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Important Information

Note: BEIMS Web does not remove the requirement to notify Facilities and Services of
Emergency or Serious problems, such as; burst water pipes, electrical danger,
etc.

1. For "EMERGENCY matters only" during office hours, 8:00AM to 4:00PM
please Phone Facilities and Services on 6201 2219.

2. For "Urgent matters' only, outside of normal office hours, contact
Security on 6201 2222.

29/03/2006 Revision 1




B-E‘-I-M:S BEIMS Web Remote Request System
Version 5.5

OVERVIEW

BEIMS Web Remote Request

BEIMS Web or Web Remote Request System (RRS) allows an individual within a department or
work group to report faults or submit requests for maintenance or engineering work. It allows
individuals to submit requests to Facilities and Services from any PC that has access to the internet.

Web Remote Request System (RRS) allows non-maintenance staff to report faults and request
work. Any PC which has access to the Internet and has an appropriate staff username / password
access can create and submit request. You do not need any special skills, as long as you can open
BEIMS Web and type, even with one finger, you can use it! Requesting clients receive direct
feedback regarding status of requests via email. Approval of the request initiates a BEIMS work
order within the Facilities and Services Department.

A rejected request will provide a comment that is viewable by the user. BEIMS Web also allows
users to enter their work requests and view their department’s past requests.

This document covers the client “Requesting of maintenance work” and or “Installation work”
where the department requesting the work supplies a cost centre.
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Access BEIMS Web Login Screen:

To access BEIMS Web select “Facilities and Services Work Request” from the UC Staff
Page listed under “Work Requests”. A sample of the BEIMS Web Login screen is shown below.

BEIMS Web Login

/] BEIM5Web Login - Microsoft Internet Explorer

» 5 =i b3
File R S e | A Q M 4 B &
Back t=aryard Stop Refrezh Horne Search  Favortes  History il Print
J Address IE hitp: Adtestntzarver/beimswebdogin asp? j fn} Go

I B-E-I-M-S BEIMSWeb Remote Request

BEIMSWeb Login == Te== E R ( | l R Y

User name Ibrsm
Password |’“"“""“ Lagin | Cancel |
BEIMSWMeb Wersion 5.4.115 is (¢) Copyright Mercuny Computer Systems, 1999, Unauthorised access to this site is prohibited.

|@ Dane I_I_E‘-,! Local intramet
Description of Screen

This screen allows you to enter the BEIMS Web Remote Request System. The User name and
Password fields allow you to enter your individual User name and Password.

Your User name = your staff number eg. S121111
Your Password = is the same as your network password that you use to log onto your computer

How do I Login?

To login to the BEIMS Web, enter your login name and password, and click the Login button.
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BEIMS Web Welcome Page

'E BEIMSWeb Remote Request - Microzolt Intesnet Explorer

| Be Edt Mew Faoiles Took Wep
S s T A - B~ [ B S SR B A
Back Feli=) Steg Reftezh Harre Sesich  Fawvedtes  Histoy I ail Pk b=l Diesugs

Jﬁddlﬂss IE] hitg: e sintserver/bemeweb/delaut asp ﬂ o o

B-E-1-M-S| BEIMSWeb Remote Request
Mercury Property Services _E, FE E R C U R Y

Brian Smith, Human Resources

Welcome 1o BEIMS Web Remote Request System. Click an one of the links below to select a funclion.

iRy rrnodify Fem Reguest
Wb site Info
Liog out

Optimised for, and tested with
g | oFaT

BEIMSWib Version 5.4 115 i3 (2] Coparight Marcury Compular Systams, 1333, Unzuthorisad aeosas 1o this gile iz prohibiled l[

View, add or modily Maintanznce Requests T Local inkranat
L v
Description Of Screen

The BEIMS Web Remote Request welcome page provides access to the facility management and
maintenance information stored in BEIMS. This screen has links to perform certain functions in
BEIMS which are:

e View, add or modify work Requests
e Web site info
e Logout

Notice your name and department appears near the top left of the page. (Eg: Brian Smith, Human
Resources).

If you want to add a new request or review requests already entered for your department, click on
the View, add or modify Maintenance Requests link.
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Remote Request List

- Remote Request List - Microsoft Internet Explorer

J File  Edit “iew Favortes Tools  Help

J¢.*.@ﬁ@@®%'W.8
Back Farward Stop Refresh Hame Search  Favoites  Histary tai Frint Edit Discuss  Messenger

J Address I@ hittp:/ ftestntserver/beimsweb/meArsweb01. asp?from=rs/mrsweb01 . asphDepartment_code=HR

(B-E-1-M-S|

Add & new reguest Change your selected department

bain tenu

Sort Order | FRequest Status

=l Sortl

from Human Resources [HE]

Click the description of the request you want to view or edit, or select an itern below.

