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Adding Services – Tiers and Cloning

Tier One – The period 
of time immediately 

after the Service 
Request has been sent

Tier Two – once the 
age of the Service 

Request passes the 
first Tier, there will be 

another defined 
period of time  called 

“Tier Two”

Tier Three/Cloning –
this final stage occurs 
either when the age of 
the Service Request is 

so old that a brand 
new Request is 
needed or the 

calendar year changes.

For a defined period of time 
immediately after the Service 
Request is sent, the Service 
Request will be locked. New 
services and properties can be 
added, but the details within the 
Service Request cannot be edited 
by the Account Officer.

Tier two will recognize that at this 
stage, some critical information in 
the Service Request may have 
changed and require updates.  
This stage will not only unlock 
those fields, but will clear out the 
data and require fresh data to be 
entered before the request can be 
sent.

At this stage in the process, the 
information within the Service 

Request is “Cloned” and a new Draft 
Request is automatically created.  This 

new Service Request will create a new 
Project in RIMS that is automatically 

linked as a Related Project to the 
original one.

There are a series of settings that control what is presented to the user when additional services are being 
added to an existing Service Request.  Today we are going to provide a general overview and the expected 
behavior for each.



Tier One – Adding a Service to a recently sent 
Service Request

When adding a service to a relatively new request, that still remains in the Tier One status, the 
user is not restricted from adding a service and they will not receive any pop up warnings. They 
will simply click on the Add Services link in the Request 



Tier One – Adding a Service to a recently sent 
Service Request

They will then choose the new service from the Menu and click “Next”.  



Tier One – Adding a Service to a recently sent 
Service Request

The new service will be added to the Request and the user will be able to “Send the Selected 
Services” from there.  



Tier One – Adding a Service to a recently sent 
Service Request

They will be restricted from making any changes to other portions of the service request.  They 
will find that the fields are greyed out and locked for editing.  This is by design to prevent 
changes from being made without the Job Manager’s knowledge while the bidding and awarding 
process is in progress.



Tier One – Adding a Service to a recently sent 
Service Request

While in Tier One - It is possible to leave specific fields open for editing and in that case you may 
see one or more fields that are not Grey or Green, but are open for editing.  This must be set up 
on a field by field basis by RIMS Support.  

Allowing a field to remain open for edits would allow the Account Officer to navigate to that page 
of the Service Request, update that field and save changes even without sending additional 
services on the project.



Tier Two – Adding a Service to an older Service 
Request which has moved to Tier 2

When adding a service to an older service request that has moved to Tier 2, the user will be able 
to navigate to the service and click on the “Add Service” link.  From there they can add the 
service normally, but when they hit the “Send Selected Services” button, they will encounter a 
pop up that directs them to update certain pieces of information.



Tier Two – Adding a Service to an older Service 
Request which has moved to Tier 2

When they click on “OK”, they will be taken to the Service Request where they will find certain 
fields have been highlighted Green and cleared out.  They will need to enter the correct current 
information into each of these fields before they can Save and Send the service request.

Each bank may define which fields 
require updates.  These requests 
should go through RIMS Support.



Tier Two – Adding a Service to an older Service 
Request which has moved to Tier 2

Once the Service has been sent, it will be added to the Existing Project as a new Service.



Tier Two – Adding a Service to an older Service 
Request which has moved to Tier 2

The Printable Service Request form will allow both the Job Manager and the Account Officer to 
go in and view a snapshot of the Service Request seeing exactly what was on the request each 
time that it was sent.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

When a Service Request has reached Tier 3, the user will see an pop up immediately upon hitting 
the Add Services Link.  This pop up will direct them to a ‘cloned’ service request.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

The page that they are taken to will be a Draft Service Request that has certain fields pre-
populated with data from the original request and other fields cleared out requiring new data to 
be entered.  All fields will be editable.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

The property or properties from the original request will be displayed for selection at the bottom 
of the page an you may opt to include some or all of the properties for the new request. 



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

When a cloned service request is created and the properties are carried over, you should expect 
to be required to update the Property Tenancy and/or Status.  At the Services page, you will see 
an indication that the property is missing required fields.  Simply click on the Edit Property Link 
and make the required updates.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

Once the required fields have been completed and the properties have been cloned, the user 
will then need to select the services for each property, since the cloning process will put that step 
at the end.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

When the new service is sent, the draft number will be converted to a project number with the 
current year’s prefix and that new project will be tied to the original project as a “Related” project 
which can be viewed by clicking on the Related Projects button shown here.



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year - Tier 3

Opening the Related Project will allow you to view the project details for the original project right 
from there.  Note that although we see project 18-000106 above, the details below are for the 
related Project 16-000050



Tier Three – Adding a Service to an aged Service 
Request or at the change of the year

It is recommended that you always use the Revert to Original Project link to return to the 
current view when you are finished viewing a related project.



Questions?


