
 

 

ANU Facilities Management System (FMS) 
Customer Instruction: Creating a Work Request 

 

 
 Access and Log-in 

 
1. Access the FMS via https://fms.anu.edu.au/archibus/schema/ab-

core/views/navigator/ab-navigator.axvw and sign in using your credentials 
2. Navigate to the “Work Request” module in the menu on the left-hand side of the 

screen, and then click “Report Problem”. 

 
 

 Creating a Work Request 
 

3.  Click “Report Problem” to bring up the work order submission window. 
The form is split into service specific sections: 
- Requestor (UID)* & Requestor’s phone 
- Location* & Location description  
-Equipment code  
-Problem type*  
-Problem description*  
-Add documents (if required)  

https://fms.anu.edu.au/archibus/schema/ab-core/views/navigator/ab-navigator.axvw
https://fms.anu.edu.au/archibus/schema/ab-core/views/navigator/ab-navigator.axvw


 

 
And the workflow will show which team will be dispatched. 
Each section contains some mandatory and optional fields that require completion. 

 
 
Section 1 and 2– Requestor 
 
Your UID will automatically populate in the requestor section, pulling from your system 
profile. Add a contact number before proceeding. 
 

 
If you are raising a request on behalf of someone else, they should be modified prior to 
submission. To edit, simply begin typing directly into the fields. 
 
 
Section 3 and 4 – Location  
 
The Location section allows you to detail the location of the problem for your request.  
Use the checkbox to populate with your assigned workspace location (your default profile 
details), or manually populate each of the fields including:  

- Site (campus)  
- Building  
- Floor  
- Room 

 
 



 

 
1. Use the free text field “Describe the Location” to provide any additional location 

details, such as the specific area in the room. 

 
2. Use interactive floorplan (You must enter a building number or building name first to 

activate the map navigator and drawing tools):  
• For indoors site & equipment: select a floor, click “Drawing”, and then use the 

drawing tools to assist users in accurately populating the internal location field.  

 
• For outdoors site & equipment: Select “Map” on the right side to assist users in 

accurately marking the outdoor location. 



 

 

 
Section 5 – Define Problem Type 
 
In this section, users can refine the request classification. The system supports up to two 
hierarchical levels for request categorisation. 

1. To choose a parent problem type: In the first problem panel, click arrow to show the 
problem list 

2. To choose a child problem type: In the second problem panel, click arrow to choose 
from the problem list 

 



 

 
Section 6 – Provide description 
 
Please include as much information as possible in your feedback, as detailed input is 
helpful for issue resolution.  
Note that the “Description Category” button is temporarily disabled. 
 

 
 
Section 7- Submission  
 
1. Add documents if required 

 



 

2. Click “Submit” 
3. You will receive a work request ID upon Submission. Later, an email with submission 

details will be sent to your UID email address. 

 
User will be notified as your request proceeds through each step, and upon completion. 
 

 

 Tracking and approval 
 

1. Navigate to the “Work Request” module in the menu on the left-hand side of the 
screen, and then click “Maintenance Console” 

 



 

 
2. Too see requests raised by yourself, click quick filters for “My Requests” 

 
 

 Insert Customer Feedback 
 
Notify us of your feedback through the “survey” button 

 

 

 Support and Contact 
For assistance, contact the ANU Campus Support Team: 
The team is staffed Monday to Friday, 8.00am-4.00pm 

- Email: fixmycampus.fc@anu.edu.au 
- Emergency phone number: +61 2 6125 4000 option 1 
- After-hours emergency contact – ANU Security +61 2 6125 2249 

 

mailto:fixmycampus.fc@anu.edu.au

