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Infrastructure Service Request process

>
o
35 UNISPACE PHONE UNISPACE
g General Enquiry infrastructure@adel #34008 Self service
g [
w
>
-l
Q INFRASTRUCTURE
w RESOLVED SUPPORT TEAM
o TO RESOLVE?
o
a.
v
LOG / UPDATE REQUEST IN UNISPACE
Facilities
LEASING ENQUIRY ECOVERSITY ENQUIRY PROJECT ENQUIRY SPACE ENQUIRY
Management:

= Maintenance
(U] Cleaning
72} Caretaking
2 Grounds

Locksmith

Pest control
Wast 1 F T
ol AUTO FORWARD TO AUTO FORWARD TO AUT?CO?/'EVRV;I\:YD 9 AUTO FORWARD TO AUTO FORWARD TO
SBI DASHBOARD LEASING DASHBOARD CPD DASHBOARD SPM DASHBOARD
DASHBOARD

= CURRENT LEASING TEAM
o SBI ACTION & CLOSE ECOVERSITY ACTION & CPD ACTION & CLOSE SPM ACTION & CLOSE
O WOpLONe S REQUEST ACTION & T ok CLOSE REQUEST REQUEST REQUEST
= BUSINESS PROCESSES REQUEST
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Facilities Management Request Process

Create service
request in
UniSpace

Auto dispatch

Service request

status notification I

& A

-

H

o Triage request on _ .

3-, business Review service

o requirements request. Update

> tradesperson

g notes with reason

4‘..: for rejection

@

& e

y
Trade manager @ A
review
Update service
request to reflect
@ ‘ > Deferred ‘ deferred
maintenance

2
:OU_) Complete service

> o

2 Review service r.eques IF'Il

a request Complete works UniSpace with

3 4 tradesperson

c notes

@

w
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Service Request - Log In

Service requests ACTION ACTION

Access to submits service requests is via

UniSpace Home available at LOG IN - using your supplied CLICK - “Create Service

archibus.adelaide.edu.au University “A number” and your Request” from the Service
password Request list

Av‘ -----------------------------1
- ==

© & hips/rchious dev.adelide.edu.au/archbusfschema/ab product/commonisws/page.navigation/genetatedjeny1-Se¥SeniceAcp/psge-fgator-en himinavigationTaty .o LMo

- @ Royal Adelide Show 2. £ Mot Vaited @) Getting Sharted @ Wb Slice Gabery @ Soggested Sites

Py Sonou Help

Log in screen

—— - —— :|:|:|9{‘

Note: The layout of your screen may vary based on your role
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archibus.adelaide.edu.au

Service Request - Overview

J' U TN NN NN NN NN NN NN NEN NN NN BN NN NN BN NN NN NN NN NN SN NN BN R S S Sy
i
A 40 Seuiiency Pladss SudenY TALS AUNET At cantaet Faeilitlas Mainzindncs Sugpovr Disi 831 34008
Requestor
Requasted By (41133010
Raquestar Phong
Updats Profila | g

Upcting your phen nuvbar snd werksoaod Lacsdon han erd Roquest Phone’ smd "Locarion” dezsils will b

Ml i your Infommathon suteenstcally mid e
Location Salact Locsticn || List Requasts for Location | g

# Liss your sssignad warkspacs locatian
Sita Coda* [T

Building Coda® NT22

Floor Coda 12

Room Code 1203

ACTION

Departmant Coda
School, Branch Coda

Describa tha location W
Ernar a Loamion spesifioaily ensiugh That malrandess 26 find 1%, Such & Troslem 1§ oh hace wall, Belawwiedsa

COMPLETE - “Make a Request form

Equipment
All mandatory fields are indicated (*). e
Ravigw Warranty Detsils || List Raguast for Equipment
detail as possible. See following pages for Tpa oF Rguast v
detail on each section EP— v

View All Raguast Typas
That micra precisaty you spacHly your prolem, the BEmar we &in nute T o peogle whe can help

Description

Description®

o3| Add Documamts || Cancal

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
Please fill out each section with as much : Request
|
|
|
|
|
|
|
|
|
|
|
| .
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Service Request - Requestor

Requestor
Your details will be partly filled in (based

on your log-in). Add a contact number if
it isn’t already populated

Requestor
Requested By" A1133010
Requestor Phone
UpdateProfile T, D O O N D O O D S e ey
Click Update Profile if you would like to | Update Profile g _ ] ) |
—# Update your phone number and workspace location here and 'Request Phone’ and 'Location” details will be
add a phone number or change your i filled with your information automatically next time.
default location fOl‘ future requests N N N N N N N 8 § N § §B § §B §N §N §

1
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Service Request - Location

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

Select Floors 1,001 4 Highlight Rooms for Floor: NT42-12

o i

i
N _§F N N B B N

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.

