuring that the Still to be invoiced amount
for each purchase order is nil.
List Edit Goto Enpvironment H
20 H @ SHE aDoan BRE @
Purchasing Documents per Project
=1 @3 Print Praview PO histary Changes Schedule lines Activities
PO Type Vendor Name PGp Order date
Item Material Short text Mat. group
DI A& PInt SLoc Order gty. Un Met Price Curr. per Un
4500020036 WEB 56573002 BOVIS LEWD LEASE 53 19.10.2006
gEEte L9, 120 Pitt st: Fire Egress Report CRECOMAH
P CEO1 CEO1 14,762 § 1.00  AUD 1%
5ti17 to he delivered o.0o  AUD O.o8 %
5ti17 to ke invoiced Q 0.00  AUD O.o8 %
4500023398 NB  BESVI002 EDVIS LEND L 53 08.06.2007
oEaqa 120 Pitt 5t: Fire Services Upgrade CRECOMM
P CEO1 CBOY1 97,220 % 1.08  AUD 18
5til11 to be delivered o.ge  AUD o.o0 %
5ti17 to he inwoiced Q o.00  AUD O.on %
4500024096 WE  S6573I002 EDVIS LEND L 53 20.087.2007
Qeaqa 120 Pitt 5t: fire services upgrade CRECOMM
P CBO1 CBO1 15, 067.800 % 1.00  AUD 14
5ti17 to ke delivered $ o.08  AUD 008 %
5ti17 to he invoiced ©$ o.e8  AUD [.o8 %
Have all purchase orders been exhausted?
If: Do this:
yes go to Ensuring that the budget has been exhausted.
no e adjust the purchase order so that it has a zero amount to be invoiced.
e go to Ensuring that the budget has been exhausted.
11.3.24 Ensuring that the budget has been exhausted
Follow the steps below to ensure that the budget has been exhausted:
Step Action
1 On the SAP Easy Access menu, double-click S_ALR_87013558 - Project Reports -> Budget based -

> Budget/Actual/commit.

Menu Edit Favorites Extras n
adHCaa SHEA DDhon B @0
SAP Easy Access - User menu for Wilma Wyled

el

= Y Favorites
lcunin

S_ALR_87013558 - Project Reports -= Budget based -= Budget/Actual/Commit; ]

s
CJ37 - Project Creation -= Budget Supplement in Praject

MEZ21M - Purchase Order Create -= Create Purchase Order

MEZJ - Purchasing Group Repoarts -= Purchase Crders for Project

MEZ8 - Release Purchase Order

ZRE_DEY009A - Verify Vendor Invaice Upload -= Invoice Verification No Po
FBL1M - Finance Reparting -= Accounts Pavable -= Vendar Line term Report
FBO3 - Finance Reporting -= Accounts Payable -= Display Document
Y_CB2_838000071 - Work In Progress Report

Y_CB1_87000036 - Real Estate Reparts -= Building -= Building Profile Rep
CJI3 - Project Systerm -= Financials -= Line Items -= Actual Costs/Revenu

=TT TE ST G AT e o ST e St T

The Selection Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview screen displays.
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Step Action
2 On the Selection: Budget/Actual/Commitmt/Rem.Plan/Assigned: Overview screen, type the Pl number
in the WBS element field and then click the clock icon.
Program  Edit Goto  Systern Help
& DIAEICEQ SEHEEDO8IEERE @0
Selection: Budget/Actual/Commitmt/Rem.Plan/Assighed
& = &5 & 42 DB profile | §Y DB profile | «f Status
Froject infoM’ n systermn (DB profile: 000000000001
FProject to
\
WBS element ( P1-15045 )
Metworkiorder to
Activiteoperation to
aterials in netwark to
| Report selections |
The Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Detail screen displays.
3 On the Execute Budget/Actual/Commitmt/Rem.Plan/Assigned: Detail screen, click [Overall View].
Execute Budget/Actual/Commitmt/Rem. Plan/Assigned: Detail
I8 TF & [ Mumberfarmat..
Budget/Actual /Commitmt/Rem.P1an/bissigned
FPlan wersion PRE  Preliminary Cost Estimate
—Mavigatiormr
Object i
Val.category
Period/year
ns. currency ¥
(2R xm
Lead column Budget Actual Commitment RenOrdP1an
Overall values 127,059 127, 0589 6] d
Previous years o 127,089 o [
2016 o o ] 4
2011 o o ] 4
2012 o o ] 4
2013 and following o o o 4
Total of years o 127, 0589 6] d
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Step Action

