USER INSTRUCTIONS FOR:

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

ROOM BOOKING APPLICATION THROUGH APPIAN: REFER TO PAGE 39

d




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

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

Getting Started

What would you like to do?

Room Booking

Functions & Facility Hire

1

Facilities Food/Drink Guests

@ & 0]

oa®
(-]
[ )

N

Single Booking

Security Services

CANCEL



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

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

-
Contact Facilities Guests Food & Drink Services Approval Review

Function Details

Contact Person*
Self Other

Function Name @ *

Function Description @ *

1000/1000 character(s) remaining

CANCEL BACK NEXT



~ 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

News IEH'S Records Reports Actions

Functions & Facility Hire Request Form

-
Contact Facilities Guests Food & Drink Services Approval Review

Function Details

Contact Person *
— @ Self | Other

Employee *

Contact Email * Contact Phone *

Mrs Christine Baillie-Stratis, Operations Coordinator FMU Christine.Baillie-Stratis@unisa.edu.au 20080

Function Name @ *

Mid Year Staff Forum

Function Description @ *

Staff forum to discuss unit performance and tracking against KPI's

934/1000 character(s) remaining

CANCEL | SAVE DRAFT & EXIT BACK -NEXT




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

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

-
Getting Contact Facilities Guests Food & Drink Services Appfoval Review
Function Details
Contact Person * Who is the contact? * <
—eecalp @) Other Staff Student External

Function Name @ *

Function Description @ *

1000/1000 character(s) remaining

CANCEL BACK NEXT



- 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

Functions & Facility Hire Request Form

-
etting Started Contact Facilities Guests Food & Drink services Approval Review
Function Details
Contact Person* Who is the contact? *
e colf @ 0iher p O staff Student External
Employee * Contact Email * Contact Phone *
Mr Sam Payne, Operations Officer FMU % Samuel Payne@unisa.edu.au 20555



__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.

News Tasks Records Reports

-
setting Started Contact

Function Details

Contact Person *

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

Functions & Facility Hire Request Form

Facilities Guests Food & Drink Services

Who is the contact? *

i & @ student ) External
Student * Contact Email * Contact Phone *
Christa Smith (110240244) x ITU-AppianTest@unisa.edu.au 0400 001 001
Affiliation *

Name of Student Group/Club/Society *

UniSA Badminton Club

Function Name @ *

Function Description @ *

1000/1000 character(s) remaining

CANCEL

© UnisA sports USASA | None
<

<

Approval

Review

BACK NEXT



— If you are nominating an external organiser/contact select external and enter the email and contact phone details.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Getting Started Contact Facilities Guests
Function Details
Contact Person * Who is the contact? *
TEN ) Other Stalm SUGELS © external
Contact Name * Contact Email *

Chris Smith Csmith@hotmail.com

Food & Drink

Services

Contact Phone *

0401 001 001

Approval

Review



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

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Cetting Contact Facilities Guests Food & Drink Services Approval Review
Facilities
Campus Facility Start Date/Time End Date/Time Set Up Commences @ Set Down Ends @ Room Details @ Capacity
© Add facility

List of bookable rooms and facilities

CANCEL SAVE DRAFT & EXIT BACK NEXT




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.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Getting Started Contact Facilities Guests Food & Drink Services Approval Review
Facilities
Campus Facility Start Date/Time End Date/Time Set Up Commences @ Set Down Ends @ Room Details @ Capacity
City West «  Tutorial Room «  31/05/2019 09:30 31/05/2019 16:30 30/05/2019 16:30 31/05/2019 16:30 Prefer H5-02 or Pridham Hall . 1oo
© Add facility

List of bookable rooms and facilities

CANCEL | SAVE DRAFT & EXIT BACK NEXT

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.



South Australia

University of o
1y STUDY RESEARCH PARTNER NEWS & EVENTS LOGIN (..L =

Home > Campus facilities

Hire UniSA facilities

Outdoor cgoking > Take a look through the various spaces available for hire across the University. Full room details are listed, including audio
facilities visual capacity.

Catering ’ To make a booking contact FM Assist.

Find a room >

> Hire UnisA facilities

Audio visual equipment >

> Find a room

Find a room

Search by campus

City East

Stately North Terrace
frontage combined
with modern facilities
— City East is central
and convenient.

> Find aroom

City West

The modern City West
campus offers a space
for every occasion ina
convenient location.

> Find a room

Magill

The Magill campus
combines heritage
buildings with modern
architecture amid a
gum tree and creek
setting.

> Find a room

Mawson Lakes

Mawson Lakesisa
spacious, modern
campus with natural
surroundings, 12km
north of the city.

> Find a room
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— |f you do require multiple spaces for this function click on the add facility button and another line will appear as per below.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

Getting Started Contact Facmties Guests Food & Drink Services Approval Review
Facilities
Campus Facility Start Date/Time End Date/Time Set Up Commences @ Set Down Ends @ Room Details @ Capacity
City West v Tutorial Room ~  31/05/2019 09:30 31/05/2019 16:30 30/05/2019 16:30 31/05/2019 16:30 Prefer H5-02 or Pridham Hall . 100 x
- - X
PO Add fadility

List of bookable rooms and facilities

CANCEL | SAVE DRAFT & EXIT BACK NEXT
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When details on this page are complete click on Next.

