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Maintenance Work Orders (MWO)
Overview



The University of Adelaide Slide 3

Maintenance Work Orders (MWO)
via email notification

ACTION

CLICK - ‘hyperlink’ to access the 
MWO within the Archibus 
Interface (via an internet browser)

Reference
The reference number 
for the MWO
assigned to your 
organisation.

Summary
Brief description of the 
MWO. Note: only 
includes site and 
building codes (no 
descriptive).

Sample email only

http://archibus.adelaide.edu.au/archibus/schema/ab-bldgops-
console.axvw



Note: The layout of your screen may vary based on your role
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Maintenance Work Orders (MWO)
via log in to UniSpace

ACTION

LOG IN – using your supplied University 
“A number” and your password.

ACTION

CLICK – “Building Operations Console” 
from the Service Request options

Log in screen
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Maintenance Work Orders (MWO)
Building Operations Console – Overview & Issue

“APPROVED” MWO’s
MWO Assigned to each Company
This is the company’s internal ‘In 
Tray’, MWO’s will be assigned to 
individuals / teams from this screen.

“ISSUED AND IN PROCESS” 
MWO’s

MWO Assigned to - YOU
This is your personal “In Tray’. 
These MWO’s are assigned to you 
for your action and completion.

ACTION

CLICK - “Issue” to accept and transfer the MWO into 
your personal "In-Tray"

[note:  this MWO process and completion is your 
responsibility and needs to align with the agreed SLA 
with The University of Adelaide]
[tip: multiple MWOs can be “Issue” by selecting via 
the tick box]

Sign Out
Help
Print – send link by email
Export - Settings

MWO reference 
number
This number is the 
unique identifier 
for the raised job. 

Filter:
Filter on one of all columns. Simple or Advanced 
(“More”) filtering
Group by:
Arrange the view to ‘group by’ different attributes
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Maintenance Work Orders (MWO)
Building Operations Console – Navigate to update a MWO

ACTION

Once the MWO assigned to you has been 
actioned / started on site

CLICK - “Update” to process and complete 
the MWO in your "In-Tray"

Tick Box

[tip: multiple MWOs can 
be “Self-Assigned” by 
selecting via the tick box] “Update Maintenance 

Work Order” screen
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Maintenance Work Orders (MWO)
Update MWO details

ACTION

COMPLETED - if a MWO has been 
completed

INPUT – details, values and notes about the 
actual work carried out

SELECT – status option of “Completed”

CLICK – Update Request to ‘save’ 
information and return to the Building 
Operations Console

CLICK – Close to cancel without saving 
any information changed or added to this 
screen

[note:  all fields to be completed as per SLA]

Information:
General information about the MWO, 
including problem type, details, priority and 
request/requestor information

ACTION

WORK ON HOLD - if a MWO can not be 
fully  completed

SELECT – “STATUS” type 

[note:  for all “On Hold” MWOs add 
commentary in the “TradesPerson Notes”] 

[note:  changing the ‘status’ will re-group 
the MWO in the Building Operation 
Console within your “In-Tray”]
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Maintenance Work Orders (MWO)
Building Operations Console – Complete a MWO

ACTION

To COMPLETE the MWO 

CLICK - Complete and launch pop up 
screen

CLICK – YES to finalise.  This will remove 
the MWO from your “In-Tray” as it is 
completed.

CLICK – NO to cancel the “Complete” 
command

[tip: multiple MWOs can be “Completed” 
by selecting via the tick boxes]

ACTION

To RETURN the MWO

CLICK - Return to return the MWO from 
your “In-Tray” to the Company “In-Tray”

[note:  returned MWOs will then be actioned 
by someone else in the Company]

“ISSUED AND IN PROCESS” 
MWO’s

MWO Assigned to - YOU
This is your personal “In Tray’. These 
MWO’s are assigned to you for your 
action and completion.

“ON HOLD 
FOR…(Access/Labor/Parts)

[note:  MWOs “On Hold For…” 
remain here until all works on site 
carried out and the status has been 
“Completed” and MWO completed]

ACTION

To exit Website /Building Operation 
Console use the standard windows shutdown
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Maintenance Work Orders (MWO)
Building Operations Console – Reporting - Filters

ACTION

FILTER - by request type. Confirm 
selection by using the “Filter” button  

ACTION

FILTER – filter by MWO properties. Confirm 
selection by using the “Filter” button.

Filter by - Site – Building – Key Word –
Problem Type

[note: Work Team will be prepopulated based 
on your log in]
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Filter: Filter on one of all columns. Simple 
or Advanced (“More”) filtering

ACTION

FILTER – filter by MWO properties. Confirm 
selection by using the “Filter” button.

Filter by – MWO No. – Date Range – Work 
Request Status - Priority

Maintenance Work Orders (MWO)
Building Operations Console – Reporting - Filters
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ACTION

EXPORT - to XLS,DOC,PDF. 
Various export types and formats.

Maintenance Work Orders (MWO)
Building Operations Console – Reporting - Export
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Export to DOC

Export to XLS

Export to PDF (report)

Maintenance Work Orders (MWO)
Building Operations Console – Reporting – Export types
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FAQs

Who are the BSI Team

The Business Services & Improvement Team is part of The University of Adelaide's Infrastructure Branch.

How do I contact the BSI Team

Contact BSI Team via email Contact Us

I have forgotten the website 
https://archibus.adelaide.edu.au

I have forgotten my password?
Contact The University of Adelaide – Technology Services 83130 3000

Or use their self-service Password Management

I cant log in to the website

You need a valid and activated University of Adelaide account to log in to UniSpace Home.

I would like to make a suggestion / improvement OR there is an issue with the Application I am using
Create a Service Request via UniSpace Home, with the Type of Request as “UniSpace”

https://archibus.adelaide.edu.au

revision comment date

- document created 2019-08-06

https://unispace.adelaide.edu.au/contact/
https://archibus.adelaide.edu.au/
https://www.adelaide.edu.au/technology/yourservices/accounts/password-manager/
https://archibus.adelaide.edu.au/
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