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Background

DHA manages a panel of approximately 800 contractors via the Residential Maintenance Services (RMS) panel which
provides routine maintenance and emergency repair services to the DHA housing portfolio across almost 40 trades.
Contractors are required to communicate electronically through Online Services to receive, manage, complete and
invoice when completed the work allocated to them.

This user guide has been developed to guide RMS contractors through the use of Online Services.
Introduction to Online Services

Overview

DHA Online Services is a portal available for DHA's customers and business partners to interact electronically with DHA.

The system is accessed from DHA Online Services at https://www.dha.gov.au/partnering

RMS Panel Contractors

Through Online Services, contractors who are contracted with DHA to provide residential maintenance services will have
access to:

e Details of any work items including their current status

e Details of any quotes including their current status

e Work Health and Safety Reports

e Contractor contact details and the ability to update them via online services

e Contractor company insurance details and the ability to update them via online services
e A copy of the contractor’s current contract with DHA

e Contractor availability and the ability to update these details via online services

e Alink to contractor resources.

Getting started

Go to https://www.dha.gov.au/partnering and click on Online Services:

Zo=DHA

Partnering
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Logging in

Once you click on the Online Services icon you will be taken to the Login page:

ADHA ONLINE SERVICES

Defence Housing Austratia

LOGIN

For ADF Members

farname s DHA's housing service to select a Service Residence based on your approved
housgntitlement
Password View youcurrent DHA Service Residence and associated detail

Notify DHl of any changes to your Rent Allowance circumstances
" DHA profile details up to date
he Rent Allowance Calculator to work out what your Rent Allowance entitlement
might be

gotten your password?

r

For Lessors

Lessors access Lessor services for leased properties.

For Suppliers

Valuers access the Valuation services for allocated works

Maintenance Contractors access Contractor services for allocated works

Estate Agents access the Estate Agent services for allocated works

To access DHA's mandatory online courses see DHA's Learning Management System.

e Your username is the email address your company previously provided to DHA
e An email naotification is automatically sent when your company is set up as a DHA business partner on DHA
Online Services. This email provides your first temporary password

e Onyour first login, you will be prompted to change your password. You will also be required to enter a secret
guestion and answer which can be used to authenticate you in case you forget your password.

Forgotten password

e If you have forgotten your password, select the Forgotten your password link. This will prompt you for the answer
to your secret question which if correct will send your password to your email (username) address
e If you have forgotten your username, please contact DHA.
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Your Dashboard

Overview

Once loaded the Dashboard will default to the Overview page. The overview provides the top layer of information used to
manage DHA work requests.

% UHA ONLINE SERVICES

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account
You currently have 11 work items that are more than 7 days overdue for booking, please contact the tenant and arrange an appointment View
You currently have 41 work items that are more than 14 days overdue for invoicing, please submit invoices or update appointment dates, View

NEW WORK & AWAITING BOOKING €B) SCHEDULED WORK @ AWAITING COMPLETION €I)

1D Address Suburb Postcode Instructions Booking Required =~ Target Start Target End
MITM-2092699 SINGLETON HEIGHTS =~ 2330 Pest Inspection Report ~ 18/10/2016 10:30 AM 14/10/2016 28/10/2016
MITM-2095234 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016 25/11/2016
MITM-2095235 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016 25/11/2016

Displaying items 1 - 3 of 3

AVAILABLE WORK BUNDLES @ ALL WORK BUNDLES ©

There are currently no bundles which require your attention.

QUOTES REQUIRED

You have no quotes requiring action

From the main Dashboard you can:

e Update your password and secret question through My Account

e Update your contact details, licence information and insurance information through My Details

e Search through all Work Items and Quotes

e Search all Work Items awaiting invoicing, as well as non-invoiceable Work Items awaiting completion
e Search through all Work Items and Quotes

e View WHS reports

e Search for a specific Work Iltem

e View your naotifications.

Current Work Items that are more than 7 days overdue for booking and other important information will appear in a yellow
highlighted ribbon(s) at the top of your screen.

Work Items that are more than 14 days overdue for invoicing will appear in a yellow highlighted box just underneath Work
Items more than 7 days overdue for booking.

Note that numbers next to the various tabs denote how many Work Items are within each tab.
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Sharing Access

If your company requires more than one login, you can share your access with others by clicking on the My Account
button on your Dashboard:

. UMA ONLINE SERVICES

Defence Housing Australia

Dashboard Work Invoicing WHS Reports My Details Search Contractor Resources

ent e s tha than 3 View
ently have ems that are more than 14 da View
NEW WORK © AWAITING BOOKING €D SCHEDULED WORK © AWAITING COMPLETION D)
1D Address Suburb Postcode Instructions Booking Required « Target Start Target End
MITM-2092699 SINGLETON HEIGHTS 2330 Pest Inspection Report  18/10/2016 10:30 AM 14/10/2016 28/10/2016
MITM-2095234 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016 25/11/2016
MITM-2095235 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016 25/11/2016

Displaying items 1 - 3 of 3

AVAILABLE WORK BUNDLES @ ALL WORK BUNDLES @

There are currently no bundles which require your attention.

