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1.0 Working through the Audit

The following flow chart provides an overview of the Audit process: -

Front Line creates a simple workflow when capturing wvarious levek of audit detail.
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Diagram 1. Typical workflow of an audit process using Front Line

The user opens the Front Line software and selects an Audit file. If the user wishes to Start or

Continue the selected audit, the main form is presented, with the audit information loaded.
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2.0 Start a new Audit

Click on the &
Transfer from USB button. The Audit Control window will now show the new audit file. Highlight the
facility and then click on the Start Audit button.

button to copy a new audit file from a USB drive. Click on

& Audit Contral PG e P - s
FaciitylD Faciity Sie/Campus Status Start Date |
B [Create a NowFile | INewFie | |
| #0002  HSD Nunawading HSD Nunawading InProgress  7/11/2008 11:1746

| #0001 PRMS PRMS InProgress  23/10/2008 3.09:34

' Backup cunrent

Create new or choose audit to audit fo USB key
i
| Start Audit " - ty Dets | Copy USB Thumb Drive |
5, |
| Hefresh | Tarminate Audi | Exit |
Explors Download Explora Complatad o PDF Explore SVG

For the purpose of this exercise, we will exit from the Front Line application by clicking on File, then Exit.

File | Area  Audit Entries  Tools
1.1 openfBackup Audit. .

1 Exit
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3.0 Continue Audit

physical resources management system

PRMS - Front Line

Open Front Line. The Audit Control form will now display the facility with a status of ‘In Progress’.

Highlight the facility and click on the ‘Continue Audit’ button. The main form is displayed. This is the

main form in Front Line and shows the tree view of the facility plus the audit entries statuses.

4.0 Audit Data

Click on the Audit Data button. The Data collection form is displayed. Ensure the

™ Miew Mot Auditect

checkbox is unchecked. This feature often confuses new users of Front Line.

If checked, then the elements and sub elements for the area will disappear from the list if audited.

f_;) Maintenance for [001 - PRMS] lﬁ
Element Sub Element NA
[3 CENTRALISED ENERC | Not Set
[ ELECTRICALLIGHT & | | Central A/C Plant(Built Up) | Audit Entries
[#ELECTRICAL SUPPLY | | Controls Element SubElement Comments
[#EXT STORMWATER [| | Ducted Furnace O FENCES/GATES Metal Gates
&EXTERNALSEWER Df | Fans @ FIRE PROTECTION Thermal/Smoke ..
ESFENCESIGATES Heating-Gas Fired @.‘F\RE PROTECTION Pumps
[_E.FIRE PROTECTION Heating-0il Fired C.I. @F\RE PROTECTION Hydranis/Hoses
[ GAS SUPPLY Hot Water () FIRE PROTECTION Hoses
[ LANDSCAPING Pumps @FIRE PROTECTION Fire Door Actuators |
[t MASTER KEYING SYS| | Other @ FIRE PROTECTION Extinguishers i
_@PAVED AREAS @ LANDSCAPING Kerbing
[ SANITARY PLUMBING (@ PAVED AREAS Tiled
[3 SIGNAGE
(5 SPECIAL EQUIPMENT
[ SPECIAL SERVICES T P
i r——— AN 1 [, Delete All | | Delete || Eait |
[7] View Not Audited [T View Nat Audited
BT Gose
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(Z) Add New Room |
Belongs To ‘DD]-PRMS J/ 1-Building One ‘
{2 Front Line - 0001 PRMS. ='I 5 Area ID Client Area Number 17
File Area Audit Reports  Took Help Area Name Mesting Room 2| )
e PN i ook =7 By & 3] Storey 0 - [ Length (]
9 14% EdEes 9 ean v @89 & &
: = Breadth |E] Height |E
Room - 01 - Fayer Started: 23/10/2008 15:09 Auditar @ |j
= Floor Area B
=-[3 001- PRMS Plan Status Maintenance || Special } Essenﬁall =
=-[% 1-Building One Ciniant L Room Type |Accomodation vJ
E‘ 01-Foyer l—luditabili'ty & 'Maintenance' is fully audited for this area. Comments General use meefing room .
E gi' EEVEWPE’Z; » "EH_ Element SubElement Comments
4 - Managers L P
L_} 04 - Managers OF H%AIR CONDITIONING  Evaporative Cooler A
[ 05- Managers Off !—_l'u APPLIANCES |
-3t 06 - Boardroom N J CEILINGFINISHES  Plasterboard
o %D?-Sales Area E -~ MMUNICATIONS  Telephone Outlet ... E @‘ Save ] I Cancel
-~ |3t 08 - Kitchenette [F1 @ DO Timber - Sclid Care
o @ 09 - Ladies Toilat @ ELECTRIC H._.  Supply mains |_\
~[3 10-Mens Toilet [FI@ELECTRICAL LIGFT hting Fluoresce...
-3k 11- Utiities Roor F@ELECTRICALLIGH.. Lighheg
~{af 12- Halway sorey [ 0 ||| 5 @ FixTURES
[ 13-Balcony — Add b -Id- d . d
(G 14- Stairs Entranc Length 0.000] | || CI@FLOORFINISHES ~ Carpet new|puilding and rooms das require
— e
[ 15-Fire Escape Breadth I @ =AS SERVICE
- - ol " | +
[ 16-CarPark Height .
e Faults lj| Specialist Audits El Maintenance
S IS [ Edit Attributes Progress | = | | Percent 20%
|No GPS | 7/11/2008 11:51:26 AM
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4.1 Excellent/Good/NA/Specialist Audit Conditions

