TE WHARE WANANGA O WAIRAKA

FACILITIES MANAGEMENT

Furniture Requests — For New Furniture, Used Furniture and Furniture Repairs
October 2016

FM Help — Furniture requests for USED furniture

If you require used furniture (no charge to your department) please:

Log a job on FM Help, choosing:
Category Group ‘Furniture’
Category ‘Furniture Moving' (NOT Furniture Acquiring)

Once you have chosen the category group and category, a drop down list of
the furniture that is currently in stock appears below the green part of the
screen. Note: Under ‘Details of Enquiry’ the Location field is the location of
where the furniture is to be delivered to.
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L ] cC fmhostunitec.ac.nz/fmhelp/default.aspx?loginname=khollins =
22 apps [l Inflation calculator -... G Search New Zealand.. ¥ Google Maps T8 Currency Converter .. B 2016 - CEA Capex E.., Watercare - Signin [} GIX  » (] Other bookmarks

Customer Details: 25 Oct 2016 02:28:28 p.m.
FirstName LastName Ext/Phone  Email Address Department
Kath Helling 7857 khallinsGunitec.ac.nz Facilities Management (50FM) b

ROTES:
1. For A/H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 8154321 ext. T777)
L. If you are requesting help with telephones, AV and computer related equipment, please log a job with IMS

Details of enquiry:
Bldg Room Location & Category Group Category
oog v M2 v 00g-1112 | Furniture - Furniture moving

Description (300 chars max):

Attach optional photos/images (jpg ONLY):
| Choose Fis | No e chosen | Choose File | No fle chosen
Attach an optional PDF document:

Currently in stock: [Bookcase Bookiet displary bookease [#333] v | 1in stock. Qty req'd: 1 oK
7 divides 1200{10xS00(djxF40(hjmm

@@l SN -3 = - SgaiG 2

Go to the drop down menu (next to Currently in stock) and click on the
downward arrow. As you scroll through the list you can view a picture of each



item as you click on the name. You can also see the dimensions so you can
check if it is right for you.

[ ¥M Help
- Cn fmhost.unitec.ac.nz/fmhelp/default.aspx?loginname=kholiins
3 apps [l inflation calculator .. I Search New Zealand... ¥ Google Maps 8] Currency Converter . B 2016 - CEA Capex E.. Watercare - Signin [ GIX
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‘Attach optional photos/images (jpg ONLY):

Craarin ot crcsen Crecrnin o e chsen
Attach an optional PDF document:

| Cnoose File | No file chasen

Currentlyin:to:k’aammsmumm:m ogk. Qty req'd: 1 || ok
7 divides 1200(10x500(d)x5 440 = ol display books [.]

Cabanat. Filing Europlan [W75]

8 Cabenet. Filing Europlan [i76]

B Catanot, Filing Plan drawer [£324]
Catanet, Misc Mini Cabinet [=36]
Cabanat, Misz Prgaonhole [#334)
Cabwnat, Wail 2 doors cabinet [w114]

Chaw, Classroom Skich v Back [#64]
| Ghise, Glasseoom Skigif-Ghina [#63]
For staff relocation req iy lete & submit this form & then log the FMHelp job

When you find the item you require, click on the item.

[ FM Help ®

- C#f fmhost.unitec.ac.nz/fmhelp/default.aspx?loginname=khollins o=
33 Apps [l nflation caleulator .. [ Search New Zealand.. ¥ Google Maps ] Currency Converter .. [B% 2016 - CEA Capex E.. Watercare - Signin [ GIX  » [ Other boakmarks
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Attach optional photos/images (jpg ONLY):

[ Ghoose Fia | Na e chosen ' Chogsa Fie | No fils chasen
Attach an optional PDF document:

Chaose Fie | No fle chosen

Currently in stocks | Char Classroom Skidift [562] v |45 in stock. Qty req'd: 1
Standard Student chair

it this form « then log the FMHelp job




Select the quantity required by going to the Qty req’d field. Type in the
number you need (as long as it shows there are sufficient in stock) and click
on OK.