4 Are both the Commitment and Available amounts are zero.

Bugget FActual fCanmitmt /Rem. P1an/ A58 gned

Plan version PRE  Preliminary Cost Estimate
—Navigatiom
¥al.category
Period/year
Trans . currency

Bus_transaction

[ il
Object Budget. actual Commitment ) Assigned Available —
s: :Eiu:érﬂﬁﬂ}ﬂﬁ L9, 128 Pitt S5t Fire Egress Upagrade :g;ggg lg;ggg ( g ) jé;ggg ( g )
S p——
If: Do this:
yes go to Updating practical completion
no e note the amount of budget left
e click [Go Back] twice
e click [Yes] to clear the message box
The SAP Easy Access Menu redisplays.
e Qo to the next step
5 At the SAP Easy Access menu, double-click CJ37 — Project Creation —> Budget Supplement in
Project.

SAP Easy Access - User menu for Wilma Wyled
B & EE 2| v -

= 0 Favorites
CJ01 - Project Creation -= Create WWork Breakdown Structure
S_ALR_87013558 - Project Reports -= Budget based -= BudgetiActual/Commit

R T = FITET T ST a T == T
(8] ©J37 - Project Creation -= Budget Supplerent in Project]
i Y T=C T A= =] 5 P =l

MEZJ - Purchasing Group Reports -= Purchase Orders for Project

MEZ28 - Release Purchase Orderr-» Release Purchase Order
ZRE_DEVO0S9A - Verify Vendar Invoice Upload -= Invoice Yerification Mo Po
FBL1M - Finance Reporting -= Accounts Pavable -= Yendaor Line tern Repart
FBO3 - Finance Reporting -= Accounts Payahle -= Display Document
¥_CAZ_89000071 - Wark In Progress Report

Y_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
CJI3 - Project System -= Financials -= Line ltems -= Actual CostsiRevenu

The Change Supplement: Initial Screen displays with the budget number in the Project.def field.
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Step Action
6 On the Change Supplement: Initial Screen, type the Pl number into the WBS element field and then
press [Enter].
&l aldBle@eQMMI@@mall
Change Supplement: Initial Screen
——o _§
FPI-14593-06
Cuency
The Change Project: WBS Element Overview screen displays.
7 On the Change Project: WBS Element Overview screen, type the amount of budget left in the
Supplement field and then press [Save].
aldBIeEe CHE SDa0 BRI @I
Change Supplement: WBS Element Overview
[~ Joveran 31[-]
Creerall values
Lev YWBS Element Supplement Tm. Current budget |Distributed Distribu
3 |PI-14593-06 \ -ZBBBAUW 127,055 .80 127.0
T e
A message box indicating that budget has been exhausted displays.
Click the tick to clear the box.
8 Click [Go Back] to return to the SAP Easy Access Menu.
9 Go to Updating practical completion.
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Updating practical completion

Follow the steps below to update practical completion in SAP:

Step

Action

1

At the SAP Easy Access menu, double-click CJ02 — Project Creation -> Change Work Breakdown

Structure.
@l alaﬂ;|e@eamm|a@a@||

SAP Easy Access - User menu for Wilma Wyled

DE S E& s«

= 3 Favarites
CJ01 - Project Creation -= Create Work Breakdown Structure

= % tualfiCormmit

i e T
CJ02 - Project Creation -= Change Work Breakdown Slructure\

Bt et e

T =
MEZ1M - Purchase Crder Create -= Create Purchase Crder
MEZJ - Purchasing Group Repotts -= Purchase Orders for Project
MEZE - Release Purchase Orderr -» Release Purchase Order
ZRE_DEWVIOAA - Verify Vendor Invaice Upload -= Invoice Yerification Mo Po
FBL1M - Finance Reporting -= Accounts Payahle -= Vendor Line ltem Report
FBO3 - Finance Reporting -= Accounts Payable -= Display Docurnent
Y¥_CBZ_89000071 - Work In Progress Report
Y¥_CB1_97000036 - Real Estate Reports -= Building -= Building Profile Rep
CJI3 - Project Systermn -= Financials -= Line ltems -= Actual Costs/Revenu

The Change Project: Initial Screen displays.