News Tasks Records Actions

Reports

Functions & Facility Hire Request Form

Facilities
Campus Facility Start Date/Time
City West v Tutorial Room «  31/05/2019 09:30
City West *  Courtyard *  31/05/2019 12:30
© Add facility

CANCEL | SAVE DRAFT & EXIT

-
Facilities

End Date/Time

31/05/2019

31/05/2019

Guests

16:30

14:30

Food & Drink

Set Up Commences @

30/05/2019 16:30

31/05/2019 11.00

Services

Set Down Ends @

31/05/2019 16:30

31/05/2019 15.00

Approval Review
Room Details @ Capacity
Prefer H5-02 or Pridham Hall . oo X
Between Yungondi and BH Building 100 X

List of bookable rooms and facilities

BACK || NExT | ¥
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A new page will appear as per below.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Getting Started Contact Facilities Guests Food & Drink
Attendance
Number of staff Number of students Number of external
0 0
Admission

Will there be an admissions charge? *
Yes No

High Profile Attendees

Are there any high profile attendees? *
Yes No

Representatives, Sponsors, Exhibitors

Are there any representatives/sponsors/exhibitors? *
Yes No

CANCEL | SAVE DRAFT & EXIT

Services

Approval

Total attendance

Review

BACK NEXT
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Enter the attendance numbers in their various categories

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

-
Getting Started Contact Facilities Guests Food & Drink
Attendance
Number of staff Number of students Number of external
100 0 0

Services

Approval

Total attendance

100

Review

14



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. __

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v
Getting Started Contact Facilities Guests Food & Drink Services Approval Review

Attendance

Number of staff Number of students Number of external Total attendance

100 0 0 100
Admission
Will there be an admissions charge? * Admissions Charge Details *
Oves NO $10 per ticket for entry funds received to go towards Charity

|,

939/1000 character(s) remaining

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

News  Tasks Records Reports  Actions

Functions & Facility Hire Request Form

v
Getting Startec Contact Facilities Guests Food & Drink Services Approval Review
Attendance
Number of staff Number of students Number of external Total attendance
100 0 Q 100
Admission

Wwill there be an admissions charge? *
Yes @ No



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.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v
Getting Started Contact Facilities Guests Food & Drink Services Approval Review

Attendance

Number of staff Number of students Number of external Total attendance

100 0 0 100

Admission

Will there be an admissions charge? *
Yes @ No

High Profile Attendees

Are there any high profile attendees? *
0 ves No

Title @ Name Description

Hon Steven Marshall Premier

© Add high profile attendee

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

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v
Getting Started Contact Facilities Guests Food & Drink Services Approval Review
Attendance
Number of staff Number of students Number of external Total attendance
100 0 0 100
Admission

Will there be an admissions charge? *
ves @ No

High Profile Attendees

Are there any high profile attendees? *
ves @ No

16



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.

Appian

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Setting Started Contact Facilities Guests Food & Drink Services Approval Review
Attendance
Number of staff Number of students Number of external Total attendance
100 0 0 100
Admission
Will there be an admissions charge? *
Yes @ No
High Profile Attendees
Are there any high profile attendees? *
ves @ No
Representatives, Sponsors, Exhibitors
Are there any representatives/sponsors/exhibitors? *
> O ves No
Business Name Contact Name Contact Phone Description @ Charges Description of Charges
ABC John 8300 0000 Sponsoring Team Challenge o;jzs

© Add representative/sponsor/exhibitor

CANCEL | SAVE DRAFT & EXIT BACK NEXT



If you select yes a description field will appear.

News Tasks Records Reports Actions

Functions & Facility Hire Request For

Attendance
Number of staff Number of students
100 o]

Admission

Will there be an admissions charge? *
Yes @ No

High Profile Attendees

Are there any high profile attendees? *
Yes @ No

Representatives, Sponsors, Exhibitors

Are there any representatives/sponsors/exhibitors? *

O ves No
Business Name Contact Name Contact Phone
ABC John §300 0000

© Add representative/sponsor/exhibitor

CANCEL | SAVE DRAFT & EXIT

Food & Drink

ber of external

Description @

Sponsoring Team Challenge

Approval Review

Total attendance

100

Charges Description of Charges
es
°No $100 transport fee

BACK NEXT

v

When you have finished click next. ——

The next page will appear as per below.
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News Tasks Records Reports Actions

Functions & Facility Hire Request Form

-
Sett co t Facilities G Food & Drink Services Approval Review
Food
campus Food will be: Willthe foodbe Food Details @ Caterer Details
catered?
served Yes
City West
Sold No
Alcohol

If a limited licence is required. it must be completed and forwarded to FM Assist via the Application ID and Applicant Name field(s) in this section prior to lodgement with Consumer and Business Services. Consumer and
Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering services detailed in this form. Please use the link below to begin your

application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus Alcohol will be: mnlishic sleavithe Alcohol Details Caterer Details Licence
catered?
Served Yes
City West
Sold Ne

CANCEL SAVE DRAFT & EXIT BACK NEXT



The next section relates to Food for the function, depending on selection additional sections will become available for details if they are required

Functions & Facility Hire Request Form

ef ties Guests Food Sv(Drink Services Approval Review
Food
Campus Food will be: gil‘;zg;md be Food Details @ Caterer Details
4 served Yes BBQ Lunch
City West sold o

‘Working...