[ ¥M Help 5
- Ccn fmhostunitec.acnz/fmhelp/defaultaspx?loginname=khallins i —
Search New Zealand... ¥ Google Maps [@] Currency Converter .. B 2016 - CEA Capex E.. Watercare - Signin [ GIX'  » (] Other bookmarks

vy

‘Attach optional photos/images (jpg ONLY):
[ Chosa Fia | No o chasen [_Ghoosa Fie | o chesen
Attach an optional PDF document:

—

Currently in stock: Char Ciassicom Sedift [552] { 451in stock. Qty req'd: 3 |[ox]

it this form « then log the FMHelp job

A new tab Add to description appears below the Qty req'd field.

Click on the ‘Add to Description’ tab

- CH fmhost.unitec.ac.nz/fmhelp/default.aspx?LoginName=khollins o=
33 Apps [l nflation caleulator .. [ Search New Zealand.. ¥ Google Maps ] Currency Converter .. [B% 2016 - CEA Capex E... Watercare - Signin [} GIX
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Attach optional photos/images (jpg ONLY):

Choose File | No e chosen : Chogse File | No file chasen
Attach an optional PDF document:

Ghoose Fie | No fle chosen

Currently in stocks | Char Classroom Skidift [562]
standard Student chalr
3 Chair, Classroom Skdit [#62] Standard Studant chair

bmit this form « then log the FMHelp job




and your selection will upload into the Description field of your FM Help job.

' [ FM Help

« [ § fmhost.unitec.ac.nz/fmhelp/default aspx?loginname=khollins i =
3 apps [ Inflation calculator -, ] Search New Zealand... ¥ Google Maps Currency Converter .. B 2016 - CEA CapexE... Watercare - Signin [} GIX  » [ ] Other bookmarks

| Details of enquiry:
B N oo R Cocahion s Cataony Sop ey
{003 jil 1112 v [009-1112 | fumitie Bl { Furmiture moving
Description (300 chars max):
| 3x Chair, Classroom Skidlift [#62] Standard Student chair
Attach optional photos/images (jpg ONLY):
| Choose File_| Mo fie chosen Choose Filo_| No filo chasen
Attach an optional PDF document:
e

v | 45 in stock. Qty req'd: 3

oKl

Currently in stock: | chair Classiom Sk [£52)
‘Standard Student chair

If you require other used furniture, repeat the above process by selecting your
next item. Note: check the Qty req’d field each time before adding to the
description as it defaults to the last number you ordered and also check that
each item has successfully been uploaded into the Description. Note: there
is a limit of 300 characters in the Description field, so if you are ordering a lot
of items (>5) you will have to submit more than one FM Help job.

[ FM Help
L ] CcC N fmhostunitec.ac.nz/fmhelp/default.aspx?loginname=khollins o=
33 Apps [l nflation caleulator .. [ Search New Zealand.. ¥ Google Maps ] Currency Converter .. [B% 2016 - CEA Capex E.. Watercare - Signin [} GIX  » (] Other bookmarks

2.1 you are req & Nl with AV and Telated please Tog a job with (M5

Details of enquiry:
Bldg Room Location (¥ Category Group

[oos v| [1112 v| [oos-1112 | Furniture 2

Descri| (300 chars max):

[AXCnaTr, T e ArE STUmeNT cratr

Eu Cabinet, Filing Eucoplan [#76] 4 drawer, lockable, green
1x Table, Other Low table [#320] white S@QXEAEx4SEh

1x shelf Bookshelf [#175] Tawa, 4 divided EpRxdngx1820(h)nm
[1x Chair, Office Water Chair [#43] no arms, 2 leaver, gas lift

Attach optional photos/images (jpg ONLY):

Chaose Fis | No Hie chosen Choose File | o file chosen
Attach an optional PDF document:

e I

Currently in stock: | Char, Ciassroom Student chair [4325] v |4instock. Qty req'd: 2 || ok |
Blus purple pattern =
2x Chaw, Classroom Student chi [5326] Blus puple patiem | [[Add 10 description | | Undo |




Finally, click on the ‘submit’ button at the bottom of the page. Note: This will
only work if you have completed ALL fields on the FM Help screen.