On the Change Project: Initial Screen, type the Pl number in the WBS Element field and then press

[Enter].
Gl alq@e@mammaﬂn@m@

Change Project: Initial Screen

AT

F1-14503-88

The Change Project: WBS Element Overview screen displays.

© Commonwealth Bank of Australia 2008 - ABN 48 123 123 124 Group Corporate Services Property

Confidential

Commercial Design and Construction Process
Version 0.1 - Page 101 of 111




CommonwealthBank /

Step Action
3 On the Change Project: WBS Element Overview screen, double-click on the Pl number.
Project Edit Goto WHS element Details  Egxr: ystern  Help
& A B¢ CHE Dnon BE @0
Change Project: WBS Element Overview
& g = E T
Froj. def. PRO7E0 COMMERCIAL - COMPLIANCE

Basic data k Dates k Assignments k Responsihilities k Cantrol k Total

5 |Lew aEE ETormE Mo, Description Short ID Tyn |Pri
3 & Pl-14593-06 ) L9, 120 Pitt St Fire Egress Updrade 14593 (k=]
T e — 09
1 (k=]
1 Le]
1 (k=]
1 o
The Change WBS Element box opens.
4 On the Change WBS Element box, type the date of the form in the Prac Fin.Date field and then click
the tick.
Char BS
| User status PRAC | ]
[+]
Respansibilities
Respons.person 63 Sue Ingram
Applicant no. 1088 CFSP
Req.costcenter CBO1 4545 PROFPERTY MSWY COR.. ||
Req. co.code CBE1
Organization
Profit center 93530
General figlds MNumetic fields
Address 120 PITT ST Ttans Chyg Value
City SYDNEY Trans Cho %
Building 493530
Region S
Dates Checkhoxes
Prac Start Date Bldgy. Recaovery
Prac Fin. Date 25.03. 2p07 [&)
i

N 4 » M  Settlementrule | Investment program [ WBS 3

B0

The box closes.

5 Click [Go Back] to return to the SAP Easy Access Menu.

6 Go to Filing the paperwork
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Filing the paperwork

Follow the steps below to file the paperwork:

Step Action
1 Return to Capital Dissection report in MS Excel and print one copy of the following tabs of the report:
e Tax1l
e Tax?2
e Tax3
e Tax4
e Tax Calc
2 Have the Project Director sign the Tax 1 page of report.
3 Scan the report, including any attachments and save it to the G:\\GROUP_PROPERTY\05
PROJECTS\COMMERCIAL BAU\Capital Dissections\To Finance folder.
4 Staple the report pages together, along with any attachments and give it to the Finance Analyst, Asset
Accounting.
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11.4 Supporting Procedures

11.4.1 Looking up avendor number
Follow the steps below to look up a vendor number in Prima:

Step Action
1 Start Prima by double-clicking the icon on your desktop.
5 PRIMA
2 At the Prima main menu, click [Reports].
Home

