
 

 
 

 
 

 

FUNCTIONS AND FACILITY HIRE APPLICATION THROUGH APPIAN: REFER TO PAGE 2 

ROOM BOOKING APPLICATION THROUGH APPIAN: REFER TO PAGE 39 

 
USER INSTRUCTIONS FOR: 



1  

Function and Facility Hire Application 
 

For all room bookings associated with a function or where other additional services will be required click the Functions and Facility Hire Tab 



2  

The first stage of your application will appear as per below. 
 

 



3  

If you are the organiser/main contact for the function click self, as a staff member your email will auto populate 

Input the required phone number, this can be a desk extension or mobile. 

Complete the function name and function description questions 

Click Next 



4  

 

 

If you are not going to be the organiser or the main contact for this event click Other and additional options will appear 



5  

 

 

If you are nominating a staff member as the organiser/contact select staff and enter the employees details. This is a linked field to the current staff registry. 

Email will auto populate but you will need to enter the most appropriate contact phone number 



6  

If you are nominating a student as the organiser/contact select staff and enter the student’s details. This is a linked field to the current student registry. 

Email will auto populate but you will need to enter the most appropriate contact phone number. 

You will also need to enter the associated student group/club and their affiliation within the Uni structure 
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If you are nominating an external organiser/contact select external and enter the email and contact phone details. 



8  

The next page is where you enter the room/location requirements, you can add multiple facilities across all campus’s if required. 
 

 



9  

Campus, Facility, Start Date/Time and End Date/Time are all compulsory entries. Whilst set up and Set Down dates and times are not compulsory please consider the 
necessity of including these details and submit a CSR for any related requirements. 

Room details is a free text field where you can enter your preferred room/area. 

Capacity is the total number of attendees associated with this booking. If you have multiple facilities requested the capacity is for that particular room. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you are unsure of the room options on your requested campus please click on this link and a new page will open that will give you information on the rooms that may be 
available. An example of this webpage link is on the next page. 
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If you do require multiple spaces for this function click on the add facility button and another line will appear as per below. 



12  

 

 

When details on this page are complete click on Next. 
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A new page will appear as per below. 
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Enter the attendance numbers in their various categories 
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If you have indicated No there will be no change on the page. 
 

 

Please indicate if there will be Admissions charges for this function. If you indicate Yes an additional text box will appear prompting you for details. 
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Please indicate if there will be any high profile attendees attending or invited to this function. If you indicate “Yes” an additional line of information will appear prompting 
you for details. 

 

 

If you have indicated “No” there will be no change on the page. 
 

 



17  

Please indicate if there will be Representatives/Sponsors or Exhibitors attending or invited to this function. If you indicate Yes an additional line of information will appear 
prompting you for details. 

Enter details of the attending party. You will be required to tick if Charges apply to have this representation on campus. If you select No there are no further steps in this 
section. 
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If you select yes a description field will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
When you have finished click next. 

The next page will appear as per below. 
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The next section relates to Food for the function, depending on selection additional sections will become available for details if they are required 
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The next section relates to Alcohol for the function. If you are not serving or selling alcohol this section can be left blank. 
 

 

If you are planning on serving and/or selling alcohol at this function you will need to tick the appropriate responses in this section. 

If you wish to know details on how to apply for a limited license for your function you can click on this link and an instruction page will appear. 
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Depending on which alcohol selection you make additional sections will become available for details if they are required. If a Limited License is required for your function 
you will be required to enter the application ID number in this box, along with the name of the applicant. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You can save and exit this application to begin the Limited License application and resume when you have the application ID number. Or you can add an open an additional 
web browser page and complete concurrently. 
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If a caterer is Serving or Selling alcohol at your function you will be required to upload a copy of the caterer’s liquor license. 

If you do not have a copy of the license you can save and exit this application and resume when you have received a copy. 
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Once you have completed this page click Next 
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The next section will appear as per below. 
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If you do require additional cleaning or resources such as bins click on “Yes” and an additional details section will appear. 

The first section relates to cleaning. If you do not require additional cleaning or resources click “No”. 
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The next section relates to security for your event. You may (liquor license permission may stipulate this requirement or you may have a high profile attendee who has 
requested additional security presence) or may not be aware of a need for additional security and all requests will be screened by FM Assist and recommendations or 
requirements will be communicated to you as part of the confirmation process. 
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If you require additional equipment that we may be able to assist with and that is NOT covered under the CSR process please use the Yes option and the details section to 
describe what you are after. 

If you do not require any additional equipment please select “No”. 
 

 
 
 
 

 



30  

 

 

If you have any supporting documentation for your event (such as a mud map of the event lay out or a running sheet for the day) please click upload 
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When this page is complete select Next. 
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The approval page will appear as per below. 
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Please note for Staff your General Manager/Unit or Line Manager is typically required to approve your request. For students your approval needs to be from UniSA Sport, 
USASA, your course coordinator or similar. 

Please select the approver and select Next. 
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If you have the authority to approve please select Yes and then Next. 
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The review section will display, please check your submitted details for accuracy before proceeding. 
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If you have any additional commentary it can be listed here. 

Please read through the Terms associated with your booking and select agree if appropriate. If you do not select agree you will not be able to proceed. Please save your 
application and contact FM Assist to discuss further. 

Please read through the approval checklist (will only appear depending on selections within your application)  and select the tick box to agree. If you do not agree you will 
not be able to proceed. Please save your application and contact FM Assist to discuss Further. 
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To finish your request press the Submit Button. 
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You will receive an email indicating you have successfully submitted your application. Further notifications will follow during your applications progress. 
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Room Booking Application 
 

 
Click on Function and Facilities Hire Request. 
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For a plain room booking request that has no additional requirements and will not become part of a function at a later time click on the Room Booking Tab 
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The room booking request form will appear as per below. 
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Start by completing the first line of details 

 If you are unsure of which room you would like or would prefer to view a list of rooms for your chosen campus click on this link 



43  

The Find a room page will load on a separate tab allowing you to look through the various options available. Once finished you can close down the individual tab (note do 
not close down the whole program as you will lose your room booking request) 
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The next step is to add in your activity details for example the purpose the room will be used for. Any additional details or comments can be added in here. 

 

If you have any supporting or related documents to include with the request click on the upload button under Additional Documents heading. 
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Select which document you wish to upload and click Open 

 
 

 

Once successfully uploaded the document will appear here 
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The final step is to read through the confirmation items at the bottom of the page. You will need to agree to these terms and conditions to proceed with your request. Click 
the check box to signal your understanding and agreement to these items and then click the Submit Button. 
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You will get a confirmation email once your request has been successfully submitted. Please note this does not indicate your request has been processed and the room 
secured for use at this stage. A separate confirmation or further correspondence will come from the FM Assist Team shortly. 
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