QUOTES REQUIRED

You have no quotes requiring action

e Click on Manage My Delegates in the drop down list

e You will not have any registered delegates when you are sharing access for the first time

e Click on the Create Delegation button

e Click on the Share My Access box to allow your delegate to perform all functions in Online Services which relate
to you as a contractor. Alternatively, click on the Assign Work to allow you to assign work items to a person for
completion

e Enter the email address of the delegate you wish to share access with and create your own Confirmation Key

e Make arecord of the Confirmation Key as your delegate will be required to enter this value when they choose to
accept your request.

Work Quotes

DHA will request work item quotes from time to time. If you have been requested to quote for a certain work item it will
appear on your Dashboard under Quotes Required.
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QUOTES REQUIRED

Required Address Suburb Postcode Scope of Works
13/05/2016

NICHOLLS 2913 Front of property: front window has cracked and progressively become worse over
time, assess and report on reason for crack in window.
Supply costing for the remedy or replacement to be reviewed by the property owner.
Contact Pm Attila

)/05/2016 KATHERINE EAST 0850 Current shower screen is cracked (noticed at Welcome Visit)

Q MQUO-405460
Supply and install a new shower screen

Current screen is a three panel sliding door with reinforced g\ass, if a single sheet
shower screen door is a cheaper alternative please go ahead with the best option

10/05/2016 JERRABOMBERRA 2619 Rep\a(hement of bottom fixed panel to main bedroom window which has a large chip
near the top.

**Please attend as soon as possible to quote which is required by Lessor - to include
labour and materials as separate items on quote.

Displaying items 1 - 3 of 3

Copyright Defence Housing Australia, 2016. DHA Accessibility Copyright Disclaimer Privacy Terms and Conditions Contact us

To provide a quote for a work item click on the appropriate quote request by clicking on the ID number.

QUOTE DETAILS ACCESS DETAILS
Quote ID MQUO-421247 Tenant
Address Mobile Phone
Scope of Works To Cut andr tt nt of the property Work Phone
which have been assessed and deemed high risk to failure. These
trees have already lost large limbs, Failure of these trees could result Home Phone
in power lines being knocked out of the trees fall in the neighbouring Alternate Phone
house and causing severe damage to the property. One of the trees
has branches ever hanging the power lines which means that as part Access Details

of the quote you will have to work with the power company to shut of

the power whilst these branches are removed in order to then
proceed with the rest of the trees. Your price should include removal
frease l=pae geboe which can be done on base at

the green waste site. Price to include stumflls ground out and the area
made good and tided prior to completion. e tree assessment report
which is attached to this quote.

Location Exterior Grounds

Required By 10/08/2016

Timeframe 12/08/2016 to 06/09/2016

Appointment Date 06/08/2016 |

Appointment Time 2:30 B AM |T Save Appointment

Attachments A Tree report 5 Sananada.pdf

E—

e

Dedline Quote Submit Quote

Important Information

1. Please provide all inclusive costs associated with the work described above,
2. Variations to the quoted amount will not be accepted.
3. If you believe the scope of

= inadequate please advise DHA of your findi

Disclaimer: Tl ot a request for repair: work without authorisation from Defence Housi

will not be paid for t

Australia via a Work ltem.
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This screen will then display all the details for the job including the address, scope of works, the timeframe in which the
job needs to be completed, access details and a property floor plan if applicable. You may also print or download a copy
of the quote from this screen.

After arranging an appointment time and inputting these details in the boxes provided, click on Save Appointment and
then click on Submit Quote.

Alternatively, should you not be interested in quoting for this job click Decline Quote.

HULSUIEUIE 1UT USE 1UI YUUUI PUl pUSES.,

Location Exterior Property

Required By 31/10/2016

Timeframe 17/11/2016 t0 01/12/2016
E—

Attachments No Attachments

Quoted Amount (incl. GST) $

Comments

Contractor Reference (optional)

Add Attachment(s) Select file to upload...
Appointment Date 30/09/2016 et
Appointment Time 245 v AM v

Important Information

1. Please provide all inclusive costs associated with the work described above.
2. Variations to the quoted amount will not be accepted.
3. Ifyou believe the scope of works is inadequate please advise DHA of your findings as soon as possible.

You will then be presented with a screen that requests your quotation, any comments, reference numbers (optional) and
the opportunity to upload any associated documents if needed.

Once you have completed all the required details and uploaded any attachments click on Confirm.

You may also decline quote requests. To do this click on the appropriate quote request and click on Decline Quote.
You must enter a valid reason from the drop down list for declining the quote request. The options are:

Timeframe restrictions

Scope too large

Scope too small
Scope not to skill set.

You will then be asked to click on Confirm or you can click on Cancel if you change your mind.
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Allocation of Work

When DHA allocates Work Items to you they will appear on the New Work Items tab on your Dashboard.

next to New Work Items denotes how many new work items have been assigned to you:
. UHA ONLINE SERVICES
Defence Housing Australia

Dashboard Work Invoicing WHS Reports My Details Search Contractor Resources

You currently have 11 work items that are more than 7 days overdue for booking, please contact the tenant and arrange an appointment.