Bud

praduced by Buziness Information, Corporate Services Fropart §_

maximo

The Reporting screen displays.
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Step Action
3 On the Reporting screen, click Vendor List.
Reporting
[ home | delegations
links making space our space procurement reports =afety & risk
|-.£.TI.-I Report |-TC Budget Actual Variance Rpt 2007/08 Base Equivalents
|—ElL|iIding Areas By Conditions |-TC Budget Actual Variance Rpt 2008/09 Conditions Recovery
|—Euilding Mumhbers By Condition |-TC Budget Actual Variance Rpt 200810 Contracts Expired Mot Flagged
|—BL|iIcIing Profile Reporns (inc. Floor Plans) |-Tenanc:.-‘ Schedule - Commercial Expense Recovery
|—Car FParking Report |-Tenanc;.-'SchecIL|Ie - Residential GC's Expiring Mext 90 Days
|-Critica| Dates Report |-Tenanc:.-‘ =chedule - Retail Lease Cuts Expired, but not Flagged
|— Expiring Contracts |- Tenancy Schedule - S5T Lease Cuts Expiring Next 90 Days
| External Tenants Lease-Outs Mot Activated
|— Lease Expiry - Commercial AT eidE articipation
} Lease Profile Reports m
|- Residential Staff Contributions Monthly Reports
|—SL"~'. Wacancy Report |- Commercial Portfolic Mgt Reports
|-"-.-"acanc;.-' Report (SAP Rental Units)
Space Mgmt Reports Project Reports Financial Reports
|-BL|iIcIing Stacking and Relocations |- Reporting Suite Bonner TC Report
|—.i.cc-:|mm-:|dati-:|n Requests Budget v Actual Direct Charges 0910
|- Building Stacking Qld and SA Budgetv Actual Direct Site by Site
Dashboards & KPI Reports
Transfer Charging (ATM Only)
@
The Vendor List opens in a new window.
4 On the Vendor List screen:
e press [Control]+[F]
e type the part of the vendor name or ABN to look up
e repeatedly click [Find Next] until you locate the vendor.
64044001 001 MALCOLM DOREEN ELIZAEBTH&MICHAEL MU 001 56 THOMPSON ROAD KA
64045001 001 GAVIN WEST & VICTORIA HALVAGI 001 1211 CHANDOS STREET AS
64046001 001 JULIE SCREEN 001 AFS DISTRIBUTION 2063 010 sY
64047004 001 o = poLBs s cc
64043001 (UABN Find and Replace AR
64049001 001 BR
64050001 001 Find | Replace Kt
64051001 001 h ne
64052001 001 Find what: anz office| - All
64053001 001 PA
64054001 001 [
64055001 001 ES
64056001 001 sY
64057004 001 GF
64053001 001 - Ne
64058001 001 Find All I [ Find Mext ] [ Close ] Ml
1 1 TR T T T T T R TRT NE
64061001 1 METRO PHOTO LAB PTY LTD 001 5 CLEG STREET AF
64062001 1 TEMPUS TWO WINES 001 P O BOX 664 RC
64063001 001 HELMUTS IMPORTS T/AS HOFBRAUHAUS 001 18-24 MARKET LANE ]
rreere 004 AUTOMATIC DOORS 001 1/481 MCCREDIE ROAD GL
64065001 001 ANZ OFFICE FURNITURE lo01 304 WAYMOUTH STREET AL
182200 001 CUSTOM FLORAL DISPLAYS 001 22 NORTHVIEW OUTLOOK P
64067001 001 HERBERT REAL ESTATE 004 7 HELEN STREET e
64065001 001 MIRVAC FINI (WA) PTY LTD 001 1002 HAY STREET PE
64069001 001 KURRAJONG NORTH PRIMARY SCHOOL 001 STONE TERRACE KU
64070001 001 CRAIG GRIMSHAVY 001 C/- SHARON POLLOCK sY

The vendor number is in the left hand column.
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11.4.2 Setting up a new vendor