[ FM Help ®
by I —

- C#H fmhost.unitec.ac.nz/fmhelp/default.aspx?loginname=khollins
33 Apps [l nflation caleulator .. [ Search New Zealand.. ¥ Google Maps ] Currency Converter .. [B% 2016 - CEA Capex E.. Watercare - Signin [ GIX  » [ Other boakmarks

Currently in stock: [ Char, Classroom Student chair [4326] v |4in stock. Qty req'd: 2 || ok
| [ Add to description | [ Undo

2x Chair, Classroom Student chaw [326] Blus purple pattem

bmit this form « then log the FMHelp job




FM Help — Furniture requests for NEW furniture

If you wish to make a request for new furniture, please:
Log a job on FM Help choosing:

Category Group ‘Furniture’

Category ‘Furniture Acquiring’ (NOT Furniture Moving)

Please select the New furniture catalog icon.

ac.nz/fmhelp/defaultaspxiloginname=khollins ity
3 apps [ Inflation cakeulator-.. [ Search Mew Zealand... ¥ Google Maps  [8] Currency Converter . B 2016 - CEA Capex E.. Watercare - Signin  [J GIX  » [ Other bookmarks

Details of enquiry: a
Bldg Room Location Category Group

08 v [1112 ¥ 0081112 | Fumiture v

Description (300 chars max):
|

Ghosse Fie | Ho file chosen Chogse Fil | No bl chosen
Attach an optional PDF document:
Ghoose Fée | Mo fils chosen

_
Mew furniture catalog: T

A For staff relocation r 5, plete & submit this form « then log the FMHelp job

[EStest] | Resety)

And the Unitec furniture catalogue will appear on your screen.

Choose from the catalogue which item or items you require, noting the model,
fabric choice, colour, and other specific details.

If you are unable to find what you need, contact Amos Sander, Facilities
Manager (7648 or 021 401 266) and he will work with you to source what you
require.



| S %] D) fmbostunitecacnz/imbe. % Y U Word Templatis - The Ne x ' 8 Downlosds
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LUJ Uniteg UNITEC INSTITUTE OF TECHNOLOGY CATALOGUE Kada
' il * commercial ferniture
Db &5 3016 TO: AMOS SANDER FROM; ANSLEM EMMANUEL
[ =T T e
TASK CHAIRS
Waner chaic & Liw Bk l s "o
Mo Arma
-1 Laawver Wi Back 1 5 WS
-L:llxm-hl'r'ﬁuum‘ﬂKWImwh)lm ™ - _— .
S &
e e bid Back 1 s W
= Falbic = Rarger WPlease see Fabric Chart on the last pagel
._nm Add [xtra $T10065T for Adpstable Arme.
sls::-‘:'o—-u:-n . Spactrum 2, Tws lever 1 % T
™| UnitecMeme NEW ..DOT ~ ™ UnitecMeme_NEW.DOT T # Unitee_Letter MEW_.DOT  ~ B Unitec_Letter NEW..DOT 2 show all dowmlonds, %

BiclelloemEcme

Please type in the FM Help ‘Description’ field:

the description, colour, specification and quantity of your order.

U The Nest Home (Staif Intr.. 3 FM Help 3 Kada catolog and pricing foe U.. % | + - a8 x
€ () fmhosyimhelp/default aspx ¢ Q Search T E ¥+ & 0 Q =
: ! O o -
Unitec =~ AT N |
FM Help “"":'lL"""J b gt 0 VR i.‘u;nf_‘m/.
Cust, Dataile: 11 :I_d-_ﬁyl_llns_‘ Get Details 20 Jan 2017 03:09:11 p.m.
Kath_ Hollins (7657 [holins@unitec.acnz || Facilties M, (S0FM) il
HOTES:
1. For A'H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 8154321 ext.7777)
2. If you are requesting help with telep AV and computer related equip please log a job with IM5
Details of enquiry:
[oos ~| [m12 ~| joos-112 | | Fumniture - | Fumniture acquiri ~|
Description (300 chars Rjex):
W 2 leaver, gas lift, mid back. Fabric- Ruby
Attach optional photos/images (jpg ONLY):
Browse.. Mo file selected, Browse,.. | o file selected,
Attach an optional PDF document:
Browse... Mo file selected.
New furniture catalog: T

Note 1: As always, please remember to complete ALL fields on the FM Help
screen. Note 2: Under ‘Details of Enquiry’ the Location field is the location of
where the furniture is to be delivered to.