You currently have 41 work items that are more than 14 days overdue for invoicing, please submit invoices or update appointment dates.

@ AWAITING BOOKING €)) SCHEDULEDWORKE  AWAITING COMPLETION €
ID

Address Suburb Postcode Instructions Booking Required « Target Start
MITM-2092699 SINGLETON HEIGHTS ~ 2330 Pest Inspection Report  18/10/2016 10:30 AM  14/10/2016
MITM-2095234 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM  11/11/2016
MITM-2095235 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016

The number

My Account ~

Target End
28/10/2016
25/11/2016
25/11/2016

Displaying items 1 - 3 of 3

Clicking on a New Work Item under the ID column will provide specific details on the property and work required. Once
you click on a New Work Item it will be moved to the Awaiting Booking tab. Through this process you will be aware of

which New Work Items you have viewed and those you have not.
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Work Bundles

DHA has recently introduced Work Bundling. Work Bundling is a request for quotation on two or more Work Items. This
request for quote may be sent to two or more relevant contractors with DHA deciding on the outcome.

These new requests will appear on the Available Work Bundles tab. Both new and previously quoted Work Bundles will
appear in the All Work Bundles tab. To view a Work Bundle request click on the ID reference number:

% LN YUNLINE SERVILES
Defence Housing Australia

Dashboard Wwork ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account ~
You currently have 1 work item that is more than 7 days overdue for booking, please contact the tenant and arrange an appointment View
You currently have 4 work items that are more than 14 days overdue for invoicing, please submit invoices or update appointment dates. View

NEW WORK ITEMS © AWAITING BOOKING @ AWAITING COMPLETION @

You currently have no new work items awaiting booking,

AVAILABLE WORK BUNDLES ) ALL WORK BUNDLES @
= Area Work Type Submission Required By Timeframe Status
@ Queanbeyan Grounds Maintenance 07/10/2016 30/09/2016 10 17/10/2016 Awaiting Submission

Displaying items 1- 1 of 1

You will then be presented with an overview of the Work Bundle including: how many jobs on how many properties,
submission required by date, status, and the timeframe to complete the works. To see more detail on each job click on
the relevant ID reference number. Once you have reviewed the Work Bundle request you must decide to either Decline
the Work Bundle quote request or Submit an Amount for Evaluation by choosing the corresponding button:

_— . uuEw B OSSN =

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account ~

WORK BUNDLE - MBND-26

ID MBND-26 & This work bundle is being offered to 5 contractors and is
Work Type Grounds Maintenance SN el SUIBTTSer:

Summary 3 work items at 3 properties in Queanbeyan

Timeframe 30/09/2016 to 17/10/2016

Submission 07/10/2016

Required By

Status Awaiting Submission

ID Property Instructions Target Start Target Completion
MITM-2035218 Grounds maintenance T&M 30/09/2016 17/10/2016
MITM-2035220 Grounds maintenance T&M 30/09/2016 17/10/2016
MITM-2035219 Grounds maintenance T&M 30/09/2016 17/10/2016

m Submit an Amount for Eval
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Should you decline the Work Bundle quote request you will be prompted to provide a reason for this decision:

Decline Bundle

Reason

No Capacity
Scope Not to Skill Set

Scope Too Large
Time Frame Restrictions

Unable to Provide Discp#

Should you choose to submit a quote you will be prompted to enter a total amount for the Work Bundle. Alternatively, you
may be requested to enter a discount percentage off your current rates that you have previously provided to DHA. Once

satisfied with your input click on Submit Amount or Cancel if you change your mind:

Submit Discount

Total Amount

7

Please remember that if you have previously submitted a quote for a Work Bundle you still have the opportunity to change
this quote up until the Submission Required By date. After this date has passed DHA staff will review the submissions

and issue the Work Bundle to the successful contractor.
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Booking Work

To Action a Work Item that has been assigned to you, click on the relevant Work Item under the New Work tab, or if you
have already viewed it will appear under the Awaiting Booking tab.

Please note that you have 48 hours (from the time of allocation) to attempt to contact the tenant to arrange a booking as
per contractual requirements for routine maintenance.

Ao DHA onLINE sERvICES ==
Defence Housing Australia
Dashboard Work Invoicing WHS Reports My Details Search Contractor Resources My Account
You currently have 11 work items that are more than 7 days overdue for booking, please contact the tenant and arrange an appointment. View
You currentiek 4 IS thatare more than 14 days overdue for invoicing, please submit invoices or update appointment dates. View
NEW WORK © AWAITING BOOKING €D HEDULED WORK @ AWAITING COMPLETION €
ID Address Suburb Postcode Instructions Booking Required « Target Start Target End
MITM-2092699 SINGLETON HEIGHTS 2330 Pest Inspection Report  18/10/2016 10:30 AM 14/10/2016 28/10/2016
MITM-2095234 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM  11/11/2016 25/11/2016
MITM-2095235 CAMPBELL 2612 Pest Control T&M 15/11/2016 10:10 AM 11/11/2016 25/11/2016

Displaying items 1 - 3 of 3

Once you click on a Work Item you will be taken to an overview screen of the Work Item where the following information
is displayed:

e Instructions

e Schedule and booking details
e Contact Attempt details

e Property Floor Plan.