Follow the steps below to set up a new vendor:
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1 Open the Supplier Maintenance form on Forms Central.
e On the intranet home page click Forms.
ic 1 Explorer
e Back = > \ﬂ \E‘ ‘h /_k' Search ‘i\'\) Favatites €ff. [-7’:' =] fiw) - _| ﬁ ﬁ
Address | €] htepsjfeommnet2. chafMain/Pagesidef ault, aspi
ze: bincr
CommNet
Home Group Services IT Support News & Events About CBA
$54.33 ¥ 0.37 CBA shares | Industry news | Media clips | Media releases
e Click Office Administration.
A Forms Central - Microsoft Internet Explorer
Fle Edit View Favortes Tooks Help o
Qo - ©Q - (¥ [B] @ Pseorn Forats @ -l @ - B
address (@] bitps ficommnet chajeForms EForms, shim?ink=sForms v Go
CommNet Business Units | HR | eForms | Internet Sites | Emergency | Tools | Policies | directory go, ~
The Commonwealth Bar Intranet
0 e a
ou are here: CommNet home > Forms Central
Key Links
Find a form * Tyges of forms
= Mew form requests
Go Branch Staff:
| Search tips oot Branch » Browse forms by title
forms anly = Browse forms by cateqory
Browse forms Feedback and contributions
To provide feedback or make a contribution to Forms
By title | |Central, please complete the feedback form,
‘ ABCDEFGHIJKLMHNOPQRSTUMMWRYZ
By categories ]
= AMU/CTE = Credit cards - = Human resources - = Personal lnans
» Authorities EXISTING Account Staff = Personal Overdrafts
 Autopay . A;Credlt cards - NEW ® lnsurance = Broperty depsrtment
» BlackBerry Creditcard = IT&T Services = Returns
= Business cards = Loan proeessing areus  w sayings account
= Cards for Business = Debit cards/Private = Loans lending - General u gypgry forms and
 Cash and tellin = Loans lending - Home books and composite
. CBFC = Deceased Estates Loans = Surve
Elect N = Loans lending -
* Calonial " Hecvonic beniing HomsPathforms  * paspieamber -
" Lin = Ezy banking = Loans lending - = Term deposit
® Commercial Bills » Financial services » Trade, Import/Export
» Commercial Loan = Human resources -
General
= Human resources -
Occupational v
&] %J Local intranet
e Click Supplier Maintenance.
Forms Central nd a form - Microsoft Internet Explorer
Fle Edit View Favorites Tools Help
1 -~ i .
e Back () \ﬂ @ () ) search ¢ Favarites 2} (- :_\5 ) ~ J o 3
Address |@ http:ffeormmnet. chafeformsForm_by_cat.aspx?Category=0Ffice % 20administration
& Records Management Questionnaire (InfoSmart
Profect)
'[_": Release of archives for exhibition and displa
b Release of Archives for Exhibition and Displs
- Itemn List
& Retrieving Records from Pickfords - Cards and
Finance Operations Use Only
| Safe Custody Terrnination Letter
b Secondary Storage File Request F4
0] Snap Print Order
& list Service Team Call Back
&
& Supplier Maintenance
b Tax Incame Template - Property
',_': Technical Difficulties Notice
',_t Ternporary Branch Closure Notice

© Commonwealth Bank of Australia 2008 - ABN 48 123 123 124
Confidential

Group Corporate Services Property
Commercial Design and Construction Process
Version 0.1 - Page 106 of 111




CommonwealthBank /

Step Action
2 Complete the fields on the Supplier Maintenance form as required with information on the invoice,
paying attention to the following:
Notes:
e You will have to scroll down to access all fields.
e Fields marked with an asterisk (*) must be completed.
Field Particulars
Does this supplier accept Master Card payments? | Select No.
Purpose for request Select New Supplier.
Does the Supplier have an ABN? Select Yes.
Note: All suppliers must have an ABN.
How often will this Supplier be used? More than one time
Category of Expenditure Select Other
Sub Category of Expenditure Select Other
Payment method Select EFT (Electronic Funds Transfer).
Payment Terms Select 30 Days.
Do you need to raise a purchase order through Select No.
ARIBA?
Complete all other fields as required and then click [SUBMIT] when finished.
The form is automatically emailed to the National Project Director for approval.
3 Scan the invoice and email it to vendormanagement@cha.com.au.
Allow 24 hours for Vendor Management to set up the new vendor in SAP, who will in turn advise the
vendor number by email. You will be able to process the invoice the next day.
Note: To use the vendor number supplied by Vendor Management in SAP, remove the five leading
zeroes and 001 to it.
4 File the new vendor’s insurance certificates in the Insurance Register folder under the month of expiry.
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11.4.3 Looking up the property manager

CommonwealthBank

Follow the steps below to use Prima to find out who the property manager is for a particular property.

links | making space our space procurement

Building Reports Client Reports
|—.i.Tr-.-l Report |- TC Budget Actual Variance Rpt 2007/08

|-TC Budget Actual Variance Rpt 2008/08
|-TC Budget Actual Variance Rpt 2008/10
Tenancy Schedule - Commercial

|- Tenancy Schedule - Residential

|- Tenancy Schedule - Retail

b Tenancy Schedule - S8T

|— Building Areas By Conditions

|—EIL|iIcIing Frofile Reports (inc. Floor Plans)

oo

AT T =
| Critical Dates Report

| Expiring Contracts

| External Tenants

|—Lease Expiry - Commercial

| Lease Frofile Reports

| Residential Staff Contributions

| SLA Vacancy Report

|—"-.-"a cancy Report (SAP Rental Units)

|—EIL|iIcIing Stacking and Relocations
|-.£.cc-:|mm-:|dati-:|n Requests
|—EIL|iIcIing Stacking QId and 3A

Monthly Reports

|- Commercial Portfolio Mot Reports

Project Reports

F Reporting Suite

The Building Profile Report opens in a new window.

