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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. 
 

 
 
 
 
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. 
 

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

 
  



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. 
 

 
 
 
A new tab Add to description appears below the Qty req’d field.  
 
 
Click on the ‘Add to Description’ tab 
 

 

 



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

 
 
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.  
 

 
 



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 – 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. 
 

  
 
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. 



 
 
Please type in the FM Help ‘Description’ field: 
 
the description, colour, specification and quantity of your order.  
 
 
 

 
 
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. 
 
  



  
 
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. 
 

 
 
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 

 

 
 

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

 

 