You also have the opportunity to print or PDF download these details with the options of seeing:

e Work details only
e Work details with floor plan
e Floor plan only.
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SCOPE OF WORKS

D Instructions Location Work Type Attachments

MITM-2004616  Inspect and repair faulty light fitting and/or transformer. Entry Time and Materials - Electrical ~ No Attachments
Investigate and repair switch - doesn't seem to turn on anything - advise Mber of operation.
Reportif major works are required.

SCHEDULE DETAILS CONTACT ATTEMPTS
Booking Required By 10/08/2016 05:00 PM Date Reason
Target Start 08/08/2016 09/08/2016 4:41 PM Appointment Booked For 15/08/2016 2:30 PM
Target Completion 15/08/2016

Attended but could not access property he
BOOKING DETAILS Save Contact Attempt
Appointment Date 15/08/2016 =

g g PROPERTY FLOOR PLAN
Appointment Time 230 |v| PM |v Save Appointment
Contractor Reference Save Reference >
-t H l_'|

PROPERTY ACCESS DETAILS ) —~
3

Address ['J R

Tenant 1 L J

Mobile Phone

Work Phone

m Download PDF Next Awaiting Booking

e Please take note of the Booking Required By date under the Schedule Details section and ensure that the
tenant has been contacted prior to this date

e Once you have arranged a time with the tenant insert these details in the Booking Details section

e Should you not be able to contact the tenant please choose the correct drop down box in the Contacts Attempt
section

e Once you have either inputted the Booking Details or the Contact Attempts section please click on Next
Awaiting Booking at the bottom right.

Note that all Work Items once booked will now appear under the Scheduled Work tab:

. UHNA ONLINE SERVICES

Defence Housing Australia

Dashboard Work - Invoicing WHS Reports My Details Search Contractor Resources My Account ~

<
™
=

You currently have 11 work items that are more than 7 days overdue for booking, please contact the tenant and arrange an appointment.

You currently have 41 work items that are more than 14 voicing, please submit invoices or update appointment dates.

<
®
=

NEW WORK € AWAITING BOOKING €B) SCHEDULED WORK @ AWAITING COMPLETION )

ID Appointment - Address Suburb Postcode Instructions Target End

MITM-2095235 23/11/2016 1:30 PM 6 ROBERT CAMPBELL ROAD CAMPBELL 2612 Pest Control T&M 25/11/2016

Displaying items 1-1 of 1
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Completing Work

% DHA ONLINE SERVICES

Defence Housing Australia
Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account ~
You currently have 11 work items that are more than 7 days overdue for booking, please contact the tenant and arrange an appointment. View

<
D
=

You currently have 41 work items that are more than 14 days overdue for invoicings eaQ Update appointment dates.

NEW WORK @ AWAITING BOOKING € SCHEDULED WORK @) (( AWAITING COMPLETION €D

ID Scheduled Completion = Address burb Postcode Instructions
MITM-1831729 01/07/2016 8:00 AM OLD BAR 2430 Pest Inspection Report
Ref: 206890819

MITM-1841685 01/07/2016 10:00 AM OLD BAR 2430 Pest Inspection Report
Ref: 206890820

MITM-1817296 14/07/2016 10:00 AM JUNCTION HILL 2460 Pest Inspection Report
Ref: 206018252

MITM-1960631 22/07/2016 1:00 PM Beaumont Hills 2155 Pest Control T&M

Ref: 10431

MITM-1980038 13/08/2016 11:00 AM SALE 3850 Pest Inspection Report
Ref: Fol 301182003

MITM-2032202 06/09/2016 2:30 PM GUNN 0832 Pest Inspection Report
MITM-2033999 14/09/2016 12:00 PM SINGLETON 2330 Pest Inspection Report
MITM-2057129 15/09/2016 10:00 AM LARRAKEYAH 0820 Pest Inspection Report
MITM-2034021 16/09/2016 10:00 AM Sale 3850 Pest Inspection Report
Ref: Fol 301182004

MITM-1965510 24/09/2016 12:00 PM BURWOOD 2134 Pest Inspection Report
Ref: 120093530

MITM-2061931 29/09/2016 7:00 AM MIDDLE RIDGE 4350 Pest Inspection Report

Once you have completed a job you must ensure that you click on the Work Completed button at he bottom right of the
screen that details scope of work. These jobs will appear in the tab on the main dasboard titled Awaiting Completion.
The number next to Awaiting Completion denotes how many jobs are awaiting completion.