Log out

[ wo status |[Request 10 [Feedback [Requested By |Requested DateMime |Description [Pricrity [Asset No |Building |Darmain [Fioar
B completed 0000035 [Yes  [Brian Smith 1806021627  |Repair Aiconditioning in Trai . |2 | 14 | B
E‘Completed |EIEIDDDfl? |Yes |Elr|an Smith |QDIEIBIE|2 16:25 ‘Wash bagin in ctaff canteen is... |2 | |28 | ’1_
B completed 0000048 [Yes  [Cathy Bamett  [2006M0216:35 | Repairlights in HR meeting o |L | [weT | o
[l nProgress [0000038 Mo [Brian Smith  [20406M2 16:26  Electionic whitehoard isntwor.. |2 10094 [1a | B
B onHold 0000044 [Yes  [Michasl Bateman [2006/02 16:18  Window in the reception office. |1 | 14 | 2
B outstanding 0000042 (Mo [Kathryn Baker 200612 1512 Wheel has come offofice chai. L [10026 [1a | B
B outstanding [0000045 |Yes  [Brian Smith  [2006M02 1621 | Powerpoint in the lecture room._. |1 | 14 | 2
[ Rejected [oo00mE (Mo [Alan Bond |20/06/02 16:20  Could my office be renovated b [H | [1A | B
[w [Waiting 0000040 Mo [ScottManin  [2006M2 14:34  |Filing cabinet draw is broken ... M| 14 | F
v [Waiting 0000041 Mo [Cathy Bamett  [2006/0215:09  Dats projectorlamp has blown .. |2 10092 14 | B
[w [Waiting |0000043 Mo |Brian Smith  [20M060215:33 | Airconditioning in the mesting... |1 | 14 | F
BEIMSWeb Version 5.4.115 is (c) Copyright Mercury Computer Systems, 1999, Unauthorised access to this site iz prohibited.

4 _’l—l
|@ Edit this record [request #0000043) ’_I_ Eﬂ Local intranet G

Description of Screen

The Remote Request List provides the user with an updated list of work requests for their
department only, with the most current request at the top of the list. This provides you with the
ability to check previously entered requests from your department and to minimise duplicate
requests from being entered. If required the user can re-sort the Remote Request List by: Date
Requested, Request ID, Asset No., Building or as shown above by Request Status.

You will notice that the requests have coloured work order status characters on every line item.

>

Indicates that the request has been received and has been accepted as a work order
and is still to be completed.

Indicates the request has been completed.

Indicates the request has been reviewed and for the reason given has been rejected.

= EH 3

Indicates that the request is waiting and facilities department have not looked at the
request (i.e unread).

This is not used at the University of Canberra

B -

Indicates the request has been accepted and the work order has been cancelled.
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How to Enter a Request?

Click your mouse once on the Add a new request link and the new request screen will open as
shown below opening with requestor’s default information.

2} Request Details - Microsoft Internet Explorer provided by University of Canberra -z x|

File Edit Wiew Favorites Tools  Help

Gﬁack Q- Iﬂ IELI _;‘J /'\SEar:h \:\7 Favarites @Medua {‘! - ,’ - i‘i

Address [&] http: fpropserverfbeimsweblrrsirrsuiz. asprRequest_no—HewsFrom=rrsjrsweblll.aspaDepartment code=FACSERY

|B'E*I-M-S|

Help Cancel Send Request
Current Date: 1473/2006 Current Time: [14:29:26

Department code |FACSER\/ J |Faci\ihes & Services
Requested By |Ian Smith

Contact phone W

Erail |Ian.5mith@canberra ecdu.au ¥ Notify me by email

Start date required  [14/3/2006 (ddimmyn

[T Health & Safety lssue

Please replace light globes =]
Description
=l IF characters left
Enter additional information eg. if the problem ;I
Extra details has been reported to you and you are reporting

on hehalf of soweone else

=11255  characters left

Asset number J |
Building 05 [ ] [Builging 0

Floor E J |Leve| B
Raom 05 J |CONFERENCE ROOM

Billing cost centre J |
Help Cancel Send Request

BEIMSWeb Version 55208 is (5) Copyright Mereury Computer Systams, 1895, Unauthorised acoess to this site is prahibited
&) Dane [ [ N3 Local intranet
Fiseart| @ 5 & © [ nbox - Microsoft Outlook | B LiC BEIMS web RRS Gan... |[&] Request Detalls - Mic... A AR zzsem

To enter a new request, work your way down the page and enter as much information as possible.
As a minimum, all mandatory fields with Bold labels must have entries.