Actions

Functions & Facility Hire Request Form

Food & Drink Services Approval Hevigw
Food
Will the foad be "
Campus Food will be: 4 Food Details @ Caterer Details
catered?
¥ served 0 B8G Lunch The Carvery
ity West
Sold No

Functions & Facility Hire Request Form

v
Food & Drink Services Approval Review
Food
" will the food be " i
campus Food will be: Food Details @ Caterer Details
catered?
Served 0 e BRG Lunch The Carvery
Clty West

Sald Mo



Functions & Facility Hire Request Form

Food & Drink Services Approval Review
Food
ill the :
Campus  Food will be: Will the faod be Food Details @ Caterer Details
catered?
served Yaz BE(] Lunch
City West
' sold One

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.

Alcohol

If a limited licence is required, it must be completed and forwarded to FM Assist via the Application 1D and A 1eld(s) in this section prior to lodgement with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request, g for a limited license, you must include any catering services detailed in this form. Please use the link below

to begin your application and input the Partial Application ID and A Iin the field(s) above.

How to apply for a limited licence.

Will the alcohol be

Alcohol Details Caterer Details Licence

(& Alcohol will be:
ampus cohol will be! e
Served Yes
= City West
Sold No

21



Application process for a Limited Licence

To apaly for a Limited Licence click on Consurver & Business Services link; hitp:/fweew.cbs.sagov aul
Click ‘aply & pay anline’ button, then expand the Tiguor and gaming’ section,

Select ‘Apply for a limited (one off] lsquar Beence’ Consumer & Business Services ask if vou would ke to
“Lodge an Ondine Application’ and ‘Is This Limited Licence Application Partially saved” which you can select
no’ or e’

. Complete online application for a Limited Liquor Licence with event information
. Once you have entered the event information the List step [submit your application section) will ask you to

declare & tick The Owner consents 1o the application’,

Onee selected The Owner consents to the application’ a drop down box will appear asking for the ‘Owner’s.
name (Campus Faciities Manager - CFM for relevant campus] and contact number,

City East = Damien Lawson 8302 2208

Magill - Damien Lawson 8302 4576

City West - Dominic Marafioti 8302 0770

Mawton Lakes = Justin Faggotter 8302 3347

. Save the appli and record the gx licat ber.
. Applicant is then reguired o print the online “Application for Limited Licence” and attached to either the k-

112 “Student Group-Club-Seciety Funclion Approval or the FM-153 Stall Function Approval form and
forward 1o FM Assist for the Campus Facility Manager to assess and autharise.
Onee the FA-112 Student Group-Club-Saciety Function Approval ar the FM-153 Staff Function Approval”
farm is authorised by the CFM the applicant will need 1o proceed 1o the apply section (steps 1 1o 3 of this
process) and complete /submit the far by Consumer & Buginets Services.

. Wiou will b asked “ls this Limited Licence Application Partioly Soved” please select "ves’ and 3 drop down
menw will appear asking you Lo enter the "Portio! Application 10" and "Appiicant Nome”,

Application for a Limited Licence

22



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.

Alcohol

If a limited licence is required, it must be completed and forwarded to FM Assist via the Application 1D and Applicant Name field(s) in this section prior to lodgemaqt with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering serviceNdetailed in this form. Please use the link below

to begin your application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus Alcohol will be: !\;ltILiZZ?alcuhol he Alcohol Details Caterer Details Licence
served Yes Beer Wine and Soft Drinks in Patiab e
City West plastic cups at lunch time .cr s e.c 123456 Christine Baillie-Strati
Sold O No Licence required
CANCEL SAVE DRAFT & EXIT BACK MNEXT

Alcohol

If a limited licence is required, it must be completed and forwarded to FM Assist via the Application ID and Applicant Name field(s) in this section prior to lodgement with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering services detailed in this form. Please use the link below

to begin your application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus Alcohol will be: VIR she Slogil e Alcohol Details Caterer Details Licence
catered?
served Yes Beer Wine and Soft Drinks in West Bar Partil Lirnited
City West plastic cups at lunch time : ;
sold O No Licence required

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.



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.

Alcohol

If a limited licence is required, it must be completed and forwarded to FM Assist via the Application ID and Applicant Name field(s) in this section prior to lodgement with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering services detailed in this form. Please use the link below

to begin your application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus  Alcohol will be: ::ﬂ;:::valcohol e Alcohol Details Caterer Details Licence
Served © ves Beer Wine and Soft Drinks in West Bar -
City West plastic cups at lunch time (ater:er |:_|Lence UPLOAD I:i Drop file here
Sold Mo required
Alcohol

If a limited licence is required, it must be completed and forwarded to FM Assist via the Application 1D and Applicant Name field(s) in this section prior to lodgement with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering services detailed in this form. Please use the link below

to begin your application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus  Alcohol will be: Wt Al apthe Alcohol Details Caterer Details Licence
catered?
Beer Wine and Soft Drinks in West Bar
City West seaed @ lastic cups at lunch time CalerRilicente uPLOAD | [§ Drop fie here
P p required i