Once you identify the job that is completed click on the corresponding ID reference number.
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B B o, Dbttt

Defence Housing Australia
Dashboard Work Invoicing WHS Reports My Details Search Contractor Resources My Account
SCOPE OF WORKS
1] Instructions Location Work Type Attachments
MITM-1944696 Please attend to patch and paint hole in ceiling gyprock which is damaged. Garage Time and Materials - Painting No Attachments
PM Emma 0421 040 055
SCHEDULE DETAILS CONTACT ATTEMPTS
Booking Required By 14/06/2016 05:00 PM Date Reason
Target Start 14/06/2016 12/07/2016 12:40 PM Appointment Booked For 24/06/2016 9:30 AM
Target Completion 24/06/2016
Attended but could not access property v
BOOKING DETAILS Save Contact Attempt
Appointment Date 24/06/2016 =
2 z Z PROPERTY FLOOR PLAN
Appointment Time 930 v| AM |v Save Appointment
Contractor Reference Save Reference

PROPERTY ACCESS DETAILS & E

Address e -
Tenant " ‘J; o) -
Mobile Phone

Access Details

m Download PDF

Next Awaiting Bookin, nvoice Now

Work Completed

You will then be presented with a screen that details the Scope of Works. Click on the Work Completed button at the
bottom right.
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% UK YNLINE SERVILED

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account ~

36/121 STREETON DRIVE STIRLING, ACT 2611

Completion Date 24/06/2016 55|

Completion Time 9:30 ¥ AM v

WORK ITEM - MITM-1944696

Please attend to patch and paint hole in ceiling gyprock which is damaged. Further Actions Required
PM Emma 0421 040 055
Time Spent - Hours

Time Spent - Minufg

Materials Cost

ADDITIONAL ATTACHMENTS

<

MITM-1944696 v Select file to upload...

Asbestos Work Method Statement

Suildine lncpection
Compliance Certificate Complate Work

Contractor Photo
Heat Load Calculation
Maintenance Report
Manual
Pest Inspection Report
Quote

Copyright Defence Housing Australia, 2016 Site Map DHA Accessibility Copyright Disclaimer Privacy Terms and Conditions Contactus
Technical Assessment
Warranty ltem

For Time and Material (T&M) jobs you will then be required to enter details including:

e Time spent on the job in hours and minutes
e Total cost of materials

e Any attachments (optional)

¢ Noting of any further action required.

Click on the Work Completed button at the bottom right when completed.

Please note that clicking Work Completed does not automatically generate an invoice to DHA. You must complete the
invoicing component separately as described in the next section.

Should the Work Completed button be unavailable it means that you have already marked this job as complete.
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Defence Housing Austrabia
Dashboard Work nvoicing WHS Reports My Details Search Contractor Resources My Account
12 TULLY PLACE JERRABOMBERRA, NSW 2619

Completion Date 16/09/2016 A

Completion Time 8:00 vl AM (v

'WORK ITEM - MITM-2021321

Extra Over, supply and install carpet and 10mm underlay to stair/s (all types). Measured by M, Further Actions Required
(2 treads and 2 riser = 1 M2) - MAKE GOOD

Carpet Replacement

Carpet to be ripped up Wednesday 24/08
Carpet to be installed Friday 16/09
Colour - like for like

'WORK ITEM - MITM-2021320

Renew carpet. supply and install solution dyed 26 oz. 100% nylon, including underlay - MAKE Further Actions Required
GOOD

Carpet Replacement

Carpet to be ripped up Wednesday 24/08
Carpet to be installed Friday 16/09
Colour - like for like

ADDITIONAL AT

MITM-2021321

~ L Select file to upload...

m Complete Work

For Schedule of Rates (SoR) jobs you will be required to enter details including:

e Any attachments (optional)
e Noting of any further action required.

Page 17



Guide to Online Services

Invoicing

SCOPE OF WORKS

1+] Instructions Location Wark Type Attachments

MITM-; ; Queoted Rate - Electrica

F
pply

SCHEDULE DETAILS CONTACT ATTEMPTS
Booking Required By Date

Target Start

Target Completion

W

BOOKING DETAILS

As per Quote MQUO-421563 Save Contact Attempt

Appointment Date o e =

PROPERTY FLOOR PLAN
Appointment Time W AM | W Save Appointment
Contractor Reference Save Reference

PROPERTY ACCESS DETAILS

Address

Tenant
Mobile Phone
Waork Phone

Home Phone

Download PDF Invoice Now

= Housing Austrsiia 2016

Once you have physically completed a Work Item and ticked the Work Completed button, you are able to invoice for this
Work Item.

Page 18



Guide to Online Services

To create an invoice click on the Invoicing tab from your Dashboard:

UIA ONLINE SERVICES
Defence Housing Australia

Dashboard ~ Work ~ @ HS Reports My Details ~ Search Contractor Resources My Account ~

You are currently viewing DHA Online Services as fawelectrical3@bigpond.com.dhadev.

NEW WORK ITEMS @ AWAITING BOOKING @ AWAITING COMPLETION @

] Address Suburb Postcode Instructions Booking Required =~  Target Start Target End
MITM-2007934 BOMADERRY 2541 Appliance Electrical T&M 12/08/2016 05:00 PM 10/08/2016 24/08/2016
MITM-2007935 BOMADERRY 2541 Appliance Electrical T&M 12/08/2016 05:00 PM 10/08/2016 24/08/2016

Displaying items 1 - 2 of 2

AVAILABLE WORK BUNDLES @ ALL WORK BUNDLES @

There are currently no bundles which require your attention.

