
 

 

ANU Facilities Management System (FMS) 
Internal User Instruction: Tracking and Issue Request 

 
 

 Tracking Request 

 
1. Navigate to the “Work Request” module in the menu on the left-hand side of the 

screen, and then click “Maintenance Console” 

 
2. To view requests submitted by you, click quick filters for “My Requests” 

To view requests assigned to you, scroll down and see “Assigned to work order” section 

 
 



 

3. Click the work request ID on the left to see the details of the request 

 
You can view the activities related to the submission and any modifications.  

 
 

 Issue Request 
 

1. To add additional documents before issuing, switch to the “Documents and 
Activity” tab 

 



 

 
Drag or upload files and add descriptions of these files. 
Make sure the document lock status is set to "Unlocked". 
*You can also indicate on drawing function to add more details to the floorplan  

 
2. Click “Forward Request” on the right side  

 

3.  Select the vendor by name or team code and click “Save” 

 
 
 
 
 



 

 
4. The work team will be updated. Then click the arrow button to issue the request 

to the work team.  

 
 

5. The action cannot be cancelled once issued.  
Note: Some work orders may require approval before proceeding to 
contractor/craftsperson   

 
 

 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 
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