
 

1. 
Enter the Help 

Desk portal 

here. You can 

save it to your 

bookmark bar 

for regular 

access 

 

2. 

Sign in with your 

normal Warwick sign 

in. It will remember you 

for next time. 

 

3. 

Select the final option “Information 

Requests” otherwise it will not 

reach our team 



 

 

7. 

Finally hit “Post.” You will then receive an email confirming your 

request. The standard supply time is 10 days. If your enquiry is 

more urgent please also email the team and let them know, or 

come over and speak to us. 

When the information has been found and you have selected what 

you require, you will then have an option to request a paper copy 

of the information, or have it sent to you digitally or both. 

 

4. 

The request will come up 

automatically populated with your 

details. 

 

 

 

 

5.  

Fill in all these drop down 

boxes 

6.  

Fill in the request details with 

as much information as you 

can, whether you require 

electrical, mechanical or 

building fabric, other details 

such as roof, ceiling etc., an 

approximate year of works if 

applicable and supplier if 

known. The more information 

you provide the quicker your 

information can be found. 