Sold No



Once you have completed this page click Next

Appian

News  Tasks  Records Reports Actions

Functions & Facility Hire Request Form

-
Food & Drink Services Approval Review

Food

Will the food be Caterer Details

Food Details @

Campus Food will be: Caterad
served Yes BBQ Lunch
City West
’ Sold O No
Alcohol

If @ limited licence is required, it must be completed and forwarded to FM Assist via the Application ID and Applicant Name field(s) in this section prior to'Wdgement with Consumer and Business Services.
Consumer and Business Services require a minimum of 14 days to process your request. When applying for a limited license, you must include any catering Srvices detailed in this form. Please use the link below

to begin your application and input the Partial Application ID and Applicant Name in the field(s) above.

How to apply for a limited licence

Campus Alcohol will be: gﬂlﬁig;valcohol be Alcohol Details Caterer Details Licence
Served Yes Beer Wine and Soft Drinks in West Bar PR
City West plastic cups at lunch time .cr et 123465 hristine Baillie-Strati
Sold O No Licence required

CANCEL SAVE DRAFT & EXIT BACK NEXT
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The next section will appear as per below.

News Tasks Records Reports Actions

v

Contact Facilities Guests Food & Drink Services Approval Review

Cleaning

Do you require cleaning and waste disposal services? *
Yes No

Security
The issue of a Limited Licence by Consumer and Business Services may stipulate security/crowd control as a requirement. The Campus Facilities Manager will assess the application and may also deem

security/crowd control a necessity. If Security staff are required this will be arranged by FM Assist and the cost will be borne by the Student group/applicant. Under no circumstances can it be assumed that
University of South Australia Security staff can be used or referred to as crowd controllers for planned events/functions.

Do you require security? *
Yes Mo

Equipment
The requester is responsible for lodging works orders for delivery and return. With AV equipment, the reguester is responsible for collecting and returning equipment to FM Assist.

Do you require additional equipment? *
Yes No

Information regarding audio visual equipment

Additional Documents

Upload additional documentation @

upLoAD | [ Drop files

CANCEL SAVE DRAFT & EXIT BACK NEXT



The first section relates to cleaning. If you do not require additional cleaning or resources click “No” .——

Records ' Functions & Facility Hire Requests

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31 =]

Summary News Related Actions

Functions & Facility Hire Request Form

v
Getting Starte Contact Facilities Guests Food & Drink Services Approval Revier

Cleaning

Do you require cleaning and waste disposal services? *
&

Yes @No <

If you do require additional cleaning or resources such as bins click on “Yes” and an additional details section will appear. —

Records . Functions & Facility Hire Requests

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31

Summary News Related Actions

Functions & Facility Hire Request Form

-
Getting Started Contact Facilities Guests Food & Drink Services Approval Review

Cleaning

Do you require cleaning and waste disposal services? *
© ves No

Cleaning Details @ * :

Extra Rubbish and Recycling Bins required at 12.30 in courtyard area.

[211400A chara el ramninine

27



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.

931/1000 character(s) remaining

Security

The issue of a Limited Licence by Consumer and Business Services may stipulate security/crowd control as a requirement. The Campus Facilities Manager will assess the application and may also deem
security/crowd control a necessity. If Security staff are required this will be arranged by FM Assist and the cost will be borne by the Student group/applicant. Under no circumstances can it be assumed that
University of South Australia Security staff can be used or referred to as crowd controllers for planned events/functions.

Do you require security? *
Yes @ No

Security

The issue of a Limited Licence by Consumer and Business Services may stipulate security/crowd control as a requirement. The Campus Facilities Manager will assess the application and may also deem
security/crowd control a necessity. If Security staff are required this will be arranged by FM Assist and the cost will be borne by the Student group/applicant. Under no circumstances can it be assumed that
University of South Australia Security staff can be used or referred to as crowd controllers for planned events/functions.

Do you require security? *
© ves No

28



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”.

Equipment
The requester is responsible for lodging works orders for delivery and return. With AV equipment, the requester is responsible for collecting and returning equipment to FM Assist.

Do you require additional equipment?*
Yes @ No

Information regarding audio visual equipment

Equipment
The requester is responsible for lodging works orders for delivery and return. With AV equipment, the requester is responsible for collecting and returning equipment to FM Assist.

Do you require additional equipment? *
O ves No

Equipment Details @ *

Portable PA Please

982/1000 character(s) remaining

Information regarding audio visual equipment

29



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

Additional Documents

Upload additional documentation @

upLoaD | [} ¢

<
<«
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When this page is complete select Next.

News Tasks Records Reports Actions

Functions & Facility Hire Request Form

v

Food & Drink Services Approval Review

Cleaning

Do you require cleaning and waste disposal services? *
Yes @ No

Security

The issue of a Limited Licence by Consumer and Business Services may stipulate security/crowd control as a requirement. The Campus Facilities Manager will assess the application and may also deem security/crowd
control a necessity. If Security staff are required this will be arranged by FM Assist and the cost will be borne by the Student group/applicant. Under no circumstances can it be assumed that University of South Australia
Security staff can be used or referred to as crowd controllers for planned events/functions.