To look up a code (e.g.: department code), click the J button. A list of codes will be displayed. A
single click on the relevant code will return the code back to the original request.

Default values may be present in some of the fields like Department Code, Your Name, Contact
Phone, Building and Floor, these values will default every time the page is opened and can be
altered if not correct for the request currently being entered.
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On the previous page the picture of the page displays all fields that can have values entered, when
you come to use this page you may find that some of the fields are not shown in that picture.
Facilities and Services have configured the page to display only the fields that they require you to
enter for the request to be valid.

The Date Required field will always default to the day you enter the request. The Date Required
field cannot be backdated. If you wish to refer to an earlier date then it will have to be entered into
the Description field text.

To enter the details of a new request, type the problem/request in the Description field. For greater
efficiency in the handling of your request, please ensure that for every maintenance job (unless it’s a
multiple of the same type of work), a new request is generated. Mixing of different work types will
hinder the responsiveness to your request and accurate reporting.

For example: Replace globes in the staff toilet and Labl and Lecture Room 4.
As these are all types of electrical work, this is OK as one request.

Replace globes in the staff toilet, repair bookshelf in Office 312 and replace leaking
tap washers in Cafeteria.
As these are different types of jobs, each job requires a single request to be entered.

Note:
1. Where the room number is not known the request should include the location details,
eg. Corridor lights adjacent room number 23, Female toilet on B level.

2. If you are reporting something external to a building then in the building field select
“GROUNDS” as the building, then, in the level list you will see for example, outdoor
areas, ovals, car parks etc.

If you have more information than the “Description” field will allow you to type (maximum 255
characters); you can click in the Extra details field and continue. It is possible to copy and paste text
from your clipboard if you wish. Eg an email you have received.

If you are reporting something that relates to Health or Safety, you are able to select the
check box immediately above the description field.
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A completed request before sending should look like this:

5 Request Details - Microsoft Internet Explorer provided by University of Canberra - |E'| x|
File Edit Wiew Favarikes Tools  Help | ;,’
- e vy ; i 3 . o
G Back - ) IiLl Igl {nl ‘ - search ¢ Favarites Media (<) | = = QI 5
Address I@j http:/{propserver/beimsweb rrsirrs prRequest_no=kewsFrom=rrs/tt b1 aspiDepartment_code=FACSERY j Go Links >

Help Cancel
Current Date: 14/3/2006 Current Time:  [14:29:26

Department code |FACSER\/ J IFBCI\IUE!S & Services
Requested By |Ian Sith
Contact phone W
Erail [l Smith@canberra edu.au W Natify me by email
Start date required W (ddfmmifyend
[T Health & Safety Issue
Please replace light globes ;I

Description

=11255  characters left

Enter additional information eg. if the problem =]
has been reported to you and you are reporting
on behalf of someone else

Asset number l— J |
Building IUS— J |Eu|ld|ng 05

Floor IB_ J ILE\/E| B

Roam ez ] [CONFERENCE ROOM
Billing cost centre l— _I |

Help Cancel Send Request

Extra details

=1 [255 | characters left

BEIMSiizb Version 5.5.206 is (¢) Copyright Mercury Computer Systems, 1993, Unauthorised access to this site is prohibited

[ |

[&] pene [ |83 Local intranet
Biscart] & @ e 5] tnbo - Microsoft Outiook | ) UIC BEIMS Web RRS Gen. .. |[&] Request Details - Mic... MG A 2z

Once you have completed as much information as possible, single click on either of the

buttons.
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Confirm Details Page

a Request Details - Microsoft Internet Explorer
J File Edt “ew Favontes Toolz Help

J<:=,->.@ A

Back Faraand Stop Refresh Home:

@@@‘%vw,”

Search  Favontes Higtory I il Print Edit
J Address IlEl hitp: /ftestntzerverbeimaweb s nsdramiz. asp PR equest_no=k ewdFrom=rz/mraweb0l. azphD epartment_code=HRA j f\}ﬁﬂ

Add Bequest | Reguest List | hain Menu | Lu:ugc:utl

‘four request has been submitted. our request number is 0000049

BEIMSWeb Version 5.4.115 is () Copyright Mercuny Computer Systems, 1999, Unauthorised access to this site is prohibited.