Select the first Element from the list, then select a sub element and the status buttons will be
enabled. Click on Excellent. Repeat these steps for the next element but click on Good. Repeat and
click on N/A. Repeat and click on Sp. Audit (Specialist Audit) and add a comment. You will now have

4 entries in the Audit Entries window.

4.2 Faults

Select the next element and sub element and click on the ‘Fault’ button. Note: Faults recorded at

Site level have a mandatory location field.

@ Faults for - [02-Developers Hal = =
e feuttsbor o | pecstinall Select Condition

Remedial Action Trade | Condition Assessment

Notset | U NotSet e
Other Unkniown I Very Poor Faulty, broken fiting

Repair Electician Poor Lamps removed

Replace Fiting Electnician S sk el esten s B S S =
Replace Globe Handy Person Priority

Replace Missin_.  Electiician

Not Set \ B / c D

Location Select Remedial
Action Set Priority ) [
Costing Details Comments Add comments
uom and additional (€]
Ants notes |—“
Calc Size 5 | [l
Woaorkplace or Occupational Health and Safety 3 |‘ E
[ Is this 8 WH&S or OH&S issue? = d ;
Photos...
Total [: ¥ = ]
Apply Cost Override Cancel

Issues pertaining to OH&S, add
comments

\|Len: 0.000 Brdth- 0.000 Hght: 0.000 |FL Area: 0.000 Ceil Ar
Element: ELECTRICAL LIGHT POWER Sub-Element: Lighting Fluorescent

Select an appropriate Remedial Action, Condition, priority, add a location and specify a quantity. If
any fields are RED, they are mandatory. If the Rate is $0.00 you will need to click on Apply Cost
Override to add a cost. The cost override is also available if the auditor believes the cost is

inaccurate. Comments become mandatory for cost override.

Click on the ‘Is this a WH&S issue? Enter mandatory comments in the box below. Click on the ‘Save’
button. Now click on the ‘Photos’ button and add a photo id. (You have just taken a photo of the
fault and need to record this or several photos against this fault.). Add a couple of photos to this

fault. Close this form.

4.3 Continue auditing this area

Continue to select elements and sub elements and complete the list for this area. Make some

Excellent, some Good, some Faults, etc.

Integrated Software Solutions e Network Design and Management e Software Development
© Hammond Street Developments Pty Ltd 2008
Page 6 of 10



prms

5.0 Special Data

physical resources management system
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Click on the Special Data tab on the main form. Special Data items are assigned to different areas in

Project Central. The example below has Water Devices and Lighting as special data items. These must

be set to Yes or No for each area.

':—::) Special Data Item - Water Devices

Water Devices

Does this Site have any Water Devices

) NotSet @ Yes O No

Water Device Q)

Water Device Device Type Qty Comments

Delete

ik

S

At least 1 Water Device is reguired.

6.0 Compliance Data

'f:::) Special Data Options - Water Devices ﬁ
Water Devices
Cancel Water Device ’Ex'temal Taps '|
Device Type [Water Efficient ']
Quantity 4 lEJ
Comments

= @ [

Click on the Compliance tab on the main form. Depending on how this facility audit file was set up in

Project Central will depend on whether the current area has compliance items and hence compliance tab.

Click on the status and select N/A, No or Yes. Comments are mandatory for No and optional for Yes.

Complete all compliance items with varying statuses.

{Z) Front Line - 0001 PRMS

BN =

File Area Audit Reports Toolz Help

v e

5| @ v @

Building - 1 - Building One

Started: 23/10/2008 15:09

Auditor

=-[3 001-PRMS
=R 1- Building One

i l‘; 01-
e E‘_ 03-
G-
o L‘i 05 -
(& 06 - Boardroom

- Bales Area

- Kitchenette
-Ladies Toilet
- Mens Toilet

- Utilities Room
- Hallway

- Balcony

- Stairs Enfranc
- Fire Escape
-CarPark

Foyer
Developers -

Managers Off

Managers Off
Managers Off

Plan Status

‘ Maintenance (")I Special (%) I Essenﬁet(’)‘ Compliance (%) | B

Current

Auditability

Auditable

Storeys l:l
rea

Edit Attnbutes |

[& 'Compliance' is not fully audited for this area.