Do you require security? *
Yes @ No
Equipment
The requester is responsible for lodging works orders for delivery and return. With AV equipment, the requester is responsible for collecting and returning equipment to FM Assist.

Do you require additional equipment? *
Yes @ No

Information regarding audio visual equipment

Additional Documents

Upload additional documentation @

uPLoAD | [} Drop files here

CANCEL SAVE DRAFT & EXIT BACK NEXT

31



The approval page will appear as per below.

News Tasks Records Reports Actions

Records © Functions & Facility Hire Requests

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31

Summary News Related Actions

Functions & Facility Hire Request Form

Approval Details

Do you have the authority to approve this request? *
Yes No

CANCEL | SAVE DRAFT & EXIT

Approval

Appian

Review

BACK NEXT

32



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.

News Tasks Records Reports Actions

Records « Functions & Facility Hire Requests

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31 =

summary News Related Actions

Functions & Facility Hire Request Form

v
Getting Started Contact Facilities Guests Food & Drink Services Approval Review

Approval Details
Do you have the authority to approve this request? * Approver*

Yes @ No Mr Gordon Todd, Facilities Coordinator FMU %

CANCEL SAVE DRAFT & EXIT BACK NEXT
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If you have the authority to approve please select Yes and then Next.

News Tasks Records Reports Actions

Records ' Functions & Facility Hire Requests

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31

summary News Related Actions

Functions & Facility Hire Request Form

Approval Details

Do you have the authority to approve this request? *
O ves No

CANCEL | SAVE DRAFT & EXIT

Approval

Review

BACK NEXT
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The review section will display, please check your submitted details for accuracy before proceeding.

& Request

Function & Facilities Hire Request from Mrs Christine Baillie-Stratis - 31 (=]

Sy M m

Functions & Facility Hire Request Form

Review

Function Details

Function Name M Year Staff Forum

Function Description  SLaff forum o % Unit performance and tracking against KPry

Requester s Christine Bailie.Stratis Contact Name  Mrs Christine Saillie. Stratis

Request 10 31 Contact Emall Cheistine Saillie-Stratis@uniza edu au

Approver (Hos] M Cr Baifie-Siratis Contact Phone 20080

~Facilities (2)

Campus Faciliny Start & End Date SetUp & Set Down Date Detaily Capacity

Tutonial MS3019 530 am Starts 304 19 &:30 pn

Room Ends 31/05/2019 4:30 pm

City Wesz Prefer HS-02 or Pridham Hall functicn Raams 100

Starts 317082019 11:00 am
Ends 3170572019 300 pm

City West Courtyard Between Vungondl and BH Buliding )

~Attendance

Number of statf Number of students Number of external Tatal attendance

100 [:] o 100

~ Admission

WIll there be an admissions charge?
Ko

v Food

Campus Food wil be: Food Details Caterer Details

City West Served 880 Lurch None

~Alcohol

Campus Alcohol will be; Alcohol Details Caterer Details Licence
Partially Complete Licence

City West Served Bear Wine and Soft Deinks in plastic cups at lunch tima West Bar Name Chrigting Baille-Stratis
10 123465

v Cleaning

Cleaning locationds) requested Cleaning Detalls
Oty West Extra Rubibish and Recycing Bins required at 12.30in courtyard area

~Security
Security location(s) requested
Nane

~ Equipment

Equipment location(s) requested Equipment Details
oty West Portable A Please



_ 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.

Before You Submit
> Additional Comments @

Any additional comments can be placed here

1958/2000 character(s) remaining

I confirm

= | will ensure the facilities are left in a clean and tidy state at the conclusion of the function and understand that failure to do so may result in additional cleaning costs being charged to my
Division/School/Unit.

= User/Contact person is responsible to log customer service requests (CSR) and provide details as necessary to FM Assist for reference

Additional Security may be required at cost to the user

| understand that the University of South Australia makes no representation about, or accepts liability in relation to any of the goods or services referred to in any of the notices and/or displays exhibited on

University grounds and shall be indemnified from all actions, proceedings, claims, demands, damages and costs whatsoever which may be taken or made against the University of South Australia. | further

agree to indemnify the University for any damages or losses to buildings and equipment as a result of this function.

| understand this is an application only and cannot be taken as confirmation or approval for the function and/or room bookings without the authorisation of the Division Manager/Head of School/Unit

Manager and the Campus Facilities Manager or nominee.

This function will be undertaken in compliance with the University By-Laws and Safety and Well Being procedures and Guidelines including the procedure for Drugs and Alcchol.

| have read, understood and will abide by the current Food Act and will meet the requirements of the Australian New Zealand Food Standards Code. Food will be stored, cocked and served in hygienic

conditions.

The Outdoor Kitchen will be operated in accordance with the Outdoor Kitchen Operating Instructions provided with the key at the time of use.

If a limited Limited License has been requested, it must be displayed at the event.

The University is committed to providing and maintaining a safe and healthy environment for staff, students, and visitors, and as such activities or functions held on campus should be undertaken in

compliance with the University's By-laws and Safety and Well Being Procedures and Guidelines including the procedure for Drugs and Alcehol.

