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The Maintenance tab allows you to view both open and closed service requests and edit any current

requests. The requests will be listed in chronological order with the most recent requests at the top

of the page.

Maintenance

My Service Requests

SRz Date Created Description Status Action

i 03012010 leaky faucet. Open et
- Choose - |

2 03/01/2010 sink is leaking zanceled By WAMDR

1 02AE2010 Niyesimilcils laaling Sanoelad By v

The status field will display open, closed or cancelled requests.
View Details from the Action dropdown
will display the request details. The Edit

button will be available in the

dropdown for requests in an “Open”

status.

If it is an open request, the Edit and
Cancel Service Request buttons will be
available. All requests will have the
New button, to create a new request,
and the Attach Document and New

Comment buttons.

Clicking the Attach Document button
will allow you to browse your computer

If you need more details, selecting

Maintenance > SR# 3

Service Request Detail
Status

Description

Specific Location In Unit
Preferred Time to Enter
Date Created

Start Date

Completed Date
Managed By

Documents

Mo Documents

Comments
Mo Comments

Open New; Edit and
leaky faucet. Cancel Service
Request
Any Time
030172010
-
Rohl Atach Docurment
New Comment

for a document and attach it to the service request.

Clicking the New Comment will allow you to add a comment to the request that is visible to both you
and your management team as a

conversation.
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Tommy Bahama
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This request needs to be re-opered.
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