Location

¥l Use your assigned workspace location

| B
Site Cude"INT

| |
Select Location IL\'st Requests for Location & I

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 Value - Building Code

|
| Building Code’ | NT42
: Floor [0:13'12

L Room [odeluoz
.-

Department Code |

School, Branch Code |
-—
Describe the location
h N N .-

Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window".

I e BoliingCrde
= s
- =
! .
I_ oo
g .
a =

Department/School/Branch Code

Only fill out if applicable to the job. This
is who is responsible for paying for any
works

Describe the Location
Give concise detail on where the issue

can be located. For external spaces, list
the closest building & describe location
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Service Request - Equipment

e ——— ]

Select Value - Equipment 5%

Equipmen Code: €3 P

P A Poge1ef i3] Meste

Foaigroont e e Flwr Cose s o Easirmans Tvers ey Case

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.

1
1
1
1
1
1
1
1
1
1
-

Equipment code is not required for

service requests. Only enter a cpde if the Equipment 1 ,I
request directly relates to the piece of ——— -
equipment. Equipment Code I

You can enter the Equipment Code if you know it.
N B BN B N B N N e N BN BN BN

Review Warranty Details | IList Request for Equipment I
s e - - -

Review Warranty Details List Request for Equipment
Once an Equipment Code is entered you Once an Equipment Code is entered you
can click to view any Warranty Details can click to view any existing requests

against it 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

L8 B B B B B §B &8 §B §B B B _§ |
AIR CON (MECH)

ASBESTOS
BUILDING REPAIRS
CARETAKING
CONSULTING
ELECTRICAL
ENERGY

ESP

FUME

GRAFFITI

-----J

| Ps
v
Request | P 4
L F K N N N N _§ N 0 §F N N _§ N _ § § ,—-
I Type of Request® | '\ I
I Sub-category® | | I
IEN EEN NN BEN SRR UL S Shn Shn S S ] \-—
= I
View All Request Types I \
ey s D RS i Uns R Cilimio @ problem, the better we can route it to penple'ﬂo can’y =‘\3
| v I N |
r LR B N B | \ I . -
CARPET STEAM CLEANI|Carpet requires steam cleaning
CARPET VACUUM|Carpet requires Vacuuming
CARPET WET|Carpet requires wet vac
COMPLAINT|Cleaning Inadequate
DEFERRED
View All Request Types EXTRA CLEANING|Window, fridge, microwave, tea towel, oven

If you want to see all request types to
help you decide, a searchable list is
available here.

GEMNERAL
HARD SURFACE|Floor surface requires clean or mop

REPLENISH STOCK|Replenish toilet paper, hand towel, toilet paper

TOILET|Toilet needs cleaning
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Service Request - Description

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 Description
I N N BN N N B S . . N BN DN DN DN D DI DI DN DN N N e e
I Description® I
I I
I I
I I
I I
: I
|
ACTION < )
[ 5 & B B B B B B B B B B B B B B B B BN BN B B BN |
- " e /4 r N | i I N . -
CLICK Submlt I I_Add Documents .(ancel

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

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
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Service Request - Review & Notifications

[ - = =
PRI O R hitoa/archina-dev acdelsdaachssa/archbifocherma/ab prodict oo iewa/page-nivgatonfgonstated/enfL- SelServicaAcp/lage-nvigaiar-en hiri#mvigationTat - +mO =
. oy it . o Vet @ oty B Wty S

ACTION

Service Request

CLICK - “View Service Requests”

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

L & b v v 0 v v v v v
(S Reply 2 Reply All (23 Forward G5 IM

Wed 24/07/2019 4:29 PM
facilitiessupport@adelaide.edu.au
Service Request 134344 has been completed

To M Mark Samuel Watts

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

Notifications
Once your requested has been completed
you will be emailed to let you know

Desciption: Chen
Can you please hide the TXFR button shown as an export/import option in the Current Project Summary view

Project Management = Review > Current Project Summary
I'm sure no-one has used it but not worth the risk of anyone ‘accidentally' trying one day

Rowdy
Trades-persons notes: no

i
1
I
I
I
Service Request 134344 has been marked as completed by SYSTEMS AND BUSINESS IMPROVEMENT. I
I
I
I
I
I
I
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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 | contact the BSI Team
Contact BSI Team via email Contact Us

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

| 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.

| would like to make a suggestion / improvement OR there is an issue with the Application | 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
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https://unispace.adelaide.edu.au/contact/
https://archibus.adelaide.edu.au/
https://www.adelaide.edu.au/technology/yourservices/accounts/password-manager/
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