* The University is committed to providing and maintaining a safe and healthy environment for staff, students, and visiters, and as such activities or functions held on campus should be undertaken in
compliance with the University's By-laws and Safety and Well Being Procedures and Guidelines including the procedure for Drugs and Alcehol.

* That all of the information above is correct and complete.

E— | agree to these terms.

Approval Checklist

| certify that a background check has been completed and confirm each of the above listed External Guests/Representatives/Sponsors/Exhibitors do not have a conflict of interest in any way or form with the
University of South Australia. The above External Guests/Representatives/Sponsors/Exhibitors have been made aware of, and understand they are obliged to comply with UniSA WHS policies and procedures.

Reason for Approval / Rejection

2000/2000 character(s) remaining
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To finish your request press the Submit Button.

I confirm

* | will ensure the facilities are leftin a clean and tidy state at the conclusion of the function and understand that failure to do so may result in additional cleaning costs being charged to my
Division/school/Unit.

* User/Contact person is responsible to log customer service requests (CSR) and provide details as necessary to FM Assist for reference

* Additional Security may be required at cost to the user

* | understand that the University of South Australia makes no representation about, or accepts liability in relation to any of the goods or services referred to in any of the notices and/or displays exhibited on
University grounds and shall be indemnified from all actions, proceedings, claims, demands, damages and costs whatsoever which may be taken or made against the University of South Australia. | further
agree to indemnify the University for any damages or losses to buildings and equipment as a result of this function.

* | understand this is an application only and cannot be taken as confirmation or approval for the function and/or room bookings without the authorisation of the Division Manager/Head of School/Unit
Manager and the Campus Facilities Manager or nominee.

* This function will be undertaken in compliance with the University By-Laws and Safety and Well Being procedures and Guidelines including the procedure for Drugs and Alcohol.

* | have read, understood and will abide by the current Food Act and will meet the requirements of the Australian New Zealand Food Standards Code. Food will be stored, cooked and served in hygienic
conditions.

* The Outdoor Kitchen will be operated in accordance with the Outdoor Kitchen Operating Instructions provided with the key at the time of use.

* |f alimited Limited License has been requested, it must be displayed at the event.

* The University is committed to providing and maintaining a safe and healthy environment for staff, students, and visitors, and as such activities or functions held on campus should be undertaken in
compliance with the University's By-laws and Safety and Well Being Procedures and Guidelines including the procedure for Drugs and Alcohol.

* The University is committed to providing and maintaining a safe and healthy environment for staff, students, and visitors, and as such activities or functions held on campus should be undertaken in
compliance with the University’s By-laws and Safety and Well Being Procedures and Guidelines including the procedure for Drugs and Alcohol.

* That all of the information above is correct and complete.

| agree to these terms.

Approval Checklist

| certify that a background check has been completed and confirm each of the above listed External Guests/Representatives/Sponsors/Exhibitors do not have a conflict of interest in any way or form with the
University of South Australia. The above External Guests/Representatives/Sponsors/Exhibitors have been made aware of, and understand they are obliged to comply with UniSA WHS policies and procedures.

Reason for Approval / Rejection

2000/2000 character(s) remaining

CANCEL SAVE DRAFT & EXIT BACK SUBMIT & APPROVE




You will receive an email indicating you have successfully submitted your application. Further notifications will follow during your applications progress.

Dear Christine,

Your Functions & Facility Hire request has been successfully submitted. You will receive a response
from facilities management from your selected campus.

See the request below:
Link to Request

For any enqguiries, contact FM Assist directly.

Regards,
FM Assist

Online Administration with Appian

Online Administration: Anywhere, Anytime, Any Device. Look for the UniSA Forms app in your mobile app store.

Dear Christine,

Your Functions & Facility Hire request has been successfully submitted. You will receive a response
from facilities management from your selected campus following the approval of your request by
your selected approver.

See the request below:
Link to Reguest

For any enguiries, contact FM Assist directhy.

Regards,
FM Assist

Online Administration with Appian

Online Administration: Anywhere, Anytime, Any Device. Look for the UniSA Forms opp in your mobile opp store.




Room Booking Application

Click on Function and Facilities Hire Request.

x o+

C 0 O h

Apps Log anIT Help Des...

//bpi-test.unisal

myuns

Fdu.au/s

Home Page

sks

mpo/actions/vi

UniSA staff directory  28° FMinteract 2017352 & TimeTrak - SmithBr.. @ Parki Admin

Records Reports  Actions

Correction of Enrolment

University Staff only form to request amendment to enrolment post-census date due to
University administration or correction.

Declaration of Conflict of Interest
Provides staff the ability to declare a conflict of interest

Delete Existing Computer Access
Request Deletion of Existing Computer Access for a Staff Member

Elite Athletes and Elite Performers
Application for Register Elite Athletes and Elite Performers program

End of Employment Request
Commence the process for end of employment

Extra Recreational Leave Request
Request to forfeit recreation leave loading for extra recreational leave days per year

Function and Facilities Hire Request
Create a function and facilities hire request

learnonline Enhancement Request
Request an enhancement to learnonline

Leave of Absence (Research Students)
For research students who wish to take a Leave of Absence.

Leave of Absence or Withdrawal from Program
For students who wish to take a Leave of Absence or Withdraw from Program.

