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UniSpace Project Management – Log In

Action
Log In – using your supplied University 
“A number” and your password to 
UniSpace HOME

Project Management module
Access to the module is via UniSpace 
Home available at
archibus.adelaide.edu.au

ACTION

LOG IN – using your supplied University 
“A number” and your password

UniSpace Home
Has links and overviews based on your 
role. Dots appear on the map to give an 
overview of where projects are 

archibus.adelaide.edu.au
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UniSpace Project Management – Access

ACTION

CLICK - on the Applications tab and then

CLICK - on Project Management (under
Capital Project Management)

Execute
This is where you will access 
all of the day-to-day tasks 
such as updates and project 
details 

Review
This is where you will 
access summarised project 
lists & statuses, progress 
tracking etc.



Projects
A full list of all current projects 
(regardless of owner). Select 
one to see more detail

Filter
Use filters to narrow down the Project list 
based on any know attribute(s)
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UniSpace Project Management – Execute
Review Project Profiles

Project Details
This screen is used for looking at the 
project details (summary) for any project



Filters
The project list defaults to My Projects 
(owned or are a part of the team). You 
can change this to All to see every project 

Alerts
If there is a blue ! dot present in 
this column, the project has an 
outstanding task. A summary 
can be seen by clicking it. 
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UniSpace Project Management – Execute
Management Console – Select Project

Project lists
Select a project from this list to see more 
detail. Projects fall into sections such as 
Issued-In Process, Approved & Closed



Project Dashboard
This is a very high level project 
summary.

Side panel
Quick access for Alerts 
(outstanding tasks), Milestones 
plus viewing/editing Team 
(colleagues & consultants)

Project Profile
The same as Project Details previously, 
this screen gives project wide 
information & ability to update details
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UniSpace Project Management – Execute
Management Console – Project Dashboard



Select/Completed
Use these columns to select multiple 
actions to update or quickly see if they 
are complete (tick)

Filter/Update/Add/Export
Use this top bar to filter, add extra, 
update multiple or even export this list of 
tasks to Excel/Word 

Timing/Status
Use these columns to find due dates and 
how the actions are tracking. The 
columns can be sorted to make this easier
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UniSpace Project Management – Execute
Management Console - Actions



Work Package/Action list
Lists out the corresponding actions/tasks 
grouped in work packages. These can be 
collapsed to reduce information shown

Filter
Use this top bar to filter down large 
charts to make navigation easier

Gantt Chart
Shows all actions/milestones based on 
the project timeline & predecessors. All 
can be clicked on to view/edit
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UniSpace Project Management – Execute
Management Console - Gant



Projects
A full list of all current projects 
(regardless of owner). Select one to see 
more detail

Filter
Use filters to narrow down the Project list 
based on any know attribute(s)

Project Details
This screen is used for looking at the 
project details (summary) for any project
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UniSpace Project Management – Execute
Update Project Status/Close Project



Projects
A full list of all current projects 
(regardless of owner). Select one to see 
more detail

Filter
Use filters to narrow down the Project list 
based on any know attribute(s)

Project Details
This screen is used for looking at the 
project details (summary) for any project
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UniSpace Project Management – Review
Project Quality Control Dashboard

Pie Charts
Show current project status & if any are 
running behind schedule. This is only for 
projects you own (as Project Manager) 

Project list
A list of all projects at all statuses 
(besides closed) with ability to quickly 
Edit Status or Complete

Alerts
Shows all outstanding & on hold actions 
for all projects you’re involved in plus 
any of your open actions. Click for list



Filter
Use the filter to narrow down to project 
type/phase or even a specific project.

Actions by Building
Select Buildings you wish to see details 
for and click Show Buildings. They will 
then appear on map & refresh below

Action Items
A list of all actions based on the filters & 
buildings selected above. This list can be 
exported to Excel/Word
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UniSpace Project Management – Review
Projects Map



Projects
A summarised list of project with Project 
Code, Name, key dates & contacts. 

Export/Refresh
Refresh the list or export it to Excel or 
Word
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UniSpace Project Management – Review
Current Project Summary



PDF
Click this button to create a PDF version 
of the report

Status Report
Lists all current projects with a summary 
of details, the latest status update & also 
a photo if it has been uploaded
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UniSpace Project Management – Review
Current Project Status Reports



Projects
All fully closed projects appear in this 
list. Select one for more details on the 
right

Project Actions/Milestones
When a project is selected, all Actions & 
Milestones appear here. This can be 
exported for a close out summary
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UniSpace Project Management – Review
Project Close Out Summary



Step 1
Head to Management Console, select 
your project, navigate to the Gantt chart 
& find the Status Report Work Package

Step 2
Find the current Project Status Update
task (usually the one with the ‘today’ 
crossing it). Click to open up details

Step 3
Write status update in the Description
field. Upload a photo to Document. 
Change status to Completed & then Save

The University of Adelaide Slide 15

UniSpace Project Management – Tips
Complete a status update



Step 1
Head to Management Console, select 
your project & got to Project Dashboard

Step 2
Click on the Team tab. This will list 
existing colleagues & consultants added 
to the project. Click Add to add more

Step 3
Search for employees/consultants to 
add. You can tick multiple entries & add 
all in one go
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UniSpace Project Management – Tips
Add a colleague or consultant



The University of Adelaide Slide 17

FAQs

Who are the BSI Team

The Business Services & Improvement Team is part of The University of Adelaide's Infrastructure Branch.

How do I contact the BSI Team

Contact BSI Team via email Contact Us

I have forgotten the website 
https://archibus.adelaide.edu.au

I have forgotten my password?
Contact The University of Adelaide – Technology Services 83130 3000

Or use their self-service Password Management

I cant log in to the website

You need a valid and activated University of Adelaide account to log in to UniSpace Home.

I would like to make a suggestion / improvement OR there is an issue with the Application I am using
Create a Service Request via UniSpace Home, with the Type of Request as “UniSpace”

https://archibus.adelaide.edu.au
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