[~
|@ Add a new request l_ l_ Eﬂ Unknown Zone (Mized 2

Once you have clicked the Send Request button, you will receive a confirmation notice, as shown
above. The Confirm Details page provides you with the Request ID number that has been given to
your request.

e To enter another request click the Add Request button.

e To view list of requests click the Request List button.

e To go back to the main menu click the Main Menu button.
e To exit Remote Request system click on the Logout button.
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Reviewing the Request List

To review a list of previous requests from your department, click on the Request List button. If you
want to review the details of a specific request, click the Description or Request ID fields (which
are underline) for that request.

To check the progress of your request, the most important information is at the bottom of the screen
as shown no the next page. The fields at the bottom of the screen show the following information:
Acceptance Comments, Date Accepted, Work Order Number and Work Order Status.

For example, “Outstanding” in the “Work Order Status” field means that the work is still being
carried out.

Note: Once the work order has been accepted or rejected, you cannot change any of the
information you previously entered.

3 Remote Request List - Microsoft Internet Explorer provided by University of Canberra = |Ellﬂ

File Edit Wew Favortes Tools Help | t
N . = =
- j - 3 ) ~ i i <) - 1 - 2
O Back </ \_LI \ELI | Search ‘:_./\f:’ Favarites @ Media Q-f = .“i
Address Iﬁj http:f fpropserver fbeimsweb)res/rrsweb0l, asp?username=s61330380epartment_code=FACSERY j a Go | Links

| B-E-I-M-S | ; om Facilities 8& Services [F

Click the description of the request you want to view or edit, or select an item below.

Add a new reguest Change your selected department hain henu Log out

- SDI"tl

Sort Order I

[ |wo status & el ... ey |Requested DatefMme |Description [Pricrity [Asset No [Building [f
[ | Outstandlpoent 1p 0 (002N L |3/14/2006 09:04 |lnst power have lights | | 0 Ik
Qutstandi g:”dlj;gt . he MrD. |3/14/2005 08:05 |Building 6 B Level Mens Urinal.. | | |08 [E
w [waiting Reguested B arie Dowel |3/13/2008 15:19 |no a/c in union shop - hub | | |HUB 4
El[Rejected [D000056 Mo [lan Joseph Guyer [3113/2006 14:31  |Demo test only | | [16 [
B|outstanding 0000053 |Yes  |Moufarrege MrD. [3/13/2006 10:27  |Flura Light not warking over C... | | |01 lE
B |outstanding 0000052 [Yes  |Moufamege Mr D [3/13/2006 1024 |Building 5B level disabled toi . | | |os lE
BlRejected  [0000040 [Mo  [Checksfield Mr . [37/2006 06:47  |pay your debt | | |01 Ik
Bllrejected  [0000036 Mo [lan Joseph Guyer [3/2/2006 0813 [this is a test please ignore | | G [+
|outstanding 0000032 |Yes  |Kenrie Marie Dowd [2/27/2006 15:23  [BId 3 Lift has no light reques... | | o3 [
B (completed  [0000031 [Yes  [Kerrie Marie Dowd [2/27/2006 15:08  |flickering fluora in ladies to.. | | [16 I+
BlRejected  [000028 [Mo  [lan Joseph Guyer [2/21/2006 12:27  |test number 2 | | 16 s
Bl(cancelled  [0000025 [Yes  [lan.Joseph Guyer [2/21/2006 11:41 [This is a Test Waork request | | 16 ¢

BEIMSeb Wersion 5.5.206 is(c) Copyright Mercuny Computer Systems, 1999, Unauthorised access to this site is prohibited.

=
4« | »

[&] Done [ [ [ &3 Localintranet v
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Monitoring your Request

In regards to monitoring you request, requests will remain in the Request List until the jobs are
completed. The requests will then remain on the list for a further 30 days, at which time they will
automatically drop from the list.

- . , ¥ Motify me by email
In addition to this if you enter your email address and select the checkbox you

will receive an automated email from Facilities and Services if any of the following conditions
occur.

