
Capex request process for homes. 

Procedure 

Create a Job (Reactive Ticket) 
Open a web browser and navigate to the FaultFixers login page. 

Enter your username and password to log in. 

From the left-hand menu, hover over Facilities and Assets, a list will appear then select Assets. 

Locate the CAPEX Request Asset for your home and then select your home.  

Tips: Use the search bar and type “CAPEX” for quicker results. 

Examples: 
   - CAPEX Request Head Office 
   - CAPEX Request Allonsfield 
   - CAPEX Request Brackley 

Next 

On the right-hand side select  

Complete the Job form as follows: 

The facility section self populates click next to go to next screen. 

 



 

 



Assign to John Kelly 

    

Click add schedule later 

 

 

 

 

 



Click add media later 

 

 

 

 

Review the details in the Summary section. 

Select  to create the CAPEX Job. 



 

On confirmation, click t  to continue; the reactive ticket screen will appear. 

 

 

Complete the Reactive Ticket 
On the Reactive Ticket page, navigate using the top-right tabs: Click on Media 

 



This screen will appear.

 

(a) Upload Quotations & Images 
• Go to the Media tab, click on the media. 
• Upload the email from the Regional Operations Manager confirming approval to proceed with the CAPEX 
request. 
• Upload/drag-and-drop all supplier quotations and supporting images. 
• Important: Upload the preferred quote first (quotes cannot be reordered). 

(b) Create the CAPEX Request Form 

1. Go to the Forms tab  

2. Click → Select CAPEX Request Form 

 

click create →  

 

click on the arrow on the right to open the form. 

 

 



 

 
3. Complete the following sections: 

Section 01: Home Information 

Field Action 

Company Select from drop-down 

Home Select from drop-down 

Date Raised Select today’s date 

Raised By Enter your name 

Title Select from drop-down 

CAPEX Request Type Choose Emergency CAPEX / Routine CAPEX 

Discussed with Regional Ops Manager Select Yes / No 

Section 02: Proposal, Justification & Quotes 

Field Action 

Description of Proposal Enter product/service required 

Economic Justification Provide reason for expenditure 

Quote Enter preferred quote details 

Supplier/Contractor Enter supplier information 

Cost Enter total cost, if vat applicable, ensure the total 
is included. 

VAT Select VAT Included / VAT Not Applicable 

Added to Media? Select Yes / No 

Deposit Requirements Enter % or value if applicable 

 

To add multiple quotes: click → A new quote section will appear (Quote 1, Quote 2, etc.). 

Once completed click  at the foot of the form, this pop up will appear DO NOT TICK ANY OF THE 
CHECK BOXES ONLY CLICK SAVE. 



 

 

Once the Capex Request has been approved by the Capex committee you will receive an email from  

hello@faultfixers.com 

 

Subject: Capex PO Request and Workday Action Required 

Please raise a Capex PO. The attached Capex request form contains all the information 
required to raise the PO in Workday. Kindly upload this form to Workday when creating 
the PO. 

You are no longer required to upload the approved quote to Workday. 

Once the PO has been raised in Workday, please use the Capex number (ticket 
number) to add the following comment in FaultFixers: 

“PO raised on Workday awaiting approval.” 

Once the PO is approved, please: 

1. Send the PO to the contractor. 

2. Upload a copy of the PO to the media section in FaultFixers. 

mailto:hello@faultfixers.com


3. Add the following comment in FaultFixers: 
“PO sent to the contractor.” 

Please do not close the ticket or the form in FaultFixers.  

 

 