Legal Enquiry
Submit an online legal enquiry

Maintain Traveller Profile
Profile maintenance for students who travel on University of South Australia Business

Manage Groups
Add and remove members to groups which you have administrator privilege

Miscellaneous Allowance Request
Request to apply for first aid, on call or indigenous language allowances

Domestic) - No Tax Invoice FS03
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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

Function an
< c
i Apps

Facilities Hire Req

x  +

Y @ https://bpi-test.unisa.edu.au/suite/tampo/actions/item/ksBpKaeuFEWNMZa7zCulllzpKyyQsq) CxFKg12xSKDuQSksiDkoHHgvCUubt21G2385m 2Mi-MMAKlieSQsEe5qy7 1 0WwevKH7fbm40E

log an IT Help Des...

myUniSA Home Page UniSA staff directory  28° FMidnteract 2017.352 & TimeTrak - Smith8r..

News Tasks Records

Reports Actions

Functions & Facility Hire Request Form

Getting Started

What would you like to do?

CANCEL

Room Booking

&

Single Booking

@ Parki Admin

Functions & Facility Hire

m 14

Facilities Food/Drink

& &

Security Parking Services
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The room booking request form will appear as per below.

@ Function and Facilities Hire Reqr X + l=lEp] = |
&« C Y O htips//bpi-testunisa.edu.au/suite/tempo/actions/item/ksBpKaeuFEWNMZa7zCuUlzpKyyQsq) CxFKg12xSKDuQSksiDkoHHgvCUu6t21G2385m 2Mi-MMAKlieSQsEeSqy710Ww6vKH7fom40OE % 6

1 Apps Log an IT Help Des.. yUniSA Home Page [ UniSA staff directory g8 FMinteract 2017352 & TimeTrak - Smithr.. @ Parki Admin

News Tasks Reco Actions Appian

Room Booking Request Form

Facility

If your facility type is not listed please submit a Functions & Facility Hire request instead.

Campus Facility Start Date/Time End Date/Time Room Details @ Capacity

List of bookable rooms and facilities

Activity @ *

100071000 character(s) remaining

Additional Comments @

2000/2000 character(s) remaining

Additional Documents @

UPLOAD I:i
Before You Submit

1 confirm

* | will ensure the facilities are left in a clean and tidy state at the conclusion of the function and understand that failure to do so may result in additional cleaning costs being charged to my Division/School/Unit.

* User/Contact person is responsible to log customer service requests (CSR) and provide details as necessary to FM Assist for reference

* Additional Security may be required at cost to the user

* | understand that the University of South Australia makes no representation about, or accepts liability in relation to any of the goods or services referred to in any of the notices and/or displays exhibited on 2
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Start by completing the first line of details

Function and Fadlities ® +
& C Y] @ hitps//bpi-testunisa.edu.au/suite, CxFKg12xSKDuQSksiDkoHHgvCUu6t21G238Sm2Mi-MMAKIieSQsEe5qy 710! KH7fbm40E
i Apps Log #h IT Help Des... ryUniSA Home Page UniSA staff directory g 2 & Time SmithBr.. @ Parki Admin

News  Tasks Records Reports  Actions

=l =
* O

Room Booking Request Form

Facility

If your facility type is not listed please submit a Functions & Facility Hire request instead.

Campus Facility Start Date/Time End Date/Time Room Details @ Capacity
> City West *  Meeting Room | 29/05/2019 10:00 28/05/2019 12:30 prefer |S7-04
List of bookable rooms and facilities
Activity @ * A

1000/1000 character(s) remaining

Additional Comments @

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
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Function and Facilities Hire T

& University of South Australi

UniSA staff directory

[0 Find 3 room - Campus faclities - X +

ittps://www.unisa.edu.au/Campus-Facilities/Hire-UniSA-facilities/Find-a-room/

University of
U South Australia

Home > Campusfacilities > Hire UnisA facilities > Find aroom

Hire UniSA facilities

Outdoor cooking
facilities

Catering

Find a room

g8" FMinteract 2017.3.52

>

>

Audio visual equipment >

] Trak - SmithB
& TimeTrak - Smith8..

@ Parki Admin

STUDY RESEARCH PARTNER

Find a room

Take a look through the various spaces available for hire across the University. Full room details are listed, including audio

visual capacity.

To make a booking contact FM Assist.

Search by campus

City East

Stately North Terrace
frontage combined
with modern facilities
— City East is central
and convenient.

> Find aroom

City West

The modern City west
campus offers a space
for every occasionina
convenient location

> Find a room

Magill

The Magill campus
combines heritage
buildings with modern
architecture amid a
gum tree and creek
setting.

> Find a room

NEWS&EVENTS  LOGIN Q)

Mawson Lakes

Mawson Lakesis a
spacious, modern
campus with natural
surroundings, 12km
north of the city.

> Find a room

@&

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)

=@ 3%

* O
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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.

News Tasks Records Reports Actions

Facility
If your facility type is not listed please submit a Functions & Facility Hire request instead.

Campus Facility Start Date/Time End Date/Time Room Details @ Capacity

City West * Meeting Room v 29/05/2019 10:00 28/05/2019 12:30 prefer |S7-04 15

List of bookable rooms and facilities

Activity @ *

Department Meeting

982/1000 character(s) remaining
Additional Comments @

Please secure same room on the 29/06/2019 as well

A

1951/2000 character(s) remaining

If you have any supporting or related documents to include with the request click on the upload button under Additional Documents heading.