1. A Work Request is Accepted

2. A Work request is Rejected

3. A Work request is Completed

4. A Work request is placed ON Hold

5. A Work request is Cancelled

3 Request Details - Microsoft Internet Explorer provided by University of Canberra = |D|ﬂ

File Edit Wew Favorites Tools  Help | :r'

GBack - J ™ d \g _;\J | /._-\l Search Mj’\-{ Favorites @Media €?| - \._‘; E - ‘fi

Address If§] http:f fpropserver fbeimswebfrrs/rrswiz, asp PRequest_no=MewdFrom=rrsfrrswebil. aspiDepartment_cade=FACSERY

[B-E-1-M-S|

Help | Cancel | Send Reguest |

Current Date: |1 /32006 Current Time: |1 1:46:0M
Department code IFACSERV J IFaciIities & Services

Requested By IIan Srith
Contact phone |6201 hE34
Ermnail |Ian.Smith@canberra.edu.au ¥ Motify me by email

Start date required |14;3;2005 fddimmibnan

[T Health & Safety lssue

[~
Description
;I IF characters left
=
Extra details
=l lﬁ characters left
Asset number I— J I
Building GRDS J IGrUunds - eq Dwvals, Carparks, Str
Floor W J IOutdourAreas
Room I— J I -
Billing cost centre I— J I
L ~ A e &d|
[&] Done [ [ [ [S3iocalintranet i
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Logging out of BEIMS Web

From either the Main Menu or the Request list screens, select the Log out option.

3 BEIMSWeb Remote Request - Microsoft Internet E splorer []

» B = »
Fie R x| # Q £ % ] B 4
Back Fomward! Stop Refiesh Home Search  Favortes  History b ail Print
JAerESS I@ hitp:/ Aestrtserver/beimsweb/default. asp j @ Go

- |
| B-E-1-M-S I BEIMSWWeb Remote Request
Mercury Property Services ;-;/ET’ES?E R C U RY

Brian Smith, Human Resources

Welcome to BEIMS Web Remote Request System. Click on one of the links below to select a function.

Wiew, add or modify Remote Requests
Change your password

Web site Info

LU el \

Optimised for, and tested with

T Wicrosoft
T Intarnet
i Explorer

Depending which
screen you are at

select Log Out to
exit.

BEIMSWeb ersion §.4.115 15 () Copyright Meroury Computer Systems, 1393, Unauthorised ascess to this site s prohibited.

&) Dore [

7 Remote Request List - Microsoft Internet Explorer

| Ele Edt Yiew Favoites Tooks Help

oL D | A G | B W 2
Back Fonyart! Stop Refresh Hame Search Favarites Histary b ail Print Edit Discuss  Messel

| Address [ nitp 101 aspiror Department_cade=HR =] @t

from Human Resources [HR]

Click the description of the reguest you want to view or edit, or select an item below.

Add 3 new reguest Change your gelected departrment ain keny Log out

Sort Order | Recjuest Status ~ m
[ [wo status |Request ID |Feedback |Requested By |Requested DaterMime |Deseription |Fricrity |Asset o [Buitaing [Demain
nlCnmp\ated 0000033 |Yes Brian Smith 18/06/02 16:27 Repair Airconditioning in Trai 2 1A
ElCump\emd 0000047 |Yes Brian Smith 20/06/02 16:25 Wash basin in etaff canteenis. . 2 25 R
[lCompleted 0000045 [Yes  [Cathy Bamelt  |[2006/02 16:35  |Repalr lights in HR mesting o |L WCT e
[l |in Progress  [0oo0038  [Ne Brian Smith 200602 16:25 | Electronic whithoard isntwar |2 10094 1A [
M(ontold 000044 [Yes  [Michael Bateman [20/05/02 16:18  [Window in the reception office. |1 1A [
Bloustanding (0000042 Mo |Kathryn Baker  [200E/0Z 1512 |Wheel has come ofioffice chai . |L 10026 1A _
|Outsland|ng 0000046 | Yes Brian Smith 20/08/02 16:21 Powerpoint in the lecture room. 1 1A e
El|rejected [0000045 [No Alan Bond 200602 16:20  |Could my ofice be db. [H 1A [
W Waiting 0000040 |Mo Scott Martin 20/06/02 14:34 Filing cabinet draw is braken 1] 14 R
W | Waiting 0000041 Mo Cathy Barnett 20/06/02 15:09 Data projector lamp has blown 2 10092 1A o
W Waiting 0000042 |No Brian Smith 20/06/02 15:33 Airconditioning in the meeting. 1 1A e

BEIMSWeb Wersion 5.4.115 is () Copyright Meroury Computer Systems, 1888, Unauthorised access to this site is prohibited.
4 |
@] Edit this record [request #0000041) [
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