The screen will then display all the work items that have been marked by you as completed that are awaiting invoice:

A unﬂ UNLINE SERVILED
Defence Housing Austratia

Dashboard Work nvoicing WHS Reports My Details Search Contractor Resources My Account

WORK ITEMS AWAITING INVOICING

Scheduled Completion Address Suburb Postcode Instructions
10/08/2016 8:00 AM HARRISON 2914 Floor Covering
05/09/2016 8:00 AM GUNGAHLIN 2912 Supply and Install Carpet. 26 02
METM-2024383 08/09/2016 8:00 AM JERRABOMBERRA 2619 Supply and install Carpet. 26 0z
AEM-2023326 08/09/2016 8:00 AM Franklin 2913 Floor Covering T&M
Rek booked 14 sept 2016
v MIgM-2029190 01/09/2016 4:00 PM CAMPBELL 2612 Floor Covering T&M
v MIIM-2017660 12/09/2016 8:00 AM JERRABOMBERRA 2619 Supply and Install Carpet, 26 0z
AM-2021047 12/09/2016 8:00 AM MAWSON Supply and Install Carpet, 26 0z
ATM-1983843 /2016 8:00 AM NICHOLLS

Supply and Install Carpet. 26 0z

16/09/2016 8:00 AM JERRABOMB! 2619 Supply and Install Carpet. 26

16/09/2016 8:00 AM 2619 Supply and Install Carpe

You can invoice for more than one Work Item at a time. Tick the relevant boxes for all Work Items that you wish to create
an invoice for and click Invoice Now.

Depending on the number of work items you have selected to invoice you will be asked to progress through the
proceeding screens for each Work Item and complete details as appropriate. Once you are satisfied with the inputted
details click on Proceed to Invoice Confirmation at the bottom right of the screen.
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Defence Housing Australia
Dashboard Waork nvoicing WHS Reports My Details Search Contractor Resources My Account
Completion Date 01/09/2016 ] Currently displaying item 1 of 3 for invoicing.

Completion Time 4:00 v PM |V

WORK ITEM - MITM-2029190

carpet to property area pull and re secure as starting p«#f0oble up
PM Ali 0417 027 019

Time Spent - Hours Further Actions Required
Time Spent - Minutes

Rate

Total for Time Spent (incl. GST)

Materials Cost

Total Amount for Invoicing (incl. GST):

For Time and Materials (T&M) Work Items you will be requested to enter completion date details, including how long you
spent on the job and materials costs incurred. This information will be pre-populated if you had previously completed the
Work Completed process described in the previous section.

Once you are comfortable with your inputs click on the Next button at the bottom right, or if it is the final Work Item for
invoicing click on the Proceed to Invoice Confirmation button.
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For Schedule of Rates (SoR) Work Items you will be requested to enter date completion details if you have not previously
completed this during the Work Completed stage:

Completion Date 08/08/2016 | Currently displaying item 1 of 1 for invoicing.

Completion Time 7:00 v AM |V

WORK ITEM - MITM-2000426

As Per Further Actions on MITM-1906850
Fans have been tightened but because of the style of fan it is not able to be rebalanced sufficiently and will loosen again immediately. A replacement fan is required - does
not recommend like for like replacement as the style of fan is what has caused it to come loose. These fans are throughout the property.

Modification/Upgrade

Removal and offsite disposal of BER Fans as required

Supply & install ceiling fans with oyster/clipper LED light, as per specifications to previously installed fan locations and additionally - install fans to all living areas and
bedrooms that currently do not have fans installed as required - 7 fans in total.

Provide DHA with make, model, serial and warranty details

Please leave any operational manuals at site with Mbers.

Ensure site is clean and all rubbish has been removed.

rAERARAR
Supply and fit 5 replacement upgraded fans with new fans with LED lights (DLS1345W) to 4 bedrooms and lounge room and install 2 new fans . AND ONE CENTRED IN
DINING/FAMILY ROOM

Works not to include any painting or patching - please

Quoted Amount (incl. GST) $ 2400.00 Further Actions Required

Total Amount for Invoicing (incl. GST) $  2400.00

Proceed to Invoice Confirmation

Once you have completed all details for the Work Items you wish to invoice for and have clicked Proceed to Invoice
Conversation you will be taken to the Confirm Invoice screen. Should you wish to attach your own invoice please input
your invoice reference number here in the box provided and upload your own invoice by choosing Select file to upload...
You must ensure that the information provided in your invoice matches the details you provided for invoicing on Online
Services:

. LA ONLINE SERVICES

Defence Housing Australia

Dashboard Work Invoicing WHS Reports My Details ~ Search Contractor Resources My Account

You are currently viewing DHA Online Services

CONFIRM INVOICE

1D Address Completion Date Total (incl. GST)
MITM-2000426 08/08/2016 7:00 AM $2,400.00
Sub-total (excl. GST) $2,181.82

GST Total $218.18

Grand Total g $2,400.00
@ > Attach Invoice Select file to upload...

ADDITIONAL ATTACHMENTS

Work Item ID v
Attachment Type ~
Attach File Select file to upload...

