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Infrastructure Service Request process
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Facilities Management Request Process



Service requests
Access to submits service requests is via 
UniSpace Home available at
archibus.adelaide.edu.au
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Service Request – Log In

Log in screen

ACTION

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

Note: The layout of your screen may vary based on your role

ACTION

CLICK – “Create Service 
Request” from the Service 
Request list

archibus.adelaide.edu.au
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Service Request – Overview

ACTION

COMPLETE – “Make a Request form

All mandatory fields are indicated (*). 

Please fill out each section with as much 
detail as possible. See following pages for 
detail on each section
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Service Request – Requestor

Update Profile
Click Update Profile if you would like to 
add a phone number or change your 
default location for future requests

Requestor
Your details will be partly filled in (based 
on your log-in). Add a contact number if 
it isn’t already populated
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Service Request – Location

Describe the Location
Give concise detail on where the issue 
can be located. For external spaces, list 
the closest building & describe location

Department/School/Branch Code
Only fill out if applicable to the job. This 
is who is responsible for paying for any 
works

Location
Details will be prepopulated to your 
workspace location (if known). Alter the 
floor/room if its for an adjoining room or 
untick the top box to select a different 
location

Start typing for suggestions to appear or 
click the blue box at the right of each 
field to open a list to perform a search.

Only Site & Building are mandatory 
fields.

List Request for Location
Use this button to see if any other 
requests have been submitted for the 
location. You will also be prompted if the 
systems thinks there is a duplicate 
request once submitted

Select Location
Click Select Location to populate your 
location details by finding the room on a 
floor plan. Navigate to Site > Building > 
Floor & then click on the room for the 
request
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Service Request – Equipment

Equipment Code
The code can be entered if known (start 
typing for suggestions to appear) or click 
the blue box at the right of each field to 
open a list to perform a search.

Equipment code is not required for 
service requests. Only enter a code if the 
request directly relates to the piece of 
equipment.

Review Warranty Details
Once an Equipment Code is entered you 
can click to view any Warranty Details 
against it

List Request for Equipment
Once an Equipment Code is entered you 
can click to view any existing requests 
against it
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Service Request – Request

Type of Request
Select from the drop down list the 
appropriate trade/type of request. Once 
selected, add a Sub-category from the 
now filtered dropdown list. Please use 
the correct category. If there isn’t a 
suitable selection, use General and give 
clear detail in the next section

View All Request Types
If you want to see all request types to 
help you decide, a searchable list is 
available here.
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Service Request – Description

Add Documents
If you wish to attach documents, use this 
button. Clicking it will submit the 
request & then take you to a screen to 
upload up to 6 documents that will then 
be added to the request 

Type of Request
Select from the drop down list the 
appropriate trade/type of request. Once 
selected, add a Sub-category from the 
now filtered dropdown list. Please use 
the correct category. If there isn’t a 
suitable selection, use General and give 
clear detail in the next section

ACTION

CLICK – “Submit”

Double check if all required details have 
been filled out & then click Submit only
if you do not wish to attach documents



Notifications
Once your requested has been completed 
you will be emailed to let you know
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Service Request – Review & Notifications

Note: The layout of your screen 
may vary based on your role

ACTION

CLICK – “View Service Requests”

To check where service requests are up to 
go to View Service Requests at any time 
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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
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