1951/2000 character(s) remaining

Additional Documents @

upLoAp | [} oropi
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Select which document you wish to upload and click Open

€ Open (=]
@Q._ Desktop » BEY 2l
Organize »  New folder B~ 0 @
e - =
475¢ Favorites F Google Chrome \ Google Earth Pro
B Desktop @  shortcut Shortcut
213 KB 216 KB
18 Downloads
] Recent Places iTunes KeyPro Plus Client Configuration
Shortcut Shortcut
# 171KB 2.60 KB
4 [l Libraries KeyPro Plus Client . Mozilla Firefox E
] Documents Shortcut | Shortcut
& Music 271 K8 105K8
=] Pictures . ;;tx:liﬁf Key Manager New folder &
£ Videos it File folder
4 8 Computer l, PreRegistration Files Teaching Space Audit
5_{' Windows (C3) E File folder File folder
s STORE N GO (0x] — AT campus map.jpg
58 teams (Vnifs.ur ASKIT 1nternet Shorteut | JPEGimage
59 baillicj (Vunifs.ul @ 18 bytes - T KB
S8 FMU-Data G1 7 s campus map.pdf mmi . Contract Costs and HOF Prices.xlsx T
File name: campus map.jpg -

aR2/1000 charartari<) remaining

Once successfully uploaded the document will appear here

[ Function and Facilities Hire Reqe X+ e

& c O @

Lag an IT Help De

® O

s://bpi-test.unisa.edu.au/suite/tempo/actions/item/ksBpKaeuFEWNMZa7zCuUL FKg12xSKDuQSksiDkoHHgvCUu6t21G2385m2Mi-MMAkKlieSQsEeSqy710WwEvKH7!

TimeTrak - Smith

myUniSA Home Page @ Farki Admin

T UniSA staff directory  g8° FMinteract 2017.3.
[0 UnisA staff directary  g&° FM 2017.

News Tasks Records Reports Actions

Department Meeting

e
982/1000 character(s) rema
445 Include details ab-.ut recurring bookings
Additional Comments @ Z : #
and other requ’. ements here.
Please secure same room on the
%

2000 character(s) remy
Additional Documents @

campus map
JPG-7447 KB

+)Go
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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.

Function and Facilities Hirg Requ X +

& C 1t @ nlps//bpi-testunisa.edu.au/suite/tempo/actions/item/ksBpKaeuFEWNMZa7zCu %SKDuQSksiDkoHHgvCUU6t21G2385m2Mi-MMAKIieSQsEe5qy7 LOWA

S Apps Log an IT Help Pes... myUniSA Home Page UniSA staff directory 85" FMinteract2017.3.52 & TimeTrak - SmithBr.. @ Parki Admin

News Tasks Records Reports  Actions

Department Meeting

982/1000 character(s) remaining
Additional Comments @

Please secure same room on the 29/06/2019 as well

1951/2000 character(s) remaining

Additional Documents @

@ campus map
JPG-744.7 KB

+) B orop i

Before You Submit

I confirm

* | will ensure the facilities are left in a clean and tidy state at the conclusion of the function and understand that failure to do so may result in additional cleaning costs being charged to my DivisionAschool/Unit.
* User/Contact person is responsible to log customer service requests (CSR) and provide details as necessary to FM Assist for reference

= Additional Security may be required at cost to the user

* | understand that the University of South Australia makes no representation about, or accepts liability in relation to any of the goods or services referred to in any of the notices and/or displays exhib\ed on

indemnify the University for any damages or losses to buildings and equipment as a result of this function.

* | understand this is an application only and cannot be taken as confirmation or approval for the function and/or room bookings without the authorisation of the Division Manager/Head of School/Unit M&pager and
the Campus Facilities Manager or nominee.

‘E That all of the information above is correct and complete.

| agree to these terms.

SUBMIT
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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.

H L I PR
FILE MESSAGE ADOBEPDF
e X QL (3 Bl (Aot S | Y S oy P A Q
CiM = EJ Team Email v Done 0 oneMote L [ Related -
u'@.Junk' Delete  Reply R;ﬁ:}r Forward EEMore' F—:f- Reply & Delete ¥ Create New = Mf\.re Eia Actions - Ut"lra:ar:d Cate%onze FELLD:N Tran'slate s Zoom
Delete Respond Cuick Steps P Move Tags Fl Editing Zoom

Tue 21,/05/2019 3:23 PM

Function and Facilities Hire Request <processmodel4397 @bpi-test.unisa.edu.au>
Your Room Booking request has been submitted
To M Christine Bailie-Stratis

0 Click here to download pictures. Te help protect your privacy, Outlook prevented automatic download of some pictures in this message,

Dear Christine,

Your Room Booking request has been successfully submitted. You will receive a response from
facilities management from your selected campus.

See the request below:
Link to Request

For any enguiries, contact FM Assist directly.

Regards,
FM Assist

Online Administration with Appian

COnline Administration: Anywhere, Anytime, Any Device. Look for the UniSA Forms app in your mobile app store.
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