Previous ~ Submit Invoice
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You may also upload additional files for each work item you have included in the invoice:

CONFIRM INVOICE

ID Address Completion Date Total (incl. GST)
MITM-2000426 08/08/2016 7:00 AM $2,400.00
Sub-total (excl. GST) $2,181.82
GST Total $218.18
Grand Total (incl. GST) $2,400.00

Invoice Number Attach Invoice Select file to upload...

ADDITIONAL ATTACHMENTS

Work Item 1D
Attachment Type

Attach File Select file to upload...

Previous ~ Submit Invoice

To submit the invoice click on the Submit Invoice button:

CONFIRM INVOICE

D Address Completion Date Total (incl. GST)
MITM-2000426 08/08/2016 7:00 AM $2,400.00
Sub-total (excl. GST) $2,181.82
GST Total $218.18
Grand Total (incl. GST) $2,400.00
Invoice Number Attach Invoice Select file to upload...
ADDITIONAL ATTACHMENTS
Work Item ID v
Attachment Type v
Attach File Select file to upload...

m Submit Invoice

The status of this invoice will then progress to awaiting approval and will now appear under the Invoicing tab (located in
the top header of the Dashboard Overview):
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WORK ITEMS AWAITING INVOICING

D Scheduled Completion Address Suburb Postcode Instructions
MITM-2000426 08/08/2016 7:00 AM NORTH NOWRA 2541 Electrical T&M
O

Displaying items 1-1 of 1

Invoice Now

WORK BUNDLES AWAITING INVOICING

There are no work bundles awaiting invoicing

NON-INVOICEABLE WORK ITEMS AWAITING COMPLETION

There are no work items awaiting completion

INVOICES APPROVED AND AWAITING PAYMENT

DHA Invoice ID Your Invoice ID Invoice Submitted Total Amount Scheduled Payment =
MINV-1280739 INV-3023 08/08/2016 $326.69 16/08/2016
MINV-1280808 INV-3026 08/08/2016 $66.88 16/08/2016

Displaying items 1-2 of 2

INVOICES AWAITING APPROVAL B‘D
DHA Invoice ID = Your Invoice ID Invoice Ssubmitted Total Amount
MINV-1181280 INV-2446 01/02/2016 $113.00

Displaying items 1-1 of 1

Once approved by DHA this invoice will progress through to the Invoices Approved and Awaiting Payment status.

Managing your Contact Details and Notifications

To manage your notifications please choose My Contact Details under the My Details tab on the header of the
dashboard as shown below:

A% DUHA ONLINE SERVICES B

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account v

_ My Contact Details
./

My Insurance Details

You currently have 2 work items that are more 1tact the tenant and arrange an appointment.

<
i
=

You currently have 5 work items that are more than 1 ubmit invoices or update appointment dates.

<
@
=

NEW WORK ITEMS © AWAITING BOOKING @ My DHA Contract

My Availability
You currently have no new work items awaiting booking
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2. UIA ONLINE SERVICES

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~ Search

PRIMARY CONTACT DETAILS
Daytime Phone

After Hours Phone

Fax Number

Mobile Phone (4]

Receive Notifications

Email Address

vl Receive Notifications

@ Please contact DHA if your email address needs to be amended.

Copyright Defence Housing Australia, 2016.

Contractor Resources My Account -
POSTAL ADDRESS
Address Q
DHA Accessibility Copyright Disclaimer Privacy Terms and Conditions Contact us

Please complete all telephone and postal information in the boxes provided. You are responsible in maintaining these

details if any changes are necessary.

Please note that email address is the address you provided when tendering for your contract. Please contact DHA at
contractors@dha.gov.au if your email address requires changing.

There is also two boxes that are default ticked to receive Short Message Service (SMS) and email notifications. Please
untick these boxes if you do not wish to receive natifications via SMS or email, noting that you will still be allocated work

by DHA.

Managing your Insurance

To manage your insurance details please choose My Insurance Details under the My Details tab on the header of the

dashboard as shown below:

A% DUHA ONLINE SERVICES

Defence Housing Australia

Dashboard Work ~ Invoicing WHS Reports My Details ~

My Contact Details

You currently have 2 work items that are more than 7
You currently have 5 work items that are more tha
NEW WORK ITEMS © AWAITING BOOKING @ My DHA Contrac

My Availability

You currently have no new work items awaiting booking

Search

Contractor Resources My Account v
1tact the tenant and arrange an appointment. View
ubmit invoices or update appointment dates. View
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% UINMA ONLINE SERVICES

Defence Housing Australia

Dashboard Work Invoicing WHS Reports

PUBLIC LIABILITY

Policy Provider
Policy Number
Policy Expiry

Documentation

My Details ~ Search Contractor Resources

WORK COVER WORKERS COMPENSATIO) OR INCOME SICKNESS PROT!

Policy Provider
Policy Number
Policy Expiry 17/12/2016

=

Documentation Select file to upload...

Cancel

My Account

The My Insurance Details displays the current insurance documentation. To edit please click on the Edit button and
update the policy provider and associated details. Please select file to upload button to attach your current
documentation and click on the Save button once complete.

Please note that is a requirement of your contract to maintain and display current insurance and workers compensation
documents on DHA'’s Online Services. Failure to maintain and display this information will see DHA prohibit issuing of any

work items until rectified.