_Comoliance Descriotion Status =
Hydrants tagged and inspected Yes
Extmgusstiors triged andaspected Jxes
Hose reels tagged and inspected __Nm Set
Sprinklers tested and inspected :N-‘A
Fire compartmentation inspected _:
Fire doors tagged and inspected Not Sef |
Fire and evacuation p pected. Not Set
Fire Detectors Installed Not Set
Exit lights/signs provided Not Set
lluminated exit signs and emergency lighti... |Not Set
Ewvacuation plans provided _|Not Set
Paths of egress- distance and width suitable |Not Set
Ebac'hq'}.{;mmcc_ Ronr-oneoina iapction ¢ | Mot

|

Progress [

| Percent

20%)

|NoGPS | 13/11/2008 1:26:05 PM
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Ensure all Special Data and Compliance audits if required are completed. Check the status in the tree

view of the area. If the status is a red cross or a white exclamation mark with yellow background, then

some items have not been audited for this area.

Check all areas, (sites, buildings and rooms) until all items have been audited.

—Areas

Meither | nar amy of my children hawe been
audited].

| and all rrey children are audited and neither | nor
rmy children hawe faults.

| and all my children are audited and either | ar my
children hawve faults.

P KX

L

L\:.

Sorme but not all of ry children hawve been
audited and none of us contain faults.

Sorme but not all of my children hawe been
audited and at least one of us contains faults.

8.0 Add abuilding

You have discovered a new building that you were not aware of when defining the facility in Project

Central. So, we need to add this new building, which happens to be a workshop. From the main form,

click on the icon:

L A

The following form is displayed. Enter all fields and click on Save.

[ {2} Add New Room )
Belongs To [001-PRMS / 1-Building One |
Area ID Client Area Number 17
Area Name Meeting Room 2| l}J (%]
Storey 0 % EJ Length EJ
Breadth [+ Height [+
Floor Area |E| |_o
Room Type |Accomodation v‘
Comments  General use meeting room ‘
B E| I Save l | Cancel |

This new room will now need to be audited, including special data and compliance items, if relevant.

Integrated Software Solutions e Network Design and Management e Software Development
© Hammond Street Developments Pty Ltd 2008

Page 8 of 10



rms physical resources management system
PRMS - Front Line

9.0 Addaroom

We have also discovered a room that has not been defined in our facility definition. Click on the Add an
area icon, and ensure you click on the Room radio button at the top of the form. Enter all mandatory

information and click on Save.

You will now need to complete the condition audit, special data and compliance data, where applicable.

10.0 View Photos Added

Photos can be added for an area, a fault, and a specialist audit. Edit a condition audit field and add
photos. Click on area attributes and add a photo. A count of the number of photos recorded for this

facility is shown on the main form.

Mumber of Faults I 1
Mumber of Photos I o
Mumber of Specialist Audits I a

Click on Audit Entries, then View Photos Added on the top menu to display this form.

x
Fhota Area | Fhota Mumber | Site Name | Building MName | Foor
|&&li - Fault 555 134-Balmaral - -

& -Fault 555 134 -Balmaoral

1| | i

2 Photo entries found. Goto ltem | Close |
4

Select a photo, click on the ‘Goto Item’ button and you will be taken to the component the photo linked

to.
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11.0 Check for Completion

Click on the \/ icon to check for audit completion. The audit will not be complete. Complete the
other areas in this facility for condition audit, special data and compliance. A quick way to complete the
audit of a large facility with identical areas is to check the checkboxes next to the audited elements to

copy, then copy and paste into a different area. Complete a copy and paste for several elements.

i M
':—:;\ Check for Completion | (]| e e

Maintenance Data for Room - Hallway has not been audited &
Maintenance Data for Room - Ladies Toilet has not been audited
Maintenance Data for Room - Mens Toilet has not been audited |=|
Maintenance Data for Room - Utilities Room has notbeen audited 1
Maintenance Data for Room - Balcony has not been audited
Maintenance Data for Room - Stairs Entrance has notbeen audited
Maintenance Data for Room - Fire Escape has notbeen audited
Maintenance Data for Room - Car Park has not been audited
Special Data for Site - PRMS has not been audited

Special Data for Building - Building One has not been audited
Special Data for Room - Managers Office 2 has not been audited
Special Data for Room - Managers Office 3 has not been audited
Special Data for Room - Boardroom has not been audited

Special Data for Room - Sales Area has not been audited

Special Data for Room - Kitchenette has not been audited

Special Data for Room - Hallway has not been audited

|7
¥

| Close

Click on the Check for Completion icon. If audit is not complete, find the incomplete areas and complete
the audit.

12.0 Terminate OR Finish/Complete Audit
Click on the I icon to display the Audit Control form. Click on the Finish/Complete audit button.
The audit will no longer be displayed in this form. Click on Copy to USB and copy this completed file.
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