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Welcome to the University of Tasmania’s Work Request Management Web Module. 
 

When a work request is assigned to your company, you will receive an email similar to the 

one below. 

How to manage the work request 

 

Step 1: Manage the work request by clicking on the link. 

 

 
 

Step 2: Log in using your company username and password (provided to you earlier). 
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Step 3: The work request is ready to start. Acknowledge WHS actions by ticking required 
box(es) and then select ‘submit’. 

Note: SWMS reference number is now mandatory. 
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Note: You can access the University’s asbestos register and SISFM Enquiry (site and floor 
plans) via links or tabs. 
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Sign in and sign out 

Step 1: When your contractor arrives on site, select ‘sign in’. Note: This generates an automatic email 
to the work requestor, CSD contact and building contact notifying them that your contractor is on site. 

 

 
 

Step 2: When the contractor leaves the site, select ‘Sign Out’. Note: This generates an automatic 
email to the work requestor, CSD contact and building contact notifying them that your contractor has 
left the site. 

 

 
 

 

IMPORTANT: Contractors must sign in every time they arrive on 
campus to undertake work, and sign out each time they leave the 
campus. 
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NB: When a contractor has ‘signed in’ on a work request, the job will be highlighted in green 
and ‘logged in since [time date]’ will be displayed in red. 
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Completing works and invoicing 

Step 1: Once all work on a job is complete, select ‘complete’. 

 

(Note: If you would like to return to your list of work requests, click ‘My Jobs’.) 
 

Step 2: Complete all fields and select ‘Submit’ 
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This will return you to a complete list of all requests allocated to your company (in different 
stages). 

 

 
 

Step 3: Your company will then receive an email similar to the one shown below. The link 
takes you to the Contractor Work Request Management Module invoice page. 

 

 



Work Request System – User Guide for Contractors; last updated 20/08/2018 9  

 
 
Step 5: Select Enter Invoice 
 

 
 
 

Step 6: Enter your invoice number, the date and the amount and select ‘Submit’ 
 

Note: The receipt number will be automatically generated. 
 

 
Step 7: Please forward your invoice, including the receipt number, to the University of 
Tasmania for prompt payment at: Finance.Payables@utas.edu.au or Private Bag 1353, 
Launceston 7250. 