Viewing My DHA Contract

Should you wish to view your current contract and your submitted rates and capacity for trades and maintenance areas
please go to My DHA Contract under the My Details tab on the Dashboard as per below:

% DUHA ONLINE SERVICES

Defence Housing Australia

Dashboard Work ~ Invoicing ~ WHS Reports

You currently have 2 work items that are more than
You currently have 5 work items that are more than

NEW WORK ITEMS @ AWAITING BOOKING @&

My Details Search Contractor Resources

My Contact Details

7 1tact the tenant and arrange an appointment.

1 MylInsurance Details ubmit invoices or update appointment dates

My DHA Contract

My Availability

You currently have no new work items awaiting booking

My Account ~

<
i
=

<
o
=
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ZA_DUHA ONLINE SERVICES

Defence Housing Australia

Dashboard Work Invoicing WHS Reports My Details ~ Search Contractor Resources My Account v

ACCOUNT ID: 115973

Contract Type Rates Start Rates End Executed Contract
Tender 01/07/2014 30/06/2017
Tender 01/07/2010 30/06/2014
Tender 29/06/2009 30/06/2010

Displaying items 1 -3 of 3

CONTRACT RATES FOR TENDER (01/07/2014 TO 30/06/2017)

Grounds Maintenance v Availability Emergency Quantity Rate (incl. GST)
Availability Range

Darwin or T maintain/Water grounds. In a tidy, green and healthy state. Mow and edge lawns, 5 5 Upto300  $110.00
remove clippings/prunings from site, sweep paths/driveways and empty mailbox. Weed and m2
trim gardens.

Darwin For 1 week, Maintain/Water grounds. In a tidy, green and healthy state. Mow and edge lawns, 5 5 301-750 $159.00
remove clippings/prunings from site, sweep paths/driveways and empty mailbox. Weed and m2
trim gardens.

Darwin For 1 week, Maintain/Water grounds. In a tidy, green and healthy state. Mow and edge lawns, 5 5 751-950 $179.00
remove clippings/prunings from site, sweep paths/driveways and empty mailbox. Weed and m2
trim gardens.

Darwin For 2 weeks, Maintain/Water grounds. In a tidy, ﬁreen and healthy state. Mow and edge lawns, 5 5 Up to 300 $130.00
remove clippings/prunings from site, sweep paths/driveways and empty mailbox. Weed and m2

trim gardens.

Within the My DHA Contract screen you can view your current contract by clicking on the PDF file under the Executed
Contract column. You can also view and filter your rates for each maintenance area and trade.

Managing your Availability

Should you be unavailable to undertake any work items for a period of time please access My Availability under the My
Details tab on the Dashboard as per below:

% UHA ONLINE SERVICES

Defence Housing Australia
Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account +
_ My Contact Details .
You currently have 2 work items that are more than 7 rtact the tenant and arrange an appointment. View
You currently have 5 work items that are more than 1 MY Insurance Details ubmit invoices or update appointment dates. View

NEW WORK ITEMS © AWAITING BOOKING @ My DHA Contract

My Availability
You currently have no new work items awaiting boo
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= - - ——  aa
P DHA ONLINE SERVICES
Defence Housing Australia
Dashboard Work ~ Invoicing WHS Reports My Details ~ Search Contractor Resources My Account v
MY FUTURE AVAILABILITY
Although DHA does not guarantee work, a higher volume of work throughout November to February can be expected.
If you have maintenance that requires completion during your amended availability period, please contact DHA.
From = To g |
Select availability... v Select area... v Select work type... v
Copyright Defence Housing Australia, 2016. DHA Accessibility Copyright Disclaimer Privacy Terms and Conditions Contact us

You can now enter the start and end dates for when you are unavailable. These date can also be completed for when you
have a:

e Reduced capacity
e Reduced coverage of DHA Maintenance Areas
e Reduction in types of work that can be undertaken.

Please contact DHA if you have pre-existing work items that require completion during your amended availability.

Recalls

Recalls are Work Items that require the contractor to return to a property and complete the scope of works as described in
the original Work Item. You cannot invoice for Recalls — only the original Work item. A recall is identified in the Dashboard
under the New Work Items tab by the revolve symbol and in the title of the Work Item under the Instructions column:

. DHA ONLINE SERVICES =

Defence Housing Austratia

Dashboard Work nvoicing WHS Reports My Details Search Contractor Resources My Account
View
NEW WORK ITEMS @ AWAITING BOOKING © AWAITING COMPLETION @

1D Scheduled Completion -« Address Suburb Postcode Instructions

MITM-1880533

Displaying items 1 -4 of 4

AVAILABLE WORK BUNDLES @ ALL WORK BUNDLES @

There are currently no bundies which require your attention.
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Other Information

Other tabs on the dashboard are:
e WHS Reports

e Search function — this allows you to search for:
o Work Items
o Invoiced Items
o Quoted Items.

Please utilise the other fields to narrow your search.

e Contractor Resources — provides a link to https://www.dha.gov.au/partnering/maintenance-contractors where
there is further information for contractors on servicing DHA properties.
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