Step Action
1 At the Prima main menu, click [Reports].
Home
learning
“ _§harePoint
LA
arh
Bud
maximo T o o
The Reporting screen displays.
2 On the Reporting screen, click Building Profile Reports.
Reporting
[ nome ]| delegations incident management

reports =afety & risk

Exception Reports

Base Equivalents

Conditions Recavery

Contracts Expired Mot Flagged
Expense Recovery

GC's Expiring Mext 80 Days

Lease Cuts Expired, but not Flagged
Lease Outs Expiring Mext 90 Days
Lease-COuts Mot Activated
Settlement Participation

Vendar List

Financial Reports

Bonner TC Report

Budget v Actual Direct Charges 0910
Budget v Actual Direct Site by Site
Dashboards & KPI Reports
Transfer Charging (AT Only)
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Step Action

3 On the Building Profile Report screen:
e click the down arrow next to Building
e from the menu select Number Filters & Equals.

= oo p—
5 Buildind [~ [~ [* L[~ D[~ v]~rs

~* | BuildingText
4] sort smallest toEargest « TAYLOR SQUARE 55T
il Sort Largest to Smallest ¥...;BURNLEY NORTH SST
s  CASTLE TOWERS 55T -
sartinvicelon ' « MOBIL GLASSHOUSE
i + GARDEN CITY SHOPPI
» '  AVENUES SHOPPING
i RAEL RAOLIRME ©F|
ey R s
[v] (Select All) ~ Cioes Mot Equal... )
[]80003 B Greater Than...
[ 30004
] 30006 Greater Than QOr Equal To...
] 80017 Less Than...
[ 30034
[7]80072 Less Than Or Egual To...
[w] 30032 Between...
] 80085 Top 10...
.suoso
nnnnn 4 Abhove Average
[ K ] [ Cancel ] Below Average
— . . Custom Filter...
27 80132 A i TS TREREELA GULF CLUB
The Custom AutoFilter box displays.
4 On the Custom AutoFilter box, type the building number in the right top field and then click [OK].
- F Format Painter ||| 1w ) |t ) | ol | | [T T SIS | e s e .
Clipboard F]
AB -
A B c D Show rows where:
gl EBuilding /-'——\
Commonwealth
& B4 |equals {J |80551 ) v|
3 Building Profile Report as . " ol
4 3,307 ©and Oer
5 Building |~ £ |~]P |~ | v | ~]
6] 1 soo3 .}
ri 80004 Use 7 ko represent any single character
g 80006 Lse * ko represent any series of char.
9 80017
10 80034
11 80072 Coap A
12 80082 . &  MELBOURNE CENTRAL FOOD COURT (LVL 2) 55T (L
The property manager is shown:
# CommonwealthBank
Building Profile Report as at 26 Feb 10
Building |_EF LEF' |_El |_ED |_EV LES I_EBwIdmgText tfr\ﬂainu;age PropertvManagerN
80551 « | o | | & HUOMVILLE SERVICE CENTRE - (LH) 'RETAIL ., silvana Pironti "
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11.5 SAP Buttons

Balance

Go back

Overall view

- Save
. Edit

Browse
=]

L,

i
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12. Forms

Form

Purpose

Completed by

Distributed to

Meeting Template

Planning the agenda of a
project or steering group
meeting and the
minutes.

Meeting chair
(e.g. Project
Director)

Meeting invitees

Meeting_Template.docx

Design & Construction Strategy Checklist

Project establishment

Project Director

ProjectEstablishmentChecklist.xlIsx

Project Practical Completion Advice

Practical completion

Project Director

Project Administrator

practical_completion.xIsx

Power Shutdown Request

Construction
Manager

power_shutdown_request.xIsx

SAP Project Setup

Used to record project
budget, purchase order
amounts and vendor
details

Project Director

Project Administrator

sap_setup.xlsx

Project Brief - Commercial Premises

Used to capture
Business Unit
requirements

Business Unit

Project Director

New_Project_Brief_Commercial.xls

Practical Completion Defects Register

Used to capture defects
at practical completion
and record resolution

Project Director

Construction
Manager

defects_register.xlsx
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