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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. 
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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 
 

 
 
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 
 

 
 
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:  
 

• View, add or modify work Requests 
• Web site info  
• Log out 

 
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 
 

 
 
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. 
 

 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 
 

 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. 
 

 
 
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  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 Lab1 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: 
 

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

 buttons. 
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Confirm Details Page 
 

 
 
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. 
 
• To enter another request click the Add Request button. 
• To view list of requests click the Request List button. 
• To go back to the main menu click the Main Menu button. 
• To exit Remote Request system click on the Logout button. 
 



  

BEIMS Web Remote Request System 
Version 5.5 

 
 

  
 
©  Mercury Computer Systems (Aust) Pty Ltd Page 9 

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. 
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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.  
 

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 
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Logging out of BEIMS Web 
 
From either the Main Menu or the Request list screens, select the Log out option. 
 

  
 

 

Depending which 
screen you are at  
select Log Out to 
exit.  