U The Nest Home (Stafinte-. 3 M Help % Kada catolog and prcing for Un. X | + - 8 x
€ () fmhost/imhelp/default.aspx ¢  Q Search B8 ¥ & 0 Q =

FM Help Wunitec

Cust, Detalle: 11 II,J.E.,_| Get Details 20 Jan 2017 03:09:11 p.m.
FlLsHe S ot o SR E e bond i Ennlt A ve ) pepartient .
Kath [notins __J7657 | holins@untecacnz | Facities Gor) -]

HOTES:
1. For A/H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 8154321 ext.7777)
2. If you are requesting help with AV and computer related please log a job with IMS

Details of enquiry:

Bldg Room Category Group Category

[oos -| 112 '\, 00s-1112 | | Fumiture ' |Fumiture a
SoS— et

Description (300 chars max):

|1 Water Chalir, no arms, 2 leaver, gas lift, mid back. Fabric- Ruby

Attach optional photos/images (jpg ONLY):

Beowse... o file selected, Browse.. | No file sekected,
Attach an optional PDF document:

Browse...  No file selocted.

New furniture catalog: T

Finally, click on the ‘submit’ button at the bottom of the page. Note: This will
only work if you have completed ALL fields on the FM Help screen.

U The Nest Home (Staff Inte.. 30 FM Help 3 Kada catolog and pricing foe U | o+ - 8 %
€ () fmhost/imhelp/default.aspx ¢  Q Search B8 ¥ & 0 Q =
| kath | Hollins | 7657 [ khollins@unitec.acnz || Facilties Management (s0FM) | |

NOTES:

1. For A/H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 8154321 ext.7777)
2. f you are requesting help with teleph AV and computer related equi please log a job with IM5

_________ y Loctiond Category Group Category
12 | o0s-1112 | | Fumiture ] |Fumiture acquiring |

Description (300 chars max):

1 Water Chair, no arms, 2 leaver, gas lift, mid back. Fabric- Ruby

Attach optional photos/images (jpg ONLY):

Browse...  No file selected. Browse...  No filke selocted.

Attach an optional PDF document:
Browse.. Mo file selected.

New furniture catalog: f

it this form = then log the FMHelp job

Your furniture request will be considered, and you will be contacted if there
are any queries or your request is unable to be fulfilled.



FM Help — Requests for Furniture to be Repaired
There are two ways you can request some repairs to your furniture.

1. You can select ‘Maintenance/Repair’ as the Category Group and
then ‘Furniture, other’ as the Category

[ FM Help x B - o] x
-~ C # | fmhost/fmhelp/default.aspx 7 |
2 apps [l Inflation calculator -+ [ Search New Zealand - ¥ Google Maps T8 Currency Converter | B 2016 - CEA Capex Ex; Watercare - Signin [ GIX »

FM Help Wunitec -

Customer Details: 11 Nov 2016 02:46:34 p.m.
Pt i EEELY SIS Lepient :
Kath Hadlins 7857 khollins@unitec.ac.nz Facliities Management (50FM) |

HOTES:
1. For A/H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 B154321 ext. 7777)
2. If you are help with AV and related please log a job with IMS

Details of enquiry:

Bldg Room Location
o009 v | "z v |0os.1112 " Maintenance/Repal ¥ Fumiture, other

Description (300 chars max):

Please repair the mobile filing cabinet in my office - one of the wheels is loose.

Attach optional photos/images (jpg ONI.Y)_:

Attach an optional PDF document:
Choose File | No file chosen

2. Oryou can select ‘Furniture’ as the Category Group and ‘Furniture,
other’ as the Category

[ FM Help ¥ ﬂ - a -

e C # | fmhost/fmhelp/default.aspx
2 apps [l Inflation calculator -+ [ Search New Zealand - ¥ Google Maps T8 Currency Converter | B 2016 - CEA Capex Ex; Watercare - Signin [ GIX

11 Hov 2016 02:52:54 p.m.

Department

khallins@unitec.ac.nz Facilities Management (50FM) v

1. For A/H and emergency matters contact Unitec Security Centre on ext. 7777 within campus (or 09 B154321 ext. 7777)
2. If you are help with AV and related please log a job with IMS

Details of enquiry:

Bldg Room Location '
ooa v| (12 v 0091112 Fuminure v Fumiture, oiher

Description (300 chars max):

Please repair the cupboard in this office. oOne of the shelves is broken.

Attach optional photos/images (jpg ONI.Y)_:

Attach an optional PDF document:
Choose